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State of Oklahoma

This training manual is intended only for use when utilizing the PeopleSoft System. The information
provided in this training manual does not replace the State statues, promulgated rules, approved State
procedures, or your approved State Agency internal purchasing procedures. If there is a conflict in the
information presented in this training manual and authoritative sources, the order of precedence is as
follows: 1. State Statutes, 2. DCS Promulgated Rules, 3. State approved procedures, 4. Approved State
Agency Internal Purchasing Procedures, 5. PeopleSoft Training Manual.

EXCLUSION

This training manual has been prepared exclusively for Client End-User Training. Information contained
within this document may be used by the client for the sole purpose of personnel training. Additional
manuals may be reproduced and edited as needed for training purposes ONLY. All other uses are
prohibited without prior written consent from MAXIMUS, ERP Solutions Division.

Copyright © 2004 MAXIMUS, ERP Solutions Division, Inc. All Rights Reserved.
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State of Oklahoma CORE Project
Pay Run IDs

PAY RUN IDs

(A CORE Team Function)

Pay groups can be grouped together and run on the same payroll cycle as long as their pay-end dates
are the same. That means you could run a monthly and a bi-weekly pay group together if the bi-weekly
pay end date happens to fall on the same pay end date as the monthly pay group.

PeopleSoft uses the Pay Run ID to group together all the pay groups you choose to run a payroll for. The
Pay Run ID also tells the system which calendar to use to create paysheets. Oklahoma State Pay Run
IDs will be structured as follows:

Format for State Pay Run ID is AAAYYFPPNN, where:
AAA is Agency
YY is Fiscal Year
F is Frequency which will either be a M (monthly) or B (Bi-weekly)
PP is Fiscal Period
NN is 00 for regular on-cycle and a sequential number greater than 00 for supplemental and
off-cycle runs.

Pay Run IDs are created online. To add a Pay Run ID navigate to:

Navigation: Home > Define Business Rules > Define Payroll Process > Setup 2 > Pay Run Table

Click on the Add a New Value hyperlink.

PAY RUN TABLE ADD PAGE

Pay Run Table

Add a New Value
Pay Run ID:I

Add

- Add

Simply type in the appropriate Pay Run ID for the payroll to be processed and click the button.
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State of Oklahoma CORE Project
Pay Run IDs

The Pay Run Table page will be empty except for the ID you specified to add.

{ PayRun Table ‘1
Pay Run ID: 47704M0700
*Description: ||
Short Description: I

Pay Calendar Data Find | View Al First [ 10614 [ Last
Company Pay Group Pay Period End Date

You then complete the description and the short description fields. If the short description field is not
filled in, the system will use the first 10 characters of the Long Description to populate it when you click
the B save] pytron.

NOTE: Someone from the CORE group will create Pay Run IDs for all agencies. Prior to
Go-Live Pay Run IDs will be created for all agencies.
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State of Oklahoma CORE Project
Pay Calendars

PAY CALENDARS

(A CORE Team Function)

OVERVIEW

PeopleSoft uses a Pay Calendar to hold pay cycle information such as the correct pay period begin and
end dates and paycheck date. It also identifies which balances the system should update when the
confirm process runs. You can manually define your pay calendars, or, run a process to create them for
the entire year. We will cover both options in this section. First we will outline the process to create a
single Pay Calendar manually, (such as the current process to create off-cycle calendars) then we will
outline the process of creating Pay Calendars for an entire year.

NOTE: A CORE team member will create Pay Calendars prior to the beginning of a new calendar
year for all agencies.

CREATING PAY CALENDARS MANUALLY

Navigation: Home > Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar Table

Home = Define Husiness Rules = Define Payroll Process = Setup 2 = Pay Calendar Tahle

Pay Calendar Table

Find an Existing Value

Campany: I—ﬂ

Fay Group: I_ﬂ
PayPeriod End Date:] 1)
Fay Run 1D I—ﬂ

| Search | | Clear | Basic Search

Add 3 Mew Walue

Click on the Add a New Value hyperlink.
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State of Oklahoma CORE Project
Pay Calendars

Fill in the Company (known as the Agency number in the Legacy System), Pay Group, and Pay Period
End Date. Then click on the Bb#dd] hytton.

PAY CALENDAR PAGE

a Pay Calendar Table - Microsoft Internet Explorer

File Edit VWiew Favaorites Tools Help | uE
dpack ~ = - (@D 7at | @hsearch  GilFavorites (EiMedia ¢4 | - S |
Address [&] http: | fwebdev. oklaos state. ok, us: 7001 jservlets|idientservietjhrtst j7emd=starte: =] @

& Home iz S Sign Out

Home = Define Business Rules = Define Payroll Process = Setup 2 = Pay Calendar Table Mew Window

Pay Calendar Table {_ Confrm Err Option

Company: 320 Dept of Wildlife Conservation [ off-Cycle Calendar? [ Off-Cycle Ded Override
Pay Group:  MH1  Hourly Employees

Pay Period End Date: 01/31/2008 Pay Run ID: | =
G L H Agoregate 0: | *Paycheck Issue Date: El
Pay Period Close Date:  |01/31/2006 il Balance ID
etails
Weeks in this Period: l_ Balance ID Year Quarter  Period

“Pay Periods Per Year: 12

Accrual Percent: I Reverse Accruals “fsn On-Cycle Pay End Date:  |01/31/2008

*Benefit Deductions Taken: | Dedusion =] Benefit Ded SubsetiD: | (@
*General Deductions Taken: | D'eduction j' General Ded Subset ID: I =Y

Pay Period of the month @ First © Second ¢ Third ¢ Fourth ¢ Fifth

™ Paysheets Run ™ Payroll Confirmation Started [~ GL Interface Run I™ T&L Extract costs

I~ Payroll Preliminary Calc Run [~ Payroll Confirmation Run I~ Off-Cycle Calcs Outstanding ™ Single Chk for Multiple Jobs

I Payroll Calculation Run I Pay Distribution Run [T off-Cycle Closed I” CA GL Interface Run

Bz Bk ~dd] (2] Update/Display]

Pay Calendar Table | Contim Err Option

& | [ | @mena:

Pay Period End Date Enter the Pay period end date here.
SEVASCI T M IWBEIEN  Enter the pay period begin date.

Weeks in this Period Enter a value to indicate the number of weeks within the payroll cycle. For
State bi-weekly employees, this value will be 2. For monthly employees, it will
usually be 4 or could be 5. The number of weeks is based on the number of
Wednesdays in the pay period.

EEWASCITL SNETANE-Tal | Enter a number that will indicate the number of pay periods in the year. When
the system calculates deductions, it checks the deduction table, annualizes the
amount of each deduction, and then divides the result by the number of pay
periods per year, as indicated here. For monthly pay periods, the system will
automatically fill in the number 12.

The system relies on these dates to do the following:
e Prorate pay according to Job-related changes
e Create Holiday Pay
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State of Oklahoma CORE Project

Pay Calendars

e Determine which deductions and additional pays to use.

Off-Cycle Calendar?

Pay Run ID

Aggregate ID

Paycheck Issue Date

205 Payroll
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Select this field to identify the pay calendar if you intend to use it for off-
cycle processing. PeopleSoft allows two types of processing with a pay
calendar: on-cycle and off-cycle. On-cycle processing is the normal,
scheduled payroll processing for a pay group and pay period. This would
be the scheduled Bi-weekly, Monthly, or Supplemental payrolls for an
agency. You can also define off-cycle pay calendars to accommodate
payroll activity that falls outside the normal, scheduled payrolls. You
might need an off-cycle calendar to pay a new hire whose paperwork
missed the cutoff for the regular payroll, reverse a check that was issued
in error, or pay an employee an unexpected bonus. Off-cycles let you
pay employees without waiting for the next regular payroll. (NOTE: The
State policy, starting with Go-Live, is to limit the number of pay cycles,
off and on-cycle, to a combined total of three a month per agency. This
is possible due to the system not limiting payrolls to specific object
codes, being able to combine on-cycle runs with off-cycle runs, and only
scheduling off-cycle runs during a week where no payrolls are run.
When combining off-cycle with on-cycle runs you will use the on-cycle
calendar.)

Enter the PayRun ID you want to use to process this payroll. PeopleSoft
uses the PayRun ID to determine what pay groups to process. All pay
calendar entries with the same Pay Run ID are processed at the same
time. Prior to beginning a payroll process PayRun IDs must be assigned
to this page. The system validates this field against the PayRun table
when filled in. (NOTE: Prior to the beginning of a new year, this field
will be filled in by a CORE team employee for calendars covering the
entire new year for all agencies.)

The aggregate tax method is used when you must pay employees more
than once in a single pay period. Every pay calendar with the same
Aggregate ID value is aggregated together (including Off-Cycle payrolls)
for the purposes of tax calculations. All wages paid on each calendar
with the same Aggregate ID are combined, then annualized and taxed
accordingly.

Enter the paycheck issue date. This date appears on the employee's
paycheck or advice statement. PeopleSoft uses the paycheck date (not
the period end date) to post earnings and hours to balances. In addition,
the system uses the paycheck issue date to find the appropriate
effective-dated entry in the tax tables to use for this pay calculation.
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State of Oklahoma CORE Project

Balance ID Details

Pay Calendars

This group box displays the year, quarter, and period for which the system will maintain balances.
Balance IDs will be defined and maintained by OSF. This information is displayed automatically when

Pay Calendars are created.

Accrual Percent

Reverse Accruals

Deductions Taken

Deduction Subset ID

Pay Period of the Month

The State will not be using this field, as it is not applicable to Education
and Government.

The State will not be using this field.

SO GV YL WASKLEBEILE] | If this calendar is for an off-cycle payroll, select a pay end date for FLSA

off-cycle processing. You will not be able to use this field for on-cycle
calendars. If the earnings being paid in the off-cycle are subject to FLSA
enter the on-cycle pay end date to which the earnings should be applied.
The system uses this date to determine the correct FLSA period to apply
the earnings.

This field controls how deductions are taken for the payroll

None: Select this value if you do not want PeopleSoft to take any
deductions. This selection will be used during Longevity Processing.

Deduction: The State will use this value for all on-cycle payrolls.

Subset: This field allows you to only take specific deductions pre-
defined in a deduction subset.

Only enter a value if you selected Subset above.

PeopleSoft uses the value in this field to pay additional pay and to take
deductions. If the value here matches the value in those tables, the
calculation will include the earnings or deduction. Select the
corresponding option to specify the pay period of the month you want:
First, Second, Third, Fourth, and Fifth.

Once all the parameters are defined, click the & savel pytton.

205 Payroll
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State of Oklahoma CORE Project
Pay Calendars

PAY CALENDAR CREATE PROCESS

The State of Oklahoma will be creating regular pay cycle Pay Calendars by using the Pay Calendar
Create process. This process begins by you defining the first calendar of the year. The process then
creates all others for the same pay frequency for the entire year.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Process > Pay Calendar
Creation

On the Run Control Page enter a run control.

NOTE: The Run Control ID is a label used to run processes in PeopleSoft.

To add a Run Control ID, click on the Add a New Value hyperlink and enter a Run Control ID of
Calendars and click the E¥244] putton.)

Home = Compensate Employvees = Manage Payroll Process (U5 = Process = Pay Calendar Creation

Pay Calendar Creation

Find an Existing Value

Fun Control ID:l

[T Case Sensitive
| Search | | Clear | Basic Search

Add 3 Mew Walue
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PAY CALENDAR CREATION PAGE

2} Pay Calendar Creation - Microsoft Internet Explorer

Ele Edit Wiew Favorites Tools Help ‘ us

&Back - = - (@D &} | @search [hiFavorites @meda A | - S - =

Address |@ http:/fwebdey.oklaosf . state, ok.us: 7001 servietsficientserviet/hrtst/Femd=starts. =] e
Home = Compensate Employees = Manzage Payroll Process (LS) = Process = Pay Calendar Creation Mew Windovw
{ Pay Calendar Creation
Run Control ID:  Calendars ReportManager Process Monitor Run I
*Company: Q)
“Pay Group: al
*Pay Period End Date: B
Check Date Days From Pay End Date:
Pay Periods Per Year:
B szve [EkAdd ] (] Update/Display,
&)  Intermet

Define the first pay period of the year by filling the following fields:
Company — Select the Company using the lookup button.

Pay group — Select the Pay Group using the lookup button.

Pay Period End Date -- Enter the Pay Period End Date.

Check Date Days From Pay End Date — Enter the Check Date Days.

Pay Periods Per Year - Enter the Pay Periods Per Year.

After defining these fields, click the button, the Process Scheduler will appear.
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Pay Calendars

Process Scheduler

-} Pay Calendar Creation - Microsoft Internet Explorer d 1|
Eile Edit Wiew Favorites Tools Help | -
daBack ~ = - (D | Bsearch [GiFevorites (lmedia (B | B S -

Address |g‘| http:ffwebdey.oklaosf .state.ok.us: 7001 jserviets/icientserviet/hrst?crmd=starta: ;I )

@ Home g 5 S Sign Out

Home = Compensate Emplovees = Manage Payroll Process (JS) = Process = Pay Calendar Creation Dl Window
Process Scheduler Request

User ID: NTARRANTI99 Run Control ID: Calendars

Server Name: : J Run Date: IDSM 202004 (]

Recurrence: :l‘ Run Time: | G:40:47PM

Time Zone: ¥ Resetto Current DatelTirme |

Process List

Select Description Process Name Process Type *Type *Format

=2 Calendar Build FSPCLBLD COBOL SaL I(Nnne) 'I {Mone) VI Eﬂ

€] [ [ 4 nternet

The settings on this page tell the system how to handle your request. For this process make sure
PSUNX appears in the Server Name box and click when you are ready. Let's take a look at
this page to review the various selections available and what they mean in terms of running processes

Versus reports.
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State of Oklahoma CORE Project
Pay Calendars

MAXIMUS

User ID Displays the User ID of the person who requested the process or report.

Run Control ID Displays the run control used to define and run the process or report

Server name The State will use PSUNX.

Run Date Displays the date the request was made. For processes you want to
schedule in the future, you can change this date.

Recurrence This is for scheduling recurring processes. You do not need to specify
anything here

Run Time The system sets this time stamp to reflect when the request was made. You

can change it for those processes you want to schedule to run at a later
date.

Time Zone Leave Blank

Reset to Current Use this button to change the date and time back to the current data.

date/Time

Select By checking this box, you tell the system to run the process or report. It
should default to checked.

Description The description of the process or report.

Process Name The actual program name of the process or report.

Process Type What kind of program in which the process or report is created. COBOL,

SQR report, SQR process, Application Engine are examples.

Indicates what type of output the system should create. Options are E-mail,
file, printer, and web. The State will use Web for all reports.

Format Almost all PeopleSoft reports, with the exception of Crystals, will be in PDF
format. Indicates the output format the system will use when the process is
completed. Other common examples are PDF (Adobe acrobat), CSV
(comma separated values flat file), HTM (hyper text mockup).

After you click the M button you will be taken back to the Pay Calendar Creation Page.
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State of Oklahoma CORE Project

Pay Calendars
Pay Calendar Creation Run Control
L
Pay Calendar Creation ‘.I_
Run Control ID:  Calendars Feport Manager Process Monitar Fun

*Comparny IEEEI Q]  Deptofwildlife Conservation
*Pay Group: IMH1 ﬂ Hourly Employvees
*Pay Period End Date: |D1131IEDDE B4

Check Date Days From Pay End Date: I

Pay Periods Per Year: |1 2

In the upper right hand corner a Process Instance number will appear. To see that the process runs
successfully, click on the Process Monitor hyperlink and you will be taken to the Process Monitor page.

T Frocoss Somitor - Scrosoft Inbermek Explonm

B B yew Fgwedes  [ods  Heln
depak - = - Q) ] A | Qseech [GPswetss @Peeds 3 L- b B - (4
Bjcrany Iﬂlril.. eserdutiore, lkadell A mie o i | UK Mo ot o o el w e T 0 | W L T LI Ea
8 wiarkizl e Gign Cuf
Homs = PeopleT = Prosmas Moo = s = Process Aegussts o VAN e
[ Erocess e st
lbnmrill: [HTARRANTAER 94 procass ] i [F [Fous =] _ Fedesn
T .
ST 'I PFrocnEs = lut-l:r b=
Ry Pt ST
' Vimwe Job Bems S O Fafrash
Inmiance Seg. PFrocess Typs Frocees Nama Llmmr Fam Detw Tiene Fam Stoiux Dutsils
1633 COBL BOL PAPCLELD WTARRANTESE 2";;:":'““‘ BHATFM o ey Duataiin
Goback b Faw Calendar Creation
(=Tl
P i Ll | e L]
] Procecs Inatancs 11533 a0 Irbseres
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State of Oklahoma CORE Project
Pay Calendars

MAXIMUS

Click on the ﬂl button until you see a status of Success appear in the Run Status column.
Once you see a Run Status of “Success” your process and/or report has been completed.

Note: If a Run Status of “Error” displays, record your User ID and Instance Sequence number.

The fields on the Process Monitor Page are designed to allow you to limit the rows of information that are
displayed. By default, you will only see the reports and processes you request. Depending on your
security, you may be able to view requests made by other users as well. If you change any of these

fields, click the ﬂl button and the system will display the most current list.

User This indicates the user that ran the report or made the process request.

Type As in the Process scheduler, this field indicates the kind of program the
process or report is.

Last This field in combination with the drop down box next to it allows you to
narrow the list by specifying a period of days, hours, or minutes.

Server Not applicable.

Run Status Options are Cancel, Cancelled, Error, Generated, Hold, Initiated, No

Success, Not Posted, Posted, Posting, Processing, Queued, Resend,
Success

Instance to The system assigns a Process Instance to each process or report. This
allows you to indicate a range of process instances.

View Job Items Occasionally you may run processes with multiple steps, each contingent on
the success of the one before it. By clicking this box, you can see all the
steps and their individual status. If it is not clicked, you will only see one
piece of the process.

Once this calendar creation process has completed successfully, you will link Pay Calendars to Pay Run
IDs.
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Pay Calendars

Navigation: Home > Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar Table

l"'& 55— |

Haome = Define Business Rules = Define Payroll Frocess = Setup 2 = Pay Calendar Table

Pay Calendar Table

Find an Existing Value

Campany: I_ﬂ

Pay Group: I_ﬂ

FPay Period End Date:l—@
Fay Run 1D l—ﬂ

| Search | | Clear | Basic Search

Add 3 Mew Value

Enter the Company, Pay Group, and/or the Pay Period End Date pertaining to the calendar that you
want displayed. Click the button.
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Pay Calendars

Pay Calendar Table

<2} Pay Calendar Table - Microsoft Internet Explorer

Eile:

Edit

Wiew Favortes Tools  Help | o

GaBack v = - (D 7ot | @ search (EFavortes @iMedia (4 | A S =

Address Iﬁj http: | fwebdey. oklaosf state.ok, us: 7001 fserviets|iclentservletihrstj7emd=starta j @Gn
€ Homa iz S Sign Out

Hormne » Define Business Rules = Define Payroll Process = Setup 2 » Pay Calendar Table Hew Window
[ Pay Calendar Table "\ Canftm Err Opfian

Compaty: 320 Dept of Wildlife Conservation O Off-Cycle Calendar? O Off-Cycle Ded Override

Pay Group:  MH1 Hourly Employees

Pay Period End Date: 01/31/2006 Pay Run ID: I Q) 320.an 06

*Pay Period Begin Date:  |01/0172006 5] Aggregate ID: I *Paycheck Issue Date: 0173172008 £

Pay Period Close Date: 01/31/2006 ﬂ Balance ID » First [ 12 B

Weeks in this Period: l“_ Balance ID Year Quarter  Period
*Pay Periods Per Year: 12

Accrual Percent: ™ Reverse Accruals «f| 50 On-Cycle Pay End Date;  |01/31/2005

‘Benefit Deductions Taken: |D2d2ion =] Benefit Ded Subset In: [Ty
*General Deductions Taken: | Deduction :I' General Ded Subset ID: I <

Pay Period of the month & First " Second © Third © Fourth ¢ Fifth

I” Paysheets Run I” Payroll Confirmation Started [~ GL Interface Run I T&L Extract costs

™ Payroll Prefiminary Calc Run ™ Payroll Confirmation Run ™ off-Cycle Calcs Outstanding I~ Single Chk for Multiple Jobs

I~ Payroll Calculation Run I Pay Distribution Run ™ off-Cycle Closed I~ CA GL Interface Run

B save) (QRetumito Search Ebad

Fay Calendar Tahle | Confrrn Err Option

cy Cal Year 2006 1 1

@j Process Instance: 1533 ’_’_’_ # Internet

To attach a Pay Run ID to the pay Calendar enter the correct Pay Run ID and tab out of the field, or click
on the Prompt Icon to select the correct Pay Run ID, then click on the Es=vel pyton.

Let's take a look at the Pay Calendar Process Flags on the bottom of the Pay Calendar Table page.
They begin at the lower left portion of the Pay Calendar page and continue across the bottom of the page
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MAXIMUS

PAY CALENDAR PAGE — PROCESS BENCHMARKS

¥ Ppaysheets Run ¥ Payroll Confirmation Started [ GL Interface Run ™ T&L Extract costs —
¥ Payroll Preliminary Calc Run ¥ Payroll Confirmation Run ™ off-Cycle Calcs Outstanding I~ Single Chk for Multiple Jobs
¥ payroll Calculation Run I™ Pay Distribution Run ™ off-Cycle Closed " CA GL Interface Run

Paysheets Run Indicates that you created paysheets for this pay group

Indicates that the pay calculation has been performed in preliminary
mode

Indicates that the payroll has moved into the Final Calculation,
locking out HR actions and their affect on the current calculation

Indicates that the pay calculation has been performed in preliminary
mode

Indicates that the payroll has been confirmed, check numbers
assigned and the balances updated.

Pay Distribution Run N/A

GL Interface run Once the GL process is run a check will appear in this box.

Off-Cycle calcs outstanding Indicates that there are off-cycle checks (those marked with the Off-
cycle check box) that have not yet been confirmed. The rest of the
on-cycle checks may be confirmed, but there are still some off-cycles
yet to deal with.

Off-Cycle closed Indicates that all Off-cycle checks associated with this calendar have
been confirmed and that no more are allowed. GL has taken the
payroll data and has closed the calendar. This will be discussed in
detail in the Off-cycle section of this manual.

T&L extract costs Time & labor distribution has been run, sending the payroll costs
back to the T&L module. (Note: This process is not being used by
the Stat of Oklahoma.)

Single check for multiple The State is not paying multiple jobs on one check, so this box

jobs should be blank
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Once the Pay Run ID is filled in on all appropriate Pay Calendars you can return to the Pay Run Table
page and see a list of all pay groups that will be processed using the PayRun ID.

