PeopleSoft HR — Running HR Payroll Account Report
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/The Payroll Account Reports list employees within a department or cost center with a breakdown of their gross wages \‘.
i and fringe benefits (broken by account). :
+ Two Report Formats: ]
! > Payroll Account Report (Actuals) — UPAY042 )
: reports reallocated expenditures when the original transaction occurred (i.e. if a reallocation was processed i
l for previous month, the activity will not appear in the current month to date that the transaction hits GL). !
i > Payroll Account Report (Labor History) — UPAYOQ78 ;
: reports expenditures when the transaction hits GL. Therefore, this report should be used when comparing |
9 the fringe benefits that were reported in GL on the 1074. y
NAVIGATION / PATH
To access the 8.4 HR Production database, | ER=REmEiEEIEg 1
Qs - Q- [x] (0 L) 5| Prewa lormnes @] 2- W - ] 3
Adkdress [{8] hetps:j iy, eTOS et s fichont serviet fsarpE [rmdeiogoc = Be |k L
»Click on the following link:
https://my.uh.edu/hr
»Enter: User Id
Password
»Click:
(USE ALL CAPS)
ﬂ""&"" l‘i‘"““‘g- n fh|’i—-u| I]l—‘.h‘(lf‘l o
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From Home select:

» Uhs Hrms Payroll
» UHS HRMS PAYROLL
» Reports
» Payroll Account Rpt
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PeopleSoft HR — Running HR Payroll Account Report

INSTRUCTIONS

To Access Payroll Account Report: Horie = Uhs Hrims Payroll = UHS HREMS PAYROLL = Reparts = Payroll Account Ryt

[If you have already set up a Run Control, skip

to Step 2. Otherwise, start with Step 1] Payroll Account Rpt
STEP 1: To Add a New Run Control: Find an Existing Value
>Select Add a New Value link. Run Control 10 |

[ case Sensitive

Advanced Search

Add a Mew Value

»Enter a Run Control ID name with a Home > Uhs Hrms Pavroll » UHS HRMS PAYROLL = Reports > Payroll A
meaningful and specific name.
(No spaces, please use underscore Payroll Account Rpt

instead.
_\
Run Contral 1D

»Click_add |

»Then Skip to Step 3. Ty

Find an Existing Yalue

STEP 2: Under Find an Existing Value: Home » Uhs Hrms Payroll = UHS HRMS PAYROLL = Reporis = Payroll Account Rpt

Payroll Account Rpt

»Enter a name or part of a name, ~—

and/or wmsting Value
»Click | Search |to search for a Run

Control ID Run Gontral 1D:||

\ [ case sensitive
=

> Advanced Search

/A

Add a Mew Walue

Horme = Uhs Hrms Payroll = UHS HEMS PAYROLL = Reports = Payroll Account Rpt

>Click once on the link of appropriate e
name from list that appears.

Find an Existing Value

Run Contral 1D: | pay
[ case Sensitive

Advanced Search

Add 8 Mew Yalue

Search Results

10f1
Run Control I Language Code
Payroll Acct Rpt (hlank)
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PeopleSoft HR — Running HR Payroll Account Report

Under Runctl Upay042 tab:

STEP 3: Fill in/check parameter information:

»Month Begin Date: beginning date of
month

>Month End Date: last day of month

»Business Unit: HR765 (default)

>Department: insert Department (i.e.,
V0021 for School of Ed.)

»HR Cost Center: insert cost center

speed type)

(i.e, 00765-11661, business unit plus

Haome = Uhs Hrms Payroll = UHS HRMS PAYROLL = Reports = Payroll Account Rpt

{ Runctl Upay042

Run Control ID:

Eepott Manager Process Manitar Run

Payroll_Acct_Rpt

*Month End Date: 1243112004 | B

1200172004 |E

Month Begin Date:

>Sort Order: Click on A/ and select

by.

(Click once on value desired and it will take
you back to the Runctl Upay042 tab.)

whichever option you want to sort

Business Unit: HR7ES Q) U af H Victaria
Department: Wooz1 g Schoal of Education
EmpliD:
Cost Centers
HR Cost Center: 0076511651 =]
Sort Order: 2 —p (G
B save ) Return to Search [ add

/

Horme = Whs Hrms Payroll = UHS HREMS F'A%OLL = Repotts = Payroll Account Rpt

Select one ofthe following values:

1 By Department by Cost Center
2 By Cost Center
2

By Departrment by Employes

STEP 4: To Run Payroll Account Report.

