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How to Run Processes and Reports

This manual provides an overview of running processes and reports in PeopleSoft. This manual is not intended to
describe how the processes or reports are to be used nor how other procedures that occur outside of the system are
managed.

Process/Report Steps

Each process/report is run in a similar manner. Below are the steps to run a process/report. More specific
instructions for the steps follow the list below.

Open the process/report page using the applicable navigation.

Add or select a Run Control ID.

Populate the process/report page.

Click the run icon.

Populate Process Scheduler Request page.

Check the process status using the Process Monitor.

Review process/report output online or received an email from PeopleSoft Process Scheduler.

NogkhowpE

Run Control ID

The first time a process/report is run in PeopleSoft, a Run Control ID must be established. The Run Control ID is
simply an identifier so that PeopleSoft can recognize which process/report is being run. The first time a
process/report is run, the following must take place:

e Choose the process/report (ex. Departmental Leave Reports)

e Choose Add a New Value (options will be Add a New Value or Find an Existing Value)
e Choose a name for the process (no spaces, no special characters)

Using the Departmental Leave Reports as an example, the following window will display.

T

ol ™ .} +| @ Departmental Leave ... | hd

PeopleSoft.
(Menu O

[> Campus Cammunity ke Mew iindow | Help | ne
[+ Student Financials

I Get Up HRMS
I et Up SACR Departmental Leave Reports

[ Warklist Enter any infarmation you have and click Search. Leave fields blank for a list of all values
[> Tree Manager
[» Reparting Tools Find an Existing Vialue
[- PeopleTools
~ HR Custam

¥ B G Search by: Run Control ID beging with |

[> Camputer Services [case Sensitive
[> Finance and Accounting

[+ HR Interface

Home Addto Favarites

Sign out

[> HR Process Search | Advanced Search
= HR Report
= Payroll . -
_authorizers Timeshest Find an Existing Value | Add a Mew Value
Werl Rpt

— Cost Center
— Deduction Register

— Dept Group Rate
Eenort
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Enter a name that meets your needs best. In the example below, the process is named ‘Dept_Iv_report.” Do not use
special characters in the name. Only letters, numbers, and the underscore character should be used. Click on Add.

e = Rk kit

PeopleSoft.

Home Sign out

Iews Window | Help |

[ Campus Community
[> Student Financials
[ Set Up HRMS

[+ Set Up SACR

[+ Worklist

[ Tree Manager ind an g Walue Add a New Value

|>

Departmental Leave Reports

[ PeopleTools
~ HR Custom
[» Budget Operations
[- Camputer Services add
[> Finance and Accounting
[ HR Interface
[- HR Process Find an Existing Value | Add a Mew Value
= HR Report
= Payroll
— Autharizers Timesheet
Vet Rpt
— Cost Center

=Dadnetion Bosict

Run Control ID: |Dept_|\r_repurﬂ

After the Run Control ID has been established, you can choose Search when running the process/report, as shown
on the previous page.
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Populate Process Page

ORACLE’ T
Ome
~ HR Custam ~ Mew indow | Help | Customize Page | B

[> Academic Affairs
[» Budget Operations ,l/—\l.
[» Computer Services Dept Leave Report
[ Finance and Accounting
[* HR Interface
[» HR Process
= HR Report
= Payrall
— Autharizers Timeshest Departmental Leave Repart For The Mew Pay Period
Werf Rpt S
— Cost Center *Pay Begin Date: | 05/29/2008 |C Pay End Date: 06/11/2009

— C&G Termination Pool
Q Human Resources

Eeports
— Dept Group Rate ]
Workgroup: |Q

Run Control ID:  Dept_Iv_report Eeport Manager Process Manitor B

— Deduction Register Group:

— Leave and Pay
Exception Report
— Employee Timesheets
— Processars Timesheet| Leave Group hlank to select all groups.
Yerf Rt
[ Records

= Training
[ HR Setup

[ HR Use z _ : -
b HR Workflow B s | Eneny | Euncd | JlUpdsteiisplay

[: Physical Plant Kinsk =

Complete all required fields. Each report is different and some reports will not have any input required.

Click on Run.

The window on the following page will display.
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Process Scheduler Request

ORACLE’
(]

|7 HR Custom

[> Academic Affairs

[* Budget Operations

[* Computer Services

[ Finance and Accounting

-

Process Scheduler Request

Home Add to Favorites Sign out

Mew window | Help | Customize Page | (B

Eeport

— Leave and Pay
Exception Report

— Employee Timesheets

— Processors Timesheet
erf Bat

Ok Cancel

[ HR Interface User ID: iguerrer Run Control ID: Dept_Iv_report
[* HR Process pe— e —
= HR Report Server Name: [ ¥| RunDate:  |09/28/2008 Ed
= Payroll — e !
— authorizers Timeshest Recurrence: | : ¥ RunTime: |1 P EL | Resetta Current Date/Time ‘
Werf Rpt Time Zone: | |Q FTP Control Command | 1
— Cost Center 5 - . =
— C&G Termination Pool HISEERTEIS
Reports Select Description Process Name Process Type ‘Type ‘Format Distribution
— Deduction Redister 7]  Departmental Leave Report CFPAY430 S0R Report [weh  ~|/PDF v/ Distribution
— Dept Group Rate p p p |:I Iil

The Description section will vary depending on the process being run. At least one option in the description area
must be highlighted; however, most processes/report will only have one option listed. If there is more than
process/report option in the description area, you may select one or all of the options. Each option selected will be

included in process/report output.

