Payroll Extract by Account Number (Funding)

% The UNIVERSITY of OKLAHOMA

Step \ How to run Payroll Extract by Account Number (Funding)

(Updated 2/15/2021)

Navigation: Main Menu > OU Main Menu > Payroll > Departmental Payroll > Payroll Extract by Acct Nbr

1 In this document, we will discuss how to run the Payroll Extract by Account Number Report. This
report provides the funding information based upon the Financial Org (not HR Dept ID) and
requires the user to have access to the Financial Orgs in PeopleSoft Financials to run the report in
HR. The report will provide each employee being paid with the GL account, chartfield spread, and
gross pay based upon the payroll and Financial Org selected.

Please note, use this guide in conjunction with the Biweekly Coordinator Checklist to assist with
the timing of when to run the Payroll Extract by Account Number Report. This extract can be run
at the same time the Chartfield Register Report can be run.

Biweekly Coordinator Checklist Link https://financialservices.ouhsc.edu/Departments/Payroll-
Services/Payroll-Coordinators

P
2 To run the Payroll Extract by Account Number Report, begin by clicking on the NavBar B to
access the Navigator.
NavBar: Navigator O
Bl Tax Mavigator Interface
©
BOrEHLE e eForm Solutions Setup
Ol MAIN MENU
My Favarites
Manage GT eForms 3.x »
Self Service »
Mavigatar
Workforce Administration »
s
My Team Bensfits »
3 Navigate to Payroll Extract by Account Number Report: Main Menu > OU Main Menu > Payroll >

Departmental Payroll > Payroll Extract by Acct Nbr

Payroll Extract by Acct Nbr
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On the Chart Field Register page if you do not have a current run control, click on the ‘Add a New
Value tab’, enter a new Run Control ID ‘REPORT” in the field and Add. If you have an existing run

control, click on Find an Existing Value and click Search.

Payroll Extract by Acct Nbr

Add a New Value

Find an Exmsting Value | Add o Mew

On Report Request Parameter(s) enter the necessary fields, then click Run. There are two methods

of running this report.
All My Accounts:
1. Enter the Pay Run ID for payroll being processed.
a. Example: Pay Period End Date 1/2/21, BW210102.
2. Report on: Ensure the All My Accounts is marked.
Selected Accounts:
1. Enter the Pay Run ID for payroll being processed.
a. Example: Pay Period End Date 1/2/21, BW210102.
2. Report on: Selected Accounts marked.
3. Enter the Financial Org in the field provided,
a. Note the report is not based upon the HR Dept ID.

b. Rows can be added for multiple department IDs by adding a row [=]

Runou Paysd3x
Run Control ID0 REFORT Report Manager Process Monitor
Languge
Report Request Parameter|s)
Payroll Run Report on
Pay Run ID Pay End Data 2 ) All My Accounts
® zalected Accountis)
Parsonalize | Find | lasg First 1af 1
oRG Dasoription
Save # Relwn o Seanch Previous in Lisl Hialify

Page 2 of 4




Payroll Extract by Account Number (Funding)

(Updated 2/15/2021)
Q' The UNIVERSITY of OKLAHOMA

Ensure the box is checked for the Department Payroll Extract, then OK.

Process Scheduler Request

Ueer ID 530206 Run Control 1D REPORT

Zarver Mama] PENTOMC W f Run Diate | 02152021 n
Racurranca | W | Rumn Timea | 2:01:13AM Re=ml ta Current Date Time
Time Zona
Process List
dnlsot Dwcoripdion Prooass Hams Prooast Type “Typa *Farmat Dieiribution
I D il Payroll Extract PSS I SOR Repar Wab W | [PDF “* | Distrkbusan I

Ok

Canced

—

Click on the Process Monitor link.

Runau Pay543x
Run Contrel I REFPORT Report Manager
Language
Report Request Parametern|s)
Payroll Run Report on
Pay Run ID Pay End Data @ Al My Accounts
BWZIOIOZ | BWE10102 )
- O galacted Account(s)
Parsonalize | Find [ L2] |_-;: First 1o0f1 bk Last
] Desoripticn
Save o Relwn 1o Seanch Previcus in List Halify b Add

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

| Process List | Server List
View Process Request For
User 1D | 530208 Q, Type w Last - 1 Days -
Server A Mame =1 Instamce From Instance To Report Manager
Run Status ~ Distribution Status ~ Save On Refresh
Frocess List
H Q 1w Wiew Al
Select Instance Seq. Process Type Process Name User Run Date/Time Fun 5tatus gi;:j:mm" Details
357342 SR Report PaYH4IMW 530208 0215/2021 8:01:13AM CST Success Posted | Dietails |
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Under Process detail, click on the View Log/Trace link.

Run Control ID REPORT
Location Server
Server PSNTOKC

Recurrence

Date/Time

Request Created On 02162021 9:01:26AM CET
Run Anytime After 02/15/2021 9:01:13AM CST
Began Process At 02/152021 9:01:41AM CST
Ended Process At 02/152021 9:01:554M CST

Process Detail

Type SR Report

Description Departmentsl Payroll Extract

Process
Instance 357342
Name PAYS4INW
Run Status  Success Distribution Status Posted
Run

Update Process

Hold Request
Queue Request
Cancel Request
iDelete Request
Re-send Content Restart Request

Actions

Parameters Transfer

10

Click on the PDF to download the Payroll Extract by Account Number Report.

View Log/Trace

Report

Report I 3255 Process Instance 357342
Hame PAY/S4INW Process Type S0R Report
Run 5Status Success

Departmental Payroll Extract

Digtribution Details

Help

Distribution Node HCFPRD Expiration Date | 02/22/2021
File List
Hame File Size [bytes) Datetime Created
PAYS4INWN_35T342.PDF 3,760 02/15/2021 9:01:55.396851AM CST
PAYE4INW_357342 out 4,406 0201572021 9:01:55.395651AM CST
S0R_PAYS4INW_357342 log 1,066 02/15/2021 0:01:55.208851AM CST
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