Haome = Uhs Hrms Payroll = UHS HRMS PAYROLL = Reports = Payroll Account Rpt

{ Runctl Upay0d2 3

»>Click __Run |

FayTON_AL Lt

Run Control 1D

1243172004 |E
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Month Begin Date: 1200152004 @ *Month End Date:
Business Unit: HRTES Q) U of H Victoria
Department: Woo21 g School of Education
. EmpliD:
(This takes you to the Process Scheduler
Request panel.)
HR Cost Center: 0076511661 =]
Sort Order: 2 QJ
B save ) Return to Search [ add
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PeopleSoft HR — Running HR Payroll Account Report

Under Process Scheduler Request panel: Home = Uhs Hrms Payroll » UHS HEMS PAYROLL = Reports = Payroll Account Ryt
STEP 5: Check/Change parameters: Process Scheduler Request
User ID: CAYLORK Run Control ID; Payroll_Acet_Rpt
>Sel’vel’2 Ieave blank Server Name: I | Run Date: 03032005 El
Recurrence: Run Time: 9:23:024M
»Select column: check the Payroll Time Zone: ¥] _Roato QurantDatains |
i
Account-LD History, UPAYQ78. Select Description Pracess Name Process Type “Tye “Format
[0 Payrall Account Repart UPAY042 SGR Report Web  w| |PDF v
>Type: Web Payroll Account--LD Histary UPAYOTS S0OR Repart Weh - FDF v Fd
»Format: PDF
»Click __ 0K | (Will return you to
Parameters panel. This saves all the
parameters for this run control and
runs the report.)
Under Parameters panel:
Home = Uhs Hrms Payrall = UHS HRMS PAYROLL = Reports = Payroll Account Rpt
STEP 6: Check the run status: (el Upayod?
»Click Process Monitor link. Run Control ID: _Paytoll_Acct_Rpt Report Managgy (Process Monitor "E/ Run :|\

Process Instanﬁe:832824
~ 4

-~ -

Month Begin Date: 021012005 |1 *Month End Date: 0212812005 |1l

Business Unit: HR765 | Q) U of H Victaria
Department: Yoo ﬂ School of Education
EmpliD:
| First (4] 104 (] Last
HR Cost Center: |00765-11663 EI
Sort Order: 2 Q
B save] [ Retun to Search [ vdd
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PeopleSoft HR — Running HR Payroll Account Report

Under Process List tab: Horme = PeopleTools = Process Monitor = [nguire = Process Requests

STEP 7. Update run status. [ Frocess List | Server List
»Click | FRefresh | (until Run Status for UsenD: [CAYLORK Q) p vTCast 1| Hows
Twpe:
your report shows SUCCESS). Server ¥ | Process ¥ | Instance: to
Name: Run Status:
[ view Job tems Save On Refresh

P —Inslancheq. Process Type Process Name User Run Date/Time Run Sty

J 832824/1 SGR Report UPAYOT7S CAYLORK 0370972005 3:30:05AM PEIBMCEsS Details
BIIET2 SGR Report URPAYOTS CAYLORK 03/08/2005 9: 238780 PST Success Details

//

Under Process Detail panel: Home = PeopleTools = PMEﬁDnitnr = nguire = Process Requests

STEP 8: View and/or print report.

Proc etail
After Run Status = Success: —1
»Click on Details link to the right for that Instance: 832024, Type: SaR Report
Instance Seq. Mame: SUERToTE Description: Payroll Account-LD History
»Click on View Log/Trace link. Run Control ID: Payroll_Acct_Rpt
Location: Server
Server: PSMT

) Delete Request
Recurrence:

Request Created On: 005 9:30:124M PST Parameters Transfar

Run Artime After: 030952005 TSL05AM PET Message Log
Began Process At 03/09/2005 9:30:32AM

Ended Process At: 03/09/2005 9:31:01AM PST View LogTrace
| oK || Cancel |
p Report/Log Viewer

»Click on the upay078 (run #).PDF file
to view your report and, then, print,

. Instance: 832824 Type: 30K Report

i necessary. Name: TRPATOTE Run Cntl ID: Payroll Acct Ept
Status: Success Suhmitted By: CAYLORE
Server: PSNT Recurrence:

Payroll Account--LD History
Name  Size  CreationDate |

Message Log 1497 bytes  Wed Mar 09 09:30:32 2005
Trace File 3731 bytes  Wed Mar 09 09:30:32 2005
This will open another window and display UPAY078 832824.PDF 3543 bytes  Wed Mar 09 09:30:46 2005

the report in PDF.
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