Populate the window as follows:

1. Server Name: Select server, PSUNX.
2. Type: To view the process/report output online, select Web.
3.
the Format to select.
4,

display.

Format: Select PDF. Some processes/reports will also return data files in the output; however, PDF is still

Distribution: Click on this link to allow other end users access to the output. The following page will
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ORACLE’

<" HR Custom -~ Mew Window | Help | Customize Page |,ﬁ, A
[> Academic Affairs

[» Budget Operations ! - .
R e Distribution Detail
[+ Finance and Accounting "
& HR Interface Process Name:  CFPAY490

[* HR Process .
< HR Report Process Type: SR Report

= Payroll Folder Name: | -
— Authotizers Timesheet
Yerf Rpt L
— Cost Center Email Subject: Email With Log Email Web Report
— C8G Termination Poal el SEET e = SR e repor
Reports :DepartmemalLeave Repaort =
— Deduction Redister

Text:
— Dept Group Rate I -
Repart |Good moming. Ifyou have any guestions, pleage call me. Thankyou.

— Leave and Pay Email Address List:

|

Excaption Repart
— Emalovees Timeshests |
- Processors Timesheet |
Yerf Rpt Z ___

[> Records Distribute To
[ Training 1D Type ‘Distribution ID
[» HR Betu — T -
& HR Usep User ~ | |iguerrer e =
b HR Waorkilow e
| i o
b Physical Plant Kiosk S vl [mgarrick Q=
[z Housing Applications
I* 13C Custom
1> §F Custom
b SR Custom ok | ocanel |

Folder Name — Use the drop down menu if applicable.

Email With Log — Turn the checkbox on if you would like an email notification, otherwise, leave blank.
Email Web Report — Turn the checkbox on if you would like an email notification, otherwise, leave blank.
Email Subject — Enter the desired text to appear in the subject of the email if Email checkboxes are on.
Message Text — A message may be sent to email recipients, if desired, only if the Email checkboxes are on.
Email Address List — Enter the email address(es) for the desired report recipient(s) separated by a semi
colon (;) and a space. By using this box, you are only sending an email notification that a report is
available to be seen. This will not give the recipient access to view the report. In order for the recipient to

view the report, the Distribute To section must be completed.

Distribute To:

ID Type — either ‘Role’ or ‘User’.
e Role is for a group that is already defined.
e  User is for an individual.

*Distribution ID — enter the user’s ID or role name. Use the lookup feature if necessary.

As the person running the process or report, the ID Type should always say ‘User’ and the *Distribution ID
should always be your own.

Click on OK. The Process Scheduler Request Screen will display again.

5. Click the OK button.

The status of the process/report must be checked in the Process Monitor.

Do not another process/report using the same Run Control ID until Successful shows in the status column
of the Process Monitor.
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Process Monitor

A Process Instance number on the process page is an indication that the report is running. The user may monitor
the progress of the report as follows:

ORACLE’

=" HR Custom L
[> Academic Affairs

[> Budget Operations ,l/—\l.
[> Computer Services DeptLeave Report

[ Finance and Accounting

Mew window | Help | Custornize Page | B,

IR Run Control ID:  Dept_Iv_report Report Manager (Bracess Manitor )__FU"
[ HR Process
=~ HR Report Process Instance:1247388
= Payrall
— Autharizers Timesheet Departmental Leave Report Far The Mew Pay Period
Werf Rpt =
— Cost Center ‘Pay Begin Date: | 05/29/2008 IQ Pay End Date: 05/11/2009
— C&G Termination Paol
Reports
— Deduction Reaister Group: 0260 | Human Resources
— Dept Group Rate
Repor workgow: | |2

— Leave and Pay
Exception Report
— Employee Timesheets
— Processors Timesheet Leave Group blankto select all groups.
Werf Rt
[» Records

[ Training
[ HR Setup

[ HR Use o - : :
b HR Warkflow & save | =] ety | Eradd | Updateisplay

> Physical Plant Kiosk =
[» Housing Applications

Click on the Process Monitor link (circled above).

The following page will display.

Page 6



How to Run Processes and Reports

ORACLE’

[~ HR Custom
[> Academic Affairs
[» Budget Operations
[» Computer Services
[ Finance and Accounting
[* HR Interface
[* HR Process
<~ HR Repart
= Payrall
— Authorizers Timesheet
Werf Rpt
— Cost Center
— C&G Termination Pool
Eeports
— Deduction Redister
— Dept Group Rate

Report
— Leave and Pay
Exception Report
— Employee Timesheets
— Processors Timesheet)
Werf Rt
> Records
[ Training
[ HR Setup
[* HR Use
[> HR Waorkflow
[> Physical Plant Kiosk

[> Housing Applications

-~

[ Process List | SemerList |,

Running Processes and Reports

PeopleSoft Procedure Manual v9.0

Home

Mew Window | Help | Customize Page | (&

Addto Fa 5

Sicin out

User ID: |iguerrer |Q Type:
Server: ¥ | Name:
Run + | Distribution

Status: Status

Process List

Select Instance Seq. Process Type

1247388 SGR Report

Go hackto Departmental Leave Reports

B save ] [=] Motify

M Frocess List| Server List

Process User Bun Date Time Run Status Details
Name Status
CFPAYAQ0 iguerrer 05/26/2008 1:02:23FPM EDT Success Fosted Details

v_| Last: |E| iDays ~| Refrash
IQ Instance:| | to | |
V_| [Isave On Refresh

Distribution

This page displays necessary information such as the process/report being run, the instance number, the run date and
time, along with the status. If at any time the Run Status displayed is Error, email HRIS for further assistance. It is
important to make note of the process name, run date/time, and the instance number.

