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Payroll - PY

Section 1 - PeopleSoft Payroll Overview

Section 1 - PeopleSoft Payroll Overview

There are no exercises in Section 1.

Section 2 - Managing Employee Pay Data
Section 2 - Managing Employee Pay Data
After completing the scenarios within this topic, you will be able to:
e Update an employee’s direct deposit information
e Update an employee's W-4 tax information
¢ Understand the IRS Lock Notice
o Update State taxes for an employee living outside of Texas
e Enter an employee voluntary deduction, including deductions to a charity

e Set up a Vendor garnishment ID, create a garnishment, and enter an employee
garnishment deduction

S2_L1 - Employee Direct Deposit

Section 2 - Lesson 1 - Employee Direct Deposit

Update Employee Direct Deposit
Section 2 - Lesson 1 Exercises - Scenario 1: Update Employee Direct Deposit

Procedure
In this lesson, you will learn how to update direct deposit banking information.

Most of the time, the employee will set up direct deposit using ESS.
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Step Action

1. Note: The PeopleSoft Dashboard (home page) that you see here is for training
purposes only and may display more functionality (menus) than you will see in your
environment.

The view of your home page will vary according to your role.

Favorites . Main Menu .

Home ‘Worklist Add to Favorites Sign out

ORACLE’

Menu T o

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilities

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

2. Click the Payroll for North America link.
[_Payroll for North Americg

3. Click the Employee Pay Data USA link.
Employee Pay Data USA
4. Click the Request Direct Deposit link.
Request Direct Deposil
5. Enter the desired information into the Empl ID field. Enter "00000000015".
Empl ID: |t;e-;ina with vm |
6. Click the Search button.
7. This employee does not have any existing Direct Deposit information in the system.
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Step Action

8. The Effective Date field will default to the current system date (today's date). You
can change this date, if necessary, to show the effective date of the information you
are entering.

9. In this lesson, we want the Direct Deposit information to be effective on April 1,
2015.

Enter the desired information into the Effective Date field. Enter "04012015".

*Effective Date |04/08/2015

10. Click the Status list.
*Status | v|

11. The Status field is used to indicate that the DD information will be Active (or
operational).

12. Click the Active list item.
Active

13. DO NOT USE Suppress DDP Advice Print!

This field is only updated by CPA. This option is selected only when the employee
wants to receive his/her pay advice electronically through an ePay self-service
transaction.

14. Use the Bank ID lookup to select from the the list of existing banks for Direct
Deposit within CAPPS. (If the bank doesn't exist, you will need to contact CAPPS
Production support in order for it to be added to the list.)

Click the Look up Bank ID (Alt+5) button.

El

15. The employee wants to receive Direct Deposit at the Federal Reserve Bank in
Atlanta, GA.

Click the FEDERAL RESERVE BANK link.
EEDERAL RESERVE BEANH

16. You will not add a New Bank!

If the bank doesn't exist when you look it up (previous step), you will need to
contact CAPPS Production support in order for it to be added to the list.

17. You will not use International ACH Bank Account!

If an employee selects this option through ESS, then his/her direct deposit
capabilities will be disabled.
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Step Action

18. You will not use Prenotification Required!

This field is only updated by CPA.

19. Click the Account Type list.
*AccuuntType| v|
20. Use Account Type to select either Checking or Savings.

Note: Issue Check should never be selected.

Click the Checking list item.
Checking

21. For Deposit Type, an employee will only be able to use Balance of Net Pay.
Also, Direct Deposit is restricted to only one transaction.

Click the Deposit Type list.

*Deposit Type | v|

22. Click the Balance of Net Pay list item.
Balance of Net Pay

23. The Priority field is usually used to indicate which direct deposit is processed first.
Because only one direct deposit is allowed, the allowable entry will be either 1 or
99.

Enter the desired information into the Priority field. Enter "1".
*Priority | |

24. Enter the desired information into the Account Number field. Enter "1234567".
Account Number | |

25. Click the Vertical Scrollbar to scroll down the page.
26. Click the Save button.
217. Congratulations! You have successfully completed this lesson.

End of Procedure.

S2_L2 - Employee Tax Information

Section 2 - Lesson 2 - Employee Tax Information
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Update Employee W-4 Information
Section 2 - Lesson 2 Exercises - Scenario 1: Update Employee W-4 Information

Procedure

In this lesson, you will learn how to update the W-4 Federal Tax information for payroll
processing.

Most of the tax update information will be entered by employees through Employee Self Service.

Step Action

1. Note: The PeopleSoft Dashboard (home page) that you see here is for training
purposes only and may display more functionality (menus) than you will see in your
environment.

The view of your home page will vary according to your role.

Favorites - Main Menu -
Home Worklist Add to Favorites. Sign out

ORACLE’
Menu S av
Search: ®

My Favorites

CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service

Workforce Administration

Benefits

Time and Labor

Payroll for North America

Organizational Development

Set Up HRMS

CAPPS Utilities

Enterprise Components

Worklist

Tree Manager

Reporting Tools

PeopleTools

Change My Password

My System Profile

piff ore.cpa.state.buus: 'psp/HCMTXB/EMPLO s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulaScript_AppHP?pt_fname=HC_MORTH_AMERICAN_F #,100% ~

Step Action

2. Click the Payroll for North America link.

[+ Payroll for Morth Americd

Page 5



CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

Step Action

3. Click the Employee Pay Data USA link.
Employee Pay Data USA

4. Click the Tax Information link.

5. Click the Update Employee Tax Data link.
Update Employee Tax Datd

6. The system opens the Update Employee Tax Data page.
Use this page to enter Search Criteria to locate the appropriate employee record.

Enter "00000000058" into the Empl ID field.
Empl ID: | begins with || |

7. Click the Search button.

8. In order to update Federal Tax Data (W-4) information, you will use the Federal
Tax Data tab.

9. The system will automatically default Tax Marital Status to Single, and
Withholding Allowances to 0 (zero).

If the W4 has different values, then the Federal Withholding Elements section
would be updated to reflect those correct values.

10. To update Tax Data information, add a new row of data.

Click the Add a new row button.

11. The system will populate Effective Date with the current system date (today's date).
You should change this date to show when this new W-4 information will take
effect.

Enter "10142014" into the Effective Date field.
*Effective Date

12. The employee's W4 indicates a Tax Marital Status of Single, and a Withholding
Allowance of 2.

Enter "2" into the Withholding Allowances field.
Withholding Allowances| |
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Step Action

13. If an employee wants to have an Additional Amount or Additional Percentage
taken for Federal Withholding, then enter those values in the appropriate fields.

14. Click the Save button.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

W-4 Lock Notice
Section 2 - Lesson 2 Exercises - Scenario 2: \W-4 Lock Notice

Procedure

In this lesson, you will learn how to update W-4 Federal Tax information due to receiving an IRS
Lock Notice.

Step Action

1. Note: The PeopleSoft Dashboard (home page) that you see here is for training
purposes only and may display more functionality (menus) than you will see in your
environment.

The view of your home page will vary according to your role.
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Favorites .. Main Menu -
Home Workdist Add to Favorites Sign out
ORACLE’
Menu T o
Search: o
®
My Favorites
CAPPS Interfaces
Self Service
Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
Set Up HRMS
CAPPS Utilities
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Change My Password
My System Profile
®100% ~
.
Step Action
2. Click the Payroll for North America link.

[+ Payroll for North Americd

Click the Employee Pay Data USA link.
Employee Pay Data USA

Click the Tax Information link.

ax Informatio

Click the Update Employee Tax Data link.
Update Employee Tax Datd

Enter "00000000043" into the Empl ID field.

Empl 1D: |begin5 with vm

Click the Search button.

Click the second entry for this employee, because he works in Company T52.

Click the 00000000043 link.

To change Federal Tax Data (W-4) information, use the Federal Tax Data tab.
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Step Action

10. To update Federal Tax Data information, add a new row of data.

Click the Add a new row button.

11. The system will populate Effective Date with the current system date (today's date).
You will change this date to show when the IRS Lock Notice information will take
effect.

Enter the desired information into the Effective Date field. Enter "10152014".

*Effective Date [03/24/2015

12. In the Lock-in Letter Details section, click the Expand arrow.

=

13. Click the Letter Received option.
| Letter Received

14. If the value you enter in Limit On Allowances is smaller than what is currently in
the Withholding Allowances field, the system will automatically change that field
to match your new limit value.

Enter "5" into the Limit On Allowances field.

Limit On Allowances |:|

15. Click the Save button.
=| Save

16. The system will generate a message. Click OK to acknowledge this message.

Click the OK button.
[8]:4

17. The system generates a second message. Click OK to acknowledge this message.

Click the OK button.
[8]:4

18. Congratulations! You have successfully completed this lesson.
End of Procedure.

S2_L3 - Employee Voluntary Deductions

Section 2 - Lesson 3 - Employee Voluntary Deductions
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Enter an Employee Voluntary Deduction (College Savings)

Section 2 - Lesson 3 Exercises - Scenario 1: Enter an Employee Voluntary Deduction
(College Savings)

Procedure

In this lesson, you will learn how to enter an employee Voluntary Deduction for payroll
processing.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T av

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Gomponents
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

http://: ore.cpa.state bo.us: 'psp/HCMTXB/EMPLO S/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulaJScript_AppHP7pt_fname=HC_NORTH_AMERICAN_F #,100% ~

Step Action

1. Click the Payroll for North America link.

|- Payroll for North Americd

2. Click the Employee Pay Data USA link.
Employee Pay Data USH
3. Click the Create General Deductions link.
t:[ﬂﬁ]ﬂ Eiﬂ:lﬂ[ﬂ ng ;I.::Iﬂ
4. Enter "00000000023" into the Empl ID field.
Empl ID: | begins with || |
5. Click the Search button.
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Step Action

6. If this deduction does not already exist, then you will Add a new row in the General
Deduction section.

7. Please note that the employee might have had this deduction before, but it has now
ended.

If this deduction already exists in the system, then you will Add a new row in the
Deduction Details section.

8. In this example, the deduction does not exist in the system yet.

Click the Add a new row button.

9. In the Deduction Code field, enter the appropriate code for this deduction.

Click the Look up Deduction Code button.

El

10. Click the Vertical Scrollbar to scroll down this list.

11. Click the TEXAS TUITION PROMISE FUND link.
[[EXAS TUITION PROMISE FUNG

12. The system will populate the Effective Date field the current system date (today's
date). Enter the date on which the deductions will be effective.

Enter "10152014" into the Effective Date field.
*Effective Date: 12121

13. The Calculation Routine value determines how the system calculates the deduction
for this employee.

Click the Calculation Routine list.

*Calculation Routine: | Default to Deduction Table v|
14. Click the Flat Amount list item.
Flat Amount
15. If this is a deduction for a limited time, then enter a value into the Deduction End
Date field.
16. Enter "50.00" into the Flat/Addl Amount field.

Flat/Addl Amount: | |
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Step Action

17. If the employee wants to use a goal amount, enter that value in the Goal Amount
field. Deductions will cease when the Goal Amount is reached.

18. After every payroll, the system will update the Current Goal Balance field with the
total-to-date deductions toward the Goal Amount.

19. Enter "123456" into the Pre Paid Tuition Contract Number field.

Pre Paid Tuition Contract Number: " I

20. Click the Save button.
21. Congratulations! You have successfully completed this lesson.

End of Procedure.

Enter an Employee On-line Charity Deduction

Section 2 - Lesson 3 Exercises - Scenario 2: Enter an Employee On-line Charity
Deduction

Procedure

In this lesson, you will learn how to enter Charity Deductions for an employee that has
transferred.

Step Action

1. In this lesson, you will start on the Create General Deductions page. You can see
the menu path in the breadcrumbs at the top of the screen.
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ORACLE

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

Find an Existing Value

Search Criteria
Empl ID: begins with Vv
Company: begins with v/ @
Name: begins with v
Last Name: begins with v/
Second Last Name: begins with Vv
Alternate Character Name: | begins with v

[include History []Comect History []Case Sensitive

Search Clear |Basic Search (g Save Searcn Criteria

Favorites - Main Menu~ > Payroll for North America ~ > Employee Pay Data USA ~ > Deductions ~ » Create General Deductions

Home ‘Worklist Add to Favorites Sign out

New Window | 55

Step Action
2. Enter "00000000204" into the Empl ID field.
Empl ID: | begins with || |
3. Click the Search button.
4. If the deduction doesn't already exist, you will Add a new row in the General
Deduction section.
5. If the deduction already exists, then review the information under the Deduction

Details section.

If the deduction has ended, you will Add a new row in this section (the Deduction
Details section), instead of in the General Deduction section above.

6. Click the Add a new row button.

7. Click the Look up Deduction Code button.
=

8. Click the CCD008 link.
ECD00g
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Step Action

9. Enter "04152015" into the Effective Date field.
*Effective Date: I I

10. Click the Calculation Routine list.
*Calculation Routine: | Default to Deduction Table v|
11. Click the Flat Amount list item.
Flat Amount
12. Click in the Deduction End Date field.
Deduction End Date: I |
13. The system auto-inserts a Deduction End Date for Charity deductions during open

enrollment.

Through ESS, an employee can change the amount of this deduction, or can stop this
deduction, even outside the open enrollment period.

You can add a Charity deduction only during Open Enrollment.

14. Enter "11302015"into the Deduction End Date field.
Deduction End Date: I I

15. Enter "75.00" into the Flat/Addl Amount field.
Flat/Add! Amount: I |
16. Click the Save button.
17. Congratulations! You have successfully completed this lesson.

End of Procedure.

S2_L4 - Employee Garnishments

Section 2 - Lesson 4 - Employee Garnishments

Set-up Garnishment Vendor
Section 2 - Lesson 4 Exercises - Scenario 1: Set-up Garnishment Vendor

Procedure

In this lesson, you will learn how to create a Garnishment Vendor ID.

NOTE: You must have already created the Vendor ID in TINS.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step

Action

Start by going to the Garnishment Payee Table to add this payee to the system.
NOTE: You must have already created the Vendor ID in TINS.

Click the Set Up HRMS link.

Click the Product Related link.

Click the Payroll for North America link.
Payroll for North Americd

Click the Garnishments link.

Click the Payee Table link.
Payee Tablg

Click the Add a New Value tab.

| Add a New Value |

Click the Look up Set ID button.
=
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Step Action

8. Click the TX052 link.
X053
9. Enter the Vendor ID that was already created in TINS.

In this exercise, you will enter "CO1FLOW-FR" into the Vendor ID field.

Vendor ID:

10. Click the Add button.
11. Enter "Fresh Flowers" into the Vendor Name 1 field.

*Name 1: | |
12. Enter the TINS Number into the Vendor Name 2 field.

This number is 14 characters long.

Enter "00000000099999" into the Name 2 field.