Navigation: Home > Define Business Rules > Define Payroll Process > Setup 2 > Pay Run Table

Home = Define Business Rules = Define Payroll Process = Setup 2 = Pay Run Table

Pay Run Table

Find an Existing Value

Fay Run ID:l

Descriptinn:l

[T Case Sensitive
I Include Histary T Correct Histary

| Search | | Clear | Basic Search

Add a Mew Walue

Enter the Pay Run ID and click the button.
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Pay Calendar Table

a Pay Run Table - Microsoft Internet Explorer
File Edit  Wiew

Favorites  Tnols

Help

Back + = - (D b | ‘@zearch (GdFavorites SfiMedia ¢4 | BN S =

Address I@ http: /fwebdew. oklaosF.state. ok, us: 7001 fservietsficlientserviet/hrist ?emd=starts,

B
2l

£ Homs
Home = Define Business Rules » Define Payroll Process = Setup 2 > Pay Run Table Hew Window
[ FayRun Tabla
Pay Run ID: 32005M0700
*Description: |320 January 2006

Short Description: 320.Jan 06

Pay Calendar Data

First (4] 1 ot 1 [ Last
Company Pay Group Pay Period End Date
az0 ‘wildlife WH1 Hourly EEs 01/31/2006
[@save) [QRetunto Search Eradd) 2 220 Include History | ([ Correst History |

&] Process Instance: 1533

T ——
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State of Oklahoma Payroll Process Flow

STATE OF OKLAHOMA PAYROLL PROCESS
FLOW

The following pages outline the pay cycle processes of a Regular Pay Cycle for the State of Oklahoma.
These pages outline who runs what, when, and how. The rest of this training manual will review each
step, sequentially, while learning how to process a payroll in the PeopleSoft environment. By the end of
this class, you will be familiar with PeopleSoft as well as having a step-by-step guide to processing your
own payrolls.

Step 1 -Run STEP 1 - RUN LONGEVITY PART-TIME REPORT

Longevity Part-Time

Navigation: Reports Menu > OCP Reports > PY > MDC Lgvty Cmp (0024)

This report will list any part-time employees that may be receiving a partial longevity
payout. The Payroll Administrator will take the information from this report, manually
calculate the prorated payment and enter the information into Time and Labor.

Step 2 - Run First
Longevity Process STEP 2 — RUN FIRST LONGEVITY PROCESS

Navigation: Reports Menu > OCP Reports > PY > MDC Lgvty Cmp (0024)

The first part of the Longevity process selects employees eligible to receive Longevity
payments, through the eligibility process, and enters the Longevity payments into Time
and Labor. This can be checked against the Longevity Amounts Report.

Step 3- Run Time STEP 3— RUN TIME ADMINISTRATION
Procese " PROCESS

Navigation: Administer Workforce > Capture Time and Labor > Process > Time
Administration

This process sets payable time in Time and Labor to ‘Estimated — Ready for Payroll’.
This process should be run the night before payroll runs due to the amount of time it
could take to process all time entered into Time and Labor. It can be run be run on a
nightly basis if time entry reporting is required.
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Step 4 - Run
Employee Leave STEP 4 — RUN EMPLOYEE LEAVE ERROR

Error Report REPORT

Navigation: Reports Menu > OCP Reports > PY > Leave Error Audit Rpt (0057)

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.

Step 5 - Run STEP 5—- RUN EMPLOYEE LEAVE AUDIT
Employee Leave
Audit Report REPORT

Navigation: Reports Menu > OCP Reports > PY > Leave Accrual Audit Rpt (0056)

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. If employees appear on this report notify your HR
administrator to add an effective dated row to their Job record while moving them into the
correct Pay group. The effective date needs to be the pay period begin date.

Step 6 — Run.
E;e;::et Audit STEP 6 — RUN PRESHEET AUDIT REPORT

Navigation: Compensate Employees > Manage Payroll Process(US) > Report 2 > Presheet
Audit

Correct any errors appearing on this report and rerun report. Continue this step until
report is error free.
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Srep T~ Create Pay STEP 7 — CREATE PAY SHEETS PROCESS

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Paysheet
Creation

Check for errors and correct any errors, then proceed to Step 8. For some errors, such
as missing tax data, the corrections will need to be made on both the employee tax data
pages and the payline security pages.

Step 8 — Run _
Precalculation Audit, STEP 8 — RUN PRECALCULATION AUDIT
REPORT

Navigation: Compensate Employees > Manage Payroll Process (US) > Report 2 > Precalculation
Audit

Check for errors and correct any errors listed, then proceed to Step 9.

Step 9 —Run
grellin}ingry STEP 9 — RUN PRELIMINARY CALCULATION
alculation PROCESS

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Pay
Calculation

Check for errors, correct any errors and rerun the Preliminary Calculation again. Repeat
this process until no errors appear, then proceed to Step 10.

Step 9A — Check
Paeyeoll Error . STEP 9A — CHECK PAYROLL ERROR MESSAGES

Messages

Navigation: Compensate Employees > Manage Payroll Process (US) > Inquire > Payroll
Error Messages

If your agency does not have any error messages, you will get the message “you are not
authorized to view this data”.
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Step 9B — Check
Paycheck Data for STEP 9B — CHECK PAYCHECK DATA FOR

one of your changes CHANGES

Navigation: Compensate Employees > Manage Payroll Process > Inquire > Paycheck Data
Employee ID

Verify that the change you made on payline security reflects as you expected on

paycheck data.
Step 10 — Run Second
Longevity Process STEP 10 - RUN SECOND LONGEVITY
PROCESS

Navigation: Reports Menu > OCP Report > PY > MDC Lgvty Cmp (0024)

This process creates a payline for each employee that will be eligible for Longevity
payments next year. The process uses the earnings code of SPC and will create future
line items in the pay tables based on employees’ FLSA calendars. The amounts
calculated by this process will be used when figuring employees’ overtime pay.

Step 10A — EBC Notify

to Take Additional STEP 10A- EBC NOTIFY TO TAKE
Deduction Amount or

sotup & General ADDITIONAL DEDUCTION AMOUNT
Deduction

If EBC has natified you to take additional benefit deductions out of an employee’s check,
go to the one-time deduction tab, enter the appropriate data to take the additional
deduction amount out.
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Step1l1-Run STEP 11-RUN PRELIMINARY CALCULATION
Preliminary Calculation
Process PROCESS

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Pay
Calculation

Check for errors, correct any errors and rerun the Preliminary Calculation again. Repeat
this process until no errors appear, then proceed to Step 14.

Step 12 — Run Payroll
Register (0233) STEP 12 - RUN PAYROLL REGISTER - NAME

EPORT (0233)

Navigation: Compensate Employees > Manage Payroll Process (US) > Report 2 > Payroll
Register — Name (0233)

This report has been customized by the State of Oklahoma and lists employee detalil
check information and shows the employer contribution. It is very useful reconciling
employee Gross to Net calculations.

Step 13 — Run Payroll STEP 13- RUN PAYROLL BUDGET
Budget Checking
CHECKING REPORT

Navigation: Reports Menu > OCP Reports > PY > GL Account Check Report (0025)

Review report looking for any errors or areas lacking sufficient funds. If sufficient funds
are NOT available - make the necessary funding adjustments. (These adjustments can
be made at the employee level on their Earnings Distribution record, directly to the
payline, or through Financials.) If an error report is generated attach the correct account
code to the listed earnings based on where the earnings are coming from (Ex: Housing
Allowance will be coming from Additional Pay).

If adjustments and/or error corrections are made to the paylines, repeat Step 13 and
Step 15 until there are no errors and there are sufficient funds in all accounts. If the
adjustments are made to the employees’ Earnings Distribution record, you must recalc.
Most of the time, the funding code change will be picked up by the Calc..

If the changed funding does not get picked up on the Calc, you will have to unsheet to
to make the system pick it up..
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Step 13A- Run
Payroll Unsheet — if STEP 13A — RUN PAYROLL UNSHEET - IF
necessary NECESSARY

Pay Unsheet Process:

M Compensate Employees > Manage Payroll Process (US) > Process > Pay
Unsheet. (Enter corresponding data and run to Successful status.)

Run Step 9

Run Step 10

Run Step 12

Run Step 13 (only if you entered any override deduction data)

Run Step 15

NERRAF

Step 14— Run Claim
Document STEP 14 — RUN CLAIM DOCUMENT REPORT

Navigation: Reports Menu > OCP Reports > PY >Payroll Claim Document (0018)

Agencies are to submit this signed authorization to OSF. This signed report includes
required information that OSF needs to complete the payroll.

Step 15 — Run Final
Calculation Process STEP 15 - RUN FINAL CALCULATION

PROCESS

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Pay
Calculation

After running Final Calc, inquire to see if there were any payroll error messages. If there
are errors, make the necessary corrections and then start with Step 11 above.
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Step 15A — Check STEP 15A — CHECK PAY CALENDAR FOR
Pay Calendar for
Flags FLAG

Navigation: Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar
Table > PayRun ID

There should be a checkmark in the box in front of the label Payroll Calculation for every
paygroup that is active in this PayRun ID.

If this checkmark is missing in any paygroup, contact the CORE Team to help you resolve
this issue.

Stepl16 — Run Pay STEP 16 — RUN PAY CONFIRMATION PROCESS

Confirmation

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Pay
Confirmation

Check for Payroll Error Messages. |If errors appear, they must be corrected.
Depending on the error message, some corrections must be made directly to the
paylines.

If the error messages say there is an open calendar, contact the CORE Team to resolve
this and then restart with Step 16.

If the error messages deals with the calculation on an employees paycheck, the agency
must make the correction and re-run Calc — but it must be Final Calc in Step 15 above
instead of Preliminary Calc. Then — Confirm must be run again.

CONFIRM is CRITICAL AND IMPORTANT. It updates the employee balances, the
creates the paychecks and advices and assigns number to them and splits them out
based on the employee’s record by CHECK or ADVICE and deletes all the paysheets for
the paygroups in this PayRun ID.

A paygroup must be confirmed or the employees do not get paid!!!
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Step 17 — Check Pa
Calendar for Flags / STEP 17 - CHECK PAY CALENDAR FOR FLAGS

Navigation: Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar
Table

The checkmarks should be in the boxes beside the label Payroll Confirmation Started
and Payroll Confirmation Run for all paygroups processed in the PayRun ID.

If any of the paygroups have these checkmarks missing, call the CORE Team
immediately to help you resolve your issue.

Step 18 — Check

PayCheck Data for STEP 18 — CHECK PAYCHECK DATA FOR
Advice and Check

Numbers ADVICE AND CHECK NUMBERS

Navigation: Compensate Employees > Manage Payroll Process > Inquire > Paycheck Data
» Employee ID (on you processed in this PayRun ID)

You should see the word ADVICE or CHECK under the heading FORM NUMBER
and you should see the actual number under the heading Paycheck Number.

If this information is missing, contact the CORE Team to help you resolve this
issue.

Step 19 — Check to
be sure Paysheets

have been deleted STEP 19 — CHECK FOR DELETED PAYSHEETS

Navigation: Compensate Employees > Manage Payroll Process >Use >Paysheets >

You should enter your agency number and click SEARCH. You should not have
any paysheets for the PAYRUN ID that you have just confirmed. You should get the

message ‘No matching values’ which means all the paysheets have been deleted as
expected.

If paysheets for the CONFIRMED PAYRUN ID are listed, contact the CORE Team to
help you resolve the issue.
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Step 20 — Run OCP _
0156 Process Date STEP 20 - RUN OCP_0156 PROCESS _DATE

Navigation: Compensate Employees > Manage Payroll Process (US) > Process >

OCP_0156 Process_Date

After Payroll Confirmation process has been run to a Status of “Success’ , this process is

run loading a payroll table with the Process Date, which corresponds with the System
Date.

Other processes, such as PY to GL, and creation of multiple outbound interface files, are
based off of the data stored in this table.

Process

Step 21 — Run GL

STEP 21 - RUN GL PROCESS

Navigation: Compensate Employees > Administer GL Interface > Process > GL Intfc - Non

be

205 Payroll

Comm Acctg

This process loads the HR Accounting Line Table from which General Ledger journal
entries are created on the Financial side.

It also produces a short report that must be printed. This is the 3" document that must

faxed to OSF before OSF will release this payroll to be picked up by the process that
sends the checks and direct deposits to the Treasury Department for processing.

The numbers on the GL Trace File MUST balance with the Budget Checking and
Claim Documents already printed.

If the numbers do not balance, contact the CORE Team for help in resolving this issue.
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Step 22 — Check Pay STEP 22 — CHECK PAY CALENDAR FOR FLAG

Calendar for Flag

Navigation: Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar
Table

There should be a checkmark in the box in front of the label GL Interface Run for all the
paygroups that are attached to this payrun ID.

If there isn’t, contact the CORE Team immediately for help in resolving this issue.

Step 22A — Fax

Documents to OSF by STEP 22A — FAX DOCUMENTS TO OSF
3:00 pm

The Budget Check Report from Step 13

The Claim Document from Step 14 and

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

Fax # 521-3383 to Elsa at OSF.

NOTE: The next steps are numbered for explanatory purposes. These processes can be runin a
different order.
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Step 23 — Run BOND
— Fed Reserve STEP 23 — RUN BOND=FED RESERVE

Process ROCESS

Navigation: Compensate Employees > Report Payroll Info (US) > Report > Bond — Fed
Reserve

Enter the As Of Date (Check Date) and Agency number.

ﬁtﬁ’ 24 = Run First STEP 24 — RUN FIRST PY TO AP PROCESS
0 AP Process

Navigation: Compensation Employees > Administer AP Interface > Process > Extract Non-
Tax Deductions

The agency must run this process as soon as the payroll has been completed. This
process loads a temporary table with all the necessary information needed to create

vouchers.
Step 25 - Run
Second PY to AP STEP 25 - RUN SECOND PY TO AP PROCESS

Process

Navigation: Compensate Employees > Administer AP Interface > Process > Send
Vouchers to AP

This process publishes the voucher information to AP.
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Step 26 — Run
Deductions Register STEP 26 — RUN DEDUCTIONS REGISTER (0205)
(0205)

Navigation: Compensate Employees > Manage Payroll Process (US) > Report 1 >
Deduction Register (0205)

This process creates a report listing all employee deductions taken for this payroll and is
sorted by Deduction Code.

Step 26A — Print
Earnings Statements STEP 26 A — PRINT EARNINGS STATEMENTS

Navigation: Reports Menu > OCP Reports > PY > Earnings Statements (0040)

This process prints the Employee Earnings Statements.

Step 27 — Run Leave
Accrual Process STEP 27 — RUN LEAVE ACCRUAL PROCESS

Navigation: Compensate Employees > Administer Base Benefits > Process > Leave Accrual

After ALL (main payroll, supplemental payroll and off-cycle payrolls) payrolls have been
confirmed for the calendar month, run this leave accrual process — if you were using the
OPM leave system.
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Step 28 — Run Leave
Accrual Statements STEP 28 — RUN LEAVE ACCRUAL STATEMENTS

Navigation: Reports Menu > OCP Reports > BB > Emp Leave Accrual Rpt (0053)

This process produces the Employee Leave Statements to be distributed to the

employees.
Step 29 -R
Funding Distibuton | | STEP 29 — RUN FUNDING DISTRIBUTION
Report (if needed) REPORT (IF NEEDED)

Navigation: Reports Menu > OCP Reports > PY > Funding Distribution Rep(0108)

Print this report if your agency needs it.
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MAXIMUS

STATE OF OKLAHOMA PAYROLL
PROCESSING DETAILS

Agency Processing

Step 1

STEP 1- RUN LONGEVITY PART-TIME REPORT

This report will list any part-time employees that are eligible for a pro-rated Longevity payout. The report
includes Employee ID and full Longevity payout amount as if employee was at a full-time status. The
agency Payroll Administrator then calculates the prorated payout and enters the information into Time
and Labor. When Time Admin is run this data is set to ‘Estimated — Ready for Payroll’ status. During the
first Preliminary Calculation the payout will be loaded into paysheets marking the paylines OK to Pay.

Navigation: Reports Menu > OCP Reports > PY > MDC Lgvty Cmp (0024)

After entering a Run Control ID and clicking the button the Longevity Pay run control page
appears.

2 MDC Longevity Pay Component - Microsoft Internet Explorer

File Edit Wisw Favorites Tools Help | i

daBack + = - @D #4 | @search (GlFavorives  iMedic (# | Ehr S E |

Aiddress [€] huip: [fwebdey. oklaost. state. ok, us: 700 Lfservets idientservieth st Tand=starta, =l @eo | Links >
Horme = Compensate Employees = Manage Payroll Process (US) = Process = L sity Pay Pr. i ey Wi nd oy

£ Longevity Pay

S Sign Out

Run Control ID:  LOMGEYITY Report Manager Process Monitor Run

£ Longevity Payout sCompany: |EEE Q]
" Hext Year Longevity Pay Run ID: [32005M0700 Q] 320 Jan 06

= Report Part Time

Month:  [July =
B cave) (QRetumio Search) Ebadd)
& [ [ [@wens |
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Click on the radio button next to Report Part Time. Fill in the correct Company, Pay Run ID that will be
used throughout this payroll process, and select the month that this process is running for. To select the
correct month, click on the down arrow and click on the applicable month. Once all information is filled in

correctly click the button.

DC Longevity Pay Compone N ernet Explore = ETET
File Edt View Favortes Tools Help |
deBack ~ = - &4 | Dhsearch GFavorites Eimedia o | B S - =

Address Iejhttp:Hwebdev.DklaosF.state.ok‘us:TDD1,l’ser'vlets,iic\ientserv\etfhrtst,i?cmd:start& ~| e |unks >

Home = Compensate Employees = Manage Payroll Process (LUS) = Process = L Aty Pay Pr il Mew Window

Process Scheduler Request

User ID: MNTARRANTAGG Run Control ID: LOMNGEWITY

Server Name: SN Run Date: D&M 82004 B
Recurrence: I ! Run Time: G:42:07FPM
Time Zone: I = Resetto Current DateTime I

Process List
Select Description Process Name Process Type *Type *Format
¥ Longevity Pay Process MDCPYO24 S0R Report Web ~ FOF - &

& R —

On the Process Schedule Request page make sure Server Name selected is PSUNX, the select box is

checked preceding Longevity Pay Process, then click on the button.

Write down your Process Instance Number.

Click on the Process Process Monitor hyperlink to take you to the Process Monitor page.
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T Procesas “tenitor - Scrosoft Inkernet Daplorss

fla O Yew Fpwoeiss [eos  Help
dapsck = = - 0 (1] A | Pseech [arevrrss Smeds B - O B - [

Bafelnss |-ﬂ:| ity f vmbecters. okducal skmbe o e T ket a i berdars et (hrt et ondsa bt
Hifg = PadplaTods = Frioc s Morilon = s « PV OCEEE it a

& Warkis]

ity [MTARRANTEE O pyocoss | =] v 10 [Winukes =

Tyghe!
et = procoes | =l wanpnca | ta |
s [ Sratis
¥ yinw Job Bems B Sawen On Fudroeh
Inxtance Seg. Procecs Typs Frocpex Hams  Llesr Fumn Cierd miTiems o Siwiur  Detsile
1&73 LB Rapart ROCFYO24 HTARRART OGS E_br:;!ru-:eum e Succeas Oelsls

Click on the Refresh button until the Process Monitor shows a Status of Success. Once this process has
successfully run click on the Details hyperlink to take you to the Process Detail page.

i i Fru e il o e sl Lol el Baprlin e
fle £ e Fgeodms  fooke b _ _
e = = - @)L D | e Rt ek O e S B - (o)

b L |-i_| i vdeckars | clblmierf e oo i § O o bt i e e ey e el T

— R

Humis = Psanis = FrpiEns Morainl = inaudis = frncass Wpesas

Praosess Dhetall

[LE E T 1Pl Tz AN Bl

Flaiiii ATV P 3 & I P g es®s P as Mg e

Hii ool W e T T Lt

Bz i T s

R T B -:

[ T ST r TP LS. P
Fmpaeed Crowind Owc s one § ek e o Eaianmssinin LT T
FLEE S e ORMEIN0E 8 4F o7 e ST By g paus Loy

Elargjsony Fhgeogeses. @i DA @I004 & 46 48P CDT Hwizh Thminge

Erufond Frocues &i: ORmEI00e 6 &l SaF e o Wy Lo T race

L= 5 | Comnes il |

To view and/or print the report, click on the View Log/Trace hyperlink to take you to the Report
Log/Viewer page. At this point click on MDCPY024 to view and/or print the report. If employees appear
on the report, Payroll Administrators will prorate employees’ Longevity payout and enter the payment
information in Time & Labor using LONGV as TRC code.
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Step 2

STEP 2 - RUN FIRST LONGEVITY PROCESS

This process uses State Statutes eligibility requirements for selecting and paying employees Longevity
payout. When an employee passes the eligibility requirements, this process enters data into Time and
Labor Payable Time using the TRC code LONGYV on the last day of the payperiod.. Longevity eligibility
requirements are:

e Full Time Employee

e Employees’ Longevity month is equal to month entered in Run Control Parameter

e Payment amount is based on calculated years of service and rate from the Longevity Payment
table.

Navigation: Reports Menu > OCP Reports > PY > MDC Lgvty Cmp (0024)

After entering the Run Control ID and clicking on the button you will be taken to the Longevity
Pay Page.

File Edit Wiew Favorkes Tools  Help |

dBack ~ = - &4 | @usearch GaFavorites hmedia o | Eh- S E |

Address |@_‘| http:}fwebdey., oklaosf state. ok, us: 7001 fservietsjicientservietfhrtst i 7emd=starts, ~| @ | Links

ot

Home = Compensate Employees = Manage Payroll Process (LIS) = Process = L Aty Pay Pr il Mew Window
f Longevity Pay &
Run Control ID:  LOMNGEVITY Report Manager Process monitor Run

“Compamy: [320 @
Pay Run ID: |32005M0100 g 320JUL04

= Longevity Pavout
i Hext Year Longewvity
" Report Part Time

Month: [Juty =1
B save i Return to Search Ekadd
& Process Inskance: 1585 [ [ | | mternet

First you will need to select ‘Longevity Payout’ under Process Type. Then enter Company (Agency), Pay
Run ID (Pay Run ID associated with the pay cycle you are getting ready to run), and select the
appropriate month from the drop down box. Once all the above information if filled in click on the
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lE!)Sutton. On the Process Schedule Request page make sure the Server Name selected is
PSUNX, the select box

preceding Longevity Pay Process should be checked, then click on the button. When the
Process Monitor shows that the process has successfully completed, proceed to Step 3

Step 3

STEP 3 - RUN TIME ADMINISTRATION PROCESS

This process sets payable time in Time and Labor to ‘Estimated — Ready for Payroll’. It is best to run this
process the night before payroll runs due to the amount of time it could take to process all time entered
into Time and Labor. It can be run on a nightly basis after entering time, if time entry reporting is
required.