In order to update the information in the Process Monitor, click the Refresh button. When the status changes to
Success, the process/report has finished. Once the Distribution Status shows Posted, the output is ready to be

reviewed online.
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Process/Report Output

Reviewing Process/Report Online

To review the process/report output online, click on the Details link (circled below).

ORACLE’

I~ HR Custom
[> Academic Affairs
[» Budget Operations
[» Computer Services
[ Finance and Accounting
[* HR Interface
[* HR Process
<~ HR Repart
= Payrall
— Authorizers Timesheet
Werf Rpt
— Cost Center
— C&G Termination Pool
Eeports
— Deduction Redister
— Dept Group Rate
Report

— Leave and Pay
Exception Report
— Employee Timesheets

Werf Rt
> Records
[ Training
[ HR Setup
[* HR Use
[> HR Waorkflow
[> Physical Plant Kiosk

— Processors Timesheet| =

[> Housing Applications

-~

hew window | Help | Customize Page | (B,

[ Process List | SemerList |,

User ID: |iguerrer Q. Type: | + |Last: |E| IDays w | Refresh

Server: * | Name: a, Instance:| | to | |
Run + | Distribution w [Isave On Refresh
Status: Status

Process List

Process . Distribution ”
Select Instance Seq. Process Type Name User Bun Date Time Run Status Status Details
1247388 S0OR Repoart CFPAY4Q0 iguerrer 05/26/2008 1:02:23FM EDT Success Fosted

Go hackto Departmental Leave Reports

B save ] [=] Motify

M Frocess List| Server List

The following page will display.
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Process Detail Page

ORACLE’
Menu &

[~ HR Custam 2] Mew Window | Help | Customize Page | 5, 4

[> Academic Affairs

[- Budget Operations

[> Computer Services

[+ Finance and Accounting

[* HR Interface

[ HR Process Instance: 1247388 Type: S0R Report

= HR Report
= Payroll

wialthnizets intesheet Run Status:  Success Distribution Status: Posted

Process Detail

Name: CFPAY450 Description: Departmental Leave Report

Werf Rpt
— Cost Center
— C&G Termination Pool
Renorts Run Control ID: Dept_Iv_report Hold Request
— Deduction Register Location: Sarver Cueue Request
— Dent Group Rate Cancel Request

Server: PSUR
O Delete Request

Recurrence: Restart Request

— Leave and Pay
Exception Report

— Employee Timesheets

— Processors Timesheed) Request Created On: 05/26/2008 1:06:58PM EOT Parameters Transfer

Werf Rpt ) . o

> Records Run Anytime After:  05/26/2009 1:02:23PM EDT Message Log

[> Training Began Process At:  05/26/2009 1:07:04FM EDT Batch Timings

E :E 3?? Ended Process At:  05/26/2008 1:07:22PM EDT @

[ HR WWorkflow

[= Physical Plant Kiosk £=

[> Housing Applications
[ 15C Custom
[ SF Custom

[» SR Custom w ik ] Cancel ] B

Click on the View Log/Trace link (circled above).

The following page will display.

Page 9



How to Run Processes and Reports Running Processes and Reports PeopleSoft Procedure Manual v9.0

Report/Log Viewer

ORACLE’

7 HR Custam Mew Window | Help | Custornize Page | &5, 2
[> Academic Affairs
[> Budget Operations
[» Camputer Services
[» Finance and Accounting

I> HR Interface ReportID: 928375 Process Instance: 1247388 Message Log
[ HR Process

|

View Log/Trace

= HR Report Name: CFPAYA0 Process Type: QR Report
= Payrall

Run Status: Success

— Authorizers Timesheet
Werf Rpt

— Cost Center

— C&G Termination Pool

Departmental Leave Repoart

Reports ’ Distribution Node:  reportriew Expiration Date:
— Deduction Rengister

— Dept Group Rate

File List

Name File Size es Datetime Created
SGR CFPAY480 1247388 l0g 1,996 05f26f20059 1:07:22.000000PM EDT
—M‘E <:Eﬁa§490 124?388.PEE> 41,957 05/26f2009 1:07:22.000000PM EDT
Exteption Report cfpaydd0 1247368 out a0 05/26/2009 1:07:22.000000PM EDT
— Employee Timesheets
— Processors Timesheet| = | [REUHILCERT
Werf Rpt | Distribution ID Type ‘Distribution ID
[ Records ;
b User iguerrar
[ HR Setup
[ HR Use
[> HR Warkflow
[= Physical Plant Kiosk =
[* Housing Applications
[> 15C Custom 5
[ SF Custom
b SR Custom Reun |

To view the report, click on the link that contains the process name. In this example, the process name is cfpay490
(circled above).

The report will now display.
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Reviewing the Process/Report via Email

The process/report output will be sent as an attachment to the email and will be in the format selected on the Process
Scheduler Request page.

= Mail From: <psoft@orion.cc.ucf.edu> |:||E|E|

File Edit Wiew Actions Tools Accounts ‘Window Help

3 Close 57 Reply - Ly Forward - a | Er 4= [E] | == 4, Q ‘
Mail |Pru:u|:uerties Personalize | Message Source
From: <psoft@aorion. cc.uck.edus 512602009 343 PM

To: Isha Guerrero
Subject: Dept Group Rate Report CFPAY490

,lEruup Rate Report For Group #0260,

< hktps: ffes8 9t et ucf . edufpsc /HEPRODIEMPLOYEE /HRMS) c/COM RPT.COM RPT.GELYPage=C0M RPT INDERZACHon=USC0OM ID=
1007154

To open the process/report, click on the link. You and/or other recipients of the email may have to log into
PeopleSoft in order to access the output.
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Viewing and Printing Process/Report Output in PDF

The process/report will display in Adobe Reader.
Explanation of the Reader
1. The report may be printed by clicking this icon or by selecting File, Print from the menu bar.

