Refunding in PeopleSoft 9.0

03/16/2011

Discussion Points for Refunds

U Explain changes in the refund module for Payroll-HR
o The 8.0 payroll refunding pages were a clone of the HR Payroll
program. In 9.0 we are using the real HR payroll program

U Batch refunding needs to be completed prior to any online/refund with
extra amount refunds are done for a single day

U All payroll processes for North America will need to be schedule to
prevent blocking

U Always need to set up a Pay Run ID and Pay Calendar day for ONLY
the days refunds will be processed. Once these are set up, Pay
Calendar day will need to be confirmed, otherwise you will not be able to
process refunds for future days.

U Prior to creating the Pay Run ID and Pay Calendar, you can run the
batch refunds in report only to identify any refunds that need to be
issued. This is recommended if you are not certain on the number of
refunds to be issued for the day.



Batch Refunds

1. Create a Pay Run ID

Set Up HRMS A Product Related A Payroll for North America A Payroll
Processing Controls A Pay Run Table

ORACLE’

Home Workiist Add to Favorites Sign out

Main Menu > Set Up HRMS > Product Related > Payroll for North America »

» Student Recruiting

» Student Admissions Edit "Payroll Processing Controls” Folder

> Records and Enroliment
> Curriculum Management
> Financial Aid
» Btudent Financials
> Academic Advisement
> Contributor Relations
7 3et Up HRMS
[ Install
[> Security
[> Upgrade
[ Foundation Tables
[> Common Definitions
I Recruiting
[ Workfarce
Administration
[ Base Benefits
I Automated Benefits
[ eBenefits
I Compensation
I Stack
[ Time and Laber
[> Payroll for Morth
America
[ Commitrment
Accounting
I» Global Payroll &
Absence Mgmt
I ePay
[ Payroll Interface

ﬁ Payroll Processing Controls

Define payroll processing control information

Pay Group Table
Define payroll processing parameters for logical groupings of
employees.

Create Pay Calendars
Initiale & process to automatically create pay calendars for

defined periods.

E Rapid Entry Paysheet Template
Create templates for rapid paysheet transaction entry.

E" ELSA Period Table
Define FLSA calendars for new pay calendars.

E Final Check Program Table
Define payment parameters for creating final checks.

Pay Message Table
Review and create messages used in payroll batch

processing,

E" Balance ID Table
Define balance periods, quarters, and years.

Pay Calendar Table

Review pay calendars or manually buid a single calendar.

E" Initial FL SA Calendar
Define FLSA calendars for existing pay groups and pay
calendars.

E" Alternative Overtime States
Define states that use the alternative overtime calculations.

E Final Check Program Table USF
Define final check payment parameters for earnings and
deductions.

Configure Online Printin:
Define: check print parameters for online and final checks

Pay Run Table

Define pay run IDs used to process payralls.

Paycheck Opfions Table
Define paycheck setup options.

E" FLSA Calendar Table
Define FLSA calendar periods for new pay calendars

E" Final Check Action/Reason
Define HR actions and reasons to trigger final check requests.

E Clone Final Check Program
Inttiate a process to clone an existing final check program.

I» Profile Management
I» Warkforce Development
[ ePerformance

Add a New Value (needs to be done each time doing a batch refund or online
refund)

Enter Pay Run ID 1 this is the 3 character company code and date, year (yy),
month (mm), day (dd), ex. WSC080414 (April 14, 2008), limited to 10 characters

Company codes:

Minot State University Bottineau = BOT
Bismarck State College = BSC
Dickinson State University = DSU

Lake Region State College = LRS
Minot State University = MIN

North Dakota State University = NDS
North Dakota State College of Science = SCS
Mayville State University = STM

Valley City State University = STR
University of North Dakota = UND
Williston State College = WSC
AnAddO

Click



UUNKIB(:;I —

= Payroll Processing -~
Controls |
— Pay Group Table
— Balance ID Table

— Pay Run Table

— Create Pay J Find an Existing Value " Adda New Value |
Calendars

— Pay Calendar Table X

— Paycheck Options Pay Run lD'
Table

— Rapid Entry Add
Paysheet Template

— Initial FLSA
Calendar Find an Existing Value | Add a New Value

— ELSA Calendar
Table

— EL3A Period Table

— Alternative Overtime
States

— Einal Check

Pay Run Table

Enter in a description, should have school and date in description

Enter in a short description, this can be the same as the Pay Run ID

ORACLE

Sign out

= Payroll Processing Mew Window | Help | n

Controls
- Pay Group Tahle {—\
- Balance D Table Pay Run Table
- Pay Run Table
- Create Pay Pay RunID: WSG 080407
Calendars L " ;

* : Williston State April 7, 2008

- Pay Calendar Table Description: ‘ ¢

N TLp_amcheck Opfions Short Description:
able

- Rapid Entry
Payshesi Templale | FAEpmm—_

— Initial FLSA
Calendar Company Pay Group Pay Period End Date

- FL3A Calendar
Table

- FL3A Period Table

- Alternative Overtime
States

- Final Check
Action/Reason

- Final Check
Program Table L

- Final Check
Proaram Table USF

- Clone Final Check
Program

- Pay Message Table
- Configure Onling B save | [Z] Notify Bk Add Update/Display
Printing
[» Compensation and
Earnings

>

Click nSavebo



2. Create a Pay Calendar Table

Set Up HRMS A Product Related A Payroll for North America A Payroll
Processing Controls A Pay Calendar Table

Add a New Value (needs to be done each time doing a batch refund or online
refund)

Enter Company Value
Enter Pay Group Value

Enter Pay Period End Dateit hi s wi | I(curbest) dateo(dTaiyp:s pl ace a fit
t o d a(gudest) date. This may not automatically populate when you tab out,
but it wildl recognize a Atodo as the current d

= Payroll Processing -
Controls
— Pay Group Table
— Balance ID Table Pay Calendar Table
— Pay Run Table
- Create Pay | Eind an Existing Value | Add a Hew Value

Calendars

— Pay Calendar Table .
— Paycheck Options Company: O\

Table Pay Group: Q

— Rapid Entry

Paysheet Template Pay Period End Date:Eﬂ
— Initial FLSA

Calendar
— FLSA Calendar Add

Table

— ELSA Period Table

— Alternative Overtime
States

— Final Check
Adtion/Reason

— Final Check
Program Table =

— Final Check
Program Table USF

— Clone Final Check
Program

— Pay Message Table

— Configure Online
Printinn

Find an Existing Yalue | Add a Mew Value




AnOCfHcl e Cal dasdefaultedto thecked, cannot be changed

Enter in the Pay Run ID that was created

Enter in todayés dat e fnodr AfPPaayyc hPeecrki ol ds sBueeg iDna
Note: | gnor e t heCyficHLeS AP aO/n E n dnd Qreote all:other fieidse | d

Click ASaveo

ORACLE’ .
_Home Worklist

<= Payroll Processing
Controls

— Pay Group Table
 Balance ID Table { Pay Calendar Table _Pay Confirm Options |,

— PavRun Table
— Create Pay
Calendars Pay Group:  WSC Student Refund Pay Group

— Pay Calendar Table
— Paycheck Options Pay Period End Date: 04/0712008 Pay RuniD: |WSC 080407 Q, WSC040708
Table -
*Pay Period Begin Date: |04/07/2008 |5 Aggregate ID: l:l “Paycheck Issue Dates 04072008 [

— Rapid Entry
Paysheet Template -
— Initial FLSA Balance ID details Eind |
Calendar i
— FLSA Calendar Weeks in this Period: |:| Balance ID Year Quarter  Period
Taple cY W&C REF 2008 2 4

Table
— ELSA Period Table *Pay Periods Per Year: |:|
— Alternative Overtime
States Accrual Percent: I:l [CIReverse Accruals =f|_sa On-Cycle Pay End Date:  |03/27/2008 |[3

— Final Check -
Action/Reason *Benefit Deductions Taken: Benefit Ded Subset ID: l:IQ
P *General Deductions Taken: General Ded Subset ID: l:lq

Program Table

3

Company:  WSC Williston State College Off-Cycle Calendar?  [] OFf-Cycle Ded Override