Navigation: Administer Workforce > Capture Time and Labor > Process > Time Administration

After entering a Run Control ID and clicking the button you will be on the Process Time Admin
page.

J( Frocess Time Admin \L

Run Control ID:  TIME_ADMIMN Repaort Manager Process Monitar Run

[ Forecast Payable Time

¥ use Reported Time for POI

" Use Current Date Process Date: W B
Employees To Process First (40 406 1 [®] Last
ErmnpliD: Empl Red #: Group ID: Include/Exclude Indicator:
I =Y IU— =Y I Q) I Include - I =1

Make sure the box is checked preceding ‘Use Reported Time for POI'. Fill in the correct Process Date
(usually the last day of the month) and the Static Group ID. If more than one Static Group is to be

processed, click on thezl button and enter the data for the next Static Group. Now click the Run
button.
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The next page that appears is the Process Scheduler Request page. Make sure PSUNX appears in the

Pt%cess Scheduler Request

User ID: MNKAZEK Run Control ID: TIME_ADMIN

Server Name: I 'l Run Date: ID?IQEIQDM 4]
Recurrence: I 'l Run Time: I Q22:03AM
Time Zone: | vl Resetto Current DatefTime |

Select Description Process Name Process Type “Type *Format
¥ TL_TIMEADMIN TL_TIMEADMIN Application Engine [oney =] [uoney =] ES

Server Name selection box and Select box is checked next to TL_TIMEADMIN. Click the LU ]
button. Click on the Process Monitor hyperlink to take you to the Process Monitor page.

sk = =+ - B ] )| Oimeet pgteetes a4 8 W - o

ih.l.l.u_l PR ) bty ol el ] S L i PEOEN § ol B e i il 1 | o Pyl B T

o i e e

BIDEERDL B redpatE 0 e e L A

W Ly —
LIy II :|.llll:'-'llulr\.1-.'-rl = ma — | ;I imwi: |-|:. |Elariins "I Nasewi |
T pyme
femyram | :I' [l s | =l mwivesrw | in |
M i T s
[ T T T ' Sopre o Bl
rvmlora m Seryp M s Dpyms My e Hanm Ehm Pl s Tl e Tiwema Ha Sislion Tl il
1ETH S FE—F N TEeEarsewl  wTARmapage 0B ol e oL DCaiads
H i [=2=Fl

Click the Refresh button until the Run Status shows Success. When the Process Monitor shows that this
process has successfully run, all time previously entered into Time and Labor is ready to be picked up by
payroll.
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Step 4 STEP 4 -RUN EMPLOYEE LEAVE ERROR REPORT

(If you do not use PeopleSoft to track and accrue leave, you do not have to run this report.)

This report identifies employees in a plan that shouldn’t be and/or identifies employees that need to be
enrolled in a plan. This report is to be run only if your agency is using PeopleSoft to handle your sick and
annual leave plans. If employees appear on this report, their leave plan enrollments must be updated.
Contact your Benefit Administrator. Once employee data has been updated, the Benefit Administrator
should contact the payroll supervisor to continue with the payroll.

Navigation: Reports Menu > OCP Reports > PY > Leave Error Report (0057)

Enter a Run Control ID and press the button.

/ Rul’r}*r;:ucpnnunm iy

Run Control ID:  Leave_Error Feport Manager Process Monitor Fun

‘As of Date: | Edl

*Sort by (1-Emplid, 2-Emp. Hame: I_

“Agency: I_ Q

On the report page (above) enter the As of Date, Sort Sequence and Agency and click on the Run
button. On the Process Schedule Request page make sure Server Name selected is PSNT, the select
box is checked preceding OCBB0057, then click on the button. When the Process Monitor

shows that this process has successfully run, click on the Details hyperlink to take you to the Process
Detail page..
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g
Process Detail
Instance: 2836 Type: Crystal
MName: QCBBO0ST Description: OCBBRODAT
Run Control ID: |_eave_Error &
Location: Server &
o
Server: FSMT
" Delete Request
Recurrence: c
Request Created On: 07126/2004 9:25:428M COT Farameters Transfer
Run Arytime After:  07026/2004 3251580 CDT Messane Log
Began Process At:  07/26/2004 9:25:425M COT Batch Timings
Ended Process At:  07/26/2004 9:26:1 440 COT View Lo Trace
- 0K || Cancel |

To view and/or print the report, click on the View Log/Trace hyperlink to take you to the Report
Log/Viewer page. At this point click on OCBB0057 to view and/or print the report.
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(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 a Supplemental pay cycle group and Vice
Versa based on the amount of Leave they have accrued. If employees appear on this report, contact your
HR Administrator to add an effective dated row to the employees’ Job data and make the necessary Pay
Group. Once all employees have been moved into their appropriate pay groups the HR Administrator will

contact payroll supervisor.

Navigation: Reports Menu > OCP Reports >> PY > Leave Accrual Audit Rpt (0056)

After entering your Run Control ID and clicking on the button, you will be on the Run
Ocpbb0056 page.

{ Run Ocphbo0sg b

Run Control ID:  Leave_Errar Report Manager Process Monitor Run

*As of Date: Ed

*&ort (1=Emplid, 2=Mame, 3=Location, 4=Deptid): I_
Minimum Hours: I—
Hours Checked {A=Annual, C=Combined Sick & Annual): I_
*Agency: I_ ﬂ
Beginning Deptid: I
Ending Deptid: I

After filling in the appropriate information, click on the button. On the Process Schedule
Request page make sure Server Name selected is PSNT, the select box is checked preceding

OCBBO0056, then click on the button. When the Process Monitor shows that the report has

successfully completed, follow the procedures as in previous step above.
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Step 6 STEP 6 - RUN PRESHEET AUDIT REPORT

Prior to creating Paysheets, you can run a delivered PeopleSoft report that identifies database and/or
employee set-up errors. This report is very useful in identifying areas where you need to do table
updates and/or maintenance to employee data that may have been missed during normal business
processing.

Navigation: Compensate Employees > Manage Payroll Process (US) > Report 2 > Presheet Audit

PRESHEET AUDIT RUN CONTROL

,’ Run Control

Run Control ID: 1 Report Manager Process Monitor Run

Language: | English '|

" Full report ? {* Run ID Report ?

Pay Run ID: |D4DU3EII31 00 Q|  040- Period 01 2003 Biweekly

You have the option of running this report for all employees and pay groups by running this report for a
specific Pay Run ID and entering a Pay Run ID in the Pay Run ID prompt box. The State of Oklahoma
will use the Run ID Report option since each Agency is administering its own payroll.

After selecting Run ID Report option and filling in the correct pay Run ID on Presheet Audit Run Control
page, click the button, which transfers you to the Process Scheduler page.
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Process Scheduler Request

User ID: LHOLDER Run Control ID: 1
Server Name: PSUNK ~!| RunDate: |D1 §29/2003 (i)
Recurrence: I > | Run Time: |1 2:08:31PM

Time Zone: I vl Reset ta Current DatelTime ]

Select Description Process Name Process Type ‘Type *Format
¥ Paysheet Audit PAYD34 SGR Report [wen =] |POF =] EH

Make sure the Server Name is set to PSUNX and the select box is checked preceding Paysheet Audit.

Now click on the button. The system will transfer you back to the Run Control Page. Click on

Process hMaonitor

the hyperlink at the top of the page called to take you to the Process Monitor Page.

[ Process List \(SenverList

user: [LHOLDER  QJ Type: [ “liast: [i | [Days ][ Refresh |
Server: | | Runstatus: | | instance: | to |

™ View Job ltems

viewAll  First [0 1505 [B] Last
Instance Seq. Process Type Process Name User Run Date/Time Run Status Details

103 SGR Report PAYD34 LHOLDER 01/29/2003 12:08:31PM PST Queued Details
102 SQAR Report PAYD34 LHOLDER 01/29/2003 10:05:52AM PST Success Details
101 SGR Report PAY034 LHOLDER 01/29/2003 12:05:31PM PST Success Details
100 SAR Report PAYD34 LHOLDER 01/29/2003 11:46:49AM PST Posting Details
99 SGR Report PAYD34 LHOLDER 01/29/2003 11:22:50AM PST Posting Details

Once the report has been successfully run, click on the Cetails hyperlink to view and/or print the report.
Below is a sample of what the report could look like followed by an explanation of the various error
messages that can appear on the report. If errors are listed, correct them before going any further.
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PRESHEET AUDIT ERROR MESSAGES

What to do — how 1o fix the problem

Deduction Code not on General
Deduction table

Deduction code used in this Benefit
Program is not valid

Earnings code not in Earnings
Program

Earn code not valid on earnings table
or is not active

Missing Personal data

Employee Type not valid for Pay
group

Tax Distribution records not present

205 Payroll

Add the code to the General deduction table or remove it from
the employee’s General Deduction data. Contact the CORE
Team for this function.

Home > Define Business Rules > Define Base >Benefits > Setup >
Benefit Program Thl

Add the deduction to the Benefit program on the cost tab or
remove the Employee from that benefit Plan. Contact the
CORE Team for this function.

Home > Define Business Rules > Define Payroll Process > Setup 1

> Earnings Program Table

Add the earnings to the earnings Program or make sure it is
removed from the employee causing the error.

Contact the CORE Team for this function.

The earnings may have been inactivated or deleted technically
from the earnings table. Reactivate it, add it back, or remove it
from the employee causing the error.

Contact the CORE Team for this function.

Check the effective date on the employee’s personal data record
to make sure the first row matches the hire date

The Pay group may have been updated and the employee type
removed after the employee was placed into the Pay group.
Update the Pay group or update the employee’s Job record,
moving them to another pay group or to another employee type.
Home > Compensate Employees > Maintain Payroll Data

(US) > Use > Employee Tax Distribution

Check the employee’s Tax Distribution record to insure the
earliest effective-dated row matches the effective date of
the employee hire.
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US Federal tax data missing

State Tax data missing

Comp rate Missing

Benefit Program Participation record
missing

205 Payroll

State of Oklahoma Payroll Processing Details

Home > Compensate Employees > Maintain Payroll Data
(US) > Use > Employee Tax Data

Check the employee’s Federal tax data tab for parity of dates
with the hire row on Job

Home > Compensate Employees > Maintain Payroll Data
(US) > Use > Employee Tax Data

Check the employee’s State tax data tab for parity of dates with
the hire row on Job

Home > Administer Workforce > Administer Workforce (GBL) > Use
> Job Data

Check the employee’s Job data record for the compensation
rate field.

Check the employee’s Job record for the Benefit Program field
on the Benefit Program Participation page.
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Step 7 | | STEP 7 -CREATE PAYSHEETS PROCESS

OVERVIEW OF PAYSHEET CREATION

The heart of a PeopleSoft payroll is the Paysheets. Paysheets house information pertaining to
employees’ job, earnings, and tax detail which allow the system to correctly calculate each employee’s
paycheck.

During the paysheet creation process, the system scans all employees and selects the employees to be
paid during the specified pay period based on the following: Employees are recognized by the pay groups
they are attached to on the Job record, which is attached to a Pay Calendar that is associated with the
Pay Run ID used to create paysheets. Paysheets are only created for employees with a status of Active
or Paid Leave on their job record.

When you create paysheets, the system performs the following tasks:

o Creates paylines for each employee with details of salary or hourly rates, number of regular
hours being paid for, additional earnings, tax methods based on each employee’s tax detail
information, and accounting information as specified in the employee’s Job Earnings Distribution
or Additional Pay pages.

e Creates paylines where the State will be able to view and change hours, additional earnings,
one-time deductions, one-time garnishments, one-time taxes, and overrides to previously
established employee-level data (such as the department and/or account code to which earnings
are funded).

e Creates multiple paylines for earnings and hours to be divided among two or more departments,
accounts, locations, etc., based on the employee Job Earnings Distribution.

e The system uses the pay calendar and holiday schedule to automatically set up the holiday
earnings code and hours for pay periods that contain holidays, using the holiday schedule and
earnings code from the Pay Group Table - Calc Parameters page.

e Prorates earnings and hours for employees who work only part of a pay period or have a data
change (such as a pay increase or department change). The system will use the pay begin and
end dates from the pay calendars to create prorated pay as needed.

e Creates multiple paylines for employees who work at multiple jobs during a pay period.

e Automatically approves paysheet data by turning on the OK to Pay checkbox on each payline,
as specified by the Confirmation Required check box on the Pay Group Table — Process Control
page. Salaried employees will have OK to Pay turned on. For part-time hourly employees, T&L
hours/amounts will interface into the paysheets turning on OK to Pay flag.

e Automatically creates multiple lines for Fair Labor Standards Act (FLSA) employees when the

FLSA period is smaller than the pay period. Non-exempt employees will have distinct paylines
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MAXIMUS begin and end dates corresponding to their FLSA periods. For employees on a rotational
two-week schedule (alternate Mondays or Fridays off) a 14-day FLSA period will be setup with

these dates being reflected on the paylines. Employees on 28-Day FLSA periods will have
paylines with begin and end dates corresponding with their 28-day cycles.

To create paysheets, run the Create Paysheet process:

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Paysheet
Creation

J( Paysheet Creation \L

Run Control ID: 1 Report Manager Process Monitor Run

*Pay Run ID: ] Q|

Enter the Pay Run ID that indicates the pay period you are creating paysheets for and click on the
. button. You will then be taken to the Process Scheduler Request page.

Process Scheduler Request

User ID: PS5 Run Control ID: 1
Server Name: PSUNX Run Date: |0‘1 129/2003 [+

Recurrence: | '| Run Time: | 1:29:32FM
Time Zonhe: | v| Resetto Current DatefTime |

Select Description Process Name Process Type *Type *Format
¥ Create Paysheet PSPPYBLD COBOL SaL [Mone) >| [None) x|

The settings on this page tell the system how to handle your process request. Make sure PSUNX is
selected in the Server Name box and the checkbox preceding ‘Create Paysheet’ is checked. Click the

button when you are ready.
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ThWHStransfers you back to the Run Control Page. Click the Process Wonitar hyperlink at the top of
the page to be transferred to the Process Monitor Page.

[ Process List \_ SemverList |

user: [ps Q) Type: [ ~liast [1 [Days x| Refresh |
Server: I "l Run Status: ] :] lnstam:e:l to [

™ View Joh items

viewall  First [ 13013 [M] Last

Instance Seq. Process Type Process Name  User Run Date(Time Run Status  Details
131 COBOL SAL PSPPYBLD PS 01/29/2003 1:29:32PM PST Success Details
130 SOR Report HPCAD1O PS 01/29/2003 11:30:02AM PST Success Details
129 S0R Report PAYD34 PSS 014292003 11:28:24AM PST Success Details

To see the progress of your report click the ﬂl button. Once you see a Run Status of
“Success”, paysheets have been created. If a Run Status of “Error” displays, please report your User ID
and Instance Sequence number to the OSF Help Desk.

VIEWING THE MESSAGE LOG FROM PROCESS MONITOR
Once you have seen a Run Status of “Success” for your process or report, there are four steps to view
the message log. The message log from this process informs you if there were any errors enocunterd

while creating paysheets.

1. Click the Cetails hyperlink on the Process Monitor Page. The system will transfer you to the
Process Detail page.
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PROCESS DETAIL PAGE

Process Detail

Instance: 131 Type: COBOL SaL
Name: PSFPPYBLD Description: Create Paysheet

Run Control ID: 1 o

Location: Server -

Server: PSLINX c

Recurrence: f{: Delete Request
Request Created On: 01/29/2003 1:32:31PM PST Parameters Transfer
Run Amytime After: 012972003 1:29:32PM PST Message Log

Began Process At: 0142952003 1:32:42PM PST Batch Timings

Ended Process At: 0172952003 1:32:42PM PST View Log/Trace

| oK || Cancel |

This page is a summary of the details surrounding your process request.

2. To continue and view the message output, click the ¥iew LogTrace hyperlink. The system will
open a new window for the Report/Log Viewer Page

REPORT/LOG VIEWER PAGE

x]
Report/iLog Viewer a8
Instance: 131 Type: COBOL SQL
MName: PSPPYELD Run Cnil ID: 1
Status: Success Submitted By: P3
Server: PSUNZ Recurrence:
Create Paysheet
Message Log 567 bytes 2003-01-29 16:32:42
205 Payroll Page 48

MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




State of Oklahoma CORE Project
State of Oklahoma Payroll Processing Details

3. Click the M&55a0€ Lody,yhejink

4. The system then transfers you to a web page where you will the message log is displayed..

Peopleloft Payraoll —-— Wersion S.00
Copwright (c)] 1955-2000 Peoplei3oft, Inc.
411 Rights Reserwved

DE Twpe: [ORACLE | DEZ0ODEC | INFORMIX |

DE=400 | DEZUNIX | SYBASE |
MICROSFT]: ORACLE

Databa=e: [HFDMO 1 :HEREDMO

Tzername: [PS 1:F5

Password: [FFFFFF*F+F ]

Purn Control ID[ 1= 1

Proces=s Instance: [0]:-1351

30L Trace:[0O]:

DE Flag:[0O]:0

Payiheetz started for Fun: EC3-00-135

at l6:3zZ2:42.05.
Payiheetz ended at 1la: 32:42.11

In this case, the process encountered no problems and finished successfully. Had there been errors of

do this is to go back to the web page where you were last. Find the Process Detail page and look for the

205 Payroll Page 49
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




State of Oklahoma CORE Project

State of Oklahoma Payroll Processing Details

Go backto Paysheet Creafion pyperlink.  Clicking this hyperlink is the fastest way to navigate back to the
breadcrumbs related to the Payroll process.

Navigation:
Messages

Compensate Employees > Manage Payroll Process (US) > Inquire > Payroll Error

Payroll Error Messages

Find an Existing Value

Company: I QJ
Pay Group: | QJ
Pay Period End Dale:l QJ

Off Cycle ? H

Page #: l_

Line # I_

Pay Run ID: [—gj
Process Instance: [—

| Search | | Clear | Basic Search

You can search for the messages related to your process in various ways, based on the fields on the
page, shown above. The easiest way is to use the PayRun ID since you are familiar with it by now. You
can also use the Process Instance number from the Process monitor, if you like.
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USING PAYSHEETS AND PAYLINES

OVERVIEW — USING PAYSHEETS AND PAYLINES

PeopleSoft structures its payroll processing around pages known as Paysheets. Modeled after old-
fashioned paper payroll sheets, these pages are created with each active employee’s basic job
information, compensation rate, and tax information. Upon Paysheet creation, the system aggregates all
this data from the various tables throughout the system and uses it to correctly pay and tax each
employee. There are automatic updates built into the calculation process that will recognize and
administer changes to the employee’s compensation rate, tax distribution, or deduction eligibility, making
it easier for HR to continue routine employee maintenance without waiting until the payroll process has
completed.

NOTE: Funding Code changes should not be made while payroll is in process.

Each Paysheet is composed of multiple paylines, which is where the employee detail resides and where
you can add or change data such as earnings, frequency, one-time deductions, one-time garnishments,
one-time taxes, accounting data, and tax periods. Paysheet and Payline pages display the same content,
but you access them differently. Paysheets are useful when you are entering hours or earnings for the
majority of the employees in your payroll run. Accessing a paysheet means you have an ordered list of

multiple employees from the pay group that you can work through using the 4ENextinList button. Use the
Payline pages to enter individual earnings data, corrections and last-minute adjustments for a specific
employee. Payline access is much faster when wanting to access information for specific employees, not
groups of employees.

WORKING WITH PAYLINES

Each Payline has various key fields that allow the system to keep all the information organized. Among
the most important key fields are company, pay group, page number and line number. If you were to
search for a list of employees just by Company, the system orders the employees in the payroll by the
same fields, so you will see ordered by company, and then in a pay group, etc. When you access the
system and begin a search, you see these fields along with the employee ID and the employee record
number on the search page.

The paysheets and paylines are what the system uses to calculate paychecks during Pay Calculation.
Once a pay calc is run with no errors, you can view employee Pay Check data results. If there is a
manual change to the payline — say you add earnings or change a deduction — the system will make a
note of this change and you will be unable to view the paycheck data until you run another pay calc. The
logic behind this is that the Pay Check data results would no longer be correct, given the changes you
just made. This is an important concept to remember if the system ever tells you “No Matching Values
Were Found” when you are using the Paysheet Search page. It's possible that someone has changed
payment data, which requires a new calculation. The system will not show uncalculated data.

Note: Once the payroll has been confirmed the system will no longer allow you to access paylines. The
data still exists in the database, but it is now a matter of history, making this data (which allowed you to
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make changes) obsolete. You can always inquire on paycheck data to see employees’ earnings, taxes,
and deduction data.

To access Paylines:

Navigation: Compensate Employees > Manage Payroll process (US) > Use > Payline Security

[+-> -0 @ QE® & B I= =

2

Home = Compensate Emplovees = Manage Payroll Process (US) = Use = Payline Security

Payline Security

Find an Existing Value

Campany: I—

FPay Group: I—

Fav Period End Date: I—@

Off Cycle ? |

Page #: I—ﬂ

Line # I_

EmpliD: 1

Job Pay Data Change:l LI
Partial Pay Period -

Marne: |

[T Case Sensitive
| Search | | Clear | Basic Search

Company — The Agency in which you want to find an employee
Pay group — The group assigned to the employee for payroll processing. (Exempt, Non-exempt)
Pay Period end date — The last day of the work period being paid

Off-Cycle? — Indicates if the earnings were included in the regular, payroll run or on a separate payroll.

Page # - the Paysheet Page
Payline # - The line within the paysheet

EmplID — The employee’s Id number
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Job Pay data change — Indicates the status of the payline. Values are:
Calculation required — Indicates there has been a change to the payline or Job data and the
system needs to recalculate the check to display the correct data
Yes — The employee’s Job, tax, deduction data has changed and the system needs to

recalculate the check
No — There had been no change since the last calculation.

Partial pay period — Indicates if the dates of payment begin mid-period

Name — allows you to enter part of a name and see a list of matching employees

NOTE: If you click the [Search |hutton without entering any data in any field, the system will issue the
following message:

Microsoft Internet Explorer K| | e——
& At least one key field must be entered, (1000,163)

The dialog box is prompting vou For key walues -- vou must enter a value into at least one Field,
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PAYLINE PAGE
When the system locates the data you have requested, the payline will be displayed..