2. The Page Up or Page Down keys on the keyboard may also be used to page through the report, as well as
the icons on the bottom of the page.

3. The number of pages in the report is displayed at the bottom of the page.
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Opening Process/Report Output Data File in CSV

Some processes/reports include a data file in CSV format. To open these files, following the procedures below. The
Cost Center Report is used in this example.

From an email attachment: Right-click the CSV attachment in the email. Select Save As.
From the Report/Log Viewer: Click on the link that contains the process name (Cost Center) with the .CSV

extension. In the resulting dialog box, select Save.

The following dialog box will display:

Save i I@'Desktup j 'J ? 3 "’

My R
[:l ]

My Documents

5& My Compuker

ey My Metwork, Places
STORAGE TRUMNE

4 Reading. xls

File name: .::r' w4529 5252 Cost Center xl3 j Save I
j Cancel |
s

Save az type: I Microsoft Excel Workshest

Enter the file name you wish to save the file as and change the ‘Save in” drop down box to the folder in which you
wish to save the file. The following dialog box will display.
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Download complete i ]

N
= Diowenload Complete

Saved:
4529 5252 Cost Center_ xls from hed9dew, peoplesoft,ucf.edu

EENEEEEENNENEEEEEENNNEENENEEENENEENENEEEEER
Cownloaded: 32.3KBIn 1 sec

Download ko L NeFpyd529 5252 Cosk_Cenker_xls

Transfer rate: 32.3 KBfSec

[" ‘Close this dislog box when download completes

Open Open Eaolder | Cloze I

Click on Close.

To open the file in Excel, open Excel then select File, Open from the menu. The following dialog box will display.

open 21|
Loak int I@ Desktap j D - @ X Ci EF - Toos~
: MName = | Size | Tvpe | Dake Madified |
\ &My Documents System Folder
My Recent ¢ My Computer System Folder
=S ‘-JMV Metwork, Places Swstem Folder
= IC3)5TORAGE TRUNK File Falder 31242006 5124 AM
@ IEJCFp'y'4529_5252_CDSt_CEI‘ltEI"_.X|S 33KE Microsoft Excel Wor,..  10f25/2006 2:51 PM
Desktop EReading. xs 14KE  Microsoft Excel Wor...  7/2FI2006 10:34 AM
My Docurnents
My Computer
Il Metwork
Places
File: nare: || j Open |Y
Files of bype: IP.II Microsoft Office Excel Files (*.x*; *.xls; *.xlk; *.htro; *.html; *.mht; * mbtml; *ooml; *.da; *xdmg #ocde; # g *.odc;j Cancel |,
4

Navigate to the folder in which the file has been saved in the “Look in:” drop down box.
Open Excel. Click on the saved file, then click the Open button. The following dialog box will display.
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Text Import Wizard - Step 1 of 3 ed |

The Text Wizard has determined that vour data is Fixed Width.
If this is correct, choose Mext, or choose the data bype that best describes vour data.

riginal data tvpe
Choose the file bype that best describes wour data:
% Delimited - Characters such as commas of babs separate each Field,
" Fixed width - Fields are aligned in columns with spaces between each Field.

Skart impork ak row: |1 E‘ File origin: I 437 1 OEM United States j

Preview of File C:\Documents and Settingsilhaglet. . \cfpyd529_ 5252 Cost_Center_.xls.

"Department  Enplid, Name, Hnurs,Grnss,Withhnlding,FICJ‘.,Het,FICAﬂ
"0z&0z001 HM REZ-PAYROLL,01&86466 Fnight Ima,S80.0000000000000000

"0z&0z001 HM REE-PAYROLL,1EEZE00,Fnight-Too Ima 4000000000000
"0z&0zZ001l HM RES-PAYROLL,1744340 Aknight Wanda B ,80.0000000000
"0z&0z001 HM BREE-PAYROLL,1072071,Black Andgold ,BD.DDDDDDDDDDDDLI

EETEE=

I

Cancel

If not already selected, click on the Delimited radio button (as shown above). Then click on the Next button. The
following dialog box will display.

Text Import Wizard - Step 2 of 3 el

This screen lets vou set the delimiters vour daka contains. You can see
b your bext is affected in the preview below,

BT ; [ Treat comsecutive delimiters as one
[T 1ab [ Semicolon ¥

[ Space [ Other: I_ Texk gualifier: |" ""l

rDaka preview

Hours Gross ﬂ
[20.000000000000000000000000000000000000000000000000000 EOSS. 1200
MO.000000000000000000000000000000000000000000000000000 [745._ 88000
[20.000000000000000000000000000000000000000000000000000 REL1. E&000
[F0_000000000000000000000000000000000000000000000000000 B19._ 34000 LI

i 1 5.
Cancel | < Back | Mext = I Finish |

If not already selected, click on the Comma checkbox (as shown above). Then click on the Next button. The
following dialog box will display.
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Text Import Wizard - Step 3 of 3 ed |

This screen lets vou select each column and set alumn data Format
the Data Format. * General

‘General' converks numetic values bo numbers, date £ Text
values to dates, and all remaining values ko text, " Date:  |MDY -

Advanced.. . |

= Do nok import column (skipd

rDaka preview

Ceperal l}gneral

ithholding ﬂ
poooooo0a0000a0ad0000a000000a00000 087, 440000000000000000000000000
poooooo0a0000a00d0000a000000a00000 E4_0400000000000000000000000000
poooo00000000a000000a000000000000 @4 &1l00000000000000000000000000
noooo000000000000000a000000000000 @&, 8300000000000000000000000000 LI

L4 |

Cancel < Back Mexk = | 3

Click on the Finish button. The data will now be loaded to an Excel worksheet as shown in the example below.