_ Final Check Pay Period of the month @ First O Second O Third O Fourth O Fifth
g'j ra::1_1 T?rgﬁ UEF Paysheets Run Payroll Confirmation Started Payroll Distribution Run
— Clone Final Check
Program Payroll Preliminary Calc Run Payroll Confirmation Run Off-Cycle Calcs Qutstanding | | GL Interface Run
— Pay Message Table Payroll Calculation Run Single Check for Multiple Jobs Off-Cycle Closed CA Payroll Distribution Run
- Configure Online CAGL Interface Run
Printing
I> Compensation and
Earnings & save | [=] Notify EiAdd Update/Display
[» Deductions
> Garnishments Pay Calendar Table | Pay Confirm Options

I+ AP _\andnre



3. Create Refunds

Student Financials A Refunds A Process Batch Refunds A Create Refunds

— Review Batch Refunds
~ Review Batch
Wessages
— Report Batch Refunds
- Report Batch
Wessanes
— Request Student Job
Data
— Request Payroll
Interface
— Request Refund
Update
> Approve Refunds
[ Reverse and Cancel
Refunds
[ Electronic Payment
Refunds
[» AP Refunding
[» Reports
- Student Refund
— Corporate Refund
— Refund with Exdra
Amount
~ Desianate Sponsor
— Designate Corporate

Sponsor
— Review Student by ID
— Review Student by Date

ﬁ Process Batch Refunds

Define general parameters for batch refundgig

=

Worklst Add to Favorites

Edit "Process Batch Refunds” Folder

ficessing and review results.

Create Refunds

E Review Batch Refunds
Define parameters and create batcly refunds for customers.

Review Batch Messages
View results of the batch refund process. View warnings or errors generated during the batch refund

process.

Report Batch Messages
Generate a report listing all messages for a specified batch ID.

Rej
Generate a report listing all refunds processed within a
specified Batch 0.

rt Batch Refunds

E" uest Student Job Data
Run the process to create student job data for payrell
refunding.

uest Refund Update

uest Payroll Interface Re
Run the process to update refunds with check information

Run a process to interface refunds with Payroll for North
America.

Enter a Run Control ID

a. Batch Refund tab

Enter in the Business Unit

Ent er

Ref und faEayrbllo d

o

of

Set Run Option 1

Set Run Option 2

Set Sponsor Refund Option

Select the Refund Item Type

Select an Address Usage with Home in it

c T u if you veounld likefthe Reeogint tio cakeudate b o x

Check the ncCal
before the refund is issued

he Onlyodo box to view refunds

Check t ARepor't



1'/ Batch Refund\.‘ Academic Programs | Accounts/Terms | ltem Types

Run Control ID:  djh Report Manager Process Monitor Run
Batch ID: 000000040671 Check Batch Refunds Batch Refund Messages
Business Unit: MISU1 Q Minot State University
Refund Method: P |Q Payrall
Run Option 1: Individual Only h [“]Report Gniy
Run Option 2: Financial Aid Only = Calc Tuition if Required
Sponsor Refund Option: Mo Sponsor v
Refund Item Type: 600000001000 &

Address Usage: BIMADOHO @ Billing, Mailing, Dorm, Home

Ext Org Contact Type:

Refund Service Impact: NOREF Allows Mo Refunds

&) save ‘ L\Retumn to Search| ‘ +=| Nextin List| L Refresh [Es Add
b. Academic Programs tab
Select the appropriate Programs or All Programs
| Batch Refund | Academic Programs \‘ Accounts / Terms | ltem Types
Run

Run Control ID: djh Report Manager  Process Monitor

Batch ID: 000000040671 Check Batch Refunds Batch Refund Messages

Al Programs

Main Content

& save | £iReturn to Search +E| Mextin List| % Refresh =4 Add

c. Accounts/ Terms tab
Select the appropriate Accounts or All Accounts

Select the appropriate Term or All Terms



' Batch Refund | Academic Programs | Accounts/ Terms ' Item Types |

Run Control ID: djh Report Manager Process Monitor Run
Batch ID: 000000040671 Check Batch Refunds Batch Refund Messages

All Accounts

[C]All Terms

*Term Description
[1130 Q 2011 Spring

& save | S Return to Searcn‘ | 4[5] Next in List | ) Refresh (55 Add |

d. Item Types tab

Select the appropriate Item Types or All Item Types

| Batch Refund | Academic Programs | Accounts / Terms f Item Types \

Run Control ID:  djh Report Managerﬁ Process Monitor R
Batch ID: 000000040671 Check Batch Refunds Batch Refund Messages
[¥] All tem Types
~ Item Types Find | B First [4) 1 071 (Y] Last
*ltem Type From *Item Type To
900000001100 Federal Pell Grant OY 970000001410

ﬁ Save | Q\Relum to Search | *E] MNext in List | s Refresh

[E% Add ‘

Batch ID will display in the Batch ID field

Click ARuno



/ BatchRefund | Academic Programs | Accounts / Terms f Item Types ‘\

Run Control ID:  djh Run —

Repori Manager Process Monitor

Batch ID: 000000040671 Check Batch Refunds Batch Refund Messages
All tem Types

¥ Item Types
*Item Type From *ltem Type To
900000001100 Federal Pell Grant OY 970000001410 +| [=

& save | ELReturn to Search

45| Next in Lisll % Refresh [Es Add | 53| Update/Display

Select ABatch Reftuendd wi th DDP Upda

Click fnOKO

ORACLE’

Home \orkiist

= Process Batch Refunds |4
— Create Refunds
— Review Batch Refunds
— Review Batch
Messages
— Report Batch Refunds
— Report Batch

Messages Server Name: Run Date: 04/0772008 El
- E:lgaueSt Student Job W Run Time: 5:0118PM Reset to Current Date/Time

— Request Payroll

Process Scheduler Request

User ID: dholth Run Control ID: djh

Interface
— Request Refund
Update Sel Description Process Name Process Type T *Format Distribution
[ Approve Refunds Batch Refund with DDP Update NDUT1SF PSJob (Mong) |+ | Distribution
[ Reverse and Cancel
Refunds O Batch Refund SFPREFND COBOL saL (Mone) (Mone) | Distribution
[ Electronic Payment
Refunds
[+ AP Refunding
[- Reports
— Student Refund oK | Cancel | Refresh

— Corporate Refund

— Refund with Exira
Amount

— Designate Sponsor

— Designate Corporate
Sponsor

— Review Student by ID




To view the report that identifies refunds navigate to:
Student Financials>Refunds>Process Batch Refunds>Report Batch Refunds

Report Batch Refunds

Fun Comtrol ID:  und Report Manager Process Monitor Run
Business Unit: QL
Refund Batch ID: a
El Save | JSLReturnto Search | +[E] Previous in List | +[E| MextinList | s Refresh [E 2l
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4. Request Student Job Data

Student Financials A Refunds A Process Batch Refunds A Request Student
Job Data

Enter a Run Control ID

AN L
HB—J _ Wnrk\st Adn

» Student Admissions
» Records and Enrollment
» Curriculum Management Request Student Job Data

I e .Nd Enter any information you have and click Search. Leave fields blank for a list of all values.
- Student Financials
[» Tuition and Fees
b EremeE s EE TETE J( Find an Existing Value {_Add a New Value
[» Bill Customers
[> Cashiering
[> Payment Plans
[» International Health

< gg;j—:zge w M Basic Search [E Save Search Criteria

< Process Batch Refunds

— Create Refunds Find an Existing Value | Add a New Value
Review Batch Refunds

>

Run Control ID:| begins with || |

w Batch
Messages
— Report Batch Refunds
- Report Batch T
Messages
student Job

— Request Payroll
Interface

— Reauest Refund
Update
[ Approve Refunds
[» Reverse and Cancel

Refunds
[ Electronic Payment
Refunds

Enter in Business Unit

Enter todaybés date as Job Effective Date
Set Processing Population to Refund Batch

Enter or search for correct Batch ID

Check fAConfirm Job Data Createdo box

Click ARuno

11



o

I Student Admissions
[ Records and Enroliment
[ Curriculum Management
[+ Financial Aid
I~ Student Financials
[> Tuition and Fees
[- Charges and Payments
[» Bill Customers
[ Cashiering
[» Payment Flans
[+ International Health
Coverage
+ Refunds
= Process Batch Refunds
— Create Refunds
— Review Batch Refunds
— Review Batch
Messages