Name 2: [ |
13. Enter "FRESHFLQ" into the ShortName field.
*ShortName:
14. Click the Addresses tab.
Addresses
15. Click the Edit Address button.
Edit Address
16. Enter "12345 Fresh Flower St" into the Address 1 field.
Address 1
17. Enter "Temple" into the City field.
City
18. Click the Look up State button.
Bl
19. Click the Vertical Scrollbar to scroll down this list.
20. Click the Texas link.
lexas
21. Enter "76502" into the Postal field.
Postal| |
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Step Action

22. Click the Look up County button.
El
23. Temple, TX is in Bell County.

Click the TX-BELL link.

24. Click the OK button.

H
-~

25. Click the Save button.

26. Congratulations! You have successfully completed this lesson.
End of Procedure.

Create Employee Garnishment Specs
Section 2 - Lesson 4 Exercises - Scenario 2: Create Employee Garnishment Specs

Procedure

In this lesson, you will learn how to enter Garnishment Spec data.

Favorites . Main Menu ..

Home | Workist | AddtoFavortes | Sign out
ORACLE’

Menu T av

Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

#100% -
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Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Employee Pay Data USA link.
Employee Pay Data USH
3. Click the Deductions link.
Deductions
4. Click the Create Garnishments link.
[Create Garnishmentd
5. Enter the desired information into the Empl ID field. Enter "00000000060".
Empl ID: |t:e-;ina with vm |
6. Click the Search button.
7. The Garnishment Spec Data 1 is where a Garnishment is defined.
8. Enter the desired information into the Garnishment ID field. Enter "CHI001".

*Gamishment ID: | |

9. The system sets the Status to Received. This value will change to Completed once
the garnishment has been satisfied.

10. Use the fields in the Received On area to enter the date and time that you received
the garnishment for support orders from the court or authorized agency.

Enter the desired information into the Date field. Enter "11012014".

Date: [ ]

11. Enter the desired information into the Hours field. Enter "12".

*Hours: |:|

12. Enter the desired information into the Minutes field. Enter "15".

*Minutes: |:|

13. Use the fields in the Respond by area to enter the date and time by which you must
tell the court or authorized agency whether you can comply with the garnishment
order.

For an example, if an employee is no longer employed, you cannot garnish wages.

14. Enter the desired information into the Date field. Enter "11/01/2014".

Date: [ ]
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Step Action
15. Enter the desired information into the Hours field. Enter "12".
*Hours: [::]
16. Enter the desired information into the Minutes field. Enter "15".
*Minutes: |:|
17. Click the Garnishment Type list.
*Garnishment Type: [ writ of Garnishment v
18. Click the Child Support list item.
Child Support
19. You must indicate if this is a Current or Arrears Support Type.
20. The Case Number field is Required. If there is no Case Number enter the Cause
Number here.
Enter the desired information into the Case Number field. Enter "123456789".
*Case Number: | |
21. The Cause Number should be entered if it is provided on the Court Order.
If there is a Cause Number but no Case Number, then enter the Cause Number in
the Case Number field. The Case Number field is a required entry.
22. Enter the desired information into the Court Name field. Enter "TX Court".
*Court Name: [ |
23. The Garnishment Spec Data 2 page enables you to enter information regarding the
payee.
Click the Garnishment Spec Data 2 tab.
| Gamishment Spec Data 2 |
24, Click the Look up Set ID (Alt+5) button.
Bl
25. Click the TX052 link.
X056
26. Click the Look up Vendor ID (Alt+5) button.
Bl
27. Click the TSTVENDOR2 link.

TSTVENDOR2

Page 19



EUT Course

CAPPS HR/PAYROLL @

Centralized Accountmng and Payroll Personnel System

Step Action
28. Click the Look up Location (Alt+5) button.
Bl
29. Click the AUSTIN link.
EOSTIN
30. Click the Look up Remit Address (Alt+5) button.
Bl
31. Click the 1 link.
d
32. Enter the desired information into the Payee Name field. Enter "Ms. V".
Payee Name| |
33. The Garnishment Spec Data 3 page enables you to define deduction information
when deducting from all payrolls.
Click the Garnishment Spec Data 3 tab.
Gamishment Spec Data 3 |
34. Enter the desired information into the Start Date field. Enter "12012014".
Start Date[ ]
35. Enter the desired information into the Garnishment field. Enter "500.00".
Gamishment[ ]
36. The Garnishment Spec Data 4 page enables you to set up deduction calculation
defaults and processing fee defaults.
Click the Garnishment Spec Data 4 tab.
Gamnishment Spec Data 4 |
37. Click the Deduction Calculation Routine list.
*Deduction Calculation Routine| Maximum Allowed hat
38. Click the % DE + Amount list item.
% DE + Amount
39. Enter the desired information into the Flat Amount field. Enter "500".
Flat Amount
40. The Frequency should always be Monthly.
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Step Action

41. Use the fields in the Processing Fees area to establish flat amount or percentage
based fees that are deducted to pay administrative fees to your company and to the
payee, if applicable.

42, Click the Show following tabs button.
Iz

43. The Garnishment Spec Data 5 page enables you to select a Pay Schedule
Frequency.

Click the Garnishment Spec Data 5 tab.

| Garnishment Spec Data 5 |

44. Click the Look up Pay Frequency (Alt+5) button.
El
45. Click the M link.
M
46. The Garnishment Spec Data 6 page enables you to indicate which garnishment

rule governs each garnishment.

Click the Garnishment Spec Data 6 tab.

Garnishment Spec Data 6

47. Use the Law Source field to select the jurisdictional entity (garnish law source) for
the garnishment rule that you are applying.
48. Click the Look up Law Source (Alt+5) button.
El
49. Click the Vertical Scroll bar.
50. Click the TX link.
™
51. The Rule ID specifies the rules that are associated to the garnishment type.
52. Click the Look up Rule ID (Alt+5) button.
El
53. Click the CHILD SUP link.
CHILD SUF
54. The Deductions Allowed in DE Calculation are populated from the DE Definition

the first time the garnishment is calculated/withheld. There is no manual entry.

There is also no entry required in Garnishment Spec 7.
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Step Action
55. Click the Scroll bar.
56. Click the Save button.
57. Congratulations! You have successfully completed this lesson.

End of Procedure.

Enter Employee Garnishment Deduction

Section 2 - Lesson 4 Exercises - Scenario 3: Enter Employee Garnishment Deduction

Procedure

In this lesson, you will learn how to enter a Garnishment Deduction for an employee.

Three items or actions must be completed in order for a garnishment to work in the system:

1. The Garnishment Vendor must exist in the system;

2. The Employee Garnishment Specs must have been created; and

3. The Employee Garnishment Deduction must be entered.

Favorites - Main Menu -

ORACLE’

Menu
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Home Worldist Add fo Favorites Sign out

htp://: ore.cpa.state.b.us3000/psp,

MTXB/EMPLO'

s/WEBLIE_PTPP_SC.HOMEPAGE.FieldFormulaScript_AppHP?pt_fname=HC_MORTH_AMERICAN_F #/100% ~
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Step Action

1. Click the Payroll for North America link.
Payroll for Worth America

Favorites - Main Menu~ > Payroll for North America ~

Home ‘Worklist Add to Favorites Sign out

ORACLE

Payroll for North America
Payroll for North America
[£3]

Maintain employee payroll information, process payrolls, collect taxes and process year-end requirements.

Employee Pay Data USA
tain employee payroll information
reale Additional Pay
equest Direct Deposit
= Update Payroll Opticns
3 More

Pay Period Tax Reports USA

Creale reports to supporl payment of taves afler each pay
period

= Federal Liability by State

&

&

Payroll Processing USA
Manage paysheels, calculate and confirm payrolls, and
ereate checks and advices

[ Reverse/Adjust Paychecks
[ Creale and Load Paysheets
[ Update Paysheets
13 More,
Periodic Payroll Events USA
Review, update, and process periodic payroll funclions
[ Balance Reviews
[ Balance Adjustments

Payroll Distribution
Distribute payroll amounts to General Ledger, Accounts
Payable, and ofhers.

£ Commitment Accounting USA
[ TX Create Document
= TX Inquire/Delete Document
3 More

ﬁ U.S. Quarterly Processing
Creale Quarterly Tax Reporis
[ Define Quarterly Tax Reporting
[ State Quarlerly Wage Reporfing

F=) Local Tax Deposit
=) Tax Deposit Summary
3 More.

ﬁ U.S. Annual Processing

Define and creale Annual Tax Reports
23 Define Annual Tax Reporing
[ Create W-2 Data

[ Audit and Error Reports
5 More.

(£ Quarterly Reports

p:// ore.cpa.state to.us: ‘psc/HCMTXB/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormula.[Script_AppHP?scname=HC_NORTH_AMERICAN_PA  #100% ~

Step Action

2. Click the Employee Pay Data USA link.
Employee Pay Data USH

3. Click the Create General Deductions link.
Creaie General Deducfiond

4. Enter the desired information into the Empl ID field. Enter "000000060".
Empl ID: |begins with vm |

5. Click the Search button.

6. Check to see if there is an existing Garnishment Deduction Code.

In this example, there is only one deduction code existing. However the right arrow
would be used to view additional deductions.
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Favorites - ‘ Main Menu~ > Payroll for North America ~ » Employee Pay Data USA ~ » Deductions ~ » Create General Deductions [z

Home | Workist | AddtoFavortes | Sign out
ORACLE"

New Window | Personalize Page | 5

Create General Deductions

Test Employee DDDD Person ID 00000000060

Company: T52 Texas Baseline Agency 052

General Deduction Find | View Al First ‘4" 10f1'} Last

*Deduction Code: ERSFEE @ eRs Annual Fee HE

Deduction Details Find | View Al First 4’ 1012'" Last

“Effective Date: 1072002014 &= [ Take on all Paygroups

“Calculation Routne: Ded stopped by Self Serv User =) =)
Deduction End Date: EU Deduction Rate or %:

Loan Interest %: Flat/Add| Amount: $3.00

Goal Amount: ‘Current Goal Balance:

This data was last updated by System Data last updated on 09/04/2015

(5] save | [Gh ReturntoSearch | +5 PreviousinList |45 Nextinlist |[Z] Notity || 5] Updateisplay || =] Include History |7 Corect i

#100% ~

Step Action

7. Add a new Garnishment Deduction.

Click the Add a new row button.
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Favorites - Main Menu~ > Payroll for North America ~ > Employee Pay Data USA ~ > Deductions ~ » Create General Deductions
Home Workdist Add to Favorites Sign out

ORACLE
New Window | Personalize Page | 5

Create General Deductions

Test Employee DDDD Person ID 00000000060

Company: 752 Texas Baseline Agency 052

General Deduction Find | view Al First *' 20122 Last
*Deduction Code: @ =
Deduction Details Find | View Al First'*' 1011'} Last
*Effective Date: 10302014 &= [ Take on all Paygroups
Def HE=
“Calculation Routine: efault to Deduction Table v Ded stopped by Self Serv User
Deduction End Date: ] Deduction Rate or %:
Loan Interest %: Flat/Add| Amount:
Goal Amount: Current Goal Balance:
This data was last updated by Data last updated on
[5) save | |[Eh Return to Search | [Z] Notify 21 Include History ||E27 Corect History

#100% v

Step

Action

Enter the desired information into the Deduction Code field. Enter "gar".

*Deduction Code: || |

Click the Look up Deduction Code button.
[

10.

The system finds the GARNSH (Garnishments) Deduction Code.

Click the GARNSH link.

11.

Change the Effective Date to the date on which the garnishment deduction must go
into effect.

Enter "12012014" into the Effective Date field.
*Effective Date: [103072014E3

12.

Because this is a Garnishment, the system automatically populates the Calculation
Routine field with "Default to Deduction Table" and makes this field non-editable.

13.

Click the Save button.

14.

Congratulations! You have successfully completed this lesson.
End of Procedure.
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Section 3 - Payroll Payment Processing Cycle
Section 3 - Payroll Payment Processing Cycle

There are no exercises in Section 3.

Section 4 - On/Off Cycle Payroll Processing Checklists
Section 4 - On/Off Cycle Payroll Processing Checklists
S4 L1 - Validating Pay Calendar

Section 4 - Lesson 1 - Validating Pay Calendar

Step 1. Validating Pay Calendar
Section 4 - Lesson 1 Exercises - Scenario: Validating Pay Calendar

Procedure

In this lesson, you will learn how to check that the Pay Calendar for a pay period and the HR
Payroll Due Date for a pay period are both correct.

Favorites . Main Menu ..

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

#100% -

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg
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Step Action
2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the Create and Load Paysheets link.
Create and L oad Paysheets]
4. Click the Review Pay Calendars link.
rRen'iew Pay Calendars |
5. Payroll processing for a Company (Agency) uses Pay Group, Pay Period End
Date, Pay Run ID, and Pay Calendar values, all of which have been created for
each pay period.
The calendars are set up by CPA for the year.
The agencies are responsible for, and should update, the Payroll HR Due Dates.
6. Click the Look up Company button.
El
7. Click the T52 link.
8. Click the Look up Pay Group button.
El
9. Click the MON link.
10. Click in the Pay Period End Date field.
Pay Period End Date:| = V| [
11. Enter "11/30/2014" into the Pay Period End Date field.
Pay Period End Date:| = V| |
12. Click the Look up Pay Run ID button.

El
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Look Up Pay Run ID

Pay Run ID:| begins with ™ ||

Search Results

First () 1105 o108
Description
T32 February Hourly Smil
T32 February Hourly Smi2
T32 May Hourly Smit
T32 May Hourly Smi2
T32 June Hourly Smit
T32 June Hourly Smi2
T32 July Hourly Smit
T32 July Hourly Smi2
T32 August Hourly Smit
T32 August Hourly Smi2
T32 September Hourly Smit
T32 September Hourly Smi2
32 October Hourly Smil
32 October Hourly Smi2
T32 November Hourly Smit
T32 November Hourly Smi2
T32 December Hourly Smit
T32 December Hourly Smi2
T32 January Monthly
32 February Monthly
T32 February Monthly
T32 March Monthly
T32 March Monthly
32 April Monthly
T32 April Monthly
32 May Monthly
T32 May Monthly
T32 June Monthlv

j: i jin, #ICRow0);

capps

Centralized Accounting and Payrol /Personnel System

0% v

Step Action

13. Click the Vertical Scrollbar to scroll down the list.

Look Up Pay Run ID

TSZS TS TE TSz auTy ST
T32 July Smi2
T32 August Smi1
T32 August Smi2
T32 September Smi1
T32 September Smi2
T32 October Smi1
32 October Smi2
32 November Smi1
32 November Smi2
32 December Smi1
32 December Smi2
T52 January Menthly
T52 February Monthly
T52 February Monthly
T52 March Monthly
T52 March Monthly
T52 April Monthly
T52 April Monthly
T52 May Monthly
T52 May Monthly
T52 June Monthly
T52 June Monthly
T52 July Monthly
T52 July Monthly
T52 August Monthly
T52 August Monthly
T52 September Monthly
T52 September Monthly
T52 October Monthly
T52 October Monthly
"T52 November Monthly
T52 November Monthly
52 December Monthly
T52M1213A December Payroll Adj
T52M1214 T52 December Monthly

H100% v
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Step Action

14. Click the T52M1114 link.

15. Click the Search button.

16. The Review Pay Calendars page has three tabs. The information on the Pay
Calendar Table and the TX Pay Calendar tabs should be checked for accuracy.