E} Microsoft Excel - cfpy4529_5252_Cost_Center_.xls
@J File Edit View Insert Format Tools Data  ‘window Help  Adobe POF  Adobe PDF

NEHRISR YH & LR-F9-0- 82 -3l5Eam g -0 .| B
amEl
19 - i3

A B | C ol e | F [ & | H [ o[ a0 [kl L |IM[ W | o—T
| 1 |Department Erplid | MNarme Hours Grogs  Withholding FICA  Met FICA  |Retirement PreTax | SHL/Home SLife ST Disability Total Matd |
| 2 02602001 HM RES-PAYROLL "1234567 [ Knight Ima 80| 2088.12 187.44 151.44 1536.38 151.44 217.79 8.3 357 .96 0 0 7l
| 3 |02602001 HMW RES-PAYROLL 1234565 Knight-Too Ima 400 74883 2404 5278 893567 6278 4564 4.6 166.4) 1.79 0 2
| 4 |02602001 HMW RES-PAYROLL 1234569 | Aknight Wanda B a0 921.66 4461 6143 64489 B1.49 7216 801 357 .96 207 0 al
| 5 |02602001 HM RES-PAYROLL 1234570 Black Andgald G0 919.34 46.83 5936 B4883 69.36 7183 1096 357 .96 0 0 al
B
K2
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Cost Center Report

This report is available for employees who have responsibility for maintaining the departmental budget. To obtain
access to this report, the employee must complete and submit a Departmental Cost Center Authorization List
form, which is available on the Human Resources website at http://hr.ucf.edu, under Forms. Upon receipt of the
form, a Human Resources Payroll Services staff member will provide the security that is necessary to access this
report.

The Cost Center Report lists all employee payroll charges that were made for the pay period for each department
number. This report can be accessed at anytime; however, cost data for each pay period will not be available until
Tuesday of pay week.

The report comes in two formats, PDF and a data file (CSV). Both reports are included in the output when the
process is run. Refer to the Viewing and Printing Process/Report Output in PDF and Opening Process/Report
Output Data File in CSV sections of this manual for instructions on how to open and view the report in the
different formats.

Information displayed in the report includes:

Employee 1D#
Employee Name
Hours paid
Gross amount
Withholding tax
e FICA tax
Net amount
e Employer matching
o FICA tax
Retirement
Pretax (FICA savings)
SHL/Home (Health insurance)
SLife (Life insurance)
Disability
0 Total matching
e Total Payroll Cost

O0Oo0O0OO0O0

The navigation to access the report is as follows:

HR Custom>HR Report>Payroll>Cost Center Report
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Process Page

FE T D\j & @ Diept Group Rate Repo...
PeopleSoft.

Home

= Payroll A New Window | Help | Custarnize Page | 5, 4
- suthorizers Timesheet
Werf Rpt
- Cost Center Dept Group Rpt

— Deduction Register

Run Control ID:  Rate_report ReportManager Process Monitor R

— Departmental Leave
Report

— Emnloyee Leave
Repart Departmental Group Rate Report

— Employee Timesheets Lists employees assigned to your graup

— Excluded Alien Termp

List

~ Expiring Visas Group ID: 0260
Listtemallbls

— Mame Chanoe Rpt

— Processars Timesheet
Werl Rpt

— SewRace/Payplan
Statistics

— 55N Chanoe Rpt

— WSPS Empl frorm Prab
o Perm

— USPS Performance
Evaluations

- YisaiF-1 or J-13 and

FTE = .50 b |
> Training Bswe| Evam | Evna

I* HR Setup o

Human Resources

%

Enter the Group ID for the department for which the report is to be generated.

Follow the steps outlined in the How to Run Processes and Reports section of this manual.
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Sample Cost Center PDF Report

P—— |
B Adobe Reader - [cfpy4529_1319410.PDF] =[]
-,"_., File Edit Vew Document Tools Window Help -8 %
2 . | T == e = . E) . [ Simplify your |
B o Q ﬁ N ‘ I:T-‘ Selact Text ;—!ﬁ ®\ Ll |:| ||:|| © 84% ® & [ é@ | communications!

]
£ R ~
] University of Central Florida
E Raport ID: CPPY4SZI Departnent of Danan Bepcurgsa pags bo. 1
= 2rand Tatals P8 BE - Dopartment Cost Center Report Eufl Daté: 00/18/2004
H Pay Paricd End:09/23/2004 Run Ting: 15:51:08
&

0 o m—— m,m -y sz vmes vms THEE® naen rases ~i1za3 arors ¢ muech
g ooz ome T b aei  sithelies _ 1m - B metieia: e s b o sl 2 gzl coms
2 T
B [P S N—
5
1]
Tamposusy/ors . o Mabohing Gross + Matsh
J— B —

=t .