— Report Batch
Messages

— Request Payroll

Request Student Job Data

Run Control ID:  djh Report Manager  Process Monitor R

*Business Unit: Q
=Job Effective Date: |D4/07/2008 |1
[Processing Options. -
*Processing Population: | Refund Batch BatchID: |000000035625 Q

‘Commit Frequency: [#] confirm Job Data Created

Williston State College

— Report Balch Refunds ||

B save | L\ Return to Search | [=] Netify | B Add

Interface
— Reguest Refund
Update
[ Approve Refunds
[» Reverse and Cancel
Refunds
[ Electronic Payment
Refunds
[ AP Refunding

Click

UUNH_B(_JJ

[> Student Admissions
[ Records and Enrallment
[> Curriculum Management
[> Financial Aid
~ Student Financials
[> Tuition and Fees
[- Charges and Payments
[+ Bill Customers
I> Cashiering
[» Payment Plans
[ International Health
Coverage
= Refunds
= Process Batch Refunds
- Create Refunds

— Review Batch
Messages

— Report Batch
Messages

— Request Payroll
Interface
— Reguest Refund
Update
[+ Approve Refunds
[ Reverse and Cancel
Refunds

I Elartranic Bavmant

— Review Batch Refunds

i Ogfogess 0 r un

ﬂ

|

Process Scheduler Request

User ID: dholth

Run Date:
Run Time:
Q

Select Description Process Name Process Type *Type *Format Distribution

Create Student (POI) Job Data SSF_POLIOB_A  Application Engine [Web v Distribution

Run Control ID: djh

o5
6:09:24PM

Server Name:

Recurrence: Resetto Current Date/Time |

Time Zone:

— Report Batch Refunds ||

oK Cancel

12



Click on Details to view Process Details

CONYECT
Home Worklist Add to F:

= Process Scheduler A server +| Hame: ‘ |Q Instance: to

— System Process

Run | Distribution i Save On Refresh
— Status: | | Status ‘ ‘
Process List
Jobs Distribution
— Schedule JobSet Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Status Details
7%93 1664771 SCR Report PAY003 dholth  04/07/2008 6:27:24PM CDT Success  Posted Details
— Daemon Group 1664768 PSJob PAYCONE dholth  04/07/2008 6:24:02PM CDT Success  Posted Details
— Batch Timinas ’
& Cube Manager 1664766 COBOL SaL PSPPYRUM  dholth 04/07/2008 6:21:22PM Success  Posted Details
[ Application Engine 1664762 PSJob EYLOAD dholth  04/07/2008 B:15:24PM CDT Posted Details
[ Query Access Senices
1> Integration Broker 1664761 Application Engine SSF_PAYINTFC dhalth  04/07/2008 6:12:06PM CDT Success d Details
PIREL SELE TG AT 1664760 Application Engine  SSF_POIIOB_A dholth  04/07/2008 6:09:24PM COT Success  Posted  Defails
[» Setup Manager
[> MultiChannel Framewark 1664757 PSJob NDUT1SFE dholth  04/07/2008 5:01:18PM CDT Success Posted Details
[> Archive Data .
b Data Archive Manager 1664755 COBOL S0L SFPCRPST  dholth  04/07/2008 4:21:03PM COT Success  Posted Details
[ Translations 1664729 PSJab EYLOAD dholth  04/07/2008 3:10:44PM CDT Success  Posted Details
[» EDI Manager
I Mass Changes 1664728 SCR Report PAYUNSHT  dholth 04/07/2008 2:51.00PM COT Success  Posted Details
E\T&ZU'LTO%"‘:E ez 1664727  SQR Report PAY003 dholth  04/07/2008 24303PM CDT Success  Posted  Details
— Forgot My Password 1664726 SOR Report PAY003 dholth  04/07/2008 2:4115PM CDT Success Posted Details
:w 1664723 PSJob PAYCONE dholth  04/07/2008 2:39:50PM CDT Success  Posted Details
~ Whatis lv UserID? 1664656 Application Engine SSF_PAYCNFR dholth  04/04/2008 3:03:19PM CDT Success  Posted Details
Then Click on AView Log/ Tracebo

Then view .stdout file to make sure job data was successfully created and it
shows the number of students processed

PeopleTools £.49.09 - Application Engine Serwver
Copyright (c) 1388-2008 PeopleSoft, Inc.
211 Rights Reserved

PSAESRYV started service regquest at 14.17.53 2008-05-1&

Program: '35F POIJOB_A' starting. (14846,31)

PSAESEV.3160 (18) [05/16/08 14:18:06 ChkReStatusl] (0) RunfeProglhsync status —— Appl:
Warning -- Benefit System not unigue for current jobs with same Benefit Record Numb¢
Job data successfully created for EMPLID: , EMPL RCD: 501. (14840,126)

Commit Performed. (14840,127)

Warning -- Head count of 2 exceeds maximum head count of 1 for position. (1000,156)
Warning -- Benefit System not unigue for current jobs with same Eenefit Record Numb¢
Job data successfully created for EMPLID: , EMPL RCD: 501. (14840,126)

Commit Performed. (14840,127)
Humber of students processed: 2. (l14846&,35)
Humber of students skipped: 0. (14846, 36)

Program: '53F POILJUE_A' ending. (14846,32)
Lpplication Engine program 55F POIJCE R ended normally

PSAESREV completed service reguest at 14.18.22 2008-05-1&

It is very important to review this file to make sure all job data was successfully
created. If there is a student skipped in this step, you may want to submit a
remedy ticket. This step has been troublesome for us in the past.
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5. Request Payroll Interface

Student Financials A Refunds A Process Batch Refunds A Request Payroll

Interface

Enter a Run Control ID

CUNGEL )

[> Workforce Development »
[» Organizational Development

[ Enterprise Learning
> Workforce Monitaring Request Payroll Interface

> Pension Enter any information you have and click Search. Leave fields blank for 3 list of all values
[» Campus Community
[ Student Recruiting ‘( Find an Existing Value Y Add a MNew Value \

[+ Student Admissions

I Records and Enraliment
[> Curriculum Management Run Control ID:‘ begins with v ”l |
[- Financial Aid

+ Btudent Financials
[ Tuition and Fees Search Clear | pasic Search [E) Save Search Criteria

[> Charges and Payments
[+ Bill Customers
[> Cashiering
[ Payment Plans
[» International Health
Coverage
=~ Refunds
= Process Batch Refunds
— Create Refunds
Review Batch Refunds
- Review Batch
Messages
— Report Batch Refunds
— Report Batch
Messages
— Reguest Student Job
Data
— Request Payroll
Interface

Find an Existing Value | Add a New Value

Enter Business Unit
Enter or search for correct Batch ID
Enter todaybés date as Pay

Click ARuno

Per

od

End

14

Dat e



> Workforce Development
> Qrganizational Development
> Enterprise Learning
» Workforce Monitering
> Pension
» Campus Community
» Student Recruiting
» Btudent Admissions
> Records and Enrollment
> Curriculum Management
> Financial Aid
7 Student Financials
[> Tuition and Fees
[» Charges and Payments
[» Bill Customers
[» Cashiering
[> Payment Plans
[ International Health
Coverage
= Refunds
< Process Batch Refunds
— Create Refunds
— Review Batch Refunds
— Review Batch
Messages
— Report Batch Refunds
— Report Batch
Messages
— Reguest Student.lob
Data
— Requ
Inte

[» Approve Refunds
[> Reverse and Cancel

DrfimAn

Click n
oNgEC )

» Waorkforce Development
» Organizational Development
» Enterprise Leamning
> Waorlforce Menitoring
> Pension
> Campus Community
> Student Recruiting
 Student Admissions
» Records and Enroliment
> Curriculum Management
> Financial Aid
= Student Financials
[ Tuition and Fees
I» Charges and Payments
[ Bill Customers
[» Cashiering
[ Payment Plans
[» International Health
Coverage
= Refunds
= Process Batch Refunds
— Create Refunds
- Review Batch Refunds
— Review Batch
Messages
— Report Batch Refunds
— Report Batch
Messages
— Request Student Job