(" Fayline | One-Time Deductions _One-Time Garnishments One-Time Taxes _

Compamy: GBI Pay Group: KUZ2 Pay Period End Date:  05/05/2000 Page: 1
ID: KU0o7s Hame: Martignoni,David ™ Manual Check Line: 1
EmplRed#: 0 BenRed#: 0 check# CheckDate  Total Gross Net Pay

Payline Details

¥ OKtoPay ¥ JobPay [ Owverride HourlyRate [~ No Direct Deposit [~ Gross-Up I~ TL Records =]

Reg Rt Cd Reg Hrs OTRtCd OTHrs Hourly Rate Regular Salary
40.00 [ ] 5769231
Earnings Begin/End Dates Shift State Locality
04/30/2000 7 05/05/2000 MA 1A Additional Data

Find | View All First (4] 1011 [¥] Last
| *Code Seq # Rate Code Hours Rate Amount

|
| ] — — =

The data at the top of the Payline page is displayed for your information and indicates the key fields.

NOTE: The Check#, Check Date, Total Gross, and Net pay fields are blank. This means the check has
not yet been calculated, therefore there is not data in those fields.

The Manual Check box is used ONLY when a check was cut out of another system and you want to
create an entry in PeopleSoft, known as a Manual Check. This will open up the Check #, Check Date,
Total Gross, and Net pay fields. (NOTE: The State of Oklahoma will not be using the Manual Check
option.)

The Payline Details scroll area contains various fields that can be updated. The OK-to-Pay checkbox
tells the system to include this payline in the total calculation for that check and employee. If it is turned
off, the calculation will skip the earnings and they will not be reflected in the Paycheck data page.
Depending on the type of employee, this may be set to default to checked or blank. The State has
configured the system so that for salaried and some full time hourly employees this box will always be
checked, meaning the payline will automatically be included in the pay calculation process. However for
part time hourly employees, the OK to Pay box will always be unchecked, meaning that payroll data is
coming from Time and Labor and that process will mark the paylines OK-to-Pay.

The Job Pay checkbox is very powerful. This checkbox insures that the system recalculates the
paycheck if there are any changes to the employee’s job, tax, deduction, or garnishment data. If you
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unclick it, these updates will cease and YOU CANNOT GET THE BOX BACK to re-check it. If you save
the page, the system will permanently exclude the payline from updates from Job data changes because
PeopleSoft assumes you wanted a one-time override to the payline. If you unclick the box but change
your mind, you can cancel out of the page without saving to retain the Job Pay functionality. Only
paylines created by PeopleSoft, and not those added manually, will have this checkbox available.

Override Hourly Rate — If clicked on, this allows you to change the hourly rate used for ‘REG’ hours
displayed. You cannot get the box back once you turn it off. Generally, the system populates the hourly
rate automatically based on the employee’s Job data record.

No Direct Deposit — If the employee generally opts for direct deposit of earnings and this box is checked,
this will pay the earnings on an actual check.

Gross Up — this box is only available for paylines that you add manually. The system-created lines will
not have this box available. The system will calculate the earnings as a grossed up amount if you check
this box.

TL records — The system will check this box if the earnings have been loaded from the Time & labor
system. You cannot change this box if it is checked. Salaried employees will NOT have regular hours
updated to the paylines since the salary encompasses their total compensation. They will, however have
other types of hours sent to the paylines under the Other Earnings area. Hourly employees will have all
approved time sent to the Other Earnings Paylines.

Reg Rt Cd and OT Rt Cd — This will display additional rate codes added to an employee’s compensation
record.

Reg hours — The system will populate this field with the standard hours as specified on the employee’s
job record.

OT hours — itis possible to enter OT hours into this field, but the State will be entering all overtime hours
through Time and Labor.

Hourly Rate — For hourly employees, this is a display only field based on the compensation rate in the
employee’s job record. You cannot change it unless you click the Override Hourly rate box discussed
above.

Regular Salary — For salaried employees, this will display the pay cycle period salary amount.

Earnings begin and End dates — These fields indicate the period for which the system should calculate
the earnings. These dates generally reflect the pay period begin and end dates, but they may also
change for prior period adjustments coming from T&L or for entering future payroll data that will be used
later to calculate specific overtime rates.

Shift — The state of Oklahoma will not be using PeopleSoft shifts, this field will always be NA.
State — This reflects the employee’s work state and should always be ‘OK’.

Locality — This would reflect a taxing locality if it existed. Oklahoma does not have locality taxes.
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The Addiional Data pyerink will take you to the following page:

Additional Data
Business Unit:  US004 Tax Periods: 1
Department: 10000 Annl Tax Prds: I
Joh Code: Kuosy Pay Frequency: B Biweekly
Position: 190000893 Tax Method: Annualized
6L Pay Type: FCAStatus: N Q)
Account Code:
. 0K || Cancel |

As long as the Job Pay check box is checked, you will not be able to change the data on this page, with
the exception of the Annl Tax periods. If the Job Pay check box is unchecked, you can update these
fields. The State could use this to change the Account Code field to charge earnings to different
agencies and chartfield combinations when funds are not available in the Account(s) setup on the
employees’ Earnings distribution record.

OTHER EARNINGS

The Other Earnings scroll area, towards the bottom of the payline, contains fields for the entry of
additional types of earnings.

Find [ View Al First [4] 10t 1 [*] Last
|*Code Seq # Rate Code Hours Rate Amount

=Y =Y Q| =]

Generally, the system uses the Other Earnings paylines to post data from the Additional Pay pages and
data coming from Time and Labor. Earnings coming in from Additional Pay will be Benefit, Remaining
Benefit, Housing, and Uniform allowances. As mentioned before, Time & Labor will also load its time to
Other Earnings.

You can insert rows in the scroll area immediately below the Payline Details area if they are to be
associated with the same Account Code found in the &dditianal Data pyperlink. If you need to change
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the Account Code for an earnings code entered into the Other Earnings Scroll area, you should insert a
row at the Payline Details level. If you enter multiple other earnings codes below the same Payline
Details scroll area row, they will all be charged to the same Account Code. It is important to understand
that the Other Earnings scroll area inherits its Account code and other job data defaults from the Payline
Details area under which it falls. Each row of data in Other Earnings will show an incremental number in

the Addl#: field.

The system will edit the Other Earnings data, as you're entering, and will issue an error if you try to enter
hours for an earnings code defined as amounts only, or vice versa (see below).

Microsoft Internet Explorer ] x|

J;"" Information For Other Earnings Code EXP on Line 2 is incorrect, (2000,537)

This earnings code is defined as Amount Only, Hours or a Compensation Rate was entered in error, Please enter
information in the Rate Code and/or Amount fields only.
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ONE TIME OVERRIDE — TAX DATA

You will use the One Time Override — Tax Data tab on the paylines to enter amounts for employee
refunds and/or additional amounts taken out for this one-time only.

Navigation: Compensate Employees > Manage Payroll Process (US) > Use > Payline

File Edit Wiew Favortes Tools  Help |

GBack ~ = - @) % | @hsearch [GFavorkes imedia o | By Sh - =

Address [&] heep: {fwebdev. oklaosf state.ok.us:7001 fservletsficientserviet/hrstizcmd=starts =] &0 | Links >

Home = Compensate Employees = Manage Payroll Process (US) = Use = Payine Mew Window

Payline

Find an Existing Value

Company [

Pay Group l—

Pay Petiod End Date: et

Off Cycle ? O

Page # =

Line # —

ErripliD:

Job Pay Data Change: [ =
Partial Pay Period (]

Marre: [
I Case Sensitive

@1 oone R

As discussed earlier there are many ways to access paylines. For employee one-time overrides you will

access the paylines by entering EmplID and clicking on the button, then click on the One-Time
Taxes tab.
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a Payline - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help

i Back -~ = - @ d ‘ @Saarch (] Favarites @Medla @ | %v = -

Address I@ hittpfiwebdey, oklaosf  state, ok.us: 7001 fservietsfichentserviet/hrtsti?cmd=starta j 6o ‘ Links **

-

Haome = Compensate Emplovees = Manage Pavroll Pracess (U5] = Lse = Payline MNew Window

'&-’ Hame

{ Payline Y One-Time Deductions ‘{ One-Time Garnishments Y One-Time Taxes \L

Company: 320 Pay Group: MM1 Pay Period End Date: ~ 07/31/2004 Page: 1
ID: 320002 Name: Hill,Faith Line: 1
EmplRcd#: 0 BenRcd#: 0

Payline Details

¥ OK to Pay
iOne-Time Tax Data Override

State: I_g ™ Federal

Locality: I g

*Tax Class: I ﬂ

*One-Time Code: | O¥eride = One-Time Tax Amount: I

B Save) [ Returnto Search) (4 Refresh

Payline | One-Time Deductions | One-Time Garnishments | One-Time Taxes

@ Dane ’7 ’7 ’7 |° Internet

If the tax override is at the State level you would enter the two letter state abbreviation in the box next to
State: otherwise, the override would be for Federal tax and you should leave the State area blank and
tab over to the check box preceding Federal and click on it. The Tax Class selection box (the State of
Oklahoma does not have locality taxes) is the next area to be filled in. You will access the selection area
by clicking on the down arrow then selecting the correct taxing class you will be affecting. Be careful on
your selection since both employee (EE) and employer (ER) tax classes are available. The One Time

Code selection area tells the system to:

Override employee setup data for this tax class and use the amount given.
The amount given is for an Arrears payback.

The amount given is in Addition to what should be taken out for this employee.
The amount given is a Refund to the employee.

NE X

The last data item to fill in is the One Time Tax Amount field, then click the E button.
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ONE TIME OVERRIDE — DEDUCTION DATA

You will use the One Time Override — Deduction Data tab on the paylines to enter amounts for employee
refunds and/or additional amounts taken out for this one-time only.

Navigation: Compensate Employees > Manage Payroll Process (US) > Use > Payline

==l =]
File Edit wiew Favorites Tools  Help |
d=Back ~ = - D 7% | Busearch (GFavortes Emedia of | By S -3
Address |@ htkp:/fvebdew. oklaosf.state. ok, us: 7001 fservletsjiclientservlet/hrist7cmd=starta, LI & Go | Links **
Home = Compensate Employees = Manage Payroll Process (US) = Use - Payline Blew indow
Payline

Find an Existing Value

Company —

Pay Group l—

Fay Feriod End Date: Gl

Off Cycle ? O

Page # =

Line # [

EmpliD:

Job Pay Dats Change: | =1
Partial Pay Period (]

Mame: [

I case sensitive

@1 oone R

As discussed earlier there are many ways to access paylines. For employee one-time overrides you will

access the paylines by entering EmplID and clicking on the button, then click on the One-Time
Deductions tab.
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2} Payline - Microsoft Internet Explorer

Eile Edt Wiew Favorites Tools Help | %5

daBack ~ = - (D &} | Qsearch [GiFevorites  {liMedia B | S S e

Address |@ http: ffwebdey.oklaosf . state .ok, us: 7001 fservletsficlientservletfhrt st/ ?ormd=starte LI &G0 | Links >
@ Home s Sign Out
Home = Compensate Employees = Manage Fayroll Frocess (US) = Use = Payline T i o
[ Pajline " One-Time Deductions % One-Time Garmishments | One-Tims Taxes |
Company: 320 Pay Group: MMN1 Pay Period End Date:  07/31/2004 Page: 1
D: 320002 Narme: Hill,Faith Line: 1
Empl Red#: 0 BenRcdy: 0
Payline Details ind | View All First (4] 1 of 22 as
¥ OK to Pay
*Benefit Deductions Taken Ben Ded Subset *General Deductions Taken Genl Ded Subset
Deduction 'I | Q) IDeductinn - Ql
One-Time Deduction Data Override N
I T __l +
*Plan Type: I = *One-Time Code: Ovarride hd EI
Benefit Plan: =Y Flatiaddl Amt: I
*Ded CodeiClass: ﬂ I_ g Rate/Percent: I
*Sales Tax: IB_ 4 Mone
I ion C ion Routine: |FIatAmnunt LI

B save 1 Retumn to Search | | 4 Refresh

Payline | One-Time Deductions | One-Titne Garnishments | One-Time Taxes

€l [ [memmee

If the deduction override only pertains to benefit deductions overall (not for a specific one), or to only use
a special benefits subset for this payroll (ignoring benefit deductions not in subset) you will click on the
down arrow under Benefit Deductions Taken make the appropriate selection. If you selected Subset
then you must fill in the Prompt Box under Ben Ded Subset. The next two areas General Deductions
Taken and Genl Ded Subset work the same way but is only for General deductions.

The One-Time Deduction Data Override scroll area is where you enter specific information pertaining to a
specific deduction and amount. You will need to select the proper Plan Type by clicking on the down
arrow and selecting the appropriate plan. The One Time Code selection area tells the system to:

Override employee setup data for this tax class and use the amount given.
The amount given is for an Arrears payback.

The amount given is in Addition to what should be taken out for this employee.
The amount given is a Refund to the employee.

N NENEN

If this deduction override pertains to a benefit deduction you must enter the Benefit Plan or click on the
prompt icon and select the correct plan. The Benefit Plan area should be left blank for General Deduction
overrides. The Flat/Addl Amt area is to enter the amount of the override. Ded Code/Class prompt
boxes are to be filled in as follows:

M The first box is the Deduction Code you need to use for this override.
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M The second box pertains to whether this deduction is a Before and After tax deduction. (B =
Before, A = After)

The last area on this page that the State of Oklahoma will use is the Deduction Calculation Routine
selection area. Click on the down arrow and select the correct calculation routine. For the most part, the
State of Oklahoma will be selecting ‘Flat Amount” which is the system default. When all the data is
properly filled in, click the Es=val putton.

ONE TIME OVERRIDE — GARNISHMENT DATA

You will use the One Time Override — Garnishment Data tab on the paylines to enter amounts for
employee refunds and/or additional amounts taken out for this one-time only. For an example, you
received a letter late from an attorney instructing you to increase an employee’s garnishment for just one
time, so you need to take out an additional amount this period.

Navigation: Compensate Employees > Manage Payroll Process (US) > Use > Payline

File Edit Wiew Favortes Tools  Help |

dmBack ~ =» - D it | rsearch  GaFavori tes Emedia £ | BN S ~ =

Address [&] hetp: /fwebde . oklaost . state. ok, us: 7001 fserviets/icientssrvietihrest /7emd—starte: ] &so [Links >

Payline

Find an Existing Value

Company: ll—

Pay Group —1

Pay Period End Date E2
Off Cyele ¢ —

Page #: =Y

Line # —

EmpliD:

Jok Pay Data Chanage: | =
Fartial Pay Feriod r

Marme [

I Case Sensitive

Basic Search

@1 0ore T [ereme |

As discussed earlier there are many ways to access paylines. For employee one-time overrides you will

access the paylines by entering EmplID and clicking on the button, then click on the One-Time
Garnishments tab.
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Fle Edt View Favorites Tools  Help |

<Back ~ = - &) 7t | @isesrch [GaFavorites  media o8 | by S -

Address |£j http: ffwebdey.oklaosf .state ok, us: 7001 jservlsts/iclientserviet/hrtst/Perd=starte. | @eo | Links >
Home = Compensate Employees = Manage Payroll Frocess (1US) = Use = Payline

A PEline Ny otETime DEdueions 1y One-Time Garnishments '\ JORE-Tife Taxes

[ Wi o e

Compamy: 320 Pay Group:  MH1 Pay Period End Date:  07/31/2004 Page: 1
ID: 320005 Name: Partimer,Partime Line: 1
Empl Redz: 0 BenRcd#: 0

Payline Details

[~ oK to Pay =I=1

One-Time Garnishment Override
+
-Garishmenti: | & +One_Time Code: [ovemide Garnishment amaunts = | =1
Priority: *Deduction Calculation Routine: | Maximum allowed =
DE Percent: I Flat Amount:
Greater of %Deduction or Flat Amount
To Company: I
To Payee: I
& save L Return to Search | | £ Refresh
Payling | One-Time Deductions | One-Time Garnishmeants | One-Time Taxes
&) & Internst

Garnishment ID prompt box needs to be the actual Garnishment ID pertaining to the employee’s
garnishment spec data that you are overriding. One Time Code selection box options are:

M Override Garnishment Amounts
M Refund Garnishment Amount
M Suspend Garnishment

Priority should be setto a 1. The Deduction Calculation Routine selection box options are the same
as the options you select when setting up garnishment spec data. The percent and/or amount data is
then entered in the corresponding DE Percent and/or Flat Amount data boxes. If there are additional
processing fees to be entered, this information should go into the ‘Processing Fees’ data area. When all
data is filled in click the BS=ve] putton.
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Step 8 | | STEP 8 - RUN PRECALCULATION AUDIT REPORT

This report lists any errors that would keep your payroll from processing error free. Since you ran the pre-
sheet audit and created paysheets you could have entered and/or changed a large amount of data. This
report will pick up any errors that could be caused from the data entries.

Navigation: Compensate Employees > Manage Payroll Process (US) > Report 2 > Precalculation
Audit

After entering a Run Control ID and clicking the button.

: =12 ]
File Edit Wiew Favortes Tools  Help |
<deBack ~ = - &) 24 | Dsearch [EFavorites fMedia B | Ey- Sh - =

Address [&] nttp:/fwebdev. oklaosF.state.ok,us: 700 Ljservietsjiclentserviet hrtst Femd=starts. =l @so |unks >

Home = Compensate Employess = Manade Payroll Process (US) = Report 2 = Precalculation Audit Mewr YWindow

Frecalculation Audit

Run Control ID: REPORT Report Manager Process Monitor Run

Language: [Engish =]

Pay Run ID: &

Bl sava) ((LReturnto Search) (32 NextinLizt) (12 Eradd

&1 | [ sntener

Enter the correct Pay Run ID, or use the prompt Icon to select the correct Pay Run ID, and click the
button. You will be taken to the Process Scheduler Request page.
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<} Precalc Audit - Microsoft Internet Explorer

File Edit Wisw Favortes Tools Help

daBack + = - @D #4 | @search (GlFavorives  iMedic (# | Ehr S E |

Address [&] http://webdev. oklaosf state.ok us: 7001 fservietsiclentservietfhrtst 7emd=starti:

—

Process Scheduler Request

Home = Compensate Employees = Manage Payroll Process (WS = Report 2 = Precalculation Audit

ey Wi nd oy

User ID: NTARRANTE3S Run Control ID: REPCRT
Server Name: ESHT ™| RunDate: 051772004 B
Recurrence: I Tl Run Time: 4:44:20PM

Time Zone: I = Resetto Current Date/Time I

Process List
Select Description
¥ Precalc Audit

Process Type
S0OR Report

Process Name
PAYD35

& Done

[0 e |

Make sure Server Name shows PSUNX and the select check box is checked for Precalc Audit, then click

on the button. Follow the same procedures for monitoring the report until a status of success

is displayed. Check the report for any errors.

Errors listed on this report would indicate employees

missing tax records, missing a working state record, incorrect earnings or deduction code used, etc.
Correct any errors that are listed prior to moving to the next step
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PAY CALCULATION PROCESS

OVERVIEW

The “Calc” as it's commonly referred to, is intended to be an iterative process, meaning you can run it
over and over, checking the results and changing data until the results are as you wish. The iterative
process generally depends on your running the process in Preliminary mode and not Final mode.
Preliminary mode executes different processes than Final mode and those processes allow or disallow
the changing of and recalculating of data that gives PeopleSoft Payroll its flexibility and strength. This
method of processing also gives you complete control of your payroll, allowing you to report on, analyze,
and balance your payroll before checks are ever cut.

The calc process uses the HR data in the employee’s Job record along with any additional information
you have keyed onto the paylines. You will refer to the Payline and to the Paycheck data inquiry pages
often during the pay calculation processes to check the results and confirm that your changes are in
effect.

The Calculation process also performs many audits of the data to alert you of potentially problematic set
up problems, errors in taxes and deductions and employee data issues. All errors must be cleaned up
before running Final Calc and Pay Confirm processes. PeopleSoft delivers reports and online pages to
help you see and correct the errors.

As you recall, you learned how the Pay Run IDs and Pay Calendars were linked together, the pay
calculation process, like the Paysheet Creation process, only works if you use the correct Pay Run ID,
same one used to create paysheets. Remember, the Pay Run ID links the pay groups to the employees
included in these processes. This configuration allows each agency to maintain control of the employee
data being processed during this pay cycle.

This following section discusses the difference between Preliminary versus Final Calc, and Calculate
where needed versus Re-calculate all.
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Step 9 | | STEP 9 - RUN PRELIMINARY CALCULATION PROCESS

Now that you have created paysheets and run the Pre-Calc Audit, you will run your first payroll calculation
process called the Preliminary Calc. This process loads data in T&L having a status of ‘Estimated -
Waiting for Payroll’, as well as edits and calculates earnings, deductions and taxes for all employees
associated with this pay cycle.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Process > Pay
Calculation

After entering a Run Control ID and clicking on button, the Pay Calculation run control page
appears.

PAyY CALCULATION RUN CONTROL PAGE

{ Pay Calculation Y

Run Control ID: 1 Report Manager Process Monitor Run

Pay Run ID: [s0503mo100 Q| | °"| Company:

Pay Group:

l_
[_
On or Off-Cycle: | On-Cycle 'l Pay End Date: |

¥ On-Cycle Preliminary Calc Run Process:

Page #: | Thru: |

{* Only Calculate Where Needed ™ Transfer Calc Errors
" {(Re)Calculate All Checks

First step is to enter, or select using the prompt icon, the correct Pay Run ID.

Next, for monthly, bi-weekly, and supplemental normal pay cycles, you will ALWAYS choose On-cycle for
the calculation process. On-cycle payrolls always use the left hand group box entitled On-cycle or Off-
cycle run. Although the Group Box title is a bit confusing, this is the area where you will specify the on-
cycle nature of the payroll and the mode in which to calculate.
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The check box below the on-cycle field, the On-Cycle Preliminary Calc Run, defaults to Yes, or
checked. This means that the system will do the following things:

o Check for Job Data changes such as rate changes, terminations or new hires
o Check for new Additional Pay records, not changes to already created records.
e Add paylines for new hires

e Add any newly approved and payable time not yet loaded from Time & Labor

e Calculate FLSA rates if needed

HR can continue to make changes to employee Job records, excluding Earnings Distribution data, where
the changes will update the paylines as long as you are calculating in Preliminary mode. This helps avoid
holding data changes until the next payroll.

During the Preliminary Calculation process time marked ‘Ready for Payroll’ in T&L is loaded into
paysheets. The system creates multiple other earnings rows for each employee who has payable time
coming from Time & Labor. On the other earnings paylines, if time comes from a prior period, each prior
period adjustment will have to and from dates for each day adjusted, allowing the system to pay the time
at the proper rate for the specified date. Otherwise, this process will summarize earnings by earnings
code according to FLSA schedules, if the employee is FLSA eligible and in accordance with the
employees’ Earnings Distribution record. Notice how the system has turned on the TL Records flag in
the middle right hand side of the page. You cannot change this flag. The Load process has also
checked the OK to Pay box for Part-Time Hourly employees.