Check the Pay Period End Date, Pay Period Begin Date, and Pay Period Close
Date fields; the Pay Run ID; and the Paycheck Issue Date.

CPA creates the Pay Calendars for the year, except for special year-end exceptions.

17. Click the TX Pay Calendar tab.
TX Pay Calendar

18. Check the Payroll HR Due Date and make sure that the date is accurate for this
payroll.

Agencies are responsible for entering the Payroll HR Due Date for each pay
period. This information should be entered as early in the year as possible.

19. Congratulations! You have successfully completed this lesson.
End of Procedure.

S4 L2 - Managing Pay Sheets
Section 4 - Lesson 2 - Managing Pay Sheets

Step 2. Running Query for Unconfirmed Paylines
Section 4 - Lesson 2 Exercises - Scenario: Running Query for Unconfirmed Paylines

Procedure
In this lesson, you will learn how to run the Query for Unconfirmed Paylines.

You run this query to make sure that all prior period paylines are confirmed. This query should be
clean: in other words, there should NOT be any results in this query.

If your query returns any data, you must investigate and clear those entries prior to running On-
Cycle payroll.
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Favorites - Main Menu -
Home Worldist Add to Favorites Sign out

ORACLE’
Menu T o~
Search: ®

My Favorites

CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service

Workforce Administration

Benefils

Time and Labor

Payroll for North America

Organizational Development

Set Up HRMS

CAPPS Utilities

Enterprise Components

Worklist

Tree Manager

Reporting Tools

PeopleTools

Change My Password

My System Profile

http://audaap32.core.cpa.state.tx.us:3000/psp/HCMTXB/EMPLOYEE/HRMS/h/?tab=DEFAULT H100% ~

Step Action

1. Click the Reporting Tools link.
[ Reporting Toold

2. Query Viewer allows a user to run and view existing queries.

Click the Query Viewer link.
Query Viewe

3. This query begins with "TX PY UNCONE."

Enter the desired information into the begins with field. Enter "tx_py_unconf".

begins with |

4, If you do not know the specific name for a query, you can type the first few
characters and click search.

Generally, most Payroll queries will begin with TX PY.

5. Click the Search button.
| Search |

Run to HTML will return the results of the query into a browser window.

Run to Excel will return the results of the query into an Excel spreadsheet; you then
have options to format the data, edit the data, save the file, and print the file.

Page 30



EUT Course

@ CAPPS HR/PAYROLL

Centralized Accountng and Payroll Personnel System

Step Action

8. Click the HTML link.
T
9. The system opens a new tab (or a new window, depending on your browser settings)

for you to enter the parameters of your query.
Most queries require parameters.

Click the Look up Company (Alt+5) button.

El

10. Click the T52 link.

11. Click the Look up Pay Group (Alt+5) button.
El

12. Click the MON link.
VON

13. Click the View Results button.

| View Results |

14. The system tells you that there are no unconfirmed paylines.

This is a clean query, and you can proceed with On-cycle Payroll processing.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 3. Load Time and Labor

Section 4 - Lesson 2 Exercises - Scenario: Load Time and Labor

Procedure

In this lesson, you will learn how to Load Time and Labor (pay sheets) for Payroll Processing.

This process creates paysheets and loads employees' scheduled approved time.
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Favorites - Main Menu -
Home Worldist Add to Favorites Sign out
ORACLE’
Menu T o~
Search: ®
My Favorites
CAPPS Interfaces
Self Service
Manager Self Service
Time Admin Self Service
Workforce Administration
Benefils
Time and Labor
Payroll for North America
Organizational Development
Set Up HRMS
CAPPS Utilities
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Change My Password
My System Profile
http://audaapd2.core.cpa.state tx.us:3000/psp/HCMTXE/EMPLOYEE/HRMS/h/?tab=DEFAULT H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the Load Time and Labor link.
Load Time and Labo]
4, If you have run this process (Load Time and Labor) before, then find your existing

Run Control ID by entering it and clicking on the Search button.

On the other hand, if this is the first time that you have ever run this process, you
must Add a New Value.

5. Click the Add a New Value tab.

Add a New Value

6. Remember, you only have to add a new value once. After that, you can reuse this
same Run Control ID again and again, even if you change the parameters throughout
the year.

Enter the desired information into the Run Control ID field. Enter
"loadtimeandlabor".

Run Control 1D:[| |
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Step Action

7. Click the Add button.
8. Click the Look up Pay Run ID (Alt+5) button.
El
9. Click the Vertical Scrollbar.
10. Click the T52M1114 link.
T52M1114
11. Click in the Description ficld.
*Description | |
12. Enter the desired information into the Description field. Enter "November On-
Cycle".
*Description | |
13. Click the On or Off-Cycle list.
*On or Off-Cycle| v|
14. Click the On-Cycle Checks list item.
On-Cycle Checks
15. Click the Processing Option list.
*Processing Opticn| Load All Time W
16. Click the Load All Time list item.
17. The OK to Pay option should already be checked. If not, click in the checkbox to
select it.
18. Click the Run button.
19. Make sure to select the correct description.

Click the Load Time and Labor to Payroll option.
El Load Time and Labor to Payroll
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User ID TXTEST&

Run Confrol ID loadtimeandiabor

Server Name v
Recurrence v
Tmezone| &

Process List
Select Description

[]  Time & Labor/ Payroll Update
Load Time and Labor to Payroll

Process Name
PSPLDTL1
TXPYLDTL

Run Date 04/15/2015 5]
Run Time [9:45:40PM Reset to Current Date/Time

Process Type “Type
COBOL SQL

*Format Distribution
oistuton
__(anle) v __(an\e) v | Distribution

PSJob

HU00% v

Step Action

20.

Click the Vertical Scrollbar

Process Scheduler Request

User ID TXTESTG

Run Control ID loadtimeandiabor

Server Name: v
Recurrence v
TimeZone| &

Process List
Select Description

[]  Time & Labor/ Payroll Update

PSPLDTL1

'Load Time and Labor to Payroll TXPYLDTL

Process Name

Run Date [04/15/2015 3
Run Time [9:45:40PM Reset to Current Date/Time

Process Type “Type
COBOL SQL
PSJob

*Format Distribution
oistuton
__(anle) v __(an\e) v | Distribution

H100% v |
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Step Action

21. Click the OK button.
22. The system is now running the process. It has assigned a Process Instance number,

which appears near the Run button.

You will use this number (5493139) to track the progress of your process in the
Process Monitor.

23. Click the Process Monitor link.
24. Your Process Instance (in this case, 5493139) is at the top of the Process List.

When Run Status = Success, and Distribution Status = Posted, your process is
complete.

25. This page is static (it doesn't automatically refresh itself). Use the Refresh button to
periodically ask the system about the progress of your job.

You should click on this button once every 20-30 seconds or so, until your process is
complete.

Click the Refresh button.
|  Refresh |

26. Your Process is complete.

Run Status = Success, and Distribution Status = Posted.

27. If your Process Type is a PSJob, then the Process Name will be a link.
Click the TXPYLDTL link.
[[XFYLDTL

28. The system displays the steps of the process.

Click the 5493140 - TXFRZPYT Success link.
E403140 - TXFRZPYT Succesd

29. Click the View Log/Trace link.

View LogMrace

30. Click the txfrzpyt 5493140.out link.
bdrzpyt 5403140.0u]
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()| @ nttpy//audaapoz.corecpastat.. £ - & || & Load Time and Labor @ audaapdl.core.cpa.statet 2 audaapdl.core.cps.state i {5}

Begin Freeze/Inactivate Payable Time for Terminated Employees Process

Run Id: T52M1114

Date: 30-NOV-201%

Employees Terminated prior to 01-2UG-201% with Rejected by Payroll Payable Time

00000000037 Empl Red: 0 Term Effde: 01-AUG-201%

DUR: 26-JUN-2014 TRC:
DUR: 27-JUN-2014
DUR: 30-JUN-2014
DUR: 02-JUN-2014
DUR: 03-JUN-2014
DUR: 04-JUN-2014
DUR: 05-JUN-2014
DUR: 06-JUN-2014
DUR: 09-JUN-2014
DUR: 31-JUL-2014
DUR: 10-JUN-2014
DUR: 11-JUN-201%
DUR: 12-JUN-2014
DUR: 13-JUN-2014
DUR: 16-JUN-2014
DUR: 17-JUN-2014
DUR: 18-JUN-2014
DUR: 19-JUN-2014
DUR: 20-JUN-2014
DUR: 23-JUN-2014
DUR: 24-JUN-2014
DUR: 25-JUN-2014 T

: SCHEP TL Quantity: -8

Step Action

31. The output report opens in a new tab (or new window, depending on your settings).

This report shows time that will not be processed in payroll. This information should
be reviewed with a Time and Labor Super User.

Click the Close Tab button.
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ReportiD: 159628 Process Instance: 5493140
Name: TXFRZPYT Process Type: ‘SQR Process
Run Status: Success

Freeze Payable Time - Term EEs

| Distribution Details

Distribution Node: PSUNX Expiration Date: 04/22/2015

File Size (byes)  Datetime Created
‘SQR_TXFRZPYT_5493140.log 1,635 04/15/2015 9:46:40.751072PM CDT
txfrzpyt_5493140.0ut 1,349 0411572015 9:46:40.751072PM CDT
Distribute To

Distribution ID Type *Distribution 1D

User TXTESTE

Step Action

32. Click the Return button.
| Retum |
33. Click the OK button.
34. Click the 5493141 - PSPLDTL1 Success link.
B493141 - PSPLDTL1 Succesd
35. Click the View Log/Trace link.
WL CH
36. Click the CBL._PSPLDTL1_5493141.log link.

[CEL PSPLDTL1 5493141.1od
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5)| @ nttp//sudaspez.corecpastat.. O ~ & || @ Load Time and Labor (& sudaapd?.core.cpa.statet. (& sudaapd?.core.cpa.state.teu

PeoplesSoft Payroll —- Version 9.2
Copyright (c) 2012, Oracle and/or its affiliates. All rights reserved.

Load Time & Lsbor to Payroll started at 21:46:42.99,

+0000000201
.1 0005493141

Update of Time & Labor data to the Paysheets has begun

Check Time and Labor Errors in Payroll Error Messages
Check Messages!!!
Load Time & Labor to Payroll

ended at 21:47:11.26.

H100% ~

Step Action

37. Load Time & Labor may have exceptions.
These exceptions should be reviewed with a Time and Labor Super User.

Click the Close Tab button.

38. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 4. Review Payroll Error Messages
Section 4 - Lesson 2 Exercises - Scenario: Review Payroll Error Messages

Procedure
In the lesson, you will learn how to review Payroll Error Messages.

If the system encounters errors during batch payroll processing, it will produce Error
Messages. Each error message has a message ID number as well as a description of the error.
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Favories | Main Menu -

ORACLE"

Menu T a~-
Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Sef Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

Home

Worldist Add fo Favorites

Sign out

hitp://audaapd2.core.cpa.state.bus:3000/psp/HCMTXE/EMPLO!

LIB_PTPP_SC.HOMEPAGE FieldFormula.Script_AppHP?pt_fname=HC_NORTH_AMERICAN_F

Step

Action

Click the Payroll for North America link.
Payroll for Worth America

Favorites ~ ‘ Main Menu~ > Payroll for North America ~

ORACLE"

Payroll for North America
Payroll for North America
[E7]

Maintain employee payroll information, process payrolls, collect taxes and process year-end requirements.

Employee Pay Data USA Payroll Processing USA
Maintain employee payrollinformation Manage paysheets, calculate and confirm payrolls, and
2 Create Additional Pay create checks and advices.
= Request Direct Deposit ] Reverse/Adjust Paychecks
=] Update Payroll Options [ Creale and Load Paysheets

3 More [ Update Payshests

13 Mare,

Periodic Payroll Events USA
Review, update, and process periodic payroll funclions
[ Balance Reviews
[ Balance Adjustments

ﬁ Pay Period Tax Reports USA
Creale reports to supporl payment of taves afler each pay
period
F=] Federal Liability by State
F=) Local Tax Deposit
= Tax Deposit Summary
3 More

ﬁ U.S. Annual Processing

Define and creale Annual Tax Reports
22 Define Annual Tax Reporting
[ Create W-2 Data

2 Audit and Error Reporls
5 More.

7

&

Home ‘Worklist Add fo Favorites

Payroll Distribution
Distribute payroll amounts to General Ledger, Accounts
Payable, and others.

£ Commitment Accounting USA
[ TX Create Document
= TX Inquire/Delete Document

3 More
U.S. Quarterly Processing
Creale Quarterly Tax Reports.
[ Define Quarterly Tax Reporting
[ State Quarlerly Wage Reporfing
[ Quarterly Reports

Sign out

pil e r

‘psc/HCMTXB/EMPLOYEE/HRMS/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormula.[Script_AppHP?scname=HC_NORTH_AMERICAN_PA  #100%

Page 39



EUT Course

CAPPS HR/PAYROLL @

Centralized Accountmng and Payroll Personnel System

Step Action

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Review Processing Messages link.
Review Processing Messaged

4. Click the Review Payroll Error Messages link.
Review Payroll Error Messaged

5. Click the Look up Company (Alt+5) button.
El

6. Click the T52 link.

7. Click the Look up Pay Group (Alt+5) button.
El

8. Click the MON link.

9. Click the Look up Pay Period End Date (Alt+5) button.
El

10. Click the Vertical Scroll bar.

11. Click the 10/31/2014 link.
10/31/2014

12. Click in the Pay Run ID field.
Pay Run ID: | begins with || |

13. Click the Look up Pay Run ID (Alt+5) button.
El

14. Click the Vertical Scroll bar.

15. Click the T52M1014 link.

16. Click the Search button.

17. Click the 10/31/2014 link.
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Step Action

18. There are 21 messages.
Click the View All link.
19. Click the Vertical Scrollbar.
20. Click the Return to Search button.

[ct Retumn to Search |

21. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 5. Running TX Paysheet Manager
Section 4 - Lesson 2 Exercises - Scenario: Running TX Paysheet Manager

Procedure

In this lesson, you will learn how to run the TX Pay Sheet Manager.

TX Paysheet Manager is a custom process.

