
 
 

Add Pay Review Guide 

 
This guide will assist with detailed review of additional pays (add pays) that appear on the Payroll 
Variance Report during payroll processing reviews. 
 
Additional Pay Report 
 
The Additional Pay report shows all additional pays paid from an HR Department ID in which the 
user has access to view. This HR Department ID is listed on the Add Pay Entry page as Pay from this 
Department, as shown below. 
 
Note: This report will not show employees in your area who are receiving additional pays from a 
Department ID you do not have access to view. 
 

 
 
To Run the Report: 

 Log in to PeopleSoft HR   
 Navigate to: Main Menu > OU Main Menu > Payroll > Departmental Payroll > Departmental 

Payroll Reports > Additional Pay 
 Choose and/or create a Run Control ID (Note, you can use the same run control for all 

reports). Click Search/Add to choose the run control. 
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 REQUIRED: Pay Run ID = YYMMDDBIW (Norman) or BWYYMMDD (Health Campus)  
o Example:  260626BIW (Norman) or BW260627 (Health Campus) 

 OPTIONAL: Department = HR Department ID paying from (matching the add pay entry Pay 
from this Department field) 

o Example: ADCTPES (Norman) or ADM304 (Health Campus) 
o Note: if you do not enter anything in the Department field your report will return all 

departments you have access to view 
o Click Run 

 

 Select should be checked. It is recommended to run report using *Format = CSV 
o Click OK to run report 
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 This will return you to the original run page and show you a Process Instance number.  
o Click Process Monitor 

 
 

 Click Refresh until the Run Status = Success and Distribution Status = Posted.  
 Click Details link 

 

 
 

 Click View Log/Trace 
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 Click on the .csv link to download the report 

 
 When you open the downloaded report, choose Don’t Convert to keep leading zeros in 

numbers where necessary. 

 
 

 This will provide the Excel report for review 
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Additional Pay Query – OUDR_ADD_PAY_ALL_SEC 
 
The Additional Pay Query OUDR_ADD_PAY_ALL_SEC will show all add pays using the Employees HR 
Department ID on the Job Record, regardless of the Pay from this Department on the add pay 
entry page.  
 
Note: This report will not show you employees not employed in your department, even if you are the 
Payfrom this Department. 
 
To Run this Query: 

 Log in to PeopleSoft HR 
 Navigate to: Main Menu > Reporting Tools > Query > Query Viewer 
 Search for OUDR_ADD_PAY_ALL_SEC 
 Click Excel 

 

 
 

 Enter Pay Run ID 
o Pay Run ID = YYMMDDBIW (Norman) or BWYYMMDD (Health Campus)  
o Example: 260626BIW (Norman) or BW260627 (Health Campus) 
o Click View Results 

 

 
 

 This will provide the downloaded Excel report for review 
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 Note the following Field Definitions: 
o Dept ID = the Employees HR Dept ID on the Job Record 
o Dept Charged = The add pay Pay from this Department HR Dept ID 

o If these two fields do not match (as example CAH600 & PRV145), the amount of the add 
pay will show in your Oth Dept Add Pay field on the Payroll Variance Report.  

Add Pay Report DiƯerence Example 
 
Since one of these reports runs on the Pay from this Department HR Department ID 
security on the add pay entry (Additional Pay report) and the other from the job HR 
Department ID security (OUDR_ADD_PAY_ALL_SEC) they will balance to diƯerent columns 
of your Payroll Variance Report.  
 
Example Scenario: Employee works in CAH600 and was paid an add pay from PRV145 
 

Payroll Variance Report 
With CAH600 Security 
All add pay will show for 
employing department.  
Payroll Variance Report 
With PRV145 Security 
 
No relevant results 

 
OUDR_ADD_PAY_ALL_SEC 
With CAH600 Security 
This is the correct report for 
employing department. 

 
OUDR_ADD_PAY_ALL_SEC 
With PRV145 Security 
No results  

Additional Pay report  
With CAH600 Security 
 
No results 

 
Additional Pay report  
With PRV145 Security 
This is the correct report for 
paying department. 

 
 