PAYLINE PAGE WITH T&L DATA IN OTHER EARNINGS

[~ Fayline '\ One-Time Deductions . One-Time Gamishments . One-Time Taxes

Compamy: 805 Pay Group: E01 Pay Period End Date:  01/31/2003 Page: 1
ID: 1060 Name: Williams Kelly [” Manual Check  Line: 1
EmplRed#: 0 BenRcd#: 0 check# CheckDate  Total Gross Net Pay

Addl# 2 V¥ OKtoPay ¥ JobPay ¥ Override Hourly Rate [ No Direct Deposit [~ Gross-Up ¥ TL Records E=

Reg Rt Cd RegHrs OTRtCd OTHrs Hourly Rate Regular Salary
20.375481
Earnings Begin/End Dates Shift *State Locality
01/01/2003 /0173172003 MA ok Q& | Q Additional Data

Eind | View Al First (4] 104 ] Last

Cnlie Seq # .lia-‘le énii-e . i-l.nurs Rate Amount
RGS 40.00 El =l
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If th8e WS ee has any payable time changes that occur and Time Administration is run, whenever
another Preliminary Calculation is run, the changes will come to the payline automatically. Once Final
Calc has run successfully, no more T&L changes will update the paylines, nor will changes to the Job
record or new Additional Pay records update the paylines.

CALC WHERE NEEDED VS RECALCULATE ALL

In the Calculation options group box, you have two choices. The system defaults to only calculate
where needed. This tells the system to only re-calculate employee records where data changes have
occurred. This saves processing time and allows you to see the results of your changes more quickly.
Changes that trigger a re-calculation are as follows:

e Paysheet

e Additional pay

e Personal data

e Employment data

e Job (if Job pay is selected)

e Job earnings distribution

e Federal, state, or local tax data
e Garnishment rule, schedule, or specification
e General deductions

e Health benefit

e Disability benefit

o FSA benefit

e Life benefit

e Pension benefit

e Retirement benefit

e  Savings benefit

e Vacation benefit

e Beneficiaries
When you select the Recalculate all checks, the process will check the above bulleted areas as well as
changes to setup tables such as earnings, deduction codes, or benefit set-up tables. Itis ALWAYS better

to select the Recalculate All Checks box.

The State will NOT be using the Transfer Calc errors function, this box must always be left unchecked.
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CHECKING PAYROLL ERROR MESSAGES

After each calc process, be it Preliminary, Final or Confirm, you will always want to check the Payroll
error messages to see if the system encountered any problems while processing. There are two places
to check. The first is the output message log in the process scheduler. This output file will only tell if
anything was amiss, but it will not specify the problems or the employees to check or correct. The
second is the Payroll Error message page, which will provide detailed information about what the problem
is, and guide you to ways to fix it. If there are multiple errors, you may want to run the Payroll Error
Report.

Once you have seen the “Success” of your process, there are three steps to view the message log from
the process output.

1. Click the Cetails hyperlink on the Process Monitor Page. The system will transfer you to the
Process Detail page.

2. To continue and view the message output, click the ¥iew LogfTrace hyperlink. The system will
open a new window for the Report/Log Viewer Page

3. Click the Irace File or the Message Log hyperlink

messages page and look for details.
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PAYROLL ERROR SEARCH PAGE

Payroll Error Messages

Find an Existing Value

Company; _g

Pay Group: _ﬂ

Fay Period End Date: —ﬂ
Off Cyle 7 ]

Fage #: |
Line # N
Pay Run ID: Q)

Frocess Instance:

| Search | | Clear | Basic Search

There are various ways to search for your error messages. Entering the Pay Run ID is one way, but you
can specify an individual pay group and pay end date if you want to see a sub set of the list (assuming
there are multiple pay groups in your pay run ID). The most efficient way is to search for errors by
entering the Process Instance Sequence Number. Once data is entered on the above search page and

you have clicked the button the system will then display information pertaining to errors, if any.
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PAYROLL ERROR SEARCH RESULTS PAGE

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Inquire > Payroll Error
Messages

Search Results

1-5 of 5

Company Pay Group Pay Period End Date Off Cycle 7 Page # Line # Pay RunID Process Instance

568 EO01 01/31/2003 M 1 1 56803M0700 418
568 EO01 01/31/2003 N 1 4 56803MO0700 418
568 01 0172172003 N 1 1 56203M0700 418
568 01 0173172003 ] 2 1 S6303MO700 418
568 01 01/31/2003 N 989 1 5B803M0O700 418

Click on the first error in the list. The system then transfers you to the message page describing the error
message.

PAYROLL ERROR MESSAGE PAGE

f’ Payrall Error Messages ‘\_

Company: 568 Pay Group: MO Pay Period End: 01/31/2003 I off Cycle ?
Page: 999 Line: 1 Process Instance: 418
Johnson,Lisa ID: 9000 Empl Rcd#: 0
First (0 1081 [ Last
Separate Check #: Message ID: 000214 J—'
Description: |¥arning: The Earnings Begin Date is not within a FLSA Period Begin Date. ;[
Message Data: Earnings Begin-End Dates
2003-01-01
2003-01-31

The error above is just a sample of an error message, there are many possible error messages. Please
see the Presheet Audit section of this document for a larger list of errors and potential solutions. If you
navigate to the payline from this message page, the system will carry the details of the employee for you
and display the payline without your having to enter the employee ID, pay group, pay end date, page or
line number.
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PAYROLL ERROR REPORTS

Along with being able to see error messages online, PeopleSoft delivers a report so you can run and print
a report listing all the errors for this pay cycle.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Report 2 > Payroll Error
Messages

PAYROLL ERROR MESSAGE REPORT RUN CONTROL

f Payroll Error Messages \_

Run Control ID: 1 Report Manager Process Monitor Run

Language: | English 'I

Pay Run ID: ]d??DBMU?Gﬂ Q 477 - January 2003 Monthly

Enter the Pay Run ID for which you want the process to report on and click .

From the Process Scheduler Request page, make sure the Server Name is set to and the check box
next to the report is checked. Also make sure the Format is PDF

Process Scheduler Request

User ID: LHOLDER Run Control ID: 1

Server Name: PEUNX v] Runpate:  [027132003 [
Recurrence: | 'l Run Time: IW
Time Zone: | -] Resetto Current DatefTime |

Select Description Process Name Process Type *“Type *Format
¥ Payroll Error Messages PAYD11 SQR Report [wen ~| |POF =]

Click the button to submit the report. As with the Pre-sheet audit report, you should check the
status in the process scheduler. Once you see the Status change to ‘Success”, click the [etails
hyperlink on the Process Monitor Page and follow the same procedures as outlined above to view and
print the report.
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Step 10 - Run Second Longevity Process

This step enters data into the Other Earnings portion of the Pay Lines using the SPC earnings code. The
amount entered is equivalent to what the employee will be receiving for Longevity Payout the next year.
This data will NOT be calculated as part of the employees Gross Wages but will be calculated and
prorated out over the next year based on the employee’s FLSA schedule. These calculated amounts will
be included in the employee’s overtime rate calculations throughout the next year.

Navigation: Reports Menu > OCP Reports > PY > MDC Lgvty Cmp (0024)

After entering a Run Control ID and clicking the button the Longevity Pay run control page
appears.

File Edit Wiew Favortes Tools  Help |

dapack ~ = - &) 4 | Dusearch GiFavorkes Eimedia of | By S M E |

Address [&] nttp:/fwebder. oklaos state.ok,us: 7001 fservietsjicientser-let hrtst Temd=starta, | @ | Links **

—

> Sign Out
Home = Compensate Employees = Manage Payroll Process (LIS = Process = L Aty Pay Pr il Meny IR oy
/ Longevity Fay Y
Run Control ID:  LOMNGEVYITY Report Manager Process Monitor Fun

“Company: |320 =Y
Pay Run ID: [3z2008M0700 [ 320 Jan 06

" Longevity Payout
= Next Year Longevity

-~ .
Report Part Time Month: IJUIV LI
& save L Return to Search Eadd
& 8 Internet

Click the radio button for Next Year Longevity. Enter the correct Company, Pay Run ID, and select the
month you are running this process for. The month selected should be the same month that the first
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a MDC Longevity Pay Component - Microsoft Internet Explorer 1]
Eile Edit view Fawvorites Tools Help |
Bk - = - D @ | Disearch GHIFavortes Media (4 | B Sh |
Address |®j http: [ fwehdey. oklansf.state.ok.us: 7001 fserviets ficlentservlet fhrtst 7emd=starte j st | Links **

& Home £ is S Sigh Out
Home = Cotnpensate Employees = Manage Payroll Process (US) = Process = L sity Pay P Mew \Window
Process Scheduler Request
User ID: NTARRANTA3S Run Control ID: LONGEVITY
Server Name: SUNX Run Date: 05M7i2004 B
Recurrence: I j' Run Time: F135:19PM
Time Zone: I - Resetto Current Date/Time I
Process List
Select Description Process Name Process Type “Type “Format
¥ Longewity Pay Process MDCPYD24 SR Report eb e PDF = Eﬂ
&) Done [ [ @ mtemet

Longevity Process was run for. When all the above information is filled in correctly, click the Run

button.

On the Process Schedule Request page, above, make sure the Server Name is set to PSUNX and the

Select check box is checked for Longevity Pay Process. Click . Follow the procedures for
waiting till the Status changes to Success before going any further.
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Step 10A - EBC Notify to Take Additional Deduction

EBC will notify someone in your Payroll Department if additional benefit deductions need to be taken out
of an employee’s check. You will use the One-Time Deduction Override tab on the employee’s payline
to enter the appropriate deduction data.

Step Step 10B — Run RET Deduction Audit Report (Teachers
10B only)

Navigation: Reports Menu > OCP Reports > BB > Retirement Deduction Audit Rep

This report will list any retirement overrides that need to be made. Insert the deduction
Overrides on the employee’s paylines.

Step 11

Step 11 - Run Preliminary Calculation Process- again

Due to the amount of data that could have changed on the paylines, etc., another Preliminary Calc must
be run.

Navigation: Compensate Employees > Manage Payroll Process (US) > Process > Pay Calculation

After entering a Run Control ID and clicking on button, the Pay Calculation run control page
appears.
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PAY CALCULATION RUN CONTROL PAGE

{ Pay Calculation Y

Run Control ID: 1 Report Manager Process Monitor Run

Pay Run ID: [s0503mo100 (@] | °"| Company:

Pay Group:

I._.
[_
On or Off-Cycle: | On-Cycle v| Pay End Date: |

¥ On-Cycle Preliminary Calc Run Process:

Page #: | Thru: |

(¥ Only Calculate Where Needed [ Transfer Calc Errors
" {(Re)Calculate All Checks

Fill in the Pay Run ID, select On-Cycle, make sure the check box is selected for On-Cycle Preliminary
[rn |

Calc Run, click on the radio button for (Re)Calculate All Checks, then click the N_Ibutton. After
running the Preliminary Pay Calculation successfully, make sure you check for errors and correct them.
If there were corrections made, re-run this step until it runs error free.
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Step 12 - Run Payroll Register — Name (0233) Report

The payroll Register lists, in detail, employee check information for reconciling Gross to Net. This report

can be used to look at employee paycheck detail information if you had to manually add

earnings/deductions to the payline; if you wanted to see that a new deduction was being deducted

correctly, making sure a tax change took affect, etc.

Navigation: Compensate Employees > Manage payroll Process (US) > Report > Payroll Register

Name (0233)

<} Payroll Register - Microsoft Internet Explorer i =] |
File Edit Wiew Favorites Tools Help ﬁ
= Back * =p - @ oy | @Search [G] Favorites @Media @ | %' = < @
Address I@ http: ffwebdey.oklaosf . state.ok.us: 7001 fservietsficientservlet fhrtst frormd=starkg: LI @Go | Links **
& Home S Sign Qut
: =l
¢ Payroll Register
Run Control ID:  REPORT Report Manager Frocess Monitor Run
or I
PayRuniD:  [32004m0300 Q) Company.
320-SEFT A I
Pay End Date: I
Process:
Page #: I Thru: I |
| & On-Cycle Off-Cycle " Both =
& [ [ ntermet Y
Enter the Pay Run ID, click on On-Cycle, then click the button.
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2} Payroll Register - Microsoft Internet Explorer =1o] x|
File Edit Wiew Fawvorites Tools Help ﬁ
W= Back - = - @ i ] | @Search [l Favorites @Medla 8 | %v = -

Address [&] http:jfwebdev.oklaosf . state.ok.us 7001 fserviets/iclientserviet/hrtst /7emd=starts | Pen |L|nks »

o

Process Scheduler Request

@ Home

User ID: NTARRANTS99 Run Control ID: REFPORT

Server Name: *SLIN Run Date: IDEIB 0iz004 E
Recurrence: I 'I Run Time: | T:33:14PM
Time Zone: I 'I Resetto Current DateiTime I

Process List
Select Description Process Mame Process Type *Type *Format
¥ Fayroll Register PAYO0Z SQR Report [wew =] [FOF =] EH

wled

[&] ’_ ’_ ’_ | Internet

ON the Process Scheduler Request page make sure the Server Name is set to PSUNIX, select the

check box next to Payroll Register, and click the button. On the Process Monitor page, when
the status changes to Success, print and review the report.
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Step 13

Step 13 - Run Payroll Budget Checking Report

This report checks to make sure all earnings have account codes associated with them, itemizes all
funding charges for this pay cycle, then checks for available funds per each account.

This is the first of 3 documents that must be faxed to OSF.

Navigation: Reports Menu > OCP Reports > PY > GL Account Check Report (0025)

After entering a Run Control ID and clicking the button the Run Ocppy0025 page appears.

Enter the Business Unit (Agency plus 00), the correct Pay Run ID and click the button.

On the Process Scheduler Request page make sure Server Name is set to PSNT select the check box

next to Payroll Budget Checking, and click the button. On the Process Monitor page, when

2 RUN_OCPPY00Z5 - Microsoft Internet Explorer

File Edit Miew Favorites Tools Help | &

GBack - = - (D Al | @ysearch [EiFavorites veda o | - S -

Address |g‘| http: jjwebdey . oklaosf. state. ok.us: 7001 fservietsfichentservlet hrtstf?emd=starta: | @ao ‘ Links ”‘

Home = Compensgate Employees = Maintain Payroll Dats (LUS) = Report = Payroll Budget Checking Meww Windawe

2 Worklist & Sign Out

Process Scheduler Request

User ID: NTARRANTIS8S Run Control ID: ACCT
Server Name: [FenT =] Runpate: 051872004 B3|

Recurrence: I 'I Run Time: 5:22:39PM
Time Zone: I 'I Resetto Current DatesTime I

Process List
Select Description Process Name Process Type *Type *Format

™ OCPPYOZs5 OCPPYD25 Application Engine wione) =] [wioney =] ER
[ OCPyongs QCPYOnZe Crustal wep =1 [FDF =1 EH

the

status changes to Success, print and review the report. Look for any areas lacking sufficient funds. If
sufficient funds are NOT available you will need to make the necessary adjustments. These adjustments
can be made on the employees Earnings Distribution record as well as on the Paylines, or contact
Financials to move funds from one account to another. If funding adjustments are made to the paylines,
the Agency must repeat Step 13 and Step 15 until both meet the necessary successful criteria.
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Step 13A - Payroll Unsheet Process — if necessary

NOTE: Some situations require the paysheets to be unsheeted. The steps to follow are listed

below.

Pay Unsheet Process:

M Compensate Employees > Manage Payroll Process (US) > Process > Pay
Unsheet.

ZJPay Unsheet - Microsoft Internet Explorer o ] 73}

Fle Edt View Favortes Iooks Help |

GBack + = - (D 2 | Qsearch (lFavortes @tedia B | BN~ S 9] - 2

Address [{€] hitp:jwebdev. ckiaosF state.ok.us: 7001 serviets/icientserletfhroa Temd=starti = e |mks ”|

o

Run Control ID: ~ UNSHEET EeporiManager Process bonitor Run =

& Worklist

Pay Run ID: kY] or | Compamy: [

Pay Group: |_g

Pay End Date: Ql

Process:

Page #: Q) Thne QJ

| @ On-Cycle  Ofi-Cycle  Both =

&

|

[ [ [ meernet

(Enter corresponding data and run to a Successful status.)

M
M
M
M
)

205 Payroll

Run Step 9

Run Step 10

Run Step 12

Run Step 13 (only if you entered any override deduction data)
Run Step 15
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Step 14

Step 14 - Run Claim Document Report

Agencies are to submit a signed Claim Document Authorization Form to OSF listing payroll information.
This is the 2" document that you must fax to OSF.

Navigation: Reports Menu > Ocp Reports > PY > Payroll Claim Document (0018)

After entering a Run Control ID, you will be taken to the Run Ocppy0018 page.

/3 OCP_0018_PY - Microsoft Internet Explorer 10 x|
File Edit ‘Wiew Faworites Tools Help ﬁ
4=Back ~ = - & it | QhSearch [GgFavorites GMedia £ | S =t

Address I@ https: ffhrmsit, oklaosf . state, ok, usfservletsficlientservlet fhrik/?omd=starte: LI WGU | Links **

& Home

Home = Reports Menu = Ocp Reparts = PY = Payroll Claim Document (0018) I Wi oo 1=

¢ Run Ccppy001s
Run Control ID: REFCRT Report Manager Process Monitor Run

*Business Unit: ISQDUD
*Pay Run 1D: |32004MDBDU 3'
Approving Board Member: |SOMEONE s

Authorized Agent of OPM: ISOMEONE

Approving Officer: [SOMEONE]

=]

Kl

’7 ’7 E | Tnternet

Enter the Business Unit, Pay Run ID, and fill in the appropriate personnel names as deemed necessary

for your a

Run

gency. The names fields are not marked as required fields, they can be left blank. Click the
button.
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3 OCP_0018_PY - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

= Back ~ = - @ fat | @Search (G| Favarites @Media @ | %v =1 -

Address I@j http: fjwebdev. oklaosf .state. ok,us: 7001/ servietsficientserviet fhrqaf ernd=starké:

-

Frocess >Crnequier Kequest

€2 Home

User ID: NTARRANT Run Control ID: REFORT

Server Name: PSNT 'l Run Date: IUQID 22004 El
Recurrence: :'l Run Time: I 7:36:15AM
Time Zone: vl Resetto Current DateiTime |

Process List

Select Description Process Hame Process Type *Type *Farmat
™ ocPPYDiB OCPPY018 Application Engine [money = [ivione)
™ ocPyoote OCPYOD18 Crystal [wen =]

W Payroll Claim Document OCPY018) PSJob [weney =] [ivione)

OCPPYO18 QCPPYO18 Application Engine I(Nune l (Mone)

OCPYOots QCPYOo1 g Crystal I l

QQQQQ

|
& l_ ’_ l_ & Internet Y

State of Oklahoma Payroll Processing Details

On the Process Scheduler Request page, make sure the Server Name is set to PSNT and the box is

checked preceding ‘Payroll Claim Document’. Then click the button. On the Process Monitor
page, when the status changes to Success, print the document, make sure the ‘Total Claim Cost’ agrees

with ‘Gross Payroll’ total on Payroll Budget Checking report, have the document signed.
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Step 15

Step 15 - Run Final Calculation Process

Once Budget Checking verifies that the money is available and the Claim Document is run and both of
them balance to the Payroll Register, the calculation process in Final Calc mode will be run. This process
stops the payline refresh process for HR data changes and T&L changes. Users updating the Job record
will receive a message that the payroll has entered final calculation and that any changes will be held
until the next payroll. When ready to run Final Calc, fill in the Pay Calculation Run Control page as before
except uncheck the On-Cycle Preliminary Calc Run check box.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Process > Pay
Calculation

After entering Run Control ID and clicking on button, the Pay Calculation run control page
appears.

<} Pay Calculation - Microsoft Internet Explorer

File Edit Wiew Faworites Tools Help

-B

GBack + = - ) ot | Qhsearch (FlFavorites Media 4% | M-S =

Address IE:I https: ffhrmsit, olklaost . state, ok, us/servletsficlientservlet fhrit/Pomd=starta j ﬁGo | Links **

Ll
:ﬁﬁ‘:‘ Home & Warklist % Help S Sign Qut
Hame = Campensate Emplovess = Manade Payroll Process (US) = Process = Pay Calculation e yind o =
{ Pay Calcuiation
Run Control ID: ~ CALC Eeport Manager Process honitor Run

Pay Run ID: [3200emoso0 @] || company:

320 Feb 04 Pay Group:

I—
I—
On or Off-Cycle: I an-Cycle 'l Pay End Date: I

"' on-Cycle Preliminary Calc Run Process: |
Page #: I_ Thru: I_
" Only Calculate Where Needed " Transfer Calc Errors -

’_ ’_ E |4 Interret

Fill in the Pay Run ID, select On-Cycle in the drop down box, uncheck the On-Cycle Preliminary Calc

Run check box, click the radio button to select Only Calculate Where Needed, and click the Run
button.
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/3 Pay Calculation - Microsoft Internet Explorer

File Edit Wiew Fawvorites Tools  Help

GiBack ~ = - (£ 7at | Ghsearch  [EFavorites  GlfMedia ¢4 | NS =

Address I@ https:ffhrmsit.oklaosf . state, ok, us/servietsficientserviet fhritf7emd=starta j o Go | Links **

Home = Compensate Employess = Manage Payroll Process (US) = Process = Pay Calculation I e Wi d oy

-

& Home

|»

Process Scheduler Request

User ID: CORED4 Run Control ID: CALC

Server Name: " SLINA Run Date: ID'.-'I 0142004 B
Recurrence: I 'l Run Time: I 311 TPM
Time Zone: I vl Resetto Current Date/Time I

Process List

Select Description Process Hame Process Type Type *Format
W Calculate Pay PSPPYRUN COBOL QL [ioney =] [iorey =] ES
QK | Cancel | |
|&] bone l_ l_ E | Internet 4

Check to make sure Server Name is set to PSUNX, the box is checked preceding ‘Calculate Pay’, then

click the button.

Once Final Calc has run to Success on the Process Monitor, check to make sure the process ran without
any errors. If errors exist, they must be corrected and this step re-run.