T

et —

a
A 11x8.5in
1 of 1 (O]

Sample Cost Center CSV Data File

B Microsoft Excel - cfpy4529_5252_Cost_Center_.xls

@ File Edit Wiew Insert Format Tools Data  window Help  Adobe PDF  Adobe PDF

DEHRISRBIVE $RER-JI "Jv"vg-,zv%lﬂ@q}wcl%v@! arial -1 .| B
=2zs]
J18 - 3
A [ B ] c [0 E [ F TelT H T T T ] K[ L TM[ N [ @f

| 1 |Department Erplid | MNarme Hours Gross  Withholding FICA  Net FICA  |Retirement | PreTax | SHL/Home SLife ST Disability Total Matc|
| 2 |02602001 HM RES-PAYROLL [234567 |Knight Ima 80| 2088.12 187.44 151.44 1536.38 151.44 217.79 8.3 357 .96 1} 1} 7!
| 3 |02602001 HMW RES-PAYROLL 1234565 Knight-Too Ima 400 748.83 2404 5278 89347 8278 58.64 4.5 166.4) 1.79 1} i
| 4 02602001 HM RES-PAYROLL F234569 Aknight ¥anda B B0 92156 4461 6149 64483 B1.49 72160 9Mm 35796 207 ul al
| 5 |02602001 HW RES-PAYROLL 51234570 Black Andgald 80 919.34 45.83 5936 64883 5936 71938 1096 357 96 o o il

B
| 7 |
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Department Group Rate Report

All departmental processors and authorizers will have access to the Department Group Rate Report. This report
can be accessed at any time and will display valuable employee information, including name, emplid ID #, record #,
pay group, hourly rate (for USPS and OPS employees), biweekly rate (for USPS, A&P, and Faculty employees),
department number and other department information, the effective date of the last payroll activity, and employee
status.

The navigation is as follows:

Home>HR Custom>HR Report>Payroll>Dept Group Rate Report

Process Page

ORACLE’ -
OIME
= HR Custorm o Mew Window | Help | Customize Page | n[%",

[> Academic Affairs
[» Budget Operations {m\l
[» Computer Services

[* Finance and Accounting

[* HR Interface Run Control ID:  1042_Data_Surnmary Report Manager Process Monitor 2
[* HR Process
<~ HR Report
= Payrall
— Authorizers Timesheet
verf Rpt Departmental Group Rate Report

— Cost Center

Lists employees assigned to your grou
— CE&G Termination Pool e . JHROTER

Reports ]
— Deduction Redister Group ID: |0260 _IQ Hurman Resources

— Departmental Leave
Report
— Leave and Pay
Exception Report
— Employee Timesheets
— Processaors Timesheet)
werf Rpt
> Records
[ Training
[ HR Setup
[* HR Use
[> HR YWorkfl ow
[» Physical Plant Kiosk E

L1l i

Bl save | JS\Returnto Search ‘ [=] motify ‘ [Es A

Enter the Group ID for the department for which the report is being generated.

Follow the steps outlined in the How to Run Processes and Reports section of this manual.
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Sample Departmental Rate Report

E8 Adobe Acrobat Professional - [cfpy2133_1247390_Dept_Rate[1].pdf]

.,r'__, File Edit “iew Document Comments Tools Advanced ‘Window Help k.
.3 '..n"} E_ : l]-.E" & f & (hd ﬁ Search _/l__l Creste PDF - AC_—‘j Comimert & Markup = @7 Send for Review IQ] Secure - Z Sign - g Faormz -

O | I saect i | & [ [[3]] 64 © [7o% ]- @ |ID3- ) wnw || @

*E University of Central Florida

£ Bapert ID: CRFYINN Dapartmant of Buman Rascurces az

. -

% ;nza.ersm)\jmee -T;;Tn;ﬁ? :=+“ :

in Ealdwrin, Bary 2345678

Carsory, Cormde 3456789

A B i
Name: Name of the employee.
EmplID: The employee’s ID number, assigned by PeopleSoft.
Rcd#: The record number assigned to an employee; 0-3 (line positions), 4-7 OPS positions.
Pay Group: The employee’s pay group, i.e, OPS, USPS, etc.
Hourly Rate: Hourly rate of pay displayed for USPS and OPS hourly employees.
Biweekly Rate: Biweekly rate of pay displayed for all pay groups except OPS hourly.
Dept ID: The account number from which the employee is being paid.
Dist Percent: The percentage of pay coming from the account.
Primary Dept: Indicates which account is the primary account for an employee.
EffDt: Indicates the date effective date of the most recent payroll action for the employee.
Employee Status: Indicates if the employee is Active, on Short Work Break, on Leave W/Pay or Leave

W/O Pay.

Page 21



Departmental Leave Report Running Processes and Reports PeopleSoft Procedure Manual v9.0

Departmental Leave Report

All departmental processors/authorizers will have access to generate Departmental Leave Reports in PeopleSoft.
This report should be run three workdays, usually Tuesday, after the end of the pay period. The report should be
printed, and the person who has responsibility for maintaining leave and attendance records for the department must
check the report to verify that the leave balances for each employee are correct. This report should be kept in the
department for at least three fiscal years.