It must be run after Load Time and Labor, and before the first Calculation. As it runs, it edits

against certain earnings, deductions, and taxes. This process can and will make changes to
paylines, deduction sub-sets, and additional tax amounts.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefils

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilities

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~
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Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americd

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Update Paysheets link.
Update Paysheetq

4. Click the TX PaySheet Manager link.
[TX PaySheet Manage|

5. Click the Add a New Value tab.

| Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter "paysheetmgr".
Run Control ID:| |

7. Click the Add button.

8. Click the Look up Company (Alt+5) button.
Bl

9. Click the T52 link.

10. Click the Look up Pay Group (Alt+5) button.
Bl

11. Click the MON link.

12. Click the Look up Pay Period End (Alt+5) button.
El

13. Click the 11/30/2014 link.

14. You must de-select the Off Cycle checkbox.

Click the Off Cycle ? option.

[+/] Off Cycle 7
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Step Action

15. You must select the Update PaySheets option.

Click the Update PaySheets? option.
||:| Update PaySheets?I

16. Click the Run button.

17. Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.

For this report, no information needs to be updated. Just ensure that the Pay Sheet
Manager select box is checked.

18. Click the OK button.
19. Click the Process Monitor link.
20. Click the Refresh button.
[  Refresh |
21. Click the Details link.
22. Click the View Log/Trace link.
23. Your report will be a PDF, so look for the PDF file in the File List.

Click the txpaymgr_5493144.PDF link.
Expaymgr 5493144.PDH

Page 43



CAPPS HR/PAYROLL
EUT Course

o .- f_‘.’ ., = Y ':..,:_:_h_..,:. f =

@ L R
2 S e’ Pt
- i B
i _
Centralized Accounting and Payroll/Personnel System

= o

fi

a@ﬂ@ http://audaap92.core.cpastat.. O ~ C || S TX PaySheet Manager

— 4
& audaspd2.core.cpastatetus ¥ | 1

oplesc
Eepart rwae. HEET MAMAGER. REPORT Fage Wo.
Run Date
Run Time 0
Agene, Paygroups MM sy Snd Date e
Pase wum  Line Num e Hame Company Psyaroup Pay End Dt OFf Cysle Page mm e
ires, Test = 103172018

Step Action

24. Click the Down Arrow object.

25.

=

Click the Close Tab (Ctrl+W) button.
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ReportID: 159632 Process Instance: 5493144 Message Log
Name: TXPAYMGR Process Type:  SOR Process
Run Status: Success

Pay Sheet Manager
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File Size (bytes)  Datetime Created
‘SQR_TXPAYMGR_5493144.log 1,625 04/16/2015 8:44:30.616139AM CDT
ixpaymor_5493144 PDF 4,300 04/16/2015 8:44:30.616139AM CDT
txpaymgr_5493144 out 816 04/16/2015 844:30 616139AM CDT
Distribute To
Distribution ID Type *Distribution ID
User TXTESTE

H100% v

Step Action

26. Click the Return link.
27. Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 6. Running Pre-Calculation Audit Report
Section 4 - Lesson 2 Exercises - Scenario: Running Pre-Calculation Audit Report

Procedure
In this lesson, you will learn how to run the Pre-Calculation Audit Report.

The Pre-Calculation Audit Report checks employee data for valid company, tax location code,
state or provincial tax data, and unemployment insurance jurisdiction.

Page 45



CAPPS HR/PAYROLL

©

EUT Course
Centralized Accountmng and Payroll Personnel System
Favorites ~ Main Menu~ > Payroll for North America -
Home ‘Worklist Add to Favorites. Sign out
ORACLE
Menu T o
Search: @
My Favorites
CAPPS Interfaces
Self Service
Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
Set Up HRMS
CAPPS Utilities
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Change My Password
My System Profile
#®100% ~
Step Action
1. Click the Payroll for North America link.
[_Payroll for North Americd
2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the Produce Payroll link.
4. Click the Pre-Calculation Audit Report link.
Precalculation Audit Repor]
5. Click the Add a New Value tab.
Add a New Value
6. Run Control IDs are used to run system processes.
A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.
7. A Run Control ID cannot contain spaces. Use letters or numbers up to 30 characters

long. Special characters are not allowed except for the underscore.
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Step Action

8. Enter the desired information into the Run Control ID field. Enter "precalcaudit".
Run Control ID:| |

9. Click the Add button.
10. Click the Look up Pay Run ID (Alt+5) button.

Bl
11. Click the Vertical Scroll bar.
12. Click the T52M1114 link.
13. Click the Run button.

Run

14. Use the Process Scheduler Request page to enter or update parameters, such

as report output type and format.

For this report, no information needs to be updated. Just be sure that the Pre-
Calculation Audit select box is checked.

15. The Description field helps to uniquely identify a process.

16. The Process Name field displays the name of the process as it appears in the
technical definition

17. Use the Format field to define the output format for the report. The values are
dependent on the process type that is selected.

In this example, the default value is PDF. Leave the default settings in most cases.

18. Click the OK button.

19. The report is now running. Notice a Process Instance number displays. This
number identifies the process you have just run; you can check its status using
Process Monitor.

20. Click the Process Monitor link.
21. The Process Instance number displays. It helps identify this report or process from

others in the list.

22. The current Run Status of this process displays as Queued.

The process will be finished when the Run Status is Success, and the Distribution
Status is Posted.
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Step Action

23. The Refresh button updates the Run Status and Distribution Statuses. The Run and
Distribution statuses that indicates that the process is finished is Success and Posted.

Click the Refresh button.
|  Refresh |

24. Click the Details link.

25. Click the View Log/Trace link.

26. Click the pay035 5493145.PDF link.
pay035 5493145 POH

Igfé\“é‘ hitp://audaspod.core.cpastat. O = & || 8 Precalculation Audit Report | (& audaaps2.core.cpastate.tous - =
Off_Cycle Page# Line# Emplid OK_To_Pay Message
Step Action
27. Review the report results and take action if applicable.
Click the Close Tab (Ctrl+W) button.
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View Log/Trace
Report
ReportID: 159633 Process Instance: 5493145 Message Log
Name: PAY035 Process Type: ‘SQR Report
Run Status: Success

Precalc Audit
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File Size (bytes)  Datetime Created
SQR_PAY035_5493145.log 1,597 04/16/2015 8:56:33.397788AM CDT
pay035_5493145 PDF 2727 04/16/2015 8:56:33.397788AM COT
pay035_5493145.out 708 04/16/2015 8:56:33.397788AM CDT
Distribute To
Distribution ID Type *Distribution ID
User TXTESTE

H100% v

Step Action
28. Click the Return button.
29. Click the OK button.
30. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 7. Calculate Payroll - Preliminary

Section 4 - Lesson 2 Exercises - Scenario: Calculate Payroll - Preliminary
Procedure

In this lesson, you will learn how to run Calculate Payroll in Preliminary Status.
Calculate Payroll is a custom process. It verifies Job Data employment dates, performs

precalculation processes, executes a calculation process, levels or unlevels BRP (Benefits
Replacement Pay), and edits for Retirement eligibility.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Produce Payroll link.

4. Click the Calculate Payroll link.
[Calculate Payrol|

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter "Calc".
Run Control 1D:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.
Bl

9. Click the Vertical Scroll bar.
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Step Action

10. Click the T52M1114 link.

11. Note: the system will auto-default the Preliminary Calculation Run option as
checked.
This box should remain checked for all preliminary calculations, no matter how
many times you run it.

12. Click the On or Off-Cycle list.
On or Dﬁ-CycIe| v|

13. Click the On-Cycle Checks list item.
On-Cycle Checks

14. Click the Run button.

15. For most calculations, you will use the ERP Payroll Calculation option.
Note: You will not use this option for Off-Cycle Returned Monies transactions.
Click the ERP Payroll Calculation option.
[C]  ERP Payroll Calculation

16. Click the Vertical scroll bar.

17. Click the OK button.

18. Click the Process Monitor link.

19. Click the Refresh button.
|  Refresh |
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Favorites ~ Main Menu~ > PeopleTools ~ > Process Scheduler - > Process Monitor
Home | Workist = AddioFavorites | Sign out
ORACLE
New Window | Personalize Page | [
Process List || Server List
View Process Request For
User IDTXTESTE  |@,  Type | [ Last v] 30] Refresh
sever[  ~]  MName [TXPYCALC @ Instance to
Runstatus|  ~|  Dismbutionstatus | | [V]Save On Refresh
Process List Personalize | Find | View Al |CD [ First 4/ 114 o7 14 Last
Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status oo "™ Details
5493208 PSJob TXPYCALC ~ TXTESTE  04/16/2015 3:45:28PM CDT Success Posted  Details
5493167 PSJob TXPYCALC ~ TXTEST6  04/16/2015 10:38:20AM CDT Success Posted  Details
5403150 PSJob TXFYCALC ~ TXTEST6  04/16/2015 10:11:39AM CDT Success Posted  Details
5493146 PSJob TXPYCALC ~ TXTESTE  04/16/2015 9:09:29AM CDT Success Posted  Details
5493082 PSJob TXPYCALC ~ TXTEST6  04/14/2015 5:44:43PM CDT Success Posted  Details
5403074 PSJob TXPYCALC ~ TXTESTE  04/14/2015 5:34:20PM CDT Success Posted  Details
5493066 PSJob TXPYCALC ~ TXTEST6  04/14/2015 5:24:23PM CDT Success Posted  Details
5493055 PSJob TXPYCALC ~ TXTEST6  04/14/2015 5:08:12PM CDT Success Posted  Details
5403024 PSJob TXPYCALC ~ TXTESTE 041272015 1:20:32PM CDT Success Posted  Details
5492045 PSJob TXPYCALC ~ TXTEST6  04/08/2015 1:27:39PM CDT Success Posted  Details
5402004 PSJob TXFYCALC ~ TXTEST6  04/03/2015 8:42:25AM CDT Success Posted  Details
5492802 PSJob TXPYCALC ~ TXTESTE  04/08/2015 8:25:13AM CDT Success Posted  Details
5492787 PSJob TXPYCALC ~ TXTEST6  04/06/12015 5:23:06PM CDT Success Posted  Details
5492776 PSJob TXPYCALC ~ TXTEST6  04/06/2015 5:07:45PM CDT Success Posted  Details
[ Save || =] Notify
Process List | Server List
H100% ~
Step Action
20. Note: This custom precalc process is a collection of seven (7) processes. Each of the

7 processes must complete (each must run to success).

If a process fails, use the process monitor to determine the cause.

If all 7 processes run to success, then this custom precalc process (TXPYCALC)
will have a Run Status = Success and a Distribution Status = Posted on this page.

There is nothing further for you to do.

Click the TXPYCALC link.
TXPYCALC

21. TXCALWS - This first step asks Web Services (WS) for data to determine if there
are any conditions that would make lump sum payments eligible.
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Process Detail

Process Name TXPYCALC

Main Job Instance 5493146
Lett | Right

% 5493145 - TXPYCALC Success
5403147 - TXCALWS Success
5493148 - TXCALPRE Success
5493149 - PSPPYRUN Success
5403150 - TXCALERF Success
5493151 - PSPPYRUN Success
5493152 - TXCALRET Success
5493153 - PSPPYRUN Success

H100% v

Step Action

22. Click the 5493147 - TXCALWS Success link.
E493147 - TXCALWS Succesd

23. Click the View Log/Trace link.
O [
24. Click the AE_TXCALWS_5493147.stdout link.

BE TXCALWS 5493147 stdou]
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PeopleTools £.53.12 - Application Engine Server
Copyright (c) 1988-2015 Oracle and/or its affiliates.
211 Rights Reserved

PSAESRV started service request at 09.09.51 2015-04-1§
Application Engine program TXCALWS ended normally

PSAESRV completed service reguest at 09.09.52 2015-04-16

H100% ~

Step Action

25. Click the Close Tab (Ctrl+W) button.
X

Process Instance: 5493147 Message Log
TXCALWS Process Type:  Application Engine
Run Status: Success

‘Webservice call
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File List
Name File Size (bytes)  Datetime Created

AE_TXCALWS_5493147 stdout 239 04/16/2015 9:10:06.519918AM CDT

Distribute To
Distribution 1D Type *Distribution ID
User TXTESTE

H100% v

Page 54



©

CAPPS HR/PAYROLL
EUT Course

Centralized Accountng and Payroll Personnel System

Step

Action

26.

Click the Return button.

27.

Click the OK button.

28.

This second step is a Pre-Calculation Paysheet update. It is informational and may
require action.

Click the 5493148 - TXCALPRE Success link.
5493148 - TXCALPRE Succesd

29.

Click the View Log/Trace link.

30.

Click the txcalpre_5493148.out link.
Excalpre 5493148 ou]

OERIE S

S T — = e

) ()] @ nttpi/audeapszcore cpastat.. O + & | Process Monitor @ audaapd2.core.cpa.statesrus X ‘ ‘

= —— :.EIQ

% [ Suggested Sites = £ Web Slice Gallery +

Begin Pre Calculation Pay Sheet Update

Company: T52
Paygroup: MON
Pay End Date: 30-NOV-2014
Off Cycle: N

000000
nd Date after Assignment EZnd Date): 0.000000
eligible): 0.000000

®100% -

Step

Action

31.

Click the Close Tab (Ctrl+W) button.

X
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ReportID: 159635 Process Instance: 5493148
Name: TXCALPRE Process Type: ‘SQR Process
Run Status: Success

PreCalculation PaySheet Update
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File Size (bytes)  Datetime Created
‘SQR_TXCALPRE_5493148.109 1,611 04/16/2015 9:10:22.760621AM CDT
txcalpre_5493148 out 442 04/16/2015 9:10:22.760621AM CDT
Distribute To
Distribution ID Type *Distribution ID
User TXTESTE

H100% v

Step Action
32. Click the Return button.
33. Click the OK button.
34, The third step is the first Calculate Pay process.
Click the 5493149 - PSPPYRUN Success link.
5493149 - PSPPYRUN Succesd
35. Click the View Log/Trace link.
i M=
36. Click the CBL._PSPPYRUN_5493149.log link.

[CEL PSFPYRUN 5493149 1od
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PeopleSoft Payroll -- Version 9.2
Copyzright (c) 2012, Oracle and/or its affiliates.

©n-Cycle Calculation started for Rum: T52M1114
at 09:10:24.76.
Checking PaySheet Update for Company: TS52
Pay Group: MON
Pay End Date: 2014-11-30
at 09:10:26.29.
1 employee(s)/job(s) checked for update.
1 employee(s)/job(s) had their paysheet updated.
Checking PaySheet Update ended at 09:10:27.70.

If Load Time and Labor does not complete, please refer to the

< PROCEDURE TO FOLLOW WHEN LOAD TIME AND LABOR ABENDS >

provided by Peoplesoft.
Payroll Reg Num...: +0000000201
Process Instance..: 0005493149

Check Time and Labor Errors in Payroll Error Messages
Check Messages
Calculation started for Company: T52

Pay Group: MON

Pay End Date: 2014-11-30

at 09:10:38.31.