- Request Refund
Update
[ Approve Refunds
[ Reverse and Cancel

il

Request Payroll Interface

Run

Run Control ID:  djn ReportManager  Process Monitor

wscot_ @
4 Batch ID: 000000035625  |C
*Pay Period End Date 04/07/201

*Business Unit:

B Save | S\ Return to Search | [=] Motify | [Es Add Up

(0] run process

ﬂ

Process Scheduler Request

User ID: dhalth Run Control ID: djh
Server Name: Run Date: 04/07/2008 El
Recurrence: Run Time: 6:12:06PM Reset to Current Date/Time |

Q

Time Zone:

*Type

Select Description

Process Name
SEF_PAYINTFC

*Format Distribution

Distribution

Process Type

Refund Payroll Interface Application Engine

OK Cancel |

Ok (Enter)

15



Cl i
oL

< Process Scheduler
— System Process
Requests
— Proce: onitor
—Processes
—Jobs
— Schedule JobSet
Definitions
— Recurrences
—Daemon Group
— Batch Timinos
[» Cube Manager
[ Application Engine
[> Query Access Services
1> Integration Broker
[» REN Server Configuration
[ Setup Manager
[ MultiChannel Framewaork
[> Archive Data
1> Data Archive Manager
[ Translations
[- EDI Manager
[» Mass Changes
I Performance Monitor
[ Web Profile
- Forgot My Password
— Obtain a User Account
- Student Center
- Whatis My User ID?
- MyHousing
- Ad Astra Room Scheduler
- Online Admissions
Application
- Careers

c k

Then

on nNnDet ai Isstoview Bracess Detailst h e

proce

Hnme Wurkhst I

e
[ Process List |
User ID: |dholth Q. Type: Last: - Refresh
Server: ¥ | Name: —|Q \natﬁnce:|—| to |—|
Run Distribution N Save On Refresh
Status: Status
Process List z
Select Instance Seq. Process Type Process Name User  Run DatefTime Run Status w
1664771 30R Report FPAY0D3 dholth  04/07/2008 6:27:24PM CDT Success Posted
1664768 PSJob PAYCONE dholth  04/07/2008 6:24:02PM CDT Success Posted
1664766 CoBOL saL PSPPYRUN dholth  04/07/2008 6:21:32PM CDT Success Posted
1664762 PSJob EYLOAD dholth  04/07/2008 6:15:24PM CDT Success Posted
1664761 Application Engine SSF_PAYINTFC dholth  04/07/2008 6:12:06PM CDT Success Pos
1664760 Application Engine SSF_POIJOB_A dholth  04/07/2008 6:09:24PM CDT Posted
1664757 PSJob NDU71SF dhaolth  04/07/2008 5:01 CDT Success Posted
1664755 CoBOL SaL SFPGRPST dholth  04/07/2008 4:21:03PM CDT Success Posted
1664729 P3Job PYLOAD dholth  04/07/2008 3:10:44PM CDT Success Posted
1664728 SOR Report PAYUNSHT dholth  04/07/2008 2:51:00PM CDT Success Posted
1664727 S0R Report PAYDD3 dhaolth  04/07/2008 2:43:03FPM CDT Success Posted
1664726 SQR Report FPAYOD3 dholth  04/07/2008 2:41:15PM CDT Success Posted
Click on AView Log/ Tracebo

Then view .stdout file to make sure refunds were interfaced to payroll

PeopleTool
Copvright
B1]1 Rights

FSRLESEV st

Program:

Humber of

Humber of

Humber of

Program:
Lpplicatio

3 8.49.08 - Application Engine Server
(c) 1383B-2008 PeopleSoft, Inc.
Eeserwved

arted service request at 14.20.09 2008-05-16

'SSF_PAYINTFC' starting. (14846,31)

refunds interfaced to payroll: 2 (14846,41)

refunds skipped: 0 (1484&,42)

addresses updated: 1 (14846&,40)

'55F PRYINTFC' ending. (14846,32)
n Engine program S55F PAYTNTFC ended normally

PFSAESEY completed serwvice reguest at 14.20.17 2008-05-16

Details

Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details

Details
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6. Load Paysheet Transactions

Payroll for North America A Payroll Processing USA A Create and Load
Paysheets A Load Paysheet Transactions

ORACLE’

Menu 2

Home Worklist Add to Favorites Sign out

= Payroll for North America Ead| Main Menu > Pavroll for North America > Pavroll Processing USA >
> Employee Pay Data CAN

I» Employee Pay Data USA ﬁ Create and Load Paysheets Edit "Create ang Load Paysheets” Folder
> Employee Pay Data USF
I Payroll Processing CAN

Create paysheets, load transactions from other sources, and review Ioad resuts.

I Payroll Processing USA ﬁ Create Paysheets ﬁ Create Rapid Entry Paysheets ﬁ Create Contract Additional Pa
I Payroll Processing USF Run a process to create paysheets sy groups in a Create rapid entry payshest tmplates and enter employes Initiate: a process to create contract additional pay records for
> Retroactive Payroll particular pay run hours and amounts. & pay period

> Payroll Distribution

> Pay Period Tax Reports
USA E Load Time and Labor

I> Pay Period Tax Reports Load transactions to paysheets from Time and Labor.

Load Paysheet Transactions E Review Time and Labor Load
Load transactions to paysheets from other sources. Review Time and Labor load and off-cycle data.

> Regulatory Reports CAN

[> Periodic Payroll Events E Paysheet Transactions Report Presheet Audit Report Print Paysheets

CAN Review data loaded into paysheets from the Load Paysheet Create an audit report to verify setup tables and employee Print paysheets for selected parameters.
I Periodic Payroll Events Transactions process. information

USA

> Periodic Payroll Events

E" Print Paysheet Earnings Dist Review Pay Calendars
I U.S. Quarterly Processing Print paysheets for distributed earnings. Review pay calendars or manually build a single calendar.
I> U.8. Annual Processing

I Year-End Processing CAN
[» Transfer Credit
[ Admissions =
(> Global Payroll & Absence
Mgmt
(> Payroll Interface
> Workforce Development
(> Organizational Development
> Enterprise Leaming
[ Workforce Monitoring
[ Pension
[» Camous Community

Populate the left side

Enter the Pay Run ID

Set to Off-Cycle

Set Paysheet Update Source to AOther Sources
Set Process Option to AProcess Transactiono

by

Click ARuno
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ORACLE’

= Create and Load Al
Paysheets b |

— Create Payshests {%
_ Creste Rapid Ent Load Paysheet Transactions

Paysheets o I
— Create Confract Run Control ID:  djh Repori Manager Process Monitor 0

Additional Pay
— Load Time and Labor

eview Time and

Labor Load i
— Paysheet Transactions Pay Run ID: WSC 080407 |
Report
— Presheet Audit Report WsCo40708

Company:

Pay Group:

— Print Paysheets Pey End Date: I:l
— Print Paysheet On or Off-Cycle: EmpliD:

Earnings Dist
— Review Pay Calendars

[ Update Paysheets L]
> Produce Payroll Calculate Options

1

Empl Rca#:

[ Review Processing
Messages Paysheet Update Source:

[+ Produce Checks *Process Option: ‘ Process Transactions @
[» Create Direct Deposits

I Pay Period Reports Separate PayRun ] OK to Pay

[» Create Online Checks

[+ Create Final Checks B save | L Return to Search | [=] Notify | %, Refresh [ExAdd Updats
— Reverse/Adjust

Paychecks
[» Payroll Processing USF
[+ Retroactive Payroll
[> Payrall Distribution
[ Pay Period Tax Reports
USA

Click AOKO to run process

ORACLE’

= Create and Load -~
Paysheets

— Create Paysheets
_ Create Rapid Ent Process Scheduler Request

Paysheets
_ Create Contract UserID: dhalth Run Control ID: djh

Additional Pay
— Load Time and Labot Server Name: Run Date: 04/07/2008 Gl
Recurrence: Run Time: 6:15:24PM Resetto Current Date/Time |

— Review Time and Time Zone: l:IQ
Paveneetn
— Paysheet Transactions

Report Select Description ProcessName  ProcessTvpe  *Tupe *format Distribution
- Eresheet fuditReport | = Load Pavsheets FYLOAD PSJab v | Distribution