Step 15A | IStep 15A — Check Pay Calendar for Flag

Navigation: Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar Table >
PayRun ID

There should be a checkmark in the box in front of the label Payroll Calculation for every paygroup
that is active in this PayRun ID

If this checkmark is missing in any paygroup, contact the OSF Help Desk to get this issue resolved before
continuing the processing steps.
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Step 16 - Pay Confirmation Process

Pay Confirmation is the payroll step that updates employees’ balances such as hours, earnings,
deductions and tax balances based on all paylines marked OK TO PAY. It also assigns check and
advice numbers and eliminates access to the paylines. Once the Confirmation process has successfully
completed, you will use the Pay Check Data inquiry pages to see the check detail information.
Remember, paysheets and paylines will no longer be accessible for the pay period.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Process > Pay Confirmation

PAY CONFIRMATION RUN CONTROL PAGE

Pay Confirmation \L

Run Control ID: 1 Report Manager Process Monitor Run

or
Pay Run ID: |4IJSU3MIJ1 oo g Compamy I
Pay Group: l_
On or Off-Cycle: I On-Cycle 'I Pay End Date: I
Process:
Page #: I Thru: |
or
r

To confirm a payroll, enter the same Pay Run ID you used for creating paysheets and for running the
various calculations. Select On-Cycle in the On or Off-Cycle selection box, as the system does NOT

default this value on the page. Click on the button. On the Process Scheduler Request page,
make sure the PSUNX is the server indicated and click OK.

After the process has successfully completed, check for errors, as you did for Preliminary and Final
calculations. If errors exist, THEY MUST BE CORRECTED ON THE PAYLINES and Pay Confirmation
process re-run.
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Step 17 — Check Pay
Calendar Flags Step 17 — Check Pay Calendar Flags

Navigation: Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar Table >
PayRun ID

There should be a checkmark in the box in front of the label Payroll Confirmation Started and
Payroll Confirmation Run for every paygroup that is active in this PayRun ID.

If this checkmark is missing in any paygroup in this PayRun ID, contact the OSF Help Desk to
resolve this issue immediately — before you go any further. STOP until this is fixed.

Step 18 — Check

PayCheck Data for Step 18 — Check PayCheck Data for Advice
Advice and Check

Numbers and Check Numbers

Navigation: Compensate Employees > Manage Payroll Process > Inquire > Paycheck Data >
Employee ID

You should see the ADVICE or CHECK under the heading FORM NUMBER and you should see
the actual number under the heading Paycheck Number.

If this information is missing, contact the OSF Help Desk to resolve this issue
immediately.
STOP until this is fixed!!

Step 19 — Check for
deleted paysheets Step 19 — Check for Deleted Paysheets

Navigation: Compensate Employees > Manage Payroll Process >Use > Paysheets > Agency
Number

You should enter your agency number and click SEARCH. You should not have any
paysheets for the PAYRUNID that you have just confirmed. You should get the message ‘No
matching values’ which means that all the paysheets have been deleted as expected.

205 Payroll

Page 87
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




State of Oklahoma CORE Project
State of Oklahoma Payroll Processing Details

Step 20 — Run OCP
0156 Process Date Step 20 - Run OCP 0156 Process Date

Navigation: Compensate Employees > Manage Payroll Process (US) Process >
OCP 0156 Process Date

After Payroll Confirmation process has been run to a Status of “Success’, this process is
run loading a payroll table with the Process Date, which corresponds with the System
Date.

Other processes, such as PY to GL, and creation of multiple outbound interface files, are
based off of the data stored in this table.

Step 21

Step 21 - Run GL Process

Navigation: Compensate Employees > Administer GL Interface > Process > GL Intfc — Non Comm Acctg

This process loads the HR Accounting Line Table from which General Ledger journal entries are created
on the Financial side.

It also produces a short report that must be printed. This is the 3" document that must be faxed to
OSF before OSF will release this payroll to be picked up by the process that sends the checks and direct
deposits to the Treasury Department for processing.

The numbers on this GL Trace File MUST balance with the Budget Checking Report (Step 13) and the
Claim Document (Step 14) that have already been printed.

If the numbers do not balance, contact the OSF Help Desk to resolve this issue immediately.
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i GL Interface - Non Commit Acct - Microsoft Internet Explorer

File Edit View Favorites Tools  Help |

CEack - & - @D @) A | Discarch CiFavortes G@vieda o | By o B - =

Address [&] hetp: fjwebdev. oklaosf, state. ok.us: 7001 fservistsfichentservlot/hrestizemd—starte: ~| @ao \ Links »‘
Horme = Compensate Emplovees = Administer Gl Interface = Process = GL Intfc - Non Comm Acctg

Run Parameters

Run Control ID:  ACCT Report Manager Process Mohitor Run

Il S WA D

Pay Run ID: [zzo0smoTon (< Compamy

or Pay Group:

—
—
PayEndDate: [ |

320JUL 04
B save)l  (Ciretun to Search] Ekada
&) o Internet

After entering a Run Control ID and clicking the button you are taken to the Run Parameters

page.

Fill in the correct Pay Run ID and click the button.

a on Co A aso ernet Explore TS|
File Edit ‘Wiew Favortes Tools  Help |
G=Back ~ = - 2 72} | Dusearch GaFavorites @Medin £ | Eh- S - =
Address [{&] hetp: [jwebdey. oklasF. state. ok, us 700 Liserviets/iciertserviethrtst Pamd=starte, =] oo [unks
Home = Compensate Employees = Administer GL Interface = Process = GL Intfc - Non Comm Acclyg Dlew Windowve =

Precess Scheduler Request

user ID: MNTARRANTS9S Run Control ID: ACCT

Server Name: A Run Date: 05f18/2004 Bl
Recurrence: I =1 Run Time: 12:10:28PM
Time Zone: I = Resetto Current DateTime I

Process List

Select Description Process Name Process Type “Type *Format
™ MDC GL Interface MOCGLINT FSJob [toney =] [wiorey =] ES
MOCF 238 MDCPY236 S0R Report wen =] [FoF =] E@
Automated Batch Publish EOP_PUBLISHA Application Engine [wvoney =1 [tvoner =] EW
7 MDCPY238 MO PY238 SR Report wen =] [poF =] EH
T GLinterface - EG 7.5 PAYGLO1 PSJob [roney =1 [wierer =1 ER
Genersl Ledger Interface PAYGLOT SOR Report Yieh hd PDF - Eﬂ
Expart HR_ACCTG_LIME EXPACTLI S0R Repor web =] [FoF =] EH
[T GLInterface PAYGLOA PSJob [toney =1 [wiorey =] ER
Genaral Ladgsr Inarface PAVGLOT S0R Repon web =] [FoF =] EH
Autornated Batch Fublish EOP_PUBLISHA Application Engine [toney =1 [wiorey =] ESR

=

@0 e
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Make sure Server Name is set to PSUNX then select the check box next to MDC GL Interface and click

on the button. Make sure the Run Status changes to Success, if the Run Status changes to
‘Error’, contact your Technical Department IMMEDIATELY. Until this data is received and Journal Entries
made, the funds are still accessible for AP use.

Step 22

Step 22 - Check Pay Calendar Flag

Navigation: Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar Table

After entering company information in the search dialogue box and clicking button you will see
the Pay Calendar Table page.

4} Pay Calendar Table - Microsoft Internet Explorer

Eile Edit \Wiew Favorktes Tools Help | 8
Back + = - (D 4 | @usearch GiiFavortes Eivedia 4 | By S - =
Address |§‘| http: }/webdev.oklaosf.state.ok. us: 7001 fserviets/iclientserviet/hrsti7emd=start&, LI act] | Links >
S Sign Out
Home = Define Business Rules = Define Payroll Frocess = Setup 2 = Pay Calendar Table e Wi nd o
f Fay Calendar Table Confrm Err Option
Company: 320 Dept of Wildlife Conseration " Off-Cycle Calendar? [T Off-Cycle Ded Override
Pay Group: Mr1 320 Monthly Mon-Exempt Salary
Pay Period End Date: 07i21/2004 Pay Run ID: I3ZDDEMDWDD
“Pay Period Begin Date: orin1iz004 ) Aggregate ID: I *Paycheck Issue Date: 07/30/2004 |l
Pay Period Close Date: 07i3142004 @ Balance ID
details
Weeks in this Period: £ Balance ID Year Quarter  Period

oY Cal Year 2004 3 7

*Pay Periods Per Year: 12

Accrual Percent: ™ Reverse Accruals ‘FL5A On Cycle Pay End Dater  |07/31/2004

“Benefit Deductions Taken: | Deduction =] Benefit Ded Subset ID: | =Y
*General Deductions Taken: | Deduction :l' General Ded Subset ID: I =Y

Pay Period of the month @ Frst " Second ¢ Third " Fourth ¢ Fifth

¥ Paysheets Run ¥ payroll Confirmation Started  [¥ GL Interface Run I T&L Extract costs

¥ Payroll Preliminary Calc Run ¥ Payroll Confirmation Run [~ off-Cycle Cales Outstanding [~ Single Chk for Multiple Jobs
¥ Payroll Calculation Run ™ Pay Distribution Run ™ off-Cycle Closed I cA GL Interface Run

B save] [QlRetun to Search] (45 MestinList] (15 Previous inList | Eradd

Pay Calendar Table | Confrm Err Option

& R

Towards the bottom of the page, third column look for the check box to be checked next to GL Interface
Run. This informs you that your GL Interface has been run and you can proceed with printing of reports,
etc.
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Step 22A

Step 22A — FAX Documents to OSF

The Budget Check Report from Step 13 and
The Claim Document from Step 14 and

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

Fax # 521-3383 to Elsa at OSF.

NOTE: The next steps are numbered for explanatory purposes. These processes can be runin a
different order.

Step 23

Step 23 - Run Bond — Fed Reserve Process

This process creates the employee BOND purchase file as well as sets parameters and balance amounts
on the BOND Purchase Log.

Navigate: Compensate Employees > Report payroll Info (US) > Report > BOND - Fed Reserve

After entering the Run Control the Run Parameters page appears.

<3 Bond - Federal Reserve - Microsoft Internet Explorer

=10l |
Eile Edit Wew Favorikes Tools  Help |
“4Back + = - £} 4 | @search  [ElFavorites  @fMedia o | B S - =
Address I@'I http:jfwebdey . oklaosF. state  ok.us: 7001 fserviets/icientserviet fhrgafPemd=starta. LI &G0 | Links >
S Sign Out
Home = Compensate Employees > Report Payroll Info (US) = Report = Bond - Fed Reserve e indow 1=
{ Run Parameters %
Run Control ID: REPORT Eeport Manager  Process Monitor Run I
As Of Date: B ngem:y:l =Y}
Reporting Medium: _ 'l
You must use the filename "PSBOS DAT" when submitting savings bond purchase data to the Federal
Resene Bank on diskette. You will be regquired to rename the PAYD16B.5SQR output file(s) as i
"PSBOS.DAT when creating the diskette.
[&) & Internet 4
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Enter the Check Date in the As Of Date field, Agency number in the Agency field, and select Diskette
from the Reporting Medium selection menu. Now click the button.

‘4 Bond - Federal Reserve - Microsoft Internet Explorer =10l =
File  Edit ‘jew Favorites Tools Help ﬁ
daBack +~ =p - @ b | @Search [Ge] Favarites @Media @ | %' =h - @

address [&] http:jfwebder.oklaosF state.ok.us: 7001 jservieksficlientserviet hrqaf7emd—starts: ~| @ao |L|nks »

€ Home @ worklist < Sign Out

P e Wi d O

|»

Home = Compensate Employees = Report Payroll Info (L15) = Report = Bond - Fed Reserve

Process Scheduler Request

User ID: NTARRANT Run Control ID: REFORT

Server Name: 2 SLIT Run Date: | El
Recurrence: I :‘I Run Time: I 2:13:33AM
Time Zone: I vl Resetto Current DatelTime I

Process List
Select Description Process Hame Process Type *Type *Format
¥ Bond Purchase Reportand File PAYO168 SR Report [wen  =][FOF =] EH
(8]34 | Cancel | LI
|@ Done |a Inkernet 4

On the Process Scheduler Request page, make sure Server Name is set to PSUNX, and the check box

is selected for Bond Purchase Report and File. Click the button. When the process runs to a
Successful status, the file will be FTP’d to the mainframe.

Step 24 .
Step 24 - Run First PY to AP Process

This payroll to accounts payable process loads a temporary table with all the non-taxable payroll
deductions taken from the previous days pay cycle.

Navigation: Compensate Employees > Administer AP Interface > Process > Extract Non-Tax
Deductions

After entering a Run Control ID and clicking the button you will be on the Parameters page for
extracting non-tax deductions.
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File Edit  Wiew Favorites Tools  Help |

Back -~ = - D &% | @search (EdFavorites fimedia o | Ehe oF - =
Address [€] http:/fwebdey. oklaosf.state.ok, us: 700 iservietsficientserviethrtst/7emd=starts, =] eo | unks »|
@ S Sign Out
Home = Compensate Employees = Administer AP Interface = Process = Extract Non-Tax Deductions Mew WWindow
[ Farameters
Run Control ID: ACCT Report Manager Process hionitor Run
' Deduct/Collect Comp./Bond Met Pay Run ID: [Fzovamizon [ azo-JunE
 Specified Date
| ¥ Pay ANl vendors
Blsave) (CyRetumto Saarch) Eradd)
&1 & Internet

Make sure the radio button is selected next to Deduct/Collect Comp./Bond Met, enter the Pay Run ID
used in the previous day’s pay cycle, make sure the check is checked next to Pay All Vendors and click

the button.

e  Edit  wiew Favortes Tools  Help |
cBack - = - @ [ & | Dsearch Cravortes imedia o | Bh- o B - =)

Address [&] htep:/fwebdew. oklaost . state.ok. us: 7001 fser viets/icientservlet/hrtst/Temd=starts

Horme = Compensate Employees = Administer AP Interface = Process = Extract Non-Tax Deductions

ey Yindo

Process Scheduler Request

User ID: MNTARRAMNTS9G Run Control ID: #CCT

Server Name: S UM Run Date: 051972004 B
Recurrence: [ ~| Run Time: 1:41:42Fh
Time Zone: I B Resetto Current DatesTime I

Process List
Select Description Process Name Process Type “Type *Format

¥ PY¥-AP Extraction - Deductions PYAP_KXDEDMN Application Engine [tioney =] [tNoner =] S

[ ¥ —

PSUNX should appear in the Server Name selection box and the select box should be checked next to

PY-AP Extraction — Deductions. Click the button. Make sure the Run status changes to
‘Success’ on the Process Monitor before going on to Step 25.
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Step 25

Step 25 - Run Second PY to AP Process

This process transfers (publishes) the AP voucher data, created in Step 24, to Accounts Payable.

Navigation: Compensate Employees > Administer AP Interface > Process > Send Vouchers to AP

After entering a Run Control ID and clicking the button you will be on the Send Vouchers to AP
run control page.

Z} send Youchers to AP - Microsoft Internet Explorer

File Edit View Favorktes Tools Help | ¥

Back + = - (@ 7} | @search [GiFavories Media o | BN S -

Address |§'| Hittp: fjwebdev, cklaosk, state, ok.us:7001 fservietsjichentserviet/hrtsti?crmd=starte: =] ®ao ‘ Links >>
Haorme » Compensate Emplovees = Administer AP Interface » Process » Send Wouchers to AP D Wi owe

Send Vouchers to AR

S Sign Out

Run Control ID:  ACCT Eeporblanager Process Monitor Run

| % Non-Tax Deduction Payments ' Tax Deduction Payments

| Payment Date: 06/30/2004 G|

& save ) Return to Search Eadd
| &] Process Instance:1661 & Internet

The radio button in front of Non-Tax Deduction Payments must be selected. In the Payment Date date
box enter the check date from the pay cycle just completed, then click the button.

On the Process Scheduler Request page make sure PSUNX is in the Server Name selection box and the

box is checked in front of PYAP_VCHPOST. Click on the button. When a Run Status of
‘Success’ appears on the Process Monitor page the Payroll to Accounts Payable process is complete.
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a Send Youchers to AP - Microsoft Internet Explorer

File Edit Wiew Faovorites Tools Help | "
“Back ~ = - (@D ot | isearch (iiFavorites ivedia (4 | Bh- S -
Address I@ http: ffwebdey.oklaosf . state .ok, us: 7001 fservletsficlientservletfhrbst ] crd=startf. j PGD | Links **
= wyorklist S Sign Out

Home = Cornpensate Emplovees = Administer AP Interface = Process = Send Vouchers to AP Iy Wi d oy
Process Scheduler Request

User ID: NTARRANTISY Run Control ID: ACCT

Server Name: SUNE Run Date: [osi aiz004 Edl

Recurrence: Tl Run Time: I 2:02:58PM

Time Zone: hd Reset o Current Date/Time |

Process List

Select Description Process Name Process Type *Type *Format

2 PYAP_WCHPOST PYAP_WCHPOST Application Engine I(Nune) 'I iMone) 'I Eﬂ

& Process Instance: 1681 [ [ 4 ntormnet

Step 26 | | Step 26 - Print Deduction Register Report

Navigation: Compensate Employees > Manage Payroll Process (US) > Report 1 > Deduction Register
(0205)

This report lists all deductions processed during this payroll, sorted by Deduction Code, then employee.

Step 26A | |IStep 26A - Print Earnings Statements (Check and
Advices)

The State modified DDP003 to print both check and advice statements together.
Navigation: Reports Menu > OCP Reports > PY > Earnings Statement (0040)

After entering the Run Control you will be on the DDP Advice Print page. This process will print the
check and advice statements.
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4} DDP Advice Print - Microsoft Internet Explorer N [=] S

File Edit “iew Favorites Tools Help ﬁ
aBack + = - 2 7at | Qi search [GFavorites fMedia 4 | BN S -

Address I@ http:fjwebdew. oklaosf . state.ok.us: 700 1) servietsficlientservietfhrqaj?ermd=starts j aEn | Links **

J]' LILIE Adwice FHIRT lln_

& Home

Run Control ID:  REPORT Eeport Manager Process Monitor Run
or:
Compamy: I Q

Pay Run ID: | (=] Pay Group: I_ =
Pay End Date: | Q@
Process Page: I Thru: I

Starting ChecksAdvice Number: I
| & On_Cycle " Off-Cycle " Both .
Thru: I

Message: I
Boeve) (CRetun o sesen) Bk add) :I
&) ’_I_l_la Inkernet 4

Enter the Pay Run ID on the Left of the page for On-Cycle Runs and select the On-Cycle radio button.

Then click the button.

J«-» - PR A QE@I B-5=1

Home = Reports Meny = Ocp Reports = P = Earnings Statement (0040) T e Wind ooy

& Home @ wWorklist 2 Help

Process Scheduler Request

User ID: SDAWSON Run Control ID: Report

Server Mame: SUNG RunDate:  |01719/2008 Edl
Recurrence: I hd l Run Time: I S:30:06PM
Time Zone: I vl Resetto Current DatefTime |

Process List
Select Description Process Name Process Type *Type *Format

W Payroll Advice Print- U.5. DDPO03 SGR Report [wen =] [FOF =] FEH
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Make sure the Server Name is select to PSUNX and the check box selected next to Payroll Advice Print

— U.S. Click the button.

When the Status is at Success, the statements are ready to be printed. The usual process of clicking on
Details and checking View Log/Trace and opening the .PDF file is used to print them.

Step 27

Step 27— Run Leave Accrual Process

Navigation: Compensate Employees > Administer Base Benefits > Process > Leave Accrual

After ALL (main payroll, supplemental payroll and off-cycle payrolls) payrolls have been
confirmed for the calendar month, run this leave accrual process — if you were using the OPM leave
system.

[e-» PR dea@®d Ba=3

o

€@ Home fzj Worklist ] Help
Hore = Compensate Employvees = Administer Base Benefits = Process = Leave Accrual Process Ty Wi oo
Leave Accrual Proc
Run ControlID:  ©H ReportManager Process Monitor Run
¢ : e Office of State Finance
ompa: Must be run once for
“Plan Type: [Vacation =] each level of Annual
T AT [osoc @ Leave and once for
Sick
Last Process Date: 0873172005
*Accrual Process Date: |U1 f30K2006
Run on the next to
last day of the
month
B save) [CLReturnto Seareh ) (45 Next inList ] [ +E Previous inList ] B add
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Run this process on the next to the last day of the month. Run this process as you have all the others to
Success on Process Monitor.

Step 28

Step 28 — Run Leave Accrual Statements

Navigation: Reports Menu > OCP Reports > BB > Emp Leave Accrual Rpt (0053)

[« -+ PR QEdI B B=E

o

& Home
Home = Reports Menu = Ocp Reports = BB = Emp Leave Accrual Rpt (D053) e yind ovy

Run Ocpbh00s3

Run Control ID: °H RepotManager  Process Monitor Run
Language: I English :Iv

*Month Ending: |D1 306 @
*Sort 0rder:|2 (1=Employee MName, 2=Emplovee 1D,
3=Location

*Compamy: (625

Employee ID: || Leave Blank To Print All Emplayees

Department ID:I Leave Blank Ta Print All Departtments

& save CYReturn to Search | (45 NextinList ] (15 Previous inList ) B Add

Use the last day of the month for this report’s date.

Run this report like you do all the other reports — to Success on Process Monitor and check the output.
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Step 29

Step 29 — Run Funding Distribution Report (if needed)

Navigation: Reports Menu > OCP Reports > PY > Funding Distribution Rep(0108)

|e-=2-QR A QAEBPI RD-5=E
Horme = Reports Meny = Ocp Reports = PY = Funding Distribution Rep(0108) ey Wind o

Run Qcppyd108 %

£ Home & Worklist 2 Help

Run Control ID:  COH Report Manager Process Monitor Run

*Business Unit: |1 EENTeY|
*Pay Run ID:|18506MD1 01

Payroll Confirmed [

& save QY Return to Search | (5 NextinList | [ 15 Previous inList ) EkAdd

Enter your Business Unit and Pay Run ID and click the yellow Run Button.
Run this report to Success on Process Monitor and check as usual.
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OFF-CYCLE PAY CALENDARS

OFF-CYCLE CALENDARS

Now that you have seen how to create and use a pay calendar for your normal payroll processing, you
need to understand another dimension to the pay calendar, which is the Off-Cycle concept. You should
have noticed the Off-Cycle Calendar checkbox in the upper right hand area of the pay calendar page.
However in the exercises, you did not check it because you were creating regular payroll processing
calendars. There is always an off-cycle calendar, or the option to tag certain paylines as off-cycle, that
comes along with every on-cycle. This concept is odd because you did NOT indicate to the system to
create an off-cycle calendar. However, PeopleSoft allows you to use the “invisible” off-cycle calendar
associated with every normal pay calendar to your advantage.

There are two situations where this will happen:
1. An On-Cycle calendar against which you can process checks individually marked as off-cycle

a. You use the next available on-cycle pay calendar for invisible off-cycle. This could
happen if the State uses the On-Line check process (not used by the State).