116 check(s) to ealculate.
Start employee processing at 09:10:39.00.
Calculation ended at 09:10:58.28.

ALl rights reserved.

w100% +

Step Action

37. Click the Close Tab (Ctrl+W) button.

»

Process Instance: 5493149
PSPPYRUN COBOL SQL

Success

Process Type:
Run Status:

Message Log

Calculate Pay
Distribution Details

Distribution Node: PSUNX Expiration Date:

File List

Name
CBL_PSPPYRUN_5493149.log
Distribute To

Distribution 1D Type

User

File Size (bytes)
1,046

Datetime Created

*Distribution ID
TXTESTE

04/16/2015 9:11:08.991173AM CDT

H100% v
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Step Action
38. Click the Return button.

39.

Click the OK button.

40.

inserts BRP paylines.

5403150 - TXCALBRP Succesd

The fourth step is the Benefit Replacement Pay Calculation process. This process

Click the 5493150 - TXCALBRP Success link.

41.

Click the View Log/Trace link.

42.

Click the txcalbrp 5493150.out link.
Excalbrp 5493150.0u]

= - e —
OERIE

Inbox - Frances.Lamontagne@cpa.texas.gov - Micr

0T O oL —— = %

— —_—

5 ) (D) @ nttpi/audeapszeore.cpastat.. O + & |[ @ Process Monitor @ audaapd2

core.cpa.state.teus ‘ ‘

9% [ Suggested Sites = £ Web Slice Gallery +

Begin BRP Calculation

Company: T52
Paygroup: MON
Pay End Date: 30-NOV-2014
Off Cycle: N

Recalculated: 3.000000
Updated: 1.000000

Total Employee Pay Lines
Total Employee Pay Lines

End BRP Calculation

®100% -

Step

Action

43.

Click the Close Tab (Ctrl+W) button.
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ReportID: 159636 Process Instance: 5493150
Name: TXCALBRP Process Type: ‘SQR Process
Run Status: Success

Benefit Replacement Pay Calc
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File Size (bytes) Datetime Created
‘SQR_TXCALBRP_5493150.log 1,611 04/16/2015 9:11:25.192716AM CDT
txcalbrp_5493150 out 205 04/168/2015 9:11:25 192716AM CDT

Distribute To
Distribution ID Type *Distribution ID

User TXTESTE

H100% v

Step Action

44. Click the Return button.

45. Click the OK button.

46. The fifth step is the second Calculate Pay process and includes (among other items)
Garnishments.
Click the 5493151 - PSPPYRUN Success link.
(493151 - PSPPYRUN Succesd

47. Click the View Log/Trace link.

48. Click the CBL_PSPPYRUN_5493151.log link.

CEL PSPPYRUN 5493151.lod
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PeopleSoft Payroll -- Version 9.2
Copyright (c) 2012, Oracle andfor its affiliates. All rights reserved.

|| on-Cycle Calculation started for Run: TS2M1114
at 09:11:26.84.
Checking PaySheet Update for Company: TS2
Pay Group: MON
Pay End Date: 2014-11-30
at 09:11:26.87.
Checking PaySheet Update ended at 09:11:27.05.

If Load Time and Labor does not complete, please refer to the
< PROCEDURE TO FOLLOW WHEN LOAD TIME AND LABCR ABENDS >
provided by Peoplesoft.

Payroll Reg Num...: +0000000202

Process Instance..: 0005493151

Check Time and Labor Errers in Payroll Error Msssages
Check Messages!!!
Calculation started for Company: I52
Pay Group: MON
Pay End Date: 2014-11-30
at 09:11:20.54.
113 check(s) already calculated.
3 check(s) to calculate.
Start employee processing at 09:11:29.76.
Calculation ended at 08:11:30.56.

w100% +

Step Action

49. Click the Close Tab (Ctrl+W) button.
x

Process Instance: 5493151
PSPPYRUN Process Type: COBOL SQL
Run $tatus: Success

Calculate Pay

Distribution Details

Distribution Node: PSUNX Expiration Date:

File List

Name File Size (bytes)  Datetime Created
CBL_PSPPYRUN_5493151.log 979 04/16/2015 9:11:41.328481AM CDT

Distribute To
Distribution 1D Type *Distribution ID
User TXTESTE

H100% v
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Step Action

50. Click the Return button.

51. Click the OK button.

52. The sixth step is a Retirement Calculation process. (Informational)

Click the 5493152 - TXCALRET Success link.
B493152 - TACALREET Succesd

53. Click the View Log/Trace link.

54. Click the txcalret 5493152.out link.
Excalret 5493152.ou]

——————— — —
(0[5 9 |5
— —
2)(D)[@ nitpi/audaap2.core.cpastat.. O - & ||/ Broces Monitor 2 audaapd2.core.cpastateuus % ‘ ‘
75 I Suggested Sites » 5] Web Slice Gallery v
Begin Retirement Calculation ~
Company: T52
Paygroup: MON
Pay End Date: 30-NOV-2014
Off Cycle: N
Base Benefits Elected but Retirement Code is not Consistent - No Contribution Calculated.
Emplid: 00000000194 Ded Code: ERS000 Calc Effdt: 30-NOV-2014 Retirement Code: X
Base Benefits Elected but Retirement Code i3 not Consistent - No Contribution Calculated.
Emplid: 00000000194 Ded Code: PRE Calc Effdt: 30-NOV-2014 Retirement Code: X
Base Benefits Elected but Retirement Code i3 not Consistent - No Contribution Calculated.
Emplid: 00000000243 Ded Code: ERSO00 Calc Effdt: 31-MA¥-2014 Retirement Code: N
Base Benefits Elected but Retirement Code is not Consistent - No Contribution Calculated.
Emplid: 00000000249 Ded Code: PRE Calc Effdc: 31-MAY-2014 Retirement Code: N
Base Benefits Elected but Retirement Code is not Consistent - No Contribution Calculated.
Emplid: 00000000250 Ded Code: ERS000 Calc Effdt: 30-JUN-2014 Retirement Code: N
Base Benefits Elected but Retirement Code is not Consistent - No Contribution Calculated.
Emplid: 00000000250 Ded Code: PRE Calc Effdt: 30-JUN-2014 Retirement Code: N
Base Benefits Elected but Retirement Code i3 not Consistent - No Contribution Calculated.
Emplid: 00000000017 Ded Code: ERSO00 Calc Effdt: 30-NOV-2014 Retirement Code: N
V]
w100% +

Step Action

55. Click the Close Tab (Ctrl+W) button.
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ReportID: 159637 Process Instance: 5493152 Message Log
Name: TXCALRET Process Type: ‘SQR Process
Run Status: Success

Calculation
Distribution Details
Distribution Node: PSUNX Expiration Date: 04/23/2015

04/16/2015 9:11:57 451075AM CDT
04/16/2015 9:11:57 451075AM CDT

H100% v

Step Action

56. Click the Return button.

57. Click the OK button.

58. The seventh and last step is the Last Calculate Pay process. It determines retirement
eligibility.

Click the 5493153 - PSPPYRUN Success link.
E493153 - PSPPYRUN Succesd

59. Click the View Log/Trace link.
O [
60. Click the CBL_PSPPYRUN_5493153.1og link.

CEL PSPPYRUMN 5493153.1od

Page 62



(S)] @ netpi//audsapan.core.coastat.. o-cl|z

CAPPS HR/PAYROLL
EUT Course
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at 09:11:59.08.

at 09:11:59.11.

Payroll Req Num..
Process Instance.

Check Messages!!!

at 09:12:01.26.

If Load Time and Labor does not complete,
< PROCEDURE TO FOLLOW WHEN LOAD TIME AND LABCR ABENDS >
provided by Peoplesoft.

PeopleSoft Payroll -- Version 9.2 I
Copyright (c) 2012, Oracle andfor its affiliates. All rights reserved.
|| on-Cvcle Calculation started for Run: T52M1114 i

Checking PaySheet Update for Company: TS2
Pay Group: MON

Pay End Date:

Checking PaySheet Update ended at 09:11:59.30.

+0000000203
0005493153

Check Time and Labor Errors in Payroll Error Messages

Calculation started for Company: T52

Pay Group: MON

Pay EInd Date: 2014-

109 check(s) already calculated.

7 check(s) to calculate.
Start employee processing at 09:12:01.50.
Calculation ended at 09:12:02.30.

please refer to the

2014-11-30

11-30

w100% +

Step

Action

61.

»

Click the Close Tab (Ctrl+W) button.

PSPPYRUN
Run $tatus: Success

Process Instance: 5493153

Process Type: COBOL SQL

Calculate Pay
Distribution Details

Distribution Node: PSUNX

File List

Name
CBL_PSPPYRUN_5493153.log
Distribute To

Distribution 1D Type

User

Expiration Date:

File Size (bytes)
979 04/16/2015 9:12:13.576209AM CDT

Datetime Created

*Distribution ID
TXTESTE

H100% v
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Step Action

62. Click the Return button.

63. Click the OK button.
64. Click the Return button.

65. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 8. Review Payroll Error Messages after Pre Calc

Section 4 - Lesson 2 Exercises - Scenario: Review Payroll Error Messages after Pre
Calc

Procedure

In this lesson, you will review payroll error messages again to see if there are any messages after
running the Preliminary Calculation.

ORACLE’

Menu S ov

Search: ®
My Favorites
CAPPS Interfaces
Self Service
Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilities
Enterprise Components
Worldist

Tree Manager
Reporting Tools
PeopleTools

Change My Password
My System Profile

®100% ~
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Step Action
1. Click the Payroll Processing USA link.
Payroll for North Americ;

2. Click the Review Processing Messages link.
Review Processing Messageq

3. Click the Review Payroll Error Messages link.
Review Payroll Error Messaged

4, Click the Look up Company (Alt+5) button.
El

5. Click the T52 link.

6. Click the Look up Pay Group (Alt+5) button.
El

7. Click the MON link.

8. Click the Look up Pay Period End Date (Alt+5) button.
Bl

9. Click the Vertical Scroll bar.

10. Click the 11/30/2014 link.

11. Click the Search button.

12. Click the 11/30/2014 link.
173077074

13. There are 4 Payroll Error Messages.
Check the employee's pay status and fix accordingly.
Click the Return to Search button.
[ Retum to Search |

14. Click the 11/30/2014 link.

(13072014
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Step Action
15. Click the Return to Search button.

[t Retumn to Search |

16.

Click the 11/30/2014 link.
[1/30/2014

17.

Click the Return to Search button.
[ct Return to Search |

18.

Click the 11/30/2014 link.
(13002014

19.

Click the Return to Search button.
[ct Retum to Search |

20.

Click the 11/30/2014 link.
11/30/2014

21.

Check to see why a lump sum earnings is being paid without a terminated status.

Click the Return to Search button.
[at Return to Search |

22.

Click the 11/30/2014 link.
[ 1/30/2014

23.

Click the Return to Search button.
[t Retumn to Search |

24.

Click the 11/30/2014 link.
1113002014

25.

Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 9. Running Query TX_PY_TIE_EARNS_TO_PYBL_TIME

Section 4 - Lesson 2 Exercises - Scenario: Running Query

TX PY TIE EARNS TO PYBL TIME

Procedure

In this lesson, you will learn how to use the TX PY TIE EARNS TO PAYABLE TIME query.

This query helps to tie summarized hours to granular payable time detail. Run this query only if
an employee is calc'ed to a negative gross.

Page 66



CAPPS HR/PAYROLL
© EUT Course

Centralized Accountng and Payroll Personnel System

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Step Action
1. Click the Reporting Tools link.
[ Reporting Toold
2. Click the Query Viewer link.
Query Viewe
3. Enter the desired information into the begins with field. Enter "tx_py_tie".
begins with | |
4. Click the Search button.
| Search |
5. Click the HTML link.
6. Click the Look up Company (Alt+5) button.
El
7. Click the T52 link.
8. Click the Look up Pay Group (Alt+5) button.
El
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Step Action

9. Click the MON link.

10. Click the Look up Pay Period End Date (Alt+5) button.
El

11. Click the Vertical Scroll bar.

12. Click the 11/30/2014 link.

13. You will select the appropriate page number and line number for the specific
employee.

Click the Look up Page Nbr (Alt+5) button.

El
14. Click the 1 link.
i
15. Click the Look up Line Nbr (Alt+5) button.
El
16. Click the 4 link.
H
17. Click the View Results button.

| View Results |

18. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 10. CPE - One Time Merit
Section 4 - Lesson 2 Exercises - Scenario 1: CPE - One Time Merit

Procedure

In this lesson, you will learn how to enter a One Time Merit on a CPE Main Entry Page for
Payroll Processing.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americd

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the TX CPE Main link.

4, Click the Look up Company (Alt+5) button.
El

5. Click the T52 link.

6. Click the Look up Pay Group (Alt+5) button.
El

7. Click the MON link.

8. Click the Look up Pay Period End Date (Alt+5) button.
Bl
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Step Action

9. Click the 11/30/2014 link.

10. Click the Add button.

11. Enter the desired information into the Empl ID field. Enter "00000000191".
*Empl 1D: I I

12. Click the Look up Empl Record (Alt+5) button.
El

13. Click the 0 link.

14. Click the Look up Code (Alt+5) button.
El

15. Click the 1XM link.
X1

16. Enter the desired information into the Amount field. Enter "350.00".

17. Click the TX CPE Status/Messaging tab.

TX CPE Status/Messaging

18. Enter the desired information into the Comments field. Enter "1XM owed.".
Comments

19. Click the Save button.

20. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 10. CPE - Base Salary Payment
Section 4 - Lesson 2 Exercises - Scenario 2: CPE - Base Salary Payment

Procedure

In this lesson, you will learn how to enter a Base Salary Payment on a CPE Main Entry Page for
Payroll Processing.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americd

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the TX CPE Main link.

4, Enter the desired information into the Company field. Enter "T52".
Company: I:I

5. Click the Look up Pay Group (Alt+5) button.
=

6. Click the MON link.

7. Click the Look up Pay Period End Date (Alt+5) button.
=

8. Click the 11/30/2014 link.
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Step Action

9. Click the Add button.

10. Enter the desired information into the Empl ID field. Enter "00000000204".
*Empl 1D: I I

11. Make sure that the appropriate Employee Record is 0, unless the entry is for a
second job. (If the entry is for a second job, the Empl Record would be 1.)

12. Specify the Earnings Begin and Earning End dates to correlate to the earnings
being paid, such as retroactive promotion pay.

13. Click the Look up Code (Alt+5) button.
El

14. Click the BSY link.
ESY

15. Enter the desired information into the Amount field. Enter "300.00".

16. Click the TX CPE Status/Messaging tab.

TX CPE Status/Messaging

17. Enter the desired information into the Comments field. Enter "BSY".
Comments

18. Click the Save button.

19. Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 10. CPE Main Load
Section 4 - Lesson 2 Exercises - Scenario 3: CPE Main Load
Procedure

In this lesson, you will learn how to load CPE Main Pay Sheets using CPE Main Load.