The navigation is as follows:

Home>HR Custom>HR Report>Payroll>Departmental Leave Reports

Process Page

PeopleSoft.
[Menu &

[ Campus GCommunity ” Mew Window | Heln | Custornize Page | B
[ Student Financials

b Get Up SACR Dept Leave Report
[ Worklist

> Tree Manager Run Control I:  Dept_lv_report i

i 3 | Eeportblananger Process hanitor
[» Repotting Taols * " AP e e
[ PeopleTools
I~ HR Custom

Home

Run

[> Budget Operations Departmental Leave Report For The New Pay Periad
[» Camputer Services — —
[ Finance and Accounting *Pay Begin Date: (08/30/2008 O, Pay End Date: 07(13/2008

[ HR Interface
[»HR Process

SblRENCE Group: 0260 & Hyman Resources
= Payroll iio\
— puthorizers Timesheet Workgroup:
Yerf Rpt

— Cost Center

— Deduction Redister

— Dept Group Rate
Report

Leave Group blankto select all groups

— Employee Leave
Report
— Employee Timesheets

— Excluded Alien Termp = = . : e
List Bl save | [=] Notify Erpdd | ElUpdateDizplay

— Expiring Visas ¥

|

The Pay Begin Date will default to the beginning date for the previous pay period. If you need to view the report
for a pay period other than the previous pay period, change the date to the Pay Begin Date for that pay period. The
Pay End Date will automatically correspond to the Pay Begin Date.

Enter the Group ID for the department for which the report is being generated. If the report is being run for the
entire department, leave the Workgroup field blank.

Follow the steps outlined in the How to Run Processes and Reports section of this manual.
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Sample Departmental Leave Report

B2 Adobe Acrobat Professional - [cfpay490_12473B8[1].pdf]

',"'__, File Edit Wew Document Comments Tools Advanced ‘Window Help - &
X P E_ = l]‘E" - f - (hd § search _M_,l Create PDF Ac_—‘j Comment & Markup = g7 Send for Review - IQ] Secure - é Sign ~ 5= Forms ~
| Dsoeet il @ [ [[)] 24 @ [ |- © [ D3 v @ren
@
£ University of Central Florida
5 BRapart [D: CFPAY430 Department of Human Ressurce: PagsMa. 1
= Departmentsl Leave Report Fon Data:
3 For Pay Period Endizg: 06/11/2009 Fuen Tima:
Group: 0260-Humen Resources
g ol Hours Hours New Balance
= Fame EwmpllD Reds  Type Balasce Adjuseed Esrned  Balance In Day:
“g Anderson, Aimes 1234567 o A&P  Annual: 126.12 000 000 126.12
bgﬁ‘ Rag Sick 10960 0.00 0.00 7
Pro-T3 Sick: 0.00 000 0.00
9 Baldwir, Barry 2345678 o USRS Anzmual: 0.00
g\ Rag Sick 000
=5 Pra-T3 Sick 0.00 0
Spcl Comp 000 o
OT Camp: 0.00 z
Parsezal: 000 00
: Carsom, Connie T3 A&P Anmual: 13151 000 000 120
L Rag Sick 319.53 000 000 3994
Pro-T3 Sick: 0.00 000 000 0.00
Sick Lv Pocl: 000 000 .00 0.00
Darling, Donna 2222222 0 USPE  Anmual: 3676 0.00 a00 7.10
Rag Sick 4501 000 000 6.13
Pro-T3 Sick: 0.00 000 000 0.00
£ e o B -
% Pauc::'.:- 500 000 0.00 000 B. 100
% Evans, Eva 1111111 0 USPE  Apmwal: 2923 000 00 a00 283 36
. Rag Sick 830 000 0.00 000 B30 104
Name: Name of the employee
EmplID: The employee’s ID number, assigned by PeopleSoft
Rcd#: The record number assigned to an employee; 0-3 (line positions), 4-7 OPS positions
Type: The employee’s pay group, i.e, USPS, A&P, etc.
Old Balance: The employee’s leave balance [hours] at the beginning of the pay period
Hour Adjusted: Reflects any leave adjustments during the current pay period
Hours Used: Reflects leave hours used during the current pay period
Hours Earned: Reflects leave hours earned during the current pay period
New Balance: The employee’s leave balance [hours] at the end of the current pay period
Balance in Days: The employee’s leave balance [days] at the end of the current pay period
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Employee Timesheets

All departmental payroll processors/authorizers will have access to generate Employee Timesheets in PeopleSoft.
The Employee Timesheets may be run at any time, but should be run and distributed to the employees prior to the
beginning of each pay period.

The navigation is as follows:

Home>HR Custom>HR Report>Payroll>Employee Timesheets

Process Page

PeopleSoft.
Menu &

[> Worklist ke Mew Window | Help | Customize Page | & 2
[> Tree Manager
G
[ PeopleTools
~ HR Custom
[> Budget Operations
[> Camputer Services
[> Finance and Accounting
[ HR Interface
[» HR Process
= HR Report —
= Payroll ‘Pay Begin Date: |08
— Authorizers Timesheet
Werf Rpt
— Cost Center
— Deduction Register Group: Q
— Dept Group Rate
Report
— Departmental Leave
Eeport
— Employee Leave EmpliD:
Eeport N [
— Employee Timesheets Empl Red Nbr:
— Excluded Alien Termp If multiple Empl Red#s
List enterthe correct Empl Red#
~ Eupiring Visas exist far this emplayes,
LigtiMemallbls
— Mame Chanige Rpt
— Processors Timesheet)
Verf Rt

Home

Run Control ID: ~ Emp_Tirmesheet Eeport Manager Process Monitor L

Employee Time Sheet

6 [Q PayEnd Date: 03(24/2006
Blank timesheet? [

0

|

The Pay Begin Date will default to the begin date for the current pay period. If the report is being run for a pay
period other than the current pay period, you will need to change the Pay Begin Date to the begin date for the pay
period for which the report is being run. The Pay End Date will default to end date for the selected pay period.

Enter the Group for the department for which the report is being generated. If the report is being run for the entire
department, leave the EmplID field blank.