Pay calendar
Pay Run ID 123
End date July 31,

“Invisible” Pay Calendar
Pay Run ID 123

2003
Off cycle check box = End date July 31, 2093
N Off cycle check box =
0
No
BUT...

Normal checks

marlkad ac nn_rvrla

A few individual checks

2. An Off-Cycle calendar against which you can process checks that will be automatically marked

as off-cycle due to their association with that calendar Pay calendar
a. The State of Oklahoma will be using this process for their] Pay Run ID End Date
Off-Cycles. August 10, 2003
Off cycle check box =
YES

ALL Checks marked
as off-cycle

Common uses for off-cycle designation include adjustments to checks issued in error or checks that can
be processed to pay an employee shift, OT, etc. The check date is always later date than the pay period
end date, however all the data will be included with using the same end date, as the on-cycle, plus one
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day, and designated as an off-cycle check. You can see the idea of off-cycle processing when you use

common search pages like the payline page:

Payline

Find an Existing Value

Company. I—
Pay Group: I_

Pay Period End Date:

Off Cycle ?
FPage F

Line #: |_

EmpllD: I

Job Pay Data Change:l
Partial Pay Period [

Mame: |

| Search | | Clear | Basic Search

A check can be marked as off-cycle on an individual level, but still be included with the rest of the on-

cycle checks by virtue of its pay end date.

NOTE: The system uses the paycheck pay date of the calendar to which the off-cycle check is tied to

update balances.
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ADDING A PAYSHEET —

OFF-CYCLE

Off-Cycle Pay Calendars

Once an Off-Cycle Calendar has been created by a member of the CORE team, you can add a new
paysheet and use the page to compensate the employee as required. The State of Oklahoma will only
use this process to pay employees that have been terminated, and their final pay could not be included in

their last On-Cycle run.

PAYSHEET ADD SEARCH PAGE

Paysheet

Add a New Value

Company: IBEIS QJ
FPay Group: Iﬁg{

Pay Period End Dale:|D1I31IZ‘DD3 ﬂ
Off Cycle ? v
|EIEIEI

FPage #
| Add

You can see that the page allows you to specify the Company, Pay group, Pay end date, off-cycle
indicator, and the actual page number you want to create. Generally Payroll offices will use high
numbered paysheets for off-cycle processing so these transactions are easier to find.
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Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Use > Paysheet

PAYSHEET PAGE

{ Paysheet ' One-Time Deductions \ One-Time Garnishment \~ One-Time Taxes | Page Balances |

Compamy: 805 Pay Group: EO1 Pay Period End Date:  01/31/2003 Page: 900
Paysheet Details __First [0 1014 B Last
Line D EmplRcd#  BenRcd#  Name I Manual Check ==
1 Wﬂ rrgl 0 Files,Robert
Check # Check Date Total Gross Net Pay
lo2022005 B3
Eind | View &l  First (€] 1004 [ Last
¥ OK to Pay [~ Override Hourly Rate ¥ No Direct Deposit |~ Gross-Up [T TL Records =1
RegRtCd RegHrs OTRtCd OTHrs  HourlyRate  Regular Salary
| Qf | Q | [15.590385 |
Earnings BeginEnd Dates *Shift "State Locality

[o1/0172003 s [0173172003 ] [nm =l kel | Q|
g

*Code

Additional Data

Seq # Rate Code Hours Rate Amount

[ovr [ Q] QJfizeo0 |

At first, the page will be almost completely blank. You will start by specifying the employee number for
the person you need to compensate. If you are paying the earnings to an employee with multiple jobs,
make sure to change the Empl Rec# accordingly to reflect the proper job. (Note: The Check Date will
be filled in during the Off-Cycle confirmation process.) Now click the OK to Pay check box, as it will NOT
default to checked.

The system will check the No Direct Deposit check box automatically, as off-cycle checks are generally
not sent electronically to the bank. Change this if the employee wants the money directly deposited.

Proceed with entering the required earnings data. You need to click on the Additional Data hyperlink and

enter the correct account code. To pay the employee multiple other earnings on this check, insert rows
as needed.

You will also notice that the Total Gross and Net Pay fields are blank at first and even after you save.
The system will display data in these fields after you have calculated the off-cycle paysheet.
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NOTE: If the employee has already received his or her regular check and the earnings that you are
paying are truly extra, make sure to click on the One-Time Deductions tab and set the deductions taken
fields, both benefit AND general, to None. Otherwise, the system will try to take the employee’s normal
deductions, resulting in an over-deducted situation.

ONE-TIME DEDUCTION PAGE — DEDUCTION GROUP BOX

Find | View Al First [ 1011 [ Last

=]

V' OKto Pay

*Benefit Deductions Taken Ben Ded Subset *General Deductions Taken Genl Ded Subset
| None vl I QJ | None vl I QJ

After you calculate this paysheet (which will happen when you run the next pay-calculation), you will find
the paycheck data by specifying the page number, employee ID, or just check the Off-cycle box and the
system would show you all the off-cycle paylines, from which you choose the employee.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Inquire > Paycheck Data

PAYCHECK DATA SEARCH PAGE — OFF-CYCLE CHECKED

Paycheck Data

Find an Existing Value

Company; Wg

Pay Group: [Eor @

Pay Period End Date: [01/31/2003 Q|
Off Cycle ? v

Page #: [a00 Q)

Line #: Y

Separate Check#: |_

Paycheck Murnher: |
EmpliD: |1DI]1

Narne: |

| Search | | Clear | Basic Search
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CREATING OFF-CYCLE CALENDARS

The State of Oklahoma will be using Off-cycle Calendars, created by CORE Team members,
associated with an Off-Cycle Pay Run ID. To have a Calendar created call or e-mail a member of the
CORE Team informing them the month and paygroup(s) needed in the off-cycle. They will create the Off-
Cycle Calendar(s) attaching an off-cycle Pay Run ID to each. The agency will then be notified to process
their off-cycle. (Note: The State of Oklahoma has set the standard for running off-cycles to one per
month, per paygroup.)

CORE Team Member

Navigation: Home > Define Business Rules > Define Payroll Process > Setup 2 > Pay Calendar Table

Click on Add a New Value and fill in the Company, PayGroup, and Pay Period End Date. (Note: The
Pay Peirod End Date must be one day less than the On-Cycle Pay Period End Date was.) Click the

Er2dd) hutton,

<3 Pay Calendar Tabl i oft Internet Explorer =] 3
Eie  Edit  Yiew Tools Help [

Back ~ = - @ &} | @usearch [GFavorites EfMedia o# | BN S =1 5]

address [&] hitp:jrebdey.oklaosf state. ok,us: FODL fservistsicientssrvist/hrist fomd=start: =] @ |Lmls ”|

b

& Worklist

Home = Define Business Rules = Define Payroll Process = Setup 2 = Pay Calendar Table My Windovy

Pay Calendar Table

Add a New Value

Company: ELEY]
Pay Group: TN
Pay Period End Date: |10/30/2004
Find an Existing Walue
€ 4 Internet A

Click the Off-Cycle Calendar check box, fill in the Off-Cycle Pay Run ID, Pay Period Begin Date, Pay
Check Issue Date, and Weeks in this Pay Period fields. Make sure the Pay Period End Date, Pay Period
Close Date, and the FLSA On-Cycle Pay End Date all have the same date, which must be the date
appearing in the Pay Period End Date field. ‘Benefit Deductions Taken’ should be changed to read
‘SubSet’ and ‘General Deductions Taken’ and should be changed to also read ‘SubSet. ‘Benefit
Deduction Subset ID’ should be keyed in as ‘RET’ and the ‘General Deduction Subset ID’ should be
keyed in as “GRN’. Click the BEs=v2] putton.
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PAay CALENDAR PAGE

4} Pay Calendar Table - Microsoft Internet Explorer - 18] x|
File Edit \Wew Fawvorites Tools Help ﬁ
&Back ~ = - ) 7t | Qi search (GelFavorites SdfMedia &% | By & =

Address I@ http:ffwebdew, oklaosf. state.ok,us: 7001 [servletsficlientservietfhrtst) Pemd=star e LI ﬁGo | Links **

@ Home

Compams 080 Office of State Finance ¥ Off-Cycle Calendar? [ off-Cycle Ded Override

Pay Group: wr1 090 Monthly Mon Exempt Salary

Pay Period End Date: 10/30/2004 PayRuniD: |09005m0402] (A

*Pay Period Begin Date: |1 or30iz004 ) Aggregate ID: I *Paycheck Issue Date: IAI 1r15i2004 | B

Pay Period Close Date: |1 ora0iz004 B Balance ID

details
Weeks in this Period: I‘1 Balance ID Year Quarter Period
cy Cal Year 2004 4 11

*Pay Periods Per Year: |1 z

Accrual Percent: I "' Reverse Accruals +f|sp On-Cycle Pay End Date: |1 0302004

*Benefit Deductions Taken:  |Subset 7| Benefit Ded Subset ID:  |RET Q]

*General Deductions Taken: I Subset | General Ded Subset ID: IGRN =Y

Pay Period of the month = First ¢ Second ¢ Third ¢ Fourth " Fifth |

[T Payshests Run I Payroll Confirmation Started [ GL Interface Run ™ T&L Extract costs

[~ Payroll Preliminary Calc Run I~ Payroll Confirmation Run [T Off-Cycle Calcs Outstanding I Single Chk for Multiple Jobs

[~ Payroll Calculation Run ™ Pay Distribution Run [~ oOff-Cycle Closed I CA GL Interface Run =
@ T [ ke 7
Contact the Agency that the Calendar(s) are created, give them the correct Pay Run ID to use, and
inform them that they can continue with their Off-Cycle processing.
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OFF-CYCLE PAYROLL PROCESSING

Enter all data into Time & Labor and run Time Administration to create Payable Time.

For all Off-Cycle processing, you will be creating paysheets and entering the payroll data thru a process
called Load Time and Labor.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Process > Load
Time and Labor

After entering the Run Control ID, you will be taken to the first page of the load process. Enter the correct
Off-Cycle Pay Run ID, a Description, and select Off-Cycle. Make sure the OK-TO-PAY box is checked
then click on the Off-Cycle Data tab.

LoAD TIME AND LABOR RUN CONTROL —PAGE 1 -

-Zli Load Time and Labor - Microsoft Internet Explorer =1
G Back -~ = - 2 =% | i search [ Favori tes  E@rMedia o8 | B = = S
Address [&] http: fiwebdey.oklaost . state. ok.us 7001 /servistsjiclientservist fhresti7emd—=starta:. —| oo |Links >
e Wind o
J/ Coad Time and Labor Y SitCyele Data
Run Control 1ID: REPORT EeportManager Process Monitor Run |
“Pay Run ID: 09005M0402] R
“Description: [o@0 - oFcycie
=On or Off-Cycle: Off-Cycle ~1 I Prior Period Onhy adj
¥ OK to Pay I Refresh Request Request Source: User
& Done o Internet =
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LOAD TIME AND LABOR — PAGE 2

Leave this page blank if you are processing all the employees that you have entered data for in
Weekly Elapsed Time. But remember, ALL time for employees in the pay groups being processed and
having time processed through Time Admin, will be processed through this Off-Cycle

Note: . If you only want to process selected employees, enter their employee Ids with their correct Empl
Rcd # on this page.

< Load Time and Lab: icrosoft Internet Explorer

=10l x|
File Edit Yiew F Tools  Help |
4mBack ~ = - £} 4% | @ search G Favori tes  EiMedia o | By Db = i
Address |@ http: f fwebdes . oklaosf. state.ok.us: 7001 fservietsficlientserviet fhrtstf?cmd=starta:

-

=i el
(LEEE e Ena LaBary O Cycle Data =l

Fun Control ID: REFORT BEeport Manager Frocess Monitor Run I

Employee(s)

Find | Wiew All First (4] 12012 [#] Last
“EmpliD EmplRcd #  Name
[1ooos1 <o QA Montgamery,Mikki G =1
[ton103] <lfo =Y

1=

Earnings Code(s)

Find | Wiew All First (4] 1of1 [#] Last
*Code Description

I =Y =1

EEAd) (B0 ) =l
& T

Click the Run button. On the Process Scheduler Page click the button. When the Status

changes to ‘Success’, your Off-Cycle paysheets are created along with the data being loaded thru from
Time and Labor.
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OFF-CYCLE PAYROLL CALCULATION

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Process > Pay
Calculation

After entering your Run Control ID, fill in the right side of the page and run the process, for each Pay
Group that you will be processing. Fill in the Company, PayGroup, and Pay Period End Date. On the last
two fields use the Icon to select the first and last pages. In the first Page field, always select the lowest
number that appears on your screen. For the last ‘Thru:’ field, select the largest number that appears on
your screen, paying attention to the scroll bar to the right. Click the ‘(Re)Calculate All Checks’ radio
button, then click Run.

; Pay Calculation - Microsoft Internet Explorer

=10l x|
File Edit Wiew Favorites Tools  Help ﬁ
“=Back ~ = - @ Gt | @search [EFavorites vedia (B | B S =
Address [&] http:jwebdev oklansf state. ok.us: 7001 fservletsficlientservlet/hrtst fFrmd=starta = @ |Links =

3 Sign Out

Home = Compensate Employees » Manage Payroll Process (US) = Process = Pay Calculation e Wind o 1=
{ Pay Calculation
Run Control ID:  CALC ReportManacer Process Monitar Run

Pay Run ID: | o | compamy Ingn Q] osF
Pay Group: IMN1 Q]  Mon Exempt
On or Off-Cycle: I = Pay End Date: _ Q
] Process:
Page #: |1 G Thru: |3E| =)
" Only Calculate Where Needed I Transfer Calc Errors oo
i« {Re)Calculate All Checks
[&] pone [ [ rternet v

ON the Process Scheduler page, make sure the Server Name is set to PSUNX and click the
button. Once the status has changed to ‘Success’, and you checked making sure there are no errors

(same as for the On-Cycle Preliminary Calculation process), continue on by running the process to create
your Payroll Register.
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RUN THE PAYROLL REGISTER — NAME (0233)

To run the Payroll Register for an Off-Cycle process, you must run it for each PayGroup that is being
processed.

Navigation: Home > Compensate Employees > Manage Payroll Process (US) > Report 2 > Payroll
Register — Name (0233)

After entering the Run Control ID you will be at the Process Request page for Payroll Register. Click on
the Off-Cycle radio button on the bottom of the page. Then, using the right side only, for Off-Cycle, fill in
the Company, PayGroup, and Pay Period End Date. On the last two fields use the Icon to select the first
and last pages. In the first Page field, always select the lowest number that appears on your screen. For
the ‘Thru:’ field, select the largest number that appears on your screen, paying attention to the scroll bar
to the right. Click on the Run button.

2} Payroll Register - Microsoft Internet Explorer — =] =]
File Edit Wiew Favorites Tools  Help |

<=Back - = - &) | Rsearch  [EejFavori tes  Ermedia o | By S =1 =]
Address [&] heep:jfwebdev.alaast. state. ok.us:7001 fservietsficlientservletfhrtst fPermd=starta ~| @eo |Links »‘
Home = Compensate Emplovees = Manadge Payroll Process (US) = Report 2 = Payroll Register e Wiind owe =
[ Pavroll Register 3
Run Control ID: cALC BEeport Manader Process Monitor Run I
or
L E— Compam: [oeo @l  osF

Pay Group: IMN1 =% mMon Exernpt

Pay End Date: |1 aoizoos [

Process:

Page #: I @ Thra: [300 (&)

| i on-Cycle = Off-Cycle i Both
g‘l javascript:submitaction_main0{dacument. maind,'RC_PAYINIT_PAGE_MUM_THRUS$prompt'); & Inkermet >

On the Process Scheduler page, make sure PSUNX is selected for Server Name, Payroll Register check

box is checked, Type is set to WEB and Format is set to PDF then click the button. Once the
status changes to ‘Success’ print off the report. Use this report to verify all data/employees that are to be
paid on this off-cycle is correct before going on.
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GL AcCOUNT CHECK REPORT (0025)

Once the Payroll Register looks good next step is to run the GL Account Check Report.This report checks
to make sure all earnings have account codes associated with them, itemizes all funding charges for this
pay cycle, then checks for available funds per each account.

Navigation: Reports Menu > OCP Reports > PY > GL Account Check Report (0025)

After entering a Run Control ID and clicking the button the Run Ocppy0025 page appears.
R I

Enter the Business Unit (Agency plus 00), the correct Pay Run ID and click the Un_1putton.

4 RUN_OCPPY0OZS5 - Microsoft Internet Explorer

File Edit View Favorites Tools Help | 5

dBack - = - (D A1 | Dysearch [EiFavortes veds o | - S -

Address [&] http:jwebdey  oklansf. state. ok.us: 7001 fservistsfickentserviet/hrist Fomd=starta: | @eo ‘ Links ”‘

Home = Compensgate Employees = Maintain Payroll Dats (US) = Eeport = Payroll Budget Checking Mevw Wind o

Process Scheduler Request

User ID: MNTARRANTSES Run Control ID: AGCT

Server Hame: IPSNT j' Run Date: 05182004 B
Recurrence: I 'I Run Time: 522:39PM
Time Zone: I 'I Resetto Current DatesTime I

Process List
Select Description Process Name Process Type *Type *Format

T  oOCPPYO25 QCPPYD25 Application Engine (Mong) v |(Nune) ~| E&#
L ocPyongs QCPYO02s Crystal yeh =1 [eoF -1 E&
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On the Process Scheduler Request page make sure Server Name is set to PSNT select the check box

next to Payroll Budget Checking, and click the button. On the Process Monitor page, when
the status changes to Success, print and review the report. Look for any areas lacking sufficient funds. If
sufficient funds are NOT available you will need to make the necessary adjustments. These adjustments
must be made on the Additional Data page of the employee’s paysheet. If funding adjustments are
made, do another off-cycle pay calculation process and rerun this report until there is no deficit showing
on the report.
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STEP 15- PAYROLL CLAIM DOCUMENT (0018)

Off-Cycle Payroll Processing

Next run the Payroll Authorization Form report, have it signed and notify OSF that this process is ready to
be confirmed. Agencies are to submit this signed authorization form to OSF listing payroll information. .

Navigation: Reports Menu > Ocp Reports > PY > Payroll Claim Document (0018)

After entering a Run Control ID, you will be taken to the Run Ocppy0018 page.

PAYROLL CLAIM DOCUMENT (0018) RUN CONTROL
I

3 OCP_0018_PY - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

JR=IEY
[

¢aBack ~ = - &) vat | @hsearch [EFavorites GfMeda <4 | BN S =

*Pay Run ID: |32EIU4ME|8EIEI =Y

Approving Board Member: [SOMEONE

Authorized Agent of OPM: ISOMEONE

Approving Officer: [SOMEONE]

Address I@ https:ffhrmsit. oklaosf . state, ok, usfservletsficlientservletthrit/Pemd=starta: LI @Gn | Links **
@ Home 2! Worklis S Sign Out
Home = Reports Menu = Ocp Reparts = P = Payroll Claim Document (0018) e Wind o 1=
¢ Run OCppy0nTE
Run Control ID:  REPORT Report Manager Process Monitar A0
*Business Unit: |3EUUU

=l
(&) l_l_glc Internst 4
Enter the Business Unit, Pay Run ID, and fill in the appropriate personnel names as deemed necessary
for your agency. The names fields are not marked as required fields, they can be left blank. Click the
|iRU" | button.
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Payroll Claim Document Run Control — Process Scheduler Page

a OCP_0018_PY - Microsoft Internet Explorer = IEllll
Fle Edit Wew Favortes Tools Help ﬁ
Back + = - @) | Dsearch GaFavortes fmeda F | Eh- Sh -

Address I@ http:jjwebdev.oklaosf. state.ok.us: 7001 fservietsficientservietfhrqaf?crd=starké j @Go | Links **

€ Home

Frocess Crneauier Kequest &

User ID: HTARRANT Run Control ID: REPORT
Server NamL GSKT} > munpate:  [0908/2004 El
Recurrence: T| Run Time: I T:36:15AM
Time Zone: I vl Resetto Current DateiTime |
Process List
Select Description Process Name Process Type *Type *Format
[T OCFRYDE OCPRYD18 spptiestion Engine None) = I(Nune) ~] E®
—osRY0018 OCPYOD1S ¢ [wee =] [PoF =] EH
Claim Document QCPY018d PSJob I(None) 'l I(None) - Eﬂ
Qe Py018 QOCPPYO18 Application Engine I(None) 'l I(None) v Eﬁ
QCPY0018 QCPYOO18 Crystal IWeb 'I IF'DF = Eﬁ
=
& ’_l_’_ & Internet Y

On the Process Scheduler Request page, make sure the Server Name is set to PSNT and the box is

checked preceding ‘Payroll Claim Document’. Then click the button. On the Process Monitor
page, when the status changes to Success, print the document, make sure the ‘Total Claim Cost’ agrees
with ‘Gross Payroll’ total on Payroll Budget Checking report, have the document signed to be forwarded
to OSF.
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OFF-CYCLE PAY CONFIRMATION PROCESS

Navigation — Compensate Employees > Manage Payroll Process (US) > Process > Pay Calculation

1. This step will confirm your off-cycle payroll. The confirmation process for off-cycles must be done
by PayGroup.. After entering Run Control ID and clicking the Search button, the Pay Calculation
parameters page appears. (Note: For all Off-Cycle Payroll Confirmations you must fill in data on
the right side of the page labeled ‘Off-Cycle Run’.) Enter the Company, PayGroup, and Pay End
Date (all three of these fields are found on the signed Payroll Authorization Form. Tab down to
the first box next to ‘Page # and click on the icon. Then click on the Lookup button and select
the lowest number that appears on the page. Tab to the next box and click on the icon. Then
click on the Lookup button and select the highest number (largest number) that appears on the
page. Sometimes you may need to scroll down the page in order to find the highest number
(largest number) in sequence. Click the Run button.

i Pay Confirmation - Microsoft Internet Explorer — Ol x|
Ble  Edt Wiew Favorites Tools  Help |
d=Back - = - @ 73 | Drsearch [ Favori tes Emedia o | BN S = =]

Address [@] netpsificorehr oklacsF. state. ok.usiser Eservlet b rmd— = oo |unks ”|

& worklist
{ Pay Confirmation ), =l
Run Control ID:  REPORT Feport Manager Process Monitor run |
Pay Run ID: I " | compams Qal osF
Pay Group: (=]
On or Off-Cycle: | [~ Pay End Date: (=X
Process:
Page #: K] Thru |
or
I Al ReversalsiAdjustments
B save) [(CLRetum to Search) Eradd) =l
& [& [# Inkernst Z

On the Process Scheduler page make sure the Server Name is set to PSUNX and check the box
next to MDC Pay Confirmation. Now click on the OK button.
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Pay Confirmation — Process Scheduler Page

2} Pay Confirmation - Microsoft Internet Explorer
Eile  Edit  ¥iew Favorites Tools  Help
<“=Back -~ =+ - G} 734 | @usearch [EFavorites SlfMedia 3 | BY- S =

x| e |L|nk5 »|

Aaddress |e;| https:ficorehr.oklaosf state. ok.usiservietsficientserviet/mrhrif?emd=starta.