— Print Pavsheets
— Print Paysheet
Earnings Dist
— Review Pay Calendars
[» Update Paysheels
[> Produce Payroll
[» Review Processing oK Cancel Refrezh
Messages
[» Produce Checks
[» Create Direct Deposits
[» Pay Period Reports
[> Create Online Checks
[> Create Final Checks
— ReverseiAdjust
Paychecks
[ Payroll Processing LISF
[ Retroactive Payroll
1> Pavrall Nistrihitinn
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Click on nPYik®AiewProbhegsDetails i
\.’UNKJB\:J ﬁ

= Process Scheduler A
— System Process 0
— Process List
/ \
— Processes
- Jobs
- Schedule JobSet User ID: [dhalth U Type: Last: [Days v| Refresh
Definitions
~ Recurrences Server: | Name: L Instance: ‘ | to ‘ |
~ Daemon Group Run Distribution v Save On Refresh
— Batch Timinas Status: Status
b Cube Manager Process List
[» Application Engine
[ Query Access Senvices Select Instance Seq. Process Type Process Hame User  Run Date/Time Run Status W Details
> Integration Broker alatus
I REN Server Configuration 1664771 SOR Report PAYDD3 dholth  04/07/2008 6:27:24PM CDT Success  Posted Details
[» Setup Manager
< Mum?,nannj Framewark 1664768 PSJob PAYCONE dholth  04/07/2008 6:24:02PM CDT Success  Posted Details
I Archive Data 1664766 COBOL SQL PSPPYRUN  dholth 04/07/2008 6:21:32PM CDT Success  Posted Details
[» Data Archive Manager
> Translations 1664762 'Fw—-—. PYLOAD dholth  04/07/2008 6:15:24PM CDT Success  Posted Details
DR 202, 1664761  Applicaion Engine  SSF_PAYINTFC dholth  04/07/2008 6:1206PM CDT Success  Posted  Defalls
[> Mass Changes
> Performance Monitor 1664760 Application Engine  SSF_POIJOB_A dholth  04/07/2008 6:08:24PM CDT Success  Posted Details
[> Web Profile
B e e 1664757 PSJob NDU71SF dholth  04/07/2008 5:01:18PM CDT Success  Posted Details
| W 1664755 COBOL S0L SFPGRPST  dholth 04/07/2008 4:21:03FM CDT Success  Posted Details
- otudent Center
- Whatis Wy User ID? 1664729 PSJob EYLOAD dholth  04/07/2008 3:10:44PM CDT Success  Fosted  Details
—— 1664728 SQR Report PAYUNSHT  dholth 04/07/2008 2:51:00PM CDT Success  Posted Details
- Ad Astra Room Scheduler
- Online Admissions 1664727 SQR Report PAYDD3 dholth  04/07/2008 2:43:03PM CDT Success  Posted Details
w ARRATIR MDD Dannrt DAVANTD Ahnlth NANTMAND T A4-1FDM CNT Curcrnce Dartad Mintaile

Click on the 3" hyperlink to view the .log file to make sure the employees/jobs
were processed

Favorites Center (Alt+C)
View favorites, feeds, and history

= Process Scheduler s
— System Process
Regquests

- Process Detail

— Processes R

_ Jobs Process Name: PYLOAD

— Schedule JobSet ] .
Definitions Main Job Instance: 1664762

— Recurrences |
— Daemon Group

— Batch Timings ;
Batch Timings B 1664762 - PYLOAD Success
b Cube Manager 3 1rr4763 . FYRE PRELO

[> Application Engine [ 1654763 - PYRE PRELOAD Success

I Query Access Senvices [ 1864764 -PSPPSHUP Success el

[+ Integration Broker
[ REM Server Configuration
[+ Setup Manager
[» MultiChannel Framewark
[» Archive Data
[» Data Archive Manager
[> Translations
[» EDI Manager
[» Mass Changes
[» Performance Monitor
[ Web Profile
— Forgot My Password Return
— Obtain a User Account
— Student Center

— Whatis WMy User ID?
— MvHousina
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{C CBL_PSPPSHUP_1776257[1] - Notepad
File Edit Format Wiew Help

Feoplesoft Payroll -- version 9.0
Cogyright (c) 1988-2004 peoplesoft, Inc.
All rRights Reserved

Payroll Transaction Load started for Run: wWSCO80516
at 14:23:41.09.
off-cycle Transaction Load started for Company: WSC
Pay Group: WsC
Pay End Date: 2008-05-16
at 14:23:41.09.
2 employee(s)/job{s) processed.
Payroll Transaction Load ended at 14:23:43.20
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7. Verify Paysheets were loaded (Not required, can be done to confirm

paysheets were loaded)

Payroll for North America A Payroll Processing USA A Update Paysheets A By

Paysheet

ORACLE'

enu -]
~ Update Paysheets
— By Paysheet
— By Payling
— By Payling Earnings

fal] Main Menu > Payroll for North America > Payroll Processing USA >

Update Paysheets

~ ByPaysheetEams
Short Form

~ By Payline Earnings
Security

By Paysheet

Review and update a paysheet

~ By Payline Security
— By Add Balance Page
— Pay Unshest

> Produce Payroll

[ Review Processing
Messages

b Produce Checks

[ Create Direct Deposits

- Pay Period Repors

[ Create Online Checks

[ Create Final Checks

~ Reverse/Adiust
Paychecks

By Paysheet Earns Short Form

Review and update limited paysheet information for an

individual

By Add Balance Page
Review and update payshest page balances.

> Payroll Proced|Intiate @ process to reverse or adjust an individual

> Payroll Distribution
> Pay Period Tax Reports
usA

> Pay Period Tax Reports
> Regulatory Reports CAN

I> Periodic Payroll Events
[N

Enter Company

Enter Pay Group

Enter

Click

ORACLE’

+ Update Paysheets

— By Payline Earnings

— By Paysheet Eamns
Short Form

— By Payline Earnings
Security

— By Pavyline Security

— By Add Balance Page

— Pav Unsheet
[ Produce Payroll
[ Review Processing
Messages
[ Produce Checks
[ Create Direct Deposits
[ Pay Period Reports
[ Create Online Checks
[ Create Final Checks
— Reverse/Adjust
Paychecks
[ Payroll Processing USF
[» Retroactive Payroll
[ Payroll Distribution
[» Pay Period Tax Reports
USA
[» Pay Period Tax Reports
USF
[» Regulatory Reports CAN
[ Periodic Payroll Events

[ Periodic Payroll Events

[ Periodic Payroll Events
USF

todayos

|>

By Paysheet

/

By Payline
Review and update a payine.

and pay end date.

Pay Unsheet

By Payline Earnings Security

Review and update payline earnings by company, paygroup,

Initiste & process to delete paysheets for a particular pay run

dat e

fSearcho

Company:
Pay Group:

Page #:

Pay Period End Date:| =

| Find an Existing Value {_Add a New Value

Wiorklist

By Payline Earnings

/Add to Favorites

Edit "Update Payshests” Folder

Review and update payline earnings detail

By Payline Security

Review and update payline data by company, paygroup, and

pay end date.

aos enteraiy oPer i od

Enter any information you have and click Search. Leave fields blank for a list of all values.

|beginswith V,”wac |Q
|begin5 with v.”wac |Q
v | |<1
O
= & | |

Search | Clear |ElasicSearch B save Search Criteria

__| Find an Existing Value | Add a Mew Value

Sign out

End

21
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Verify Paysheets have been updated

ORACLE’ ﬂ

< Update Paysheets

— By Paysheet
— By Payline
— By Payline Earnings By Paysheet
— By Paysheet Eamns Enter any information you have and click Search. Leave fields blank for a list of all values.
Short Form
- By Payline Earmings | Find an Existing Value {_Add a New Value ',
Security
— By Payline Security 2 .
— By Add Balance Page Company: | beqins with ||WSC |Q
— PayUnsheet Pay Group: |begins with v |[wsc |Q
[> Produce Payroll
> Review Processing Pay Period End Date:| = v|  [o4r0712008 [
Messages
I Producg Checks Off Cycle ? o
[» Create Direct Deposits Page #: | = v| | |
[- Pay Period Reports
[> Create Online Checks
[ Create Final Checks Search | Clear |Elasic Search [E save Search Criteria
— Reverse/Adjust
Paychecks
I Payroll Frocessing USF || Search Results