This process loads one time payments from the CPE Main data entry page and populates the
paysheet with earnings codes, begin and end dates, and hours or amounts.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Step Action
1. Click the Payroll for North America link.
[_Payroll for North Americg
2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the TX CPE Main Load link.
[TX CPE Main Load
4. Click the Add a New Value tab.
| Add a New value |
5. Enter the desired information into the Run Control ID field. Enter "cpemainload".
Run Control ID:| |
6. Click the Add button.
7. Click the Look up Company (Alt+5) button.
2l
8. Click the T52 link.
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Step Action

9. Click the Look up Pay Group (Alt+5) button.
Bl

10. Click the MON link.

11. Click the Look up Pay Period End (Alt+5) button.
Bl

12. Click the 11/30/2014 link.

13. Click the Load CIET/CPE to Payroll option.
[CJ Load CIETICPE to Payrol]

14. Click the Run button.

15. Click the OK button.

16. Click the Process Monitor link.

17. Click the Refresh button.
|  Refresh |

18. Click the TXPYCPE link.
[XPYCPH

19. Click the 5493156 - TXCPPULL Success link.
E493156 - TACPPULL Succesqd

20. Click the View Log/Trace link.

iew Log/Tracs
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ReportID: 159642 Process Instance: 5493156
Name: TXCPPULL Process Type: SQR Process
Run Status: Success
CPE Pull from CIET
Distribution Details
Distribution Node: PSUNX Expiration Date: 042372015
File List
Name File Size (bytes) Datetime Created

SQR_TXCPPULL_5493156.lo9 1,625 04/16/2015 9:55:25.551414AM CDT
txcppull_5493156 PDF 3184 04/16/2015 9:55:25 551414AM CDT

txcppull_5493156 out 224 04/16/2015 9:55:25 551414AM CDT

*Distribution ID
TXTESTE

H100% v

Step Action

21. Click the txeppull_5493156.PDF link.
txcppull_5493156.PDF

22. Click the Close Tab (Ctrl+W) button.
x
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capps

Centralizad Accounting and Payroll/Personnel System

Report ID: Process Instance: 5493156

150642
TXCPPULL
Run Status: Success

Process Type:

CPE Pull from CIET

Message Log

SQR Process

Distribution Details

Distribution Node: PSUNX Expiration Date:

File List

Name
SQR_TXCPPULL_5493156.lo9
txcppull_5493156 PDF
txcppull_5493156 out
Distribute To

Distribution ID Type

User

File Size (bytes)
1,625

3,184

24

*Distribution ID
TXTESTE

04/23/2015

Datetime Created

04/16/2015 9:55:25.551414AM CDT
04/16/2015 9:55:25 551414AM CDT
04/16/2015 9:55:25 551414AM CDT

Step Action

23. Click the txcppull_5493156.o0ut link.

bxcppull_5493156.out

-;E http://audaapd2.core.cpastate... 2 + &

© 9 B Suggested Sites v & Web Slice Gallery ~

Pay End Date:
Cff Cycle: N
Returned Money: N

Emplid:

Apply CIET Transactions te CPE: ¥
Process Transactions From What Source?: A

30-NOV-2014

End CPE Pull from CIET

H100% v |
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Step

Action

24.

Click the Close Tab (Ctrl+W) button.
x

@ htp://zudaapdl core.cpastate... O~ & Iﬁ Process Monitor

* % B Suggested Sites ~ ] Web Slice Gallery =

View Log/Trace
Report

ReportID: 159642 Process Instance: 5493156

Close Tab (Ctrl+W)

Message Log

Name: TXCPPULL Process Type: ‘SQR Process

Run Status: Success

CPE Pull from CIET
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File List

Name File Size (bytes)
SQR_TXCPPULL_5493156.log 1,625
ixcppull_5483156 PDF 3,184
txcppull_5493156.0ut 224

Distribute To

Distribution ID Type “Distribution ID
User TXTESTE

Datetime Created
04/168/2015 9:55:25 551414AM CDT
04/16/2015 9:55:25 551414AM CDT
04/16/2015 9:55:25.551414AM CDT

H100% v

Step

Action

25.

Click the Return button.

26.

Click the OK button.

27.

5403157 - TXMAINLD Succesd

Click the 5493157 - TXMAINLD Success link.

28.

Click the View Log/Trace link.

29.

Exmainld 5493157 POH

Click the txmainld_5493157.PDF link.
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@ http://audaapd2.core.cpastate... O ~ & =N

o [ Suggested Sites v £ Web Slice Gallery ~

0000000233

Step Action

30. Click the Close Tab (Ctrl+W) button.
X
31. Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 11. Calculation Payroll - Preliminary
Section 4 - Lesson 2 Exercises - Scenario: Calculation Payroll - Preliminary

Procedure
In this lesson, you will learn how to run Calculate Payroll in Preliminary Status.

This custom calculation verifies Job Data employment dates, performs the precalc process,
executes the calculation process, levels or unlevels BRP and edits for Retirement eligibility.
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Favories | Main Menu -

ORACLE"

Menu T a~-
Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Sef Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

Home

Worldist Add fo Favorites

Sign out

hitp://audaapd2.core.cpa.state.bus:3000/psp/HCMTXE/EMPLO!

LIB_PTPP_SC.HOMEPAGE FieldFormula.Script_AppHP?pt_fname=HC_NORTH_AMERICAN_F

Step

Action

Click the Payroll for North America link.
Payroll for Morth America

Favorites ~ ‘ Main Menu~ > Payroll for North America ~

ORACLE"

Payroll for North America
Payroll for North America
[E7]

Maintain employee payroll information, process payrolls, collect taxes and process year-end requirements.

Employee Pay Data USA Payroll Processing USA
Maintain employee payrollinformation Manage paysheets, calculate and confirm payrolls, and
2 Create Additional Pay create checks and advices.
= Request Direct Deposit ] Reverse/Adjust Paychecks
=] Update Payroll Options [ Creale and Load Paysheets

3 More [ Update Payshests

13 More,

Periodic Payroll Events USA
Review, update, and process periodic payroll funclions
[ Balance Reviews
[ Balance Adjustments

ﬁ Pay Period Tax Reports USA
Creale reports to supporl payment of taves afler each pay
period
F=] Federal Liability by State
F=) Local Tax Deposit
= Tax Deposit Summary
3 More

ﬁ U.S. Annual Processing

Define and creale Annual Tax Reports
22 Define Annual Tax Reporting
[ Create W-2 Data

2 Audit and Error Reporls
5 More.

7

&

Home ‘Worklist Add fo Favorites

Payroll Distribution
Distribute payroll amounts to General Ledger, Accounts
Payable, and others.

£ Commitment Accounting USA
[ TX Create Document
= TX Inquire/Delete Document

3 More
U.S. Quarterly Processing
Creale Quarterly Tax Reports.
[ Define Quarterly Tax Reporting
[ State Quarlerly Wage Reporfing
[ Quarterly Reports

Sign out

pil e r

‘psc/HCMTXB/EMPLOYEE/HRMS/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormula.[Script_AppHP?scname=HC_NORTH_AMERICAN_PA  #100%
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Step Action

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Produce Payroll link.

4. Click the Calculate Payroll link.
[Calculate Payrol|

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter
"CALCPAYROLL".
Run Control ID:| |
7. Click the Add button.
8. Click the Look up Pay Run ID (Alt+5) button.
Bl
9. Click the Vertical Scroll bar.
10. Click the T52M1014 link.
11. Click the On or Off-Cycle list.
On or Dﬂ‘-C}ﬁ:Ie| v|
12. Click the On-Cycle Checks list item.

On-Cycle Checks

13. For the Preliminary Calculation Run this box should remain checked.

Click the Preliminary Calculation Run option.
| Preliminary Calculation Huﬂ

14. Click the Run button.
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Step Action
15. The Calculation Process is customized so the correct Description to select is ERP
Payroll Calculation.
Click the Select option.
[C] ERP Payrol Calculation
16. Click the Vertical Scroll bar.
17. Click the OK button.
18. Click the Process Monitor link.
19. Click the Refresh button.
|  Refresh |
20. Click the Refresh button.
[ "Refresh |
21. Click the TXPYCALC link.
TXPYCALC
22. Click the 5492301 - TXCALWS Success link.
5492301 - TXCALWS Succesd
23. Click the View Log/Trace link.
24, Click the AE_ TXCALWS 5492301.stdout link.

BE TXCALWS 5492301 stdou]
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http://audaap92.core.cpastate... 2 ~ & £ @ audaapd2.core.cpastate.te.. X

PecpleTools £.53.12 - Application Engine Sexver
Copyright (c) 1988-2015 Oracle and/or its affiliates.
211 Rights Reserved

PSKESRV started service reguest at 12.21.40 2015-03-17
Application Engine program TXCALWS ended normally

PSRESRV completed service request at 12.21.42 2015-03-17

Step Action

25. Click the Close Tab (Ctrl+W) button.
»

Calculate Payroll

ReportID: 158870 Process Instance: 5492301 Message Log
Name: TXCALWS Process Type: Application Engine
Run Status: Success

‘Webservice call
Distribution Details

Distribution Node: PSUNX Expiration Date: 03/24/2015

File List

Name File Size (bytes) Datefime Created
AE_TXCALWS_5492301 stdout 289 03/17/2015 12:21:56 844494PM CDT
Distribute To

Distribution ID Type *Distribution ID

User TXTESTE

®100% v |
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Step Action
26. Click the Return button.
27. Click the OK button.
28. Click the 5492302 - TXCALPRE Success link.
5492302 - TXCALPRE Succesd
29. Click the View Log/Trace link.
30. Click the txcalpre_5492302.out link.
Excalpre 5492302 ou]
/S Calculate Payroll & sudaaps2.core.cpastate.tr.. n| |'{}b gty
Step Action
31. Click the Close Tab (Ctrl+W) button.
x
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& Calculate Payrall X

ReportID: 153871 Process Instance: 5492302
Name: TXCALPRE Process Type: ‘SOR Process
Run Status: Success
PreCalculation PaySheet Update
Distribution Details
Distribution Node: PSUNX Expiration Date:  [02/242015

File Size (bytes)  Datetime Created
‘SQR_TXCALPRE_5492302.log 1.625 03/17/2015 12:22:13.005279PM CDT
tcalpre_5492302.out 442 03/17/2015 12:22:13.005279PM CDT
Distribute To
Distribution 1D Type *Distribution ID
User TXTESTE

®100% v |

Step Action

32. Click the Return button.

33. Click the OK button.

34, Click the 5492303 - PSPPYRUN Success link.
wﬂlﬂ - PSPPYRLN Su{:c:Esg

35. Click the View Log/Trace link.
Wiew Log/Tracs

36. Click the CBL._PSPPYRUN_5492303.log link.
EEL PSPPYRUN 549231’.]3]@
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PeopleSoft Fayroll -- Version 8.2
Copyright (c} 2012, Oracle and/or its affiliaces. A1l rights reserved.

©n-Cycle Calculation started for Run: T52M1014
at 12:22:14.85.
Checking PaySheet Update for Company: TS52
Pay Group: MON
Pay End Date: 2014-10-31
at 12:22:15.31.
Checking PaySheet Update ended at 12:22:16.92.

If Load Time and Labor does not complete, please refer to the
< PROCEDURE TC FOLLOW WHEN LOAD TIME AND LABOR ABENDS >
provided by Peoplesoft.

Payroll Reg Num. +0000000187

Process Instance 0005492303

Check Time and Labor Errors in Payroll Error Messages
Check Messages!
Calculation started for Company: T5Z

Pay Group: MON

Pay End Date: 2014-10-31

at 12:22:28.23.
115 check(s) already calculated.
5 check(s) to calculate.
Start employee processing at 12:22:28.80.
Calculation ended at 12:22:34.77.

Step Action

37. Click the Close Tab (Ctrl+W) button.
x

Calculate Payroll

ReportID: 158874 Process Instance: 5492303 Message Log
Name: PSPPYRUN Process Type:  COBOL SQL
Run Status: Success
Calculate Pay
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/16/2015

File List

Name File Size (bytes)  Datetime Created
CBL_PSPPYRUN_5492303 log 979 03M772015 12:22:44 278982PM CDT
Distribute To

Distribution ID Type *Distribution ID

User TXTESTE

®100%

Page 85



EUT Course

CAPPS HR/PAYROLL @

Centralized Accountmng and Payroll Personnel System

Step Action
38. Click the Return button.
39. Click the OK button.
40. Click the 5492304 - TXCALBRP Success link.
5492304 - TXCALBRP Succesd
41. Click the View Log/Trace link.
42, Click the txcalbrp 5492304.out link.
Excalbrp 5492304 ou]
E ‘|"§‘ http://audaap92.core.cpastate... 2 ~ & H tos @cpa v3.0 2 Calculate Payroll 2 audaaps2.core.cpasstatetr.. x| I’Gb gty
Step Action
43. Click the Close Tab (Ctrl+W) button.
x

Page 86



CAPPS HR/PAYROLL
EUT Course

& Calculate Payrall X

ReportID: 153872 Process Instance: 5492304
Name: TXCALBRP Process Type: SQR Process
Run Status: Success

Benefit Replacement Pay Calc
Distribution Details

Distribution Node: PSUNX Expiration Date: 03/24/2015

File Size (bytes)  Datetime Created
‘SQR_TXCALBRP_5492304.lo0g 1.625 03/17/2015 12:23:00.374322PM CDT
trcalbrp_5492304.out 205 03/17/2015 12:23:00.374322PM CDT
Distribute To
Distribution 1D Type *Distribution ID
User TXTESTE

®100% v |

Step Action

44. Click the Return button.

45. Click the OK button.

46. Click the 5492305 - PSPPYRUN Success link.
wﬂﬂﬁ - PSPPYRLN Sumesg

47. Click the View Log/Trace link.
Wiew Log/Tracs

48. Click the CBL._PSPPYRUN_5492305.log link.
EEL PSPPYRUN 549231’.]5]@
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hitp://audaaps2.core.cpastate... © = &

@ audaapf2.core.cpastate.te.. X

PeopleSoft Fayroll -- Version 8.2
Copyright (c} 2012, Oracle and/or its affiliaces. A1l rights reserved.

on-Cycle Calculation started for Run: T52M1014
at 12:23:01.98.
Checking PaySheet Update for Company: TS52
Pay Group: MON
Pay End Date: 2014-10-31
at 12:23:02.01.
Checking PaySheet Update ended at 12:23:02.21.

If Load Time and Labor does not complete, please refer to the
< PROCEDURE TC FOLLOW WHEN LOAD TIME AND LABOR ABENDS >
provided by Peoplesoft.