£ ] S Sign Out]

Mews Window

Home = Compensate Employees = Manage Payroll Process (LS) = Process = Pay Confirmation

FProcess Scheduler Request

user ID: MNTARRANT Run Control ID: REFORT

Server Name: PSUNX =1 Run Date: [roazone &)
Recurrence: =1 Rrun Time: [r2zoePm
Time Zone: ‘I Resetto Current DatesTime I
Process List

Select Description

Process Name Process Type “Type “Format

MDCCNFRM PS.Job wioney =] [ouener =] ER
PSPCNFRM COBOL SGL Noney =] [mione; =] EH#
MDC_0156_PY Application Engine Maney =] I(Nnne) -] E#

Canfirm Pay

MDC Confirm Date Update

=N | =

&
After the process has completed, check for errors the same as you do for the On-Cycle

Confirmations. If errors appear contact the Agency or your CORE representative. If there are
other PayGroups to Confirm, as stated on the Payroll Authorization Form, re-run this confirmation

3. process for each of the other PayGroups.
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Step 19 - Payroll to General Ledger Process

. Navigation — Compensate Employees > Administer GL Interface > Process > G:L Intfc — Non
Comm Acctg.

After entering a Run Control ID and clicking the Search button you will be on the Run Parameters page.
Fill in the Pay Run ID on the left side of the page. (Note: You will find the Pay Run ID at the top of your
Payroll Authorization Form.) Tab out of the field and click the Run button.

GL INTFC- NONE Commm Acctg

3 GL Interface - Non Commit Acct - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

dmBack - o= - () @t | ‘Dusearch (GjFavorites Eimedia o | Ehe S =0

Address [&] https:fcorehr .oklansf  state, ok.us/servietsfidientserviet/mrhri/7emd=starts:
Home = Compensate Employees = Administer GL Interface = Process = GL Intfc - Non Comim Accty

{ Run FParame ters

Mew wWindow -

Run Control ID: REFORT

Report Manager Frocess Monitor Run

Pay Run ID: | EEERETECEESY| compam: |
or Pay Group: |

548 Oct 04
PayEnd Date: |

=
& LS e

On the Process Scheduler Request page make sure the Server Name is set to PSUNX and
select the check box next to ‘MDC GL Interface’. Click on the OK button. Once the Run Status
changes to ‘Success’ print off a copy of the Trace Log. If the total on the Tract Log does not
agree with the total on your Payroll Authorization Form contact the Help Desk giving them your
name, and Process Instance #. Tell them this is urgent and they will create a CRM case and
contact your CORE representative. If the Run Status should change to ‘Error’ call the Help Desk
giving them your name, Process Instance #, and Pay Run ID. Tell them this is urgent and they
will create a CRM case and contact a technical representative immediately.
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Step 20 — Check Pay Calendar

Navigation: Define Business Rules >Define Payroll Process > Setup 1 > Pay Calendar Table

Check the Off-Cycle Pay Calendar Flags to see that GL processing was run. If deductions were taken
out of any of the Off-Cycle checks/advices that need to go to AP (i.e. garnishments or non-benefit general

deductions) run the next two PY to AP processes, else just move on down to print the check/advice
statements.
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Payroll to AP Process

The first PY to AP process loads a temporary table with all the non-taxable payroll deductions taken from
the previous days pay cycle.

Navigation: = Compensate Employees > Administer AP Interface > Process > Extract Non-Tax
Deductions

After entering a Run Control ID and clicking the button you will be on the Parameters page for
extracting non-tax deductions.

[TRV—

= e e

Make sure the radio button is selected next to Deduct/Collect Comp./Bond Met, enter the Pay Run ID
used in the previous day’s pay cycle, make sure the check is checked next to Pay All Vendors and click
the i button.

Eile=  Edit z-‘ew Favorites Laalls Help I

GBack - = - D | @search [elravorites @imedia o | B % -=

Address [&] http:fiwebdev . oklaosf.state. ok,us: 700 1 [serviets/icientseryiet/hrtst/7emd—starts: ~| s [Lnks >

Home = Compensate Employees = Administer 2P Interface = Process = Extract Non-Tax Deductions

e Win domy

Process Scheduler Request
User ID: NTARRANTSSS Run Control ID: ACCT

: [osrezons |G
nTime:  [Tatazem

Resetto Current DatelTirme

Process Name Process Type “Type “Format

PYaP_<XDEDM Application Engine [teney =1 [tioney =1 B8

& & ireemet

PSUNX should appear in the Server Name selection box and the select box should be checked next to

PY-AP Extraction — Deductions. Click the button. Make sure the Run status changes to
‘Success’ on the Process Monitor before going on to the second PY to AP process.

205 Payroll Page 120
MAXIMUS, Inc.™ — Proprietary & Confidential — Unauthorized reproduction prohibited.




State of Oklahoma CORE Project
Off-Cycle Payroll Processing

Step 22 — Second Payroll to AP Process
The second PY to AP process transfers (publishes) the AP voucher data, created in to Accounts Payable.

Navigation: Compensate Employees > Administer AP Interface > Process > Send Vouchers to AP

After entering a Run Control ID and clicking the button you will be on the Send Vouchers to AP
run control page.

3 Send Youchers to AP - Microsoft Internet Explorer 2| R IS B x|
File Edit View Favorkes Tools Help | ¥t
Back - = - 2 | Busearch [EfFavorites  veda o | By S - =

Address [&] http:jjwebdev oklaosF. stats.ok.us: 7001 jservietsiclientserviet/hrtst/Pcmed=starte: =l @ao ‘Llrvls =

2 Sign Out

Horme = Compensate Employees = Administer AP Interface = Process = Send Wouchers to AP Mewy Window

[ SendVouchersto AR )
Run Control ID:  ACCT ReportManager Process Monitor Run
| %' Non-Tax Deduction Payments " Tax Deduction Payments

| Payment Date: 06/30/2004 B

B savel [ClRetunto Search Eradd
@] Process Instance: 1661 D Internet

The radio button in front of Non-Tax Deduction Payments must be selected. In the Payment Date date
box enter the check date from the pay cycle just completed, then click the button.

On the Process Scheduler Request page make sure PSUNX is in the Server Name selection box and the

box is checked in front of PYAP_VCHPOST. Click on the button. When a Run Status of
‘Success’ appears on the Process Monitor page the Payroll to Accounts Payable process is complete.
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Step 23 — Print Earnings Statements
Navigation: Reports Menu > OCP Reports > PY > Run DDP003
The last step of your Off-Cycle is to print the employee check/advice statements

After entering the Run Control you will be on the DDP Advice Print page. This process will print the
check and advice statements.

43 DDP Advice Print - Microsoft Internet Explorer

File Edit \iew Favorites Tools Help

GaBack - = - D s | @ search [GdFavorites GffMedia 4 | - S -

Address IEJ httpef fveebdey oklaosF skate, ok, us: 7001/ servietsficlientserviet fhrgaf?cmd=skarta. j @Go | Links **

e

ﬂra
|x

€ Horne (= Ararklist S Sign Out
| LUPAgvice PRNT 8 =]
Run Control ID: REPCRT Eeport Manager Process Monitor Run
or:
Company: I =Y
Pay Run ID: | Q Pay Group: |_ Q
Pay End Date: | (=Y

Process Page: I Thru: I
Starting Check/Advice Number: I
| @ On-Cycle " Off-Cycle " Both .

Thru: I
Message: |
B save) (QReturn to Search EkAdd :l
@ R YT y

Enter the payroll information on the right side of the page for Off-Cycle Runs and select the Off-Cycle
Run

radio button. Then click the | button.
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2 DDP Advice Print - Microsoft Internet Explorer
File Edit Wiew Favorites Tools  Help |
=Back - = - &) &4 | @isearch GFavorites  @meda B | By S - =

| @eo |Links »

address [&] hiep:/ fwebdey.oklaos state.ok, us: 7001 fserviets/idientserviet/hrga/ Fomd=starts

2 Home

Home = Reports Menu = Ocp Repaorts = PY = Run Ddp003

Penn Wi oo

Process Scheduler Reguest
MTARRANT Run Control ID: REFORT

Server Name: SRR Run Date: [oBroarzo04 E
Recurrence: I 'l Run Time: I 8:26:56AM

Time Zone: I 'I Resetto Current DateiTime I

Process List
Select Description
¥ Payroll Advice Print- LS.

User ID:

“Format

[FOF =] EH

Process Name Process Type *Type
DODPOO3 SQR Report [wwen =]

T

&

Make sure the Server Name is select to PSUNX and the check box selected next to Payroll Advice Print
—U.S. Click the button. When the Status is at Success, the statements are ready to be

printed same as with any report.

Step 27 Step 27 — Run Leave Accrual Process

Page 123
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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: Home > Compensate Employees > Manage Payroll Process (US) > Use > Online Check

Online Check Search Page

Online Check

Find an Existing Value

Pay Period End Date:l QJ

EmpliD- ]

Empl Rcd Mhr: I

[ Search | [ Clear | Basic Search

The Pay Period End date you choose should be the next open On-Cycle or Off-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.
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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

Do you wish to use the paysheet creation process to create data for this employee for online use? (2000,139)

‘ou can use the paysheet creation process to create data for an employee for online processing. This will create data as created by the normal paysheet process for the employee
selected; Please select Yes' if you wish to do so.

Yes | MNo |

Click the ‘N_'JI button. If you click the ‘Yil button 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 asks you if you want to load any payable time from Time & Labor

LoAD TIME & LABOR DATA MESSAGE

ould you like the process to Load availahle Time from Time & Labor? (200047 7)

[fyou click Yes, the process will load availahle Time from Time & Labar product.
 Yes || Mo

Click Mo__1 |
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ONLINE PAYSHEET PAGE

Online Checks

Online Check Request

Compamys: 585 Pay Group:
ID: 1039 Name:
Empl Rod#: 0 Check Dt:

E01 Pay Period End Date:  01/31/2003 Page: 1
Torres, Lynn Line: 1
21182003 B check# | On-line

Find | View All

Save and Calculate | Return to Search | =
V' OKto Pay I” Override Hourly Rate ¥ No Direct Deposit [~ Gross-Up [~ TL Records
Reg Rt Cd Reg Hrs OTRtCd OT Hrs Hourly Rate Reg Salary
| Q| | Q| [16.270848 |2,820.28
Earnings Begin/End Dates *State Locality

[o1/0172003 G/ o1/31/2003 B [ok @ | Q|

Additional Data

One-Time Deductions

‘Benefit Deductions Taken  BenDed Subset  *General Deductions Taken  Genl Ded Subset
|Deductiun *l ] Q| |Deducti0n Vl | Q|
*Code Seq # Rate Code Hours Rate Amount
oo QJ[ Q] Qlfieon | | +1[=]

One-TimeTaxes One-Time Garnishments

Check #

Save and Calculate

Return to Search

If you do specify a check number, the system will use the next paycheck
number available.

Once you have entered all of the earnings data and additional data you
are testing, you are ready to calculate the check, so click this button.
The system will transfer you to the calculated results page.

If you wish to process an online check for another employee, click the
Return to Search button to redisplay 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 would ever click ‘Yil 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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SalEndiCalei S I button, the system will calculate the employee’s check and

Once you click the |
transfer you to the results page.

ONLINE RESULTS PAGE

rf Online Results

Torres,Lynn ID: 1039 Page: 2
Compamy: 585 Earnings: 3,580.61 EmplRcd#: 0 Line: 1
Pay Group: ED1 Taxes: 43095 Check #:
Pay Period End Date: 01/31/2003 Deductions: 1,518.01 Form ID:

Net Pay: 1,621,865 On-line
Confirm & Print | Delete | Reverse & Confirm | Change Data |
-Qﬂelurn to Search

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

EARNINGS
irst K1 202 [P Last
Begin Date: 01/0152003 End Date: 0143142003
Rate Code  Hours Earnings Hourly Rate: 16.270846
Regular: FLSA Rate:
Overtime: Shift/Rate: 37
Reg Earns: State: OK
Rate Used: Hourly Rate
Other Earnings
Code  Description Rate Code Hours Amount
BEA BENEFIT ALLOWANCE 500.00
2083.33

RET RETIRMENT UNDER $25,000
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. Deductions Find | Wiew All First E 1-11 of 18 a Last
Ben Rcd® Code Description Class Amount
0 0516 Pacificare High Pre Tax 15_:{(0’9‘ 324.14
0 0560 HealthChoice Dental Pre Tax ?:f’e‘ 19.78
0 0227 Vision Pre Tax Before- 15.61
Tax
0 0560 HealthChoice Dental Pre Tax _Er’:;m‘ 3462
0 0554 Dep Pacificare High Pre Tax 15_:;0’9‘ 515.38
0 0575 Basic Life Pre Tax Before- 2.80
Tax
0 0585 Age Rated Supp Life Pre Tax ?:f’e' 3.50
i] 0690 Dependent Life - Low After-Tax 1.74
0 0585 15t 20,000 Supp Life Pre Tax _Er’:fm‘ 2.80
0 0635 =50,000 Supp Life Post Tax After-Tax 24.50
] 0570 Short Term Disability Pre Tayx .?:)f{me' 410
DEDUCTIONS

Find | viewal  First [ 13016 I Las
State Tax Entity Resident Tax Class Tax Amount Taxable Gross AP Status
Us Federal OASDIEE 13555 2186.24
US Federal OASDIER 13555 2,186.24
Us Federal MEDJEE 31.70 2,186.24

Once you have reviewed the calculated results, you have three choices:

Confirm & Print | - The system will run the confirmation process and allow you to print a check. THIS

IS NEVER TO BE USED.

Delete . .
—l - The system will delete the calculated results and return you to the online search page

SliieiRgiEl] | The system will return you to the online payline where you can alter the data and
calculate again.
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If you want to change the data and recalculate again, click the EHERGEIRE button. If you are satisfied

Delet
with the results, click the ———— | putton. NEVER LEAVE THE ON-LINE CHECK PROCESS

Delet
WITHOUT CLICKING THE __Delete_| BUTTON. 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.
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CHECK REVERSALS AND ADJUSTMENTS

OSF Processing Only

OVERVIEW — CHECK REVERSALS AND ADJUSTMENTS

The State will sometimes need to reverse an employee paycheck if the employee was not correctly
compensated. PeopleSoft reversals automatically update balances so you do not have to worry about
doing so manually. For the State, both types of transactions will be done using off-cycle paylines,
associated with the next regular on-cycle calendar.

Generally speaking, you will reverse a check when you have the physical check in your possession. For
example, you learn after payroll has confirmed that an employee terminated and the termination
information was not entered into HR in a timely manner. The reversal process created an exact opposite
or negative image of the check, basically canceling out the original transaction. Both transactions are
kept in PeopleSoft, however, so you have a perfect historical record of your actions. The original check
will show a calculated or confirmed “Reversal” and the second transaction will show “Reversing” in the
message display.

You will adjust a check if the employee had already cashed it and then realized that some additional pay
was coded wrong. The adjustment process reverses out the original transaction on one payline and
gives you another to enter the data as it should have been in the first place. The state will only use the
adjustment process when:

e There will be no change to the employee’s net pay
0 The employee took Sick Leave instead of Annual Leave and can’t wait till next pay period
for the adjustment.

Please note, reversals and adjustments must be associated with the next on-cycle pay calendar. You
must have a Run ID defined and identified on the target pay calendar before you begin the
reversal or adjustment process or PeopleSoft will issue an error:
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Microsoft Internet Explorer x|

!f""f Run ID is required on the Pay Calendar Table, {2000,102)
[ e

Pay Run ID is blank on the Pay Calendar Table, and it's required for this run control,
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REVERSING CHECKS/ADVICES

Check reversals are accomplished when the check/advice has NOT been disbursed to the employee, or
check and/or funds has been returned to the State.

You run the paycheck reversal process when a system-generated check is incorrect and has not been
cashed or deposited. The reversal program locates the check(s) you've specified on a special run control
and creates an off-cycle paysheet page for each reversal. The resulting paylines reflects the original
paysheet entries, with negatives in the hours and amount fields. These pages are display-only.

During the Reversal process, the system makes a copy of the paycheck record and reverses the signs
(plus/minus) on the amount fields. The original paycheck record is retained, not deleted. You can view
both the original and the reversed paycheck records from the Paycheck pages in the Manage Payroll
Process menu. On the reversed check, all of the amounts display as negative numbers, and the message
"Calculated Check Reversal" appears in the upper-left corner of the first scroll box.

To reverse paychecks, you do not run Pay Calculation. When you run the Reversal process, the system
finds the check or checks you've specified and reverses the plus/minus signs. Because the amounts
themselves have already been calculated, no additional calculation is necessary.

To delete a reversal if you made a mistake, select Delete Current Reversal/Adjustment on the Paycheck
Reversal/Adjustment Run Control page and run the Reversal process again. If you need to make a
correction after the reversal has been confirmed, you must process a manual check.

To update the balance records with the final reversal information, run Pay Confirmation. After
confirmation, when you view the paycheck, the message "Confirmed Check Reversal" appears in the
upper-left corner. You can then issue an on-demand or online check for the correct amount.

NOTE: Reversals will always be processed using the right side of the run control page. If you use the
left side of the run control page, the process generates calculation errors later in the process.

M Prior to running the reversal process, print a copy of the employee’s paycheck data. (Navigate
to:

Compensate Employees > Maintain Payroll Process (US) > Inquire > Paycheck Data)
M Once you have a copy of the check navigate to:

Compensate Employees > Manage Payroll Process (US) > Process > Paycheck Reversal/Adjustment
M Select Reversal and define the parameters for the Reversal Program.

For every Paycheck Reversal/Adjustment run control you enter, the system sets up a separate off-cycle
paysheet page and line.

Pay Group and Pay Period End Date — The Pay Period End Date corresponds to the on-cycle pay
calendar with which you want to process the reversal. Check reversal cannot be run if the pay Run ID on
the Pay Calendar is blank, and, the reversal must be associated with a Pay Calendar that is not closed
for off-cycle processing.
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Use the fields listed on the right side of the page, do not use the Paycheck Number and Paycheck Issue
Date.

Select Reversal.

Select the correct Accounting Period option. Select to process the original, current, or a specified
accounting period.

Select the fiscal year of the specific accounting period you want to process.

Running Paycheck Reversal

Click Run to run this request. PeopleSoft Process Scheduler runs the Paycheck Reversal process at
user-defined intervals.

To view the effects of the reversal look at the original check and the reversed check on the Paycheck
Earnings page. To view this page, navigate to: Compensate Employees > Manage Payroll Process >
Inquire > Paycheck Data

On the reversed check, all of the amounts display are negative numbers, and the message "Calculated
Check Reversal" appears in the upper left corner of the first scroll box.

Running Pay Confirmation

When satisfied that the reversal is correct, confirm the reversal by running the Pay Confirmation process.
Specify your run control parameters on the Pay Confirmation page. To access this page, navigate to:
Compensate Employees > Manage Payroll Process> Process> Pay Confirmation.

After entering the parameters, run the Pay Confirmation process as you normally would for an on-cycle
payroll run, always using the right side if the reversals and/or reversal/adjustments are off-cycle.

Viewing Confirmed Reversed Checks

After you run Pay Confirmation, you can view information, including updated balances, using the
Paycheck Data pages in the Maintain Payroll Data and Manage Payroll Process menus, and you can run
any required reports.

After reversing the check, you will create an Off-Cycle Calendar and issue a corrected check.
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MAXIMUS
Running PY to GL for One-Time Check Reversals

The modified PY to GL process selecting a reversal check is in the process of being tested.

Reversal Information to EBC, OPERS, OLERS

These processes are still being discussed and/or being tested.

ADJUSTING A CHECK

OVERVIEW — ADJUSTING A CHECK

Sometimes instead of reversing an incorrect paycheck, you will need to adjust some incorrect piece of an
otherwise correct paycheck. The employee may have been put on Sick Leave instead of Annual Leave.
In these kinds of situations, if the employee cannot wait until the next regular payroll for the adjustment to
take affect, you may want to adjust the check that the employee received.

The adjustment process contains a reversal of the original check, similar to the reversal process above.
This allows you to make sure you are starting from a clean slate for the adjustment. The State of
Oklahoma should never have to use this adjustment process but the process is explained here here in
case a rare circumstance arises that they would want to adjust the type of leave taken on an employees
check/advice.

NOTE: You cannot adjust an adjusted check again. Similarly, you cannot adjust an online check.

BASIC STEPS TO ADJUST A CHECK

1. Enter all the data listed above (in the reversal section) including the company.

a. When you enter the Pay group and pay period end date at the top, the system will

automatically populate the same fields in the right hand group box.

b. The searches for the page and line fields are dependent on the pay end date you

specified.

ADJUSTMENT PAGE LOOKUP
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Lookup Page #

Company: 477
Fay Group: EO1
Fay Period End Date: 01/31/2003
Off Cycle 7 —

Fage #: I

| Lookup | | Clear | | Cancel | Basic Lookup

Search Results

1-3 of 4
1
2
2
4
ADJUSTMENT LINE LOOKUP
Lookup Line #
Company: 477
Pay Group: EO01
Pay Period End Date: 01/31/2003
Off Cycle ? E
Fage # 1
EmpliD: I— Q|
Mame: |
Job Pay Data Change: | =l

Partial Pay Period C

Department: |

i 1043 Burkman.Mary Yes M 10000
2 1001 Files,Robert Mo N 10000
3 1015 HolsingerKeifer Yes ™ 10000
4 1003 KwanJohn Mo N 10000
5 1042 MARATHOMNDALE Mo N 10000
] 1002 Mckay Betty Mo i} 10000
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c. Once you complete the Alternate selection Criteria group box fields, the system will

populate the data in the Selection Criteria group box to the right:

Paycheck Number:  [1001

Paycheck Issue Date: |D1 13172003 Q|

EmplID: Net Pay

|1043 Q| $2,082.03

Burkman, Mary

*' Reversal/Adjustment

2. Make sure the radio button is selected near the lower left-hand side of

the page.

3. Accounting period option should be

4. Click the button to begin the process

5. Click the button to submit the process to process scheduler
d. Follow the process through the process monitor until complete
6. When you see “Success”, you can return to the payline where you will find two things:

a. A payline that is display only used by the system to do the reversing entry and netting to

zero (using a deduction code of NET).

b. A new payline with the same data as before the check was originally confirmed, ready for
your changes
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7. Make your changes to the payline.

8. Calculate the adjustment.

9. Confirm the adjustment as an off-cycle transaction.

10. Print the new check
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