[- Retroactive Payroll =t |I| 1-3cof3 |I| Tet
E ﬁi”’;!r?o'ﬂ::t;’: orte |Company Pay Group Pay Period End Date Off Cycle ? Page #
Y 2 WSC  04/07/2008

USA WSC ¥ 1
> Pay Period Tax Reports WSC  WSC 04/07/2008 Y 2
USF WSC  WSC 04/07/2008 i 3

[ Regulatory Reports CAN

[ Periodic Payroll Events
CAN

[ Periodic Payroll Events
USA

[ Periodic Payroll Events
USF

[» U.S. Quarterly Processing

[ 115 Annual Processing o

Find an Existing Value | Add a Mew Value

{ Paysheet { One-Time Deductions | One-Time Garmishment | One-Time Taxes | Page Balances
Company: Pay Group: Pay Period End Date:  04/08/2008 Page: 3
Paysheet Details Find  First 108 1 L% Last
Line D EmplRcd#  BenRcdZ Name [CImanual Check [ [=]
1 501 500
Transaction Message Check # Check pvare Total Gross Net Pay

MNo Message Ei

Find | View &ll
AddIE 1 [“] 0K to Pay [l override Hourly Rate [_]No Direct Deposit [] Gross-Up =
Sep Chk # /Reason: RegRt Cd RegHrs OTRtCd OTHrs Hourly Rate Regular Salary
3] ¥ | I @ | || | | |
Earnings BeginEnd Dates *Shift ‘State Locality

(04/0812008 50 ; [04/08i2008 |5 | NiA v| [wo]a  [eRanDFORKQ

Additional Data

CEind [ View sl B2 First o4 Last
*Code Seq # Rate Code Hours Rate Amount

ol [Ja[__Ja =
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Prior to going to the next step of calculating the pay, you can run an audit pre-
calculation to identify any errors that would be encountered before running the
actual process.

Payroll for North America>Payroll Processing USA>Produce Payroll>Pre
calculation Audit Report

[ Precalculation Audit Report |

Fun Comtrol ID: Beport Manager Process Monitor Run
Language: English '+
n |
Pay Fun 1D: PVEC 080407 O Willistan State April 7, 2008
[ | | "
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8. Calculate Pay

Payroll for North America A Payroll Processing USA A Produce Payroll A

Calculate Pay

Lad] Mai

— Precalculation Audit
Report

— Calculate Pay

— Preconfirm Audit
Beport

— Confirm Pay

— Reverse Pay
Canfirmation

— Employees Mot
Processed Report

— Beview Paycheck

— Review Self Service

calculation

E Confirm Pay

ﬁ Produce Payroll

Calculate, review, and confirm a payrol.

ayCﬂRewEw paycheck earnings, tax, and deduction detail i
— Review Payched

Review Paycheck
Review paycheck samings, tax, and deguction details.

Summary

— Update Contract Pay
Actuals

— Review Actuals
Distribution

= Payroll Processing USA >

=l Precalculation Audit Report
Create an audit report to identify errors before running pay

Initiate the Pay Confirmation process.

— Review FL8A Pay Data b Update Contract Pay Actuals

— Distribute Payroll Data
for AP
— Review Payroll
Distribution
— Reverse Time and
Labor
> Review Processing
Messages
[» Produce Checks
(- Create Direct Deposits
[ Pay Period Reports
[> Create Online Checks
[> Create Final Checks

— Drusnrenlh et

each pay period

Enter Pay Run ID
Set to Off-Cycle

Uncheck
defaulted to checked

Make sur e

Click ARuUnN

o

= Distribute Payroll Data for AP
Frepare payroll distribution data for AP extract

APr el

On |

Run a process to update contract actuals accumulators after

mi

y

E" Calculate Pay
Inttiate the Pay Calculation process

E Reverse Pay Confirmation
Initiate the Pay Unconfirm process.

E Review Self Service Paycheck

\

Review self-service paychecks by employes.

Review Actuals Distribution

ﬁ“ Review Payroll Distribution
Review payroll distribution to AP/GL.

nary Cal

Cadleduol

Review eamings, tax, and deduction distribution details,

cul

Edit "Produce Payroll” Folder

Preconfirm Audit Report

Create an audt report to identify errors before running pay
confirmation

E Employees Not Processed Report
Create a list of employees that were bypassed for payroll
processing

E Review Paycheck Summal
Review paycheck eamings, taxes, and deductions on a single
SUMMary page.

Review FLSA Pay Data
Review earnings details used to calculate the FLSA rate.

E" Reverse Time and Labor
Reverse effect of Pay Confirmation on Time and Labor Payable
Time when a reversal was confirmed

ation Runo,

asecWeekedNee

24
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CONKECT
porw & o

= Produce Payroll
— Precalculation Audit

— Preconfirm Audit
Report

— Confirm Pay

— Reverse Pay
Confirmation

— Employees Not
Processed Report

— Review Paycheck

— Beview Self Service
Baycheck

— Beview Pavcheck
Summary

— Update Contract Pay
Actuals

— Review Actuals

Distribution —

— Review FLSA Pay Data
— Distribute Payroll Data
for AP
— Review Pavroll
Distribution
— Reverse Time and
Labor
[ Review Processing
Messages
[> Produce Checks
[+ Create Direct Deposits
- Pay Period Reports
[» Create Online Checks
[» Create Final Checks
— ReverselAdjust

Daurharks

Cli
“org)

= Process Scheduler
— System Process
Requests
— Process Monitor
— Processes
Jobs
— Schedule Job3et
Definitions
— Recurrences
— Daemon Group
— Batch Timings
I> Cube Manager
[» Application Engine
[> Query Access Services
1> Integration Broker
[ REM Server Configuration
[> Setup Manager
1> MultiChannel Framework
[> Archive Data
[> Data Archive Manager
I Translations
I> EDI Manager
[» Mass Changes
1> Performance Monitor
[> Web Profile
— Forgot My Passwaord

c k

B3

Pay Calculation
Run Control ID:  djh Report lanager Process Monitor R
or .
Pay Run ID: WSC 080407 |Q, Company: ]
WSC040708 Pay Group: L]
On or Off-Cycle: offCycle ] Pay End Date: l:|
Process:
Page # l:l Thru: l:l
] Preliminary Calculation Run [ Transfer Calc Errors
(= Only Calculate Where Needed
C (Re)Calculate All Checks
& save | QuRetum to Search | (=] Hotity | EaAdd | B upate
~ . N .
on fAiDetail so to view

t

he

Process

New Window

HDmE WDrL’IIst Add to H

~
| Process List
User ID: | dholth Q. Type: Last: Refrash
Server: Hame: @, Instance: to
Run Distribution v [¥] save On Refresh
Status: Status
Process List
Select Instance Seq. Process Type Process Name User Run Date/Time
1664771 SQR Report PAY003 dholth  04/07/2008 6:27:24PM CDT Success
1664768 P3Job PAYCONF dholth  04/07/2008 6:24:02FM C
1664766 COBOL SQL PSPPYRUN dholth  04/07/2008 &:21:32PM Cl
1664762 P3Job EYLOAD dholth  04/07/2008 6:15:24FM CDT Success
1664761 Application Engine SSF_PAYINTFC dholth  04/07/2008 6:12:06PM CDT Success
1664760 Application Engine SSF_POIJOB_A dholth  04/07/2008 6:09:24FPM CDT Success
1664757 P&Job NDUT715F dholth  04/07/2008 5:01:18PM CDT Success
1664755 CoBOL 3QL SFPGRPST dholth  04/07/2008 4:21:03FM CDT Success
on AView Log/ Traceo t

N_1776259[1] - Notepa

File Edit Format View Help

peoplesoft Payroll -- version 9.0
Copyright (c) 1988-2004 Peoplesoft, Inc.
411 rRights Reserwved

off-Cycle Calculation started for Run: WsSCOB0516

at 14:27:57.95.

Calculation started for Company: wWsC

at 14:27:58.70.