Payroll Reg Num. +0000000188

Process Instance 0005492305

Check Time and Labor Errors in Payroll Error Messages
Check Messages!
Calculation started for Company: T5Z

Pay Group: MON

Pay End Date: 2014-10-31

at 12:23:04.66.
116 check(s) already calculated.
4 check(s) to calculate.
Start employee processing at 12:23:04.87.
Calculation ended at 12:23:05.57.

Step Action

49. Click the Close Tab (Ctrl+W) button.
x

Calculate Payroll

ReportID: 158875 Process Instance: 5492305 Message Log
Name: PSPPYRUN Process Type:  COBOL SQL
Run Status: Success
Calculate Pay
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/16/2015

File List

Name File Size (bytes)  Datetime Created
CBL_PSPPYRUN_5492305 log 979 03M7/2015 12:23:16 486219PM CDT
Distribute To

Distribution ID Type *Distribution ID

User TXTESTE

®100%
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Step

Action

50.

Click the Return button.

51.

Click the OK button.

52.

Click the 5492306 - TXCALRET Success link.
E"4923u3 - TECALRET SJCCESQ

53.

Click the View Log/Trace link.

54.

Click the txcalret 5492306.out link.
bxcalret 5492306.ou]

udaapd2.core.cpa state... O GHeu @cpav3l

2 Calculate Payroll

Begin Retirement Calculation

Company: T52
Paygroup: MON
: 31-0CT-201%

Emplid: 00000000184 Ded Code: ERS000 Calc Effdt: 31-0CT-2014 Retirement Code: X

Emplid: 00000000194 Ded Code: ERS000 Calc Effdt: 31-MAY-2014 Retirement Code: X

Base Benefits Elected but Retirement
Emplid: 00000000194 Ded Code: ERS000

: 30-JUN-2014 Retirement Code: X

Base Benefits Elected but Retirement Code
Emplid: 00000000194 Ded Code:

ERS000 Calc Effdr: 31-JUL-2014 Retirement Code: X

Emplid: 00000000184 Ded Code: ERS000 Calc Effdt: 31-AUG-2014 Retirement Code: X

Base Bensfits
Emplid: 000000

ected but Re
184 Ded Code:

;30

2014 Retirement Code: X

Base Benefits
Emplid: 00000000194 Ded Code: PRE Calc Effdt: 31-0CT-2014 Retirement Code: X

Base Benefits
Emplid: 000000

194 Ded Code: PRE Calc Zffdt: 31-MAY-2014 Revirement Code: X

Base Bensfits Elected but Retirement Code is not Consistent - No Contribution Calculated.

Base Benefits Elected but Retirement Code is not Consistent - No Contribution Calculated.

Consistent - No Contribution Calculated.

is not Consistent - No Contribution Calculated.

Base Benefirs Elected but Retirement Code is not Consistent - No Contribution Calculated.

Consistent - No Contribution Calculated.

ected but Retirement Code is not Consistent - No Contribution Calculated.

ected but Retirement Code is not Consistent - No Contribution Calculated.

Step

Action

55.

Click the Close Tab (Ctrl+W) button.
x
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& Calculate Payrall X

ReportID: 153873 Process Instance: 5492306
Name: TXCALRET Process Type: SQR Process
Run Status: Success
Retirement Calculation

Distribution Details

Distribution Node: PSUNX Expiration Date: 03/24/2015

File Size (bytes)  Datetime Created
SQR_TXCALRET_5492306.log 1.625 03/17/2015 12:23:32.667461PM CDT
trcalret 5492306.out 3.408 03/17/2015 12:23:32.667461PM CDT
Distribute To
Distribution 1D Type *Distribution ID
User TXTESTE

®100% v |

Step Action

56. Click the Return button.

57. Click the OK button.

58. Click the 5492307 - PSPPYRUN Success link.
wBﬂT - PSPPYRLN Sumesg

59. Click the View Log/Trace link.
Wiew Log/Tracs

60. Click the CBL._PSPPYRUN_5492307.log link.
EBL PSPPYRUN 549231’.]?]@
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PeopleSoft Fayroll -- Version 8.2
Copyright (c} 2012, Oracle and/or its affiliaces. A1l rights reserved.

©n-Cycle Calculation started for Run: T52M1014
at 12:23:34.26.
Checking PaySheet Update for Company: TS52
Pay Group: MON
Pay End Date: 2014-10-31
at 12:23:34.29.
Checking PaySheet Update ended at 12:23:34.46.

If Load Time and Labor does not complete, please refer to the
< PROCEDURE TC FOLLOW WHEN LOAD TIME AND LABOR ABENDS >
provided by Peoplesoft.

Payroll Reg Num. +0000000188

Process Instance 0005492307

Check Time and Labor Errors in Payroll Error Messages
Check Messages!
Calculation started for Company: T5Z

Pay Group: MON

Pay End Date: 2014-10-31

at 12:23:36.26.
116 check(s) already calculated.
4 check(s) to calculate.
Start employee processing at 12:23:36.46.
Calculation ended at 12:23:37.04.

Step Action

61. Click the Close Tab (Ctrl+W) button.
»

Calculate Payroll

ReportID: 158876 Process Instance: 5492307 Message Log
Name: PSPPYRUN Process Type:  COBOL SQL
Run Status: Success
Calculate Pay
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/16/2015

File List

Name File Size (bytes)  Datetime Created
CBL_PSPPYRUN_5492307 log 979 03M772015 12:23:48 836894PM CDT
Distribute To

Distribution ID Type *Distribution ID

User TXTESTE

®100%
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Step Action

62. Click the Return button.

63. Click the OK button.

64. Click the Return button.

65. Click the Go back to Calculate Payroll link.

Go back to Calculaie Payrol]
66. Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 12. Review Payroll Error Messages

Section 4 - Lesson 2 Exercises - Scenario: Review Payroll Error Messages

Procedure

In this lesson, you will learn how to review additional payroll error messages.

Favorites . Main Menu ..

ORACLE

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizatienal Development
Set Up HRMS

CAPPS Utilities

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Worklist Add to Favorites Sign out

http://: ore.cpa.state bo.us: 'psp/HCMTXE/EMPLO h/?tab=DEFAULT

®100% -
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Step

Action

1.

Click the Payroll for North America link.

Click the object.

Payraoll for Morth America

Favorites ~

ORACLE’

Payroll for North America
Payroll for North America
[E3]

Main Menu~ > Payroll for North America ~

Maintain employee payroll information, process payrolls, collect taxes and process year-end requirements

Employee Pay Data USA

tain employee payroll information.
reale Additional Pay

equest Direct Deposit

2 Updale Payroll Options

3 More

ﬁ Pay Period Tax Reports USA
Create reports to support payment of taxes after each pay
period

F=) Federal Liability by State

=) Local Tax Deposit

Payroll Processing USA
Manage paysheets, calculate and confirm payrolls, and
create checks and advices.

=] Reverse/Adjust Paychecks
[ Create and Load Paysheets
[1 Update Paysheets
3 More.
Periodic Payroll Events USA
Review, update, and process periodic payroll functions
[ Balance Reviews
3 Balance Adjustments

=) Tax Deposit Summary
3 More.

ﬁ U.S. Annual Processing
Define and create Annual Tax Reports.
[ Define Annual Tax Reparling
[ Creale W-2 Data
[ Audit and Error Reports
5 More

Home Worldist Add fo Favorites

Sign out

Payroll Distribution
Distribute payroll amounts to General Ledger, Accounts

Payable, and athers.
23 Commitment Accounting USA
= TX Create Document
= TX Inquire/Delete Document

3 More
U.S. Quarterly Processing
Create Quarterly Tax Reports.
{1 Define Quarlerly Tax Reporling
[ State Quarterly Wage Reporling
[ Quarterty Reports

H100% -

Step

Action

Click the Payroll Processing USA link.
Payroll Processing USA

Click the Review Processing Messages link.
Review Processing Messaged

Click the Review Payroll Error Messages link.

Review Payroll Error Messageq

To save time, the appropriate values have been entered for you.

Click the Search button.

Click the 11/30/2014 link.

v
AU 4
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Step

Action

Review and evaluate the messages listed in the Description box and take the
appropriate action(s).

Click the View All link.

Favorites - Main Menu ~ : % *ayroll for North America ~ > Payroll Processing USA ~ > Review Processing Messages ~ » Review Payroll Error Messages
Home Worklist Add to Favorites Sign out
ORACLE
New Window | Personalize Page | & A
Review Payroll Error Messages
Company T52 Pay Group MON Pay Period End 11/30/2014 Off Cycle
Page Line Process Instance 5493141
EmplID Empl Record 0
Message Find | Vigi: First & 1-4 074 % Last
Separate Check
Message ID 005019
Description [ The employee shown below had an Employment Status change prior io the Pay Period End Date,
which prevents some payable time from being paid fo the employee. The time will remain
unprocessed with a payable status of Rejecied By Payroll. Create a paysheet to Ioad time to be
paid; otherwise, Adjust Paid Time to close rejected time that should never be paid. This error was
generated by the Time and Labor Load Process (PSPLDTL2).
Message Data: Lined (Emplid), Line 2 (Empl Red); Line 3 (Earliest Date of Unprocessed Payable
Message Data 00000000037
000
2014-08-01
Separate Check
Message ID 005019
Deseription [ The employee shown below had an Employment Status change prior to the Pay Period End Date,
which prevents some payable time from being paid fo the employee. The time will remain
unprocessed with a payable status of Rejecied By Payroll. Create a paysheet to Ioad time to be
paid; otherwise, Adjust Paid Time to close rejected time that should never be paid. This error was
generated by the Time and Labor Load Process (PSPLDTL2).
Message Data: Lined (Emplid), Line 2 (Empl Red); Line 3 (Earliest Date of Unprocessed Payable
Message Data 00000000076 2
< >
ction_win0{d *SICField11 ) H100% v
Step Action

Click the Vertical Scrollbar to scroll down the page.
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Favorites - Main Menu ~ : % *ayroll for North America ~ > Payroll Processing USA ~ > Review Processing Messages ~ » Review Payroll Error Messages
Home Worklist Add to Favorites Sign out
ORACLE
Message Data: Lined (Emplid). Line 2 (Empl Red); Line 3 (Earliest Date of Unprocessed Payable ~
Message Data 00000000076
001
2014-06-09
Separate Check
Message ID 005019
Description [ The employee shown below had an Employment Stalus change prior io the Pay Period End Date,
which prevents some payable time from being paid fo the employee. The time will remain
unprocessed with a payable status of Rejecied By Payroll. Create a paysheet to Ioad time to be
paid; otherwise, Adjust Paid Time to close rejected time that should never be paid. This error was
generated by the Time and Labor Load Process (PSPLDTL2).
Message Data: Lined (Emplid), Line 2 (Empl Red); Line 3 (Earliest Date of Unprocessed Payable
Message Data 00000000099
000
2014-06-03
Separate Check
Message ID 005019
Description [ The employee shown below had an Employment Stalus change prior io the Pay Period End Date,
which prevents some payable time from being paid fo the employee. The time will remain
unprocessed with a payable status of Rejecied By Payroll. Create a paysheet to Ioad time to be
paid; otherwise, Adjust Paid Time to close rejected time that should never be paid. This error was
generated by the Time and Labor Load Process (PSPLDTL2).
Message Data: Lined (Emplid), Line 2 (Empl Red); Line 3 (Earliest Date of Unprocessed Payable
Message Data 00000000247
000
2014-06-02
[& Retum to Search JE Nextinlist |[=] Notity v
< >
H100% ~
Step Action

10.

Click the Return to Search button.
[&f Retumn to Search |

11.

Click the 11/30/2014 link.
(13072074

12.

Click the Return to Search button.
[t Return to Search |

13.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 13. Running Deductions Not Taken Report

Section 4 - Lesson 2 Exercises - Scenario: Running Deductions Not Taken Report

Procedure

In this lesson, you will learn how to run the Deductions Not Taken Report.

The report shows deductions that were not taken for the pay period. Use this report to identify
employees for whom subset changes need to be applied on the payline, in order to enforce the "all
or none" processing for group benefit deductions.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Pay Period Reports link.
Pay Period Reporig

4. Click the Deductions Not Taken link.

[Deductions Not Taker

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter
"deductionsnottaken".
Run Control ID:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.

El
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Step Action

9. Click the Vertical Scroll bar.

10. Click the T52M1114 link.

11. Click the Run button.

12. Click the OK button.

13. Click the Process Monitor link.

14. Click the Refresh button.
|  Refresh |

15. Click the Details link.

16. Click the View Log/Trace link.
View LogMrace

17. Click the txpay008 5493175 1.PDF link.

txpayD02_5493175_1.PDF
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1

Accounting and Fun: 04/16/2015 11:38:31

Deductions met Taken Raport operater: TXTEETS
[—————— Fage: 1 of 1
m/ofE cyele

Company: TS2 Texas Baseline Agency 052
Fay perios End: 13/20/200

say  oed Sen amount  messcn Added o Arresrs  check
smployes 1o Name Group code  Deduction Red Not Taken Not Taken Arresrs:  Balance  No.

00900080154 BRP2, Test on 401000 403k 6 1.640.83 D 402 Limit acanasocasasean
00900000005 Erployes & er.,Test o s01000 o3k 9 1,93.78 D 402 Limit ‘avacascoesaepan
60ap000000S Erployss & sr.,Tes: wow 501000 Focheoi(k] 0 957.33 D 403 Limit aba0aeocasacpas

Pay Period Total  4.543.06

company Tozal

454308

Grand Torsl o,543.08 0.00

Source iegend: K - Batch Pinsl L - n-line Final © - on-line

Step Action

18. Click the Close Tab (Ctrl+W) button.
x

& Deductions Not Taken

ReportID: 159659 Process Instance: 5493175 Message Log
Name: TXPAY003 Process Type: SQR Report
Run Status: Success

TX Deductions Not Taken
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/23/2015

File List

Name File Size (bytes) Datetime Created
‘SQR_TXPAY008_5493175.l00 1.901 04/16/2015 11:38:35.324659AM CDT
tepay008_5493175.out 93 04/16/2015 11:38:35.324659AM CDT
ixpay008_5493175_1.PDF 3,078 04/16/2015 11:38:35 324650AM CDT
Distribute To

Distribution ID Type *Distribution ID

User TXTESTE

0% v
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Step Action
19. Click the Return button.
20. Click the OK button.
21. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 14. Running TX Payroll CY Audit Report

Section 4 - Lesson 2 Exercises - Scenario: Running TX Payroll CY Audit Report
Procedure

In this lesson, you will learn how to run the TX Payroll CY Audit Report.

This reports lists employees for a specified pay period who meet or exceed defined exception

limits (defined on CAPPS Constants Table) for gross amount, deduction amount, net amount and
tax amounts. This report also monitors BRP and Deferred Comp YTD maximums.

Favorites . Main Menu ..

