Employee Time Summary Report
(Updated 1/13/2021)

% The UNIVERSITY of OKLAHOMA

Step How to run Employee Time Summary Report (ETR)

Navigation: Main Menu > OU Main Menu > Payroll > Departmental Payroll > Departmental Payroll Reports >
Employee Time Summary

1 In this document, we will discuss how to run the Employee Time Summary Report. This report shows
what was transferred to PeopleSoft from TAL to be paid.

Please note, use this guide in conjunction with the Biweekly Coordinator Checklist to assist with the
timing of when to run the Employee Time Summary Report to ensure payroll processing accuracy.
Biweekly Coordinator Checklist Link https://financialservices.ouhsc.edu/Departments/Payroll-

Services/Payroll-Coordinators

2 To run the Employee Time Summary Report, begin by clicking on the NavBar m to access the
Navigator.
MNavBar: Navigator ﬂ-
- Tax Mavigator Interface
Pty 2eh eForm Solutions Setup
OU MAIN MENU
My Favaorites
Manage GT eForms 3.x b
Self Service %
Mavigatar
Workforce Administration %
My Toam Benefits %
3 Navigate to Department Chartfield Register: Main Menu > OU Main Menu > Payroll > Departmental
Payroll > Departmental Payroll Reports > Employee Time Summary
Employee Time Summary
Find am Exlzting \alue
Search Criteria
Search by: Run Congol IDbegins wilt
Ocase sensitive
Sear fid i
Exie |l
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On the Chart Field Register page click on the ‘Add a New Value tab’ if you don’t already have a run
control, enter a new Run Control ID ‘REPORT” in the field and Add. If you have an existing Run Control,
click search on Find an Existing Value tab.

Employee Time Summary

an Exsling Value Add a Hew valug

On Acct Cd Spread enter the necessary fields in steps 1-3, click Run.
1. Enter the Pay Run ID for payroll being processed.
e Example: Pay Period End Date 1/2/21, BW210102.
2. Enter HR Dept ID in the Department field.
e Example: Department ADM301

3. Rows can be added for multiple department IDs by adding a row EI

Empéoyes TIme Summary

Run Cantrol I RERORT Feport Manager Frocess Monitor A

Language
Report Request Parameten(s)
Om-Cycle Run
Pay Run ID 1 a
Departments
Personalize | Find | L2371 s First 1of1 b Last
Jat I Daparimeand Do pdian
1500MR  [@ A, EI -

Ensure the box is checked for the OUETRSUM. You can choose Format PDF or CSV (for excel), then OK.

Process Scheduler Request
Saved
Lteer D 530208 Run Contrel ID REPORT
Zarver Mamaj PENTORC W | Run Dabs | 011132021 n
Racurrancs| W | Run Times | S:30:57P8 Resel to Current Date Time:
Time Zona

Progess List

dslsct Dwcorpiion Prooscc Hama Procecc Type *Typa *Format Déctribution
OUETRSUM OUETRSUM SOR Repart el e FOF ¥ | Distributiaon

e Cance!
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Click on the Process Monitor link.

Acct Cd Spreads

Run Control I REFORT

Report Request Parameters

Pay Run I0: BWZI010Z |8 mweios
Department From: [ADME01 4 Firaria
Department To:  [ADMI0T ! Firer
Payroll Cycle
) on-Cycle O ofr-Cycls
Save I Relwn o Seanch Halify

a2
[ P p—
1| Services
) Batn
* Add

Click on Refresh till the process shows Run Status ‘Success’ and Distribution Status ‘Posted.’ Then click

on Details link.

View Process Request For

| Process List | Server List

User ID | 530208 Q Type A Last ~ 1| | Days v Refresh
Server o Name Q | Instance From Instance To Repart Manager
Run Status ~ Distribution Status ~ Save On Refresh
Process List
B Q 1-6of6 W Wiew A
Select Instance Seq. Process Type Process Name User Run DateTime Fun Status gi::j:mm" Details
343353 SOR Report OUETRSUM 520208 01/113/2021 5:30:57PM CST Success Posted
Under Process detail, click on the View Log/Trace link.
Process Detail
Process
Instance 343383 Type S0R Report
MHame OUETRSUM Description OUETRSUM
Run Status  Success Distribution Status Posted
Run Update Process
Run Control ID  REPORT Hald Request
. Queue Request
Location Server
Cancel Request
Server PSNTOKC Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 01132021 5:31:35PM CST Parameters Transfer
Run Anytime After 01/13/2021 5:30:57PM CST Message Leg
Began Process At 011132021 5:31:55FPM C5T
Ended Process At  01/13/2021 5:32:00PM C5T
OK Cancel
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Click on the You can use the PDF/CSV file to download the Employee Time Summary.
Employee Time Summary Verifications:

1.
2.

Nousrw

Compare hours to TAL Calculated Timesheet Report.

FMLA/LWOP hours are on the summary (if employee should have NO pay, verify the chartfield
register report doesn’t have gross pay).

Paid Leave Payouts are within the allowed policy amounts and are included for all that are due.
Prior Period Adjustments that were approved during the pay period should be verified.
Terminated employees should not be on the report except for PTO payouts.

Hourly employees should reflect all worked hours.

Submit a Turn Off OK to Pay form to turn off any payments that shouldn’t be paid.

View Log/Trace

Report

Report I 52878 Process Instance 343382
Mame OUETRIUM Process Type S0R Report
Run Status Success

OUETRSUM

Distribution Details

Distribution Node HCFRD Expiration Date | 01/20/2021
File List
Hams File Size (bytes) Datetime Created
OUETRSUM_343363.FOF 16,274 01132021 5:32:00.160205PM CST
OUETRSUM_343363.out a7 0111372021 5:32:09.160305PM CST
S0R CUETREUM_243353 kg 1.956 01/13/2021 5:32:09.160805PM CST
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