Pay Group:

W5C

Pay End Date: 2008-05-16

2 «check(s) to calculate.
start employee processing at 14:27:59.11.
Calculation ended at 14:28:04.70.

Run Status

Distribution
Status

Fosted

DT Success Pos

Posted
Fosted
Posted
Fosted
Posted

(0] \'

Details

Details
Details
Details
Details
Details
Details
Details

Details

i ew

t he
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9. Confirm Pay

Payroll for North America A Payroll Processing USA A Produce Payroll A
Confirm Pay

COMECT

Menu
- Produ roll
— Precalculation Audit

Report

— Calculate Pay

— Preconfirm Audit
Report

— Confirm Pay

— Reverse Pay
Confirmation

— Emplovees Not
Processed Report

— Review Paycheck

— Review Self Service
Paycheck

— Review Paycheck
Summary

— Update Contract Pay
Actuals

— Review Actuals
Distribution

— Review FLSA Pay Data

— Distribute Payroll Data

E" Precalculation Audit Report

calculation.

|
| Confirm Pay
Initiate the Pay Confirmation process.

Review Paycheck
Review paycheck earnings, tax, and deductio

b | Update Contract Pay Actuals

Run a process to update contract actuals accumulato

Main Menu > Payroll for North America > Payroll Processing USA =

ﬁ Produce Payroll

Calculate, review, and confirm a payroll

Create an audit report to identify errors before running pay

E" Calculate Pay

Initiate the Pay Calculation process

E" Reverse Pay Confirmation
Inttiate: the Pay Unconfirm process.

E" Review Self Service Paycheck
Review self-zervice paychecks by employee.

E" Review Actuals Distribution
Review earnings, tax, and deduction distribution details.

VWorklist Add to Favorites

Edit "Produce Pi

Preconfirm Audit Report
Create an audit report to identify errors before ru
confirmation

Employees Not Processed Report
Create a list of employees that were bypassed fi
processing

Review Paycheck Summai
Review paycheck arnings, taxes, and deductior

summary page.

Review FLSA Pay Data
Review earnings details used to calculate the FL!

for AP each pay period
— Review Payroll
Distribution
— Reverse Time and = Distribute Payroll Data for AP Review Payroll Distribution = Reverse Time and Labor
Labor Prepare payroll distribution data for AP extract. Review payroll distribution to AP/GL. Reverse effect of Pay Confirmation on Time and |
> Review Processing Time when a reversal was confirmed
Messages

[: Produce Checks

[> Create Direct Deposits

[» Pay Period Reports

[: Create Online Checks

[> Create Final Checks

— Reverse/Adjust
Paychecks

Enter Run Control ID
Enter in left side again

Enter Pay Run ID

SelecCyiaDeED

Click

~ by

ARuNO

26



WVKIBK_.;J

= Produce Payroll

— Precalculation Audit
Report
— Calculate Pay
— Preconfirm Audit
Repor

Confirm

— Reverse Pay
Confirmation

— Emplovees Not
Processed Repart

— Review Paycheck

— Review Self Senice
Paycheck

— Review Paycheck
Summary

— Update Contract Pay
Actuals

— Review Actuals
Distribution

— Review FLSA Pay Data

— Distribute Payroll Data

ﬂ

]

{ Pay Confirmation

Run Control ID:  djh Report Manager Process Monitor AT

WSC 080407 |Q

WSC040708

or

Pay Run ID: Company:

[]
[

Pay Group:

On or Off-Cycle: Pay End Date:

Process:

L]
page #: [ ] me [ ]
or

All Reversals/Adjustments

for AP

— Review Payroll
Distribution

— Reverse Time and
Labor

[» Review Processing
Messages

[» Produce Checks

[ Create Direct Deposits

[» Pay Period Reports

[» Create Online Checks

Cl

o)

= Produce Payroll
— Precalculation Audit
Report
— Calculate Pay
— Preconfirm Audit
Report
nfirm
— Reverse Pay
Confirmation
— Employees Not
Processed Report
— Review Paycheck
— Review Self Service
Paycheck
— Review Paycheck
Summary
— Update Contract Pay
Actuals
— Review Acluals
Distribution
— Review FLSA Pay Data
— Distribute Payroll Data
for AP
— Review Payroll
Distribution
— Reverse Time and
Labor
[ Review Processing
Messages
[» Produce Checks
[» Create Direct Deposits
> Pay Period Reports
[» Create Online Checks
[» Create Final Checks
— Reverse/Adjust
Paychecks

1

Bl Save | 4 Return to Search | [=] Motify | B Add Update.

un

process

Home Add to Favorites

New Window | Help

Process Scheduler Request

User ID: dholth Run Control ID: djh

Server Name: Run Date: 04/07i2008

Recurrence: Run Time: 8:24:02PM Resetto Current Date/Time |
Time Zone: Q

Select Description Process Name Process Type Type *Format Distribution
Pav Confirm (PNA) PAYCONF PSJob Distribution

Cancel
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Cl i

CONEC)

= Process Scheduler A
- System Process )
Requests
Processes
—dobs
— Schedule JobSet
Definitions
— Recurrences
— Daemon Group
— Batch Timings
I> Cube Manager
I» Application Engine
[ Query Access Semvices
I> Integration Broker
[- REM Server Configuration
I> Setup Manager
[ MultiChannel Framewark
[> Archive Data
I» Data Archive Manager
[> Translations
I» EDI Manager
[- Mass Changes
I> Performance Monitor
[ Web Profile
— Foraot My Password
— Obtain a User Account
— Student Center
—Whatis My UserD?
— MyHousing
— Ad Astra Room Scheduler

ck o

n

t he

APAYCONFO

hyperl ink

t

0]

\Y

_ ome Wnr t l

Process List

User ID:

Server:

Run
Status:

dhalth G, Type:

| Name:

Status

Process List

Select Instance Seq. Process Type

T
C, Instance: to

[ &

Process Name User

1664771 SQRReport PAY003 dholth
1664768 TPETOET——===ji PAYCONE dhalth
1664766  COBOLSQL PSPRYRUN  dholth
1664762 PSlob PYLOAD dholth
1664761 Application Engine  SSF_PAYINTFC dhalth
1864760 Application Engine  SSF_POIIOB_A dhalth
1864757 PSlob NDUZ1SE  dhalth
1864755 COBOLSQL SFPGRPST  dhalth
1664729 PSlob PYLOAD dholth
1664728 SORReport PAYUNSHT  dhalth

Save On Refresh

Run Date/Time

04/07/2008 6:27:24PM COT
04/07/2008 6:24:02PM COT
04/07/2008
04/07/2008
04/07/2008
04/07/2008
04/07/2008
04/07/2008
04/07/2008
04/07/2008

6:21:32PM COT
6:15:24PM COT
6:12:06PM CDT
6:09:24PWM CDT
5:01:18PM CDT
4:21:.03FM CDT
310:44PWM COT
2:51:.00FM CDT

Run Status

Success
success
success
Success
Success
Success
Success
success
Success

Success

Distribution
Status
Posted

Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted
Posted

Details

Delails
Details
Details
Details
Details
Details
Details
Details
Details

Details

Click on the 2" hyperlink to view the .log file to make sure checks were

calculated

CONKIEQ] ﬂ

=~ Process Scheduler
— Systern Process
Requests
10
Processes
—.Jobs
— Schedule JobSet
Definitions
— Recurrences
— Daemon Group
— Batch Timings
[ Cube Manager
[ Application Engine
[» Query Access Senvices
[+ Integration Broker
[ REM Server Configuration
[» Setup Manager
[> MultiChannel Framework
[> Archive Data
[» Data Archive Manager
[> Translations
[ EDI Manager
[- Mass Changes
[ Performance Monitor
[> Web Profile
- Forgot My Password
- Obtain a User Account
- Btudent Center
- What is My User [D?
- MyHousing

- &d Actra Panm Srhadular

itor

Process Name:

Main Job Instance:

Process Detail

PAYCONF

1664768

& 1664763 - PAYCONF Success

3 1564769 - PSPCNFRM Success

3 1564770-TL PAY REVRS Success

Return |

—

Main Content
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I CBL_PSPCNFRM_1776263[1] - Notepad