Home | Workist | AddtoFavortes | Sign out
ORACLE’

Menu T av

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

#100% -
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Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Pay Period Reports link.
Pay Period Reporig

4. Click the TX Payroll CY Audit Rpt link.

[TX Payroll CY Audit Rpd

5. Click the Add a New Value tab.

| Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter
"payrollcyaudit".
Run Control ID:] |
7. Click the Add button.
8. Click the Look up Company (Alt+5) button.
Bl
9. Click the T52 link.
10. Click the Look up Pay Group (Alt+5) button.
=
11. Click the MON link.
12. Click the Look up Pay Period End (Alt+5) button.
Bl
13. Click the Vertical Scroll bar.
14. Click the 11/30/2014 link.
15. Click the Run button.
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Step Action

16. Click the OK button.

17. Click the Process Monitor link.

18. Click the Refresh button.
|  Refresh |

19. Click the Details link.

20. Click the View Log/Trace link.

21. Click the txaudlim_5493176.PDF link.
Exaudiim 5493175.PDH

T =—re )
e(@|@ http://audaapd2.core.cpastat... O ~ ¢ |72 T Payroll O Auit Rpt @ audaap92.core.cpastate xus % ‘ |_ ah‘_‘ AN

[RIER N Sy

Step Action

22. Click the Close Tab (Ctrl+W) button.

=
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2 w
&« —» @ hitp://audezpdZcorecpastat., O ~ C || & TX Payroll CY Audit Rpt

View Log/Trace
Report
ReportID: 159660 Process Instance: 5493176 Message Log
Name: TXAUDLIM Process Type: SQR Process
Run Status: Success
Payroll CY Augit Rpt
Distribution Details
Distribution Node: PSUNX Expiration Date:  [04/23/2015

File Size (bytes)  Datetime Created
SQR_TXAUDLIM_5433176 log 1631 04/16/2015 11:44:39 270660AM CDT
‘txaudiim_5493176 PDF 3,080 04/16/2015 11:44:39 270660AM COT
txaudiim_5493176.out 388 04/16/2015 11:44:39.270660AM CDT

Distribute To
Distribution ID Type *Distribution ID

User TXTESTE

Step Action

23. Click the Return button.
| Retum

24, Click the OK button.

25. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 15. Running TX Taxable Gross Audit Report
Section 4 - Lesson 2 Exercises - Scenario: Running TX Taxable Gross Audit Report

Procedure
In this scenario, you will learn how to run the TX Taxable Gross Audit Report.

This report lists payments containing a calculated taxable gross (FIT/OASDI/HI) that exceeds the
sum of the taxable gross components on the payment.
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Favories | Main Menu -

ORACLE"

Menu T a~-
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Home

Worldist Add fo Favorites

Sign out

hitp://audaapd2.core.cpa.state.bus:3000/psp/HCMTXE/EMPLO!

LIB_PTPP_SC.HOMEPAGE FieldFormula.Script_AppHP?pt_fname=HC_NORTH_AMERICAN_F

Step

Action

Click the Payroll for North America link.

Payroll for Morth America

Favorites - ‘ Main Menu~ > Payroll for North America ~

ORACLE"

Payroll for North America
Payroll for North America
[E7]

Maintain employee payrol information, process payroll, collect taxes and process year-end requirements.
7: Employee Pay Data USA Payroll Processing USA
Maintain employee payrollinformation Manage paysheets, calculate and confirm payrolls, and
2 Create Additional Pay create checks and advices.
F= Request Direct Deposit [ Reverse/Adjust Paychecks
=] Update Payroll Options [ Creale and Load Paysheets
3 More [ Update Payshests
13 More,
Periodic Payroll Events USA
Review, update, and process periodic payroll funclions
[ Balance Reviews
[ Balance Adjustments

ﬁ Pay Period Tax Reports USA
Creale reports to supporl payment of tases afler each pay
period
F=] Federal Liability by State
F=) Local Tax Deposit
= Tax Deposit Summary
3 More

ﬁ U.S. Annual Processing

Define and creale Annual Tax Reports
23 Define Annual Tax Reporing
[ Create W-2 Data

2 Audit and Error Reporls
5 More.

7

&

Home ‘Worklist Add fo Favorites

Payroll Distribution
Distribute payroll amounts to General Ledger, Accounts
Payable, and others.

£ Commitment Accounting USA
[ TX Create Document
= TX Inquire/Delete Document

3 More
U.S. Quarterly Processing
Creale Quarterly Tax Reports.
[ Define Quarterly Tax Reporting
[ State Quarlerly Wage Reporfing
[ Quarterly Reports

Sign out

pil e r

‘psc/HCMTXB/EMPLOYEE/HRMS/s/WEBLIE_PTPP_SC.HOMEPAGE FieldFormula.[Script_AppHP?scname=HC_NORTH_AMERICAN_PA  #100%
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Step Action

2. Click the Pay Period Tax Reports USA link.
Pay Period Tax Reporis USH
3. Click the TX Taxable Gross Audit link.
X Taxable Gross Audi]
4. Click the Add a New Value tab.

| Add a New value |

5. Enter the desired information into the Run Control ID field. Enter
"TXTAXABLEGROSSAUDIT".
Run Control ID:| |
6. Click the Add button.
7. Click the Look up Company (Alt+5) button.
8. Click the T52 link.
9. Click in the From Pay Period End Date field.
*From Pay Period End Date: I:l
10. Click in the Through Pay Period End Date field.
*Through Pay Period End Date: I:I
11. Enter the desired information into the Through Pay Period End Date field. Enter
"10312014".
*Through Pay Period End Date: I:I
12. Click the Run button.
Run
13. Click the OK button.
14. Click the Process Monitor link.
15. Click the Refresh button.
| Refresh |
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Step Action

16. Click the Refresh button.
[  Refresh |
17. Click the Details link.
Detaild
18. Click the View Log/Trace link.

19. Click the txtxgaud_5492285.PDF link.

bxtxgaud 5492285 PDH

‘& hitp://audaapd2.core.cpa state... 2 ~ & f723

Step Action

20. Click the Close Tab (Ctrl+W) button.
x
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(& TX Taxable Gross Audit X

View Log/Trace
Report
Report ID: 158855 Process Instance: 5492285
Name: TXTXGAUD Process Type: 'SQR Process
Run Status: Success
Taxable Gross Audit Report
Distribution Details
Distribution Node: PSUNX Expiration Date:  [02/232015

Datetime Created
SQR_TXTXGAUD_5492285 log K 03/16/2015 3:44:24 334494PM CDT
txixgaud_5492285 PDF 3 03/16/2015 3:44:24 834494PM CDT
texgaud_5492285 out 03/16/2015 3:44:24 834494PM CDT
Distribute To

Distribution 1D Type

User

®100%

Step Action

21. Click the Return button.

22. Click the OK button.

23. Click the Go back to TX Taxable Gross Audit Rpt link.
(Go back io TX Taxable Gross Audit Rﬂ

24, Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 16. Running Query TX_PY_ZERO_CHECK_WITH_EARNS

Section 4 - Lesson 2 Exercises - Scenario: Running Query
TX_PY_ZERO_CHECK_WITH_EARNS

Procedure

In this lesson, you will learn how to run a query that lists any checks (1) that contain net zero
amounts, and (2) that contain earnings.
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Favorites - Main Menu -

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Home Worldist Add fo Favorites Sign out

H100% ~

Step

Action

Click the Reporting Tools link.
Reporting Tools

Favorites - Main Menu~ > Reporting Tools -

ORACLE

Reporting Tools

@ Reporting Tools

Run, create, and manage queries and nVision reports.

uery Viewer
eview existing queries

Home Worklist Add to Favorites Sign out

H00% v
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Step Action
2. Click the Query Viewer link.
Query Viewey
3. Enter the desired information into the begins with field. Enter "tx_py_zero_check".
begins with | |
4. Click the Search button.
| Search |
5. Click the HTML link.
T
6. Click the Look up Company (Alt+5) button.
El
7. Click the T52 link.
8. Click the Look up Pay Group (Alt+5) button.
El
9. Click the MON link.
10. Click the Look up Pay Period End Date (Alt+5) button.
El
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Search Results
View 100 FIrst (g) 1-41ar41 (3) Last
paybetiod  payRunip peysheets gly;uoll.lmun g?nrﬁ“llilnaﬁnn
Run Run

(blank)

(blank)

(blank)

(blank)

(blank)

(blank)

Centralized Accounting and Payroll Personnel System

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
T52M0213
T52M0313
(blank)
T52M041
T52M051
T52M061
T52M071
T52M081
T52M0813
T52M1013
TEM412

Do

o
RRRR =R Rz ==z zz=zz=zzzzz=z=zz=zz=zz=

IR EX < <<z <<z 2z =z 2z=z=z2==z2z=zz=

" ind, #ICRoW0): HU00% v

Step Action

11. Click on the Vertical Scrollbar.

06/302012  (blank)

07/31/2012  (blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
T52M0213
T52M0313
(blank)
T52M0413
T52M0513
T52M0613
T52M0713
T52M0813
T52M0813
TE2M1013
T52M1113
T52M1213
T52M0114
T52M0214
T52M0314
T52M0414
T52M0514
T52M0614
T52M0714
T52M0814
T52M0814
T52M1014
T52M1114
TS2M1213AN
T52M1214 N

SRR R[=[R=R=[=L[R==[=R[=R| ==X =z = =ZFzzzzzzZzz =z

=<
ZZZC SIS <K<K < <[<x<<z<<zzzzzzzz2=Zz=z=z

N
N
N
N
N
N
N
N
N
N
N
Y
Y
N
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
Y
N
N

'#ICRowl"); #100% -
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Step Action

12. Click the 11/30/2014 link.
13. Click the View Results button.

| View Results |

14. The system tells you that no matching values were found.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 17. Running Query TX_PY_CHILD_SUPP_LUMP_BONUS

Section 4 - Lesson 2 Exercises - Scenario: Running Query
TX_PY_CHILD_SUPP_LUMP_BONUS

Procedure

In this lesson, you will learn how to run the Query TX PY CHILD SUPP _LUMP_ BONUS.

This query identifies any employee paid in this pay cycle who received a bonus and/or lump sum
payout, and who has an active arrears Child Support Order.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu S av

Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Sef Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

Tree Manager
Reporting Tools
PeopleTools

Change My Password
My System Profile

H100% ~
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Step Action

1. Click the Reporting Tools link.
[ Reporting Toold

2. Click the Query Viewer link.
Query Viewey

3. Enter the desired information into the begins with field. Enter "tx_py_child_supp".
begins with | |

4. Most Payroll queries begin with TX_PY.
Click the Search button.
| Search |

6. Click the HTML link.

7. Click the Look up Company (Alt+5) button.
El

8. Click the T52 link.

9. Click the Look up Pay Group (Alt+5) button.
El

10. Click the MON link.

11. Click in the Pay Period End Date field.
Pay Period End Date: I:I

12. Enter the desired information into the Pay Period End Date field. Enter
"11302014".
Pay Period End Date: |:|

13. Click the View Results button.
| View Results |

14. The system tells you that no matching values were found.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.
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Step 18. Running Query TX_PY_DED_SUBSET_DIFF_FROM_PM

Section 4 - Lesson 2 Exercises - Scenario: Running
Query TX_PY_DED_SUBSET_DIFF_FROM_PM

Procedure

In this lesson, you will learn how to run the Query TX PY DED SUBSET DIFF FROM PM.

This query lists paylines where the deduction subset is different from that found on the Paysheet
Manager.

Favorites . Main Menu ..

Home | Workist | AddtoFavortes | Sign out
ORACLE’

My Favorites

CAPPS Interfaces

Self Service

Manager Self Service
Time Admin Self Service
Workforce Administration

abor
Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

#100% ~

Step Action

1. Click the Reporting Tools link.
[ Reporting Toold

2. Click the Query Viewer link.
Query Viewel

3. Enter the desired information into the begins with field. Enter "tx_py ded".
begins with | |

4, Click the Search button.
| Search |
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Step Action

5. Click the HTML link.

6. Click the Look up Company (Alt+5) button.
El

7. Click the T52 link.

8. Click the Look up Pay Group (Alt+5) button.
El

9. Click the MON link.

10. Click the Look up Pay Period End Date (Alt+5) button.
El

11. Click the Vertical Scroll bar.

12. Click the 11/30/2014 link.

13. Click the View Results button.
| View Results |

14. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 19. Running Query TX_PY_STATE_NOTTX_CALCD

Section 4 - Lesson 2 Exercises - Scenario: Running Query
TX_PY_STATE_NOTTX_CALCD

Procedure

In this lesson, you will learn how to run the Query TX PY STATE NOTTX CALCD.

This query lists paychecks where state taxable gross or state tax is calculated.
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Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

©

Centralized Accountmng and Payroll Personnel System

Step Action
1. Click the Reporting Tools link.
[ Reporting Toold
2. Click the Query Viewer link.
Query Viewe
3. Enter the desired information into the begins with field. Enter "tx_py_state".
begins with [ |
4. Most Payroll queries begin with TX_PY.
Click the Search button.
| Search |
6. Click the HTML link.
T
7. Click the Look up Company (Alt+5) button.
El
8. Click the T52 link.
9. Click the Look up Pay Group (Alt+5) button.
El
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Step Action

10. Click the MON link.

11. Click the Look up Pay Period End Date (Alt+5) button.
El

12. Click the Vertical Scroll bar.

13. Click the 11/30/2014 link.

14. Click the View Results button.

| View Results |

15. The report lists employees who have state taxes calculated.

16. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 20. Running Query TX_PY_PAY_OK_TO_PAY_OFF_CPE

Section 4 - Lesson 2 Exercises - Scenario: Running Query
TX_PY_PAY_OK_TO_PAY_OFF_CPE

Procedure
In this lesson, you will learn how to run the Query TX PY PAY OK TO PAY OFF CPE.

This query identifies CPE paysheets with an employee's Ok to Pay checkbox unchecked.
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ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

©
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H100% ~

Step Action

1. Click the Reporting Tools link.
Reporting Tools

2. Click the Query Viewer link.
Query Viewe

3. Enter the desired information into the begins with field. Enter "tx_py_pay ok".

begins with |

4. Click the Search button.
| Search |

5. Click the HTML link.

6. Click the Look up Company (Alt+5) button.

El

7. Click the T52 link.

8. Click the Look up Pay Group (Alt+5) button.

El
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Step Action

9. Click the MON link.
MON
10. Click in the Pay Period End Date field.
Pay Period End Date: I:l
11. Enter the desired information into the Pay Period End Date field. Enter
"11302014".
Pay Period End Date: |:|
12. Click the View Results button.
| View Results |
13. The query found no employees who matched the criteria.
14. Congratulations! You have successfully completed this lesson.

End of Procedure.

S4_L3 - Payroll Calculation Final

Section 4 - Lesson 3 