If the report is being run for a specific employee, you must also enter the employee’s EmplID and Empl Red Nbr.

Follow the steps outlined in the How to Run Processes and Reports section of this manual.
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Sample Employee Timesheet Reports

#8 Adobe Acrobat Professional - [cfpay486_1247392[1].pdf]

% File Edit view Document Comments Tools Advanced ‘window Help

IEEASE I A W

\':‘|ILSelec‘t @)\. ERHEERCE D3~ | werga |2 @ Heip -

£ 5 i I .
Creste POF - 2] Commert & Markup * @7 Send for Review - I:] Secure v é Sign ~

University of Central Florida
Employee Time Sheet
PP Begin: 08/11/2006 PP End: 08/24/2006

Employee, Tna 1: 1] 23456 BEnpl Rod: 0 Werk Group: USNEX — Group:0260

Prinary Department: 02602001
Hours Works:

Fri Sat Sun Mon Tue Wad Thu Fri Sat Sun Mon Tue Wad Thu
oef11 [oefiz | oes1a | oefia | oesic | oefie| oef17 | oefie | oesis | oefao | oes21 [oesaz | oes23 | ae/ad)

I Pages\ié Signatures \i Bookmarks

Total Hours Worked Week 1: Total Hours Worked Week Z:

Laavs and Py Exceptions Report Attached? D Tes Duo

Attachments

gtudente: Leavs and Pav Excertions Fepcrt pot aoplicakl should pot be allowed to work duripg
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Employee Leave Reports

All departmental payroll processors/authorizers will have access to generate Employee Leave and Pay Exceptions
Reports in PeopleSoft. The reports should be run three workdays, usually Tuesday, after the end of the pay period.
Processors must print the reports and distribute to employees.

The navigation is as follows:

Home>HR Custom>HR Report>Payroll>Employee Leave Report

Process Page

PeopleSoft.

Home

= Payroll
— Authorizers Timesheet

Yerf Rpt
— Cost Center
— Deduction Register
- DewtOroup Rate Run Control ID:
Report
— Departmental Leave
Eeport

|

hew wWindaw | Heln | Custornize Page | B &

Emp_LY_Report Report Manager Process Maonitor Run

Leave and Pay Exceptions Report for Mew Pay Period

— Emplovee Timesheets T_'mEShEEtS ‘Pay Begin Date: 07/14/2006 Q Pay End Date: 07/27/2006

— Excluded Alien Temp
List

— Expiring Visas ] inang
ListihemailLbls Group: !0260 Qi

— Mame Change Rt JE—

— Processars Timesheet Workgroup: | Q
Werl Rpt

— SexwRace/Payplan
Statistics Select?

— 55N Chanoe Rpt .

— USPS Empl fram Prah Empip: | E
In Ferm Checkthe Select? hox for

— USPS Performance X —
o L4 the appropriate employee

~ Wiga(F-1 or.-13 and record.
ETE = .50

[ Training
[ HR Setup v o

Human Resources

The Pay Begin Date will default to the beginning date for the previous pay period. If you need to run the report for
a pay period other than the previous pay period, change the date to the Pay Begin Date for that pay period. The Pay
End Date will automatically correspond to the Pay Begin Date.

Enter the Group ID for the department for which the report is being generated. If the report is being run for the
entire department, leave the Workgroup field blank.

To run a Leave and Pay Exceptions Report for one employee, enter the employee’s EmplID.

Follow the steps outlined in the How to Run Processes and Reports section of this manual.
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Sample Employee Leave Reports

B8 Adobe Acrobat Professional - [cfpay491_1247393_Leave_Exceptions_Rpt[1].pdf] E]

'{F'; File Edit “iew Document Comments Tools Advanced Window  Help — |5
X Py E_ (= E @ f @ @J ﬁ Search m Creste PDF - Ac.ij Comment & Markup = g7 Send for Review - i@] Secure - Z Sign - Fiins =
[T | @ | L o @ (oo - @ | O] v @reo-
University of Central Florida
£ Leave and Pay Exception Report (LAPER)  print date: 0512612009
g
B Emplovee, Ima ID: 0123456 Empl Red#: 0 Work Grp: USNEX  Group: 0260
a Primary Department: 02602001
7‘: Prior Pay Period - Begin: 04/17/2009 End: 04/30/2009
2 Old Leave Balances: Annual: 568.76 Reg Sick: 43.01 Pre-73 Sick: 0.00 Spcl Comp: 0.00
E‘ Used: 0.00 0.00 0.00 0.00
& Adjusted: 0.00 0.00 0.00 0.00
7_ Eamed: 0.00 0.00 0.00 0.00
g Mew Leave Balances: 56.76 45.01 0.00 0.00
L3
o
= Old Leave Balances: OT Comp: 0.00 Personal: 8.00
Used: 0.00 0.00
Adjusted: 0.00 0.00
Eamed: 0.00 0.00
Mew Leave Balances: 0.00 8.00
Current Pay Pericd - Begin: 05/01/2009  End: 05/14/2009
Sched Hours *Actual Hrs ovT OCE SCE Enter Biweekly On-call Amount:
Week 1 Total 40.00 3
% ‘Week 2 Total 40.00
E * Represents hours worked + holidays + p holiday + inisirative leave
8
g [ [ Show Leave Used for Week 1 Below [ Show Leave Used far Waek 2 Belaw
| | o | Eri Cat Sy | LR | T, | Aol Thu A 1 | Eri Cat | Sy | | LT T, Afigrd Thu A |
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