File Edit Format View Help

Peoplesoft Payroll -- version 9.0
Cogyright (c) 1988-2004 Peoplesoft, Inc.
A1l rRights Reserwved

off-cycle Confirmation started for Run: WSC0B0516
at 14:29:44.35.
Confirmation started for Company: WsC
Pay Group: WsC
Pay End Date: 2008-05-16
at 14:29:44, 55,
2 check(s) calculated.
start employee processing at 14:29:46.16.
Commit processed at 14:29:47.10.
Confirmation ended at 14:29:47,21.
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10. Print Checks

Payroll for North America A Payroll Processing USA A Produce Checks A Print

Checks

Home

fadl 1Main Menu for North America > Payroll Processine

— Create Paychecks PDF @ Produce Checks
— Reprint Checks
— Check Reqgister

Py

— Emplovee Check Info E Print Checks FE Create Paychecks PDF Reprint Checks
Report Print paychecks and accompanying check stubs. Print paychecks and accompanying check stubs. Set override

— Create SIf Svc Manual for self-service check avaiabity.
Checks

[ Create Direct Deposits

[» Pay Period Reports E Check Redqister Employee Check Info Report E Create SIf Srvc Manual Checks
I Create Online Checks Create a list of checks produced in a patfiglilar pay run Create a report containing selected employse check
[> Create Final Checks information
— Reverse/Adjust
Paychecks

[ Payroll Processing USF

[ Retroactive Payroll

[> Payroll Distribution

> Pay Period Tax Reports
USA

> Pay Period Tax Reports
USF

> Regulatory Reports CAN

[ Periodic Payroll Events

CAN
> Periodic Payroll Events
UsA

[ Periodic Payroll Events

Enter a Run Control ID
Enter Pay Run ID

Check-Cygotl £0

—LM@SE_&LDle&' heck inf Run Control ID: ~ djh ReportManager ProcessMonter _ A1 _|

Repon
— Creafte SIf Srve Manual
Checks
[+ Create Direct Deposits:
> Pay Period Reponts

[+ Create Online Checks
b Craats Final Chacks Pay Run ID: lvsc n80407/@, Company: ]
- st WSC040708 or Pay Group:
[+ Payroll Processing USF .
T cle Pay End Date: 1
O On-Cycle @DI'I'-C]N:IQ C)Both Process Page: | | Thiru: | I

[ Payroll Distribution
[» Pay Period Tax Reports

UsA
> Pay Period Tax Reporis CheckiAdvice Numbers
USF

e S—

I Regulatory Reports CAN Starting Humber:
 Periodic Payroll Events
CAN

[* Periodic Payroll Events

Usa
[+ Periodic Payroll Events & Save .Q\Feuwnm.'seuﬂl
USF _,

I» .S, Quarterly Processing
I» 5. Annual Processing
> Year-End Processing CAN
[ Transfer Credit
I Admissions
© Global Payroll & Absence

Reprint paychecks and accompanying check stubs.

Create self-service paychecks for manual checks

Edit "Produce Checks” Folder
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Populate Type of Printer, Format of HP, and Output Destination as follows:

\MPI\BSC-CHECKS

\WMPI\LRSC-CHECKS

\MPI\MISU-CHECKS

\MP1\MISU-B-CHECKS

\MPI\DSU-CHECKS

\MPI\WSC-CHECKS

\WMPI\UND-CHECKS

\MPI\NDSU-CHECKS

\MPI\NDSSS-CHECKS

\MP1\WVCSU-CHECKS

\MPI\MASU-CHECKS

— Reprint Checks
— Check Reaister
— Emplovee Check Info
Report
— Create SIf Srve Manual
Checks
[ Create Direct Deposits
[ Pay Period Reports
[> Create Online Checks
[> Create Final Checks
— Reverse/Adjust
Paychecks
[ Payroll Processing USF
[ Retroactive Payroll
[> Payroll Distribution
[- Pay Period Tax Reports
USA
[> Pay Period Tax Reports
USF
[- Regulatory Reports CAN
[ Periodic Payroll Events
CAN

Process Scheduler Request

User ID: dhaolth Run Control ID: djh
Server Hame: Run Date: 04/28/2008 El
Recurrence: Run Time: 2:57:56FM Resetto Current Date/Time |

Time Zone: [ &

Process List

Select Description Process Hame Process Type *Type *Format Output Destination

oK Cancel

Once process has gone to success, checks should be printing out on the printer
designated to print checks.
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file://MP1/BSC-CHECKS
file://MP1/LRSC-CHECKS
file://MP1/MISU-CHECKS
file://MP1/MISU-B-CHECKS
file://MP1/DSU-CHECKS
file://MP1/WSC-CHECKS
file://MP1/UND-CHECKS
file://MP1/NDSU-CHECKS
file://MP1/NDSSS-CHECKS
file://MP1/VCSU-CHECKS
file://MP1/MASU-CHECKS

11. Request Refund Update

Student Financials A Refunds A Process Batch Refunds A Request Refund
Update

Performance Trace

bad] Wain N ent Fin d

— Review Batch Refunds ﬁ Process Batch Refunds Edit "Process Batch Refunds” o
— Review Batch
Messages
— Report Baich Refunds E Create Refunds E Review Batch Refunds E Review Batch Messages
— Report Batch Define parameters and create batch refunds for customers. View results of the batch refund process. View warnings or errors generated during the batch refur
Messages process.
— Request Student.Job
Data
— Request Payroll Report Batch Refunds Report Batch Messages E Request Student Job Data
Interface Generate a report listing all refunds processed within a Generate a report listing all messages for a specified batch ID. Run the process to create student job data for payroll
— Reqguest Refund specified Batch ID. refunding.
Update
> Approve Refunds
[> Reverse and Cancel E Request Payroll Interface
Refunds Run a process to interface refunds with Payroll for North
[> Electronic Payment America.
Refunds
> AP Refunding
> Reports
— Student Refund
— Corporate Refund
— Refund with Exira -
Amount
— Designate Sponsor
— Designate Corporate
Sponsor
— Review Student by ID

— Pouiows Shidant b Mate

Define general parameters for batch refund processing and review results.

Request Refund Update

Run the process to update refunds ith check information.

Enter a Run Control ID
Enter Business Unit

Enter Batch ID

Enter Pay Period End Date

Click fnRunbo

CDNIGBE[

< Process Baich Refunds |~
- Create Refunds b |
Review Baich Refunds
Review Batch Request Refund Update
Messages

— Report Batch Refunds 1
— Report Batch Run Control ID:  djh ReporiManager ~ Process Wonitor un
Messages

— Request Student Job
Data
— Request Payroll *Business Unit:

Interface

Refund Batch 1D 000000035625 a
[ Approve Refunds Pay Period End Date 04/07/2008 |3,

[» Reverse and Cancel
Refunds

[ Electronic Payment
Refunds

[ AP Refunding

[ Reports

— Student Refund

— Corporate Refund

— Refund with Extra =
Amount

-~ Designate Sponsor B zave I £\ Return to Search | [=] Notify |

— Designate Corporate
Sponsor

— Review Student by ID

— Review Student by Date

— Review Sponsor
Refunds by ID

— Review Sponsor
Refunds by Date
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Click AOKO to run process

COM(CT
Home Performance Trace

< Process Batch Refunds
— Create Refunds
— Review Batch Refunds
— Review Batch
Messages
— Report Batch Refunds

— Report Batch
Messages Server Name: RunDate:  |04/2212008 [El
~ Request Student Job
Data Recurrence: Run Time: 11:05:13AM Resetto Current Date/Time |

|

Process Scheduler Request

User ID: dholth Run Control 1D: djh

— Request Payroll .
Request Payroll Time Zone: I:IQ
Interface
Process List

Select Description Process Name Process Type T *Format Distribution

I Approve Refunds Refund Update SSF_PAYCNFR  Application Engine Distribution

I: Reverse and Cancel
Refunds

[ Electronic Payment
Refunds

[ AP Refunding

I> Reports

— Student Refund oK Cancel

— Corporate Refund _I _I

— Refund with Extra -
Amount

— Designate Sponsar

— Designate Corporate
Sponsar

— Review Student bv ID

Click on ADetail s0o next to the process to

Then Click on fAView Log/ Tracebo

Then view .stdout file to make sure refund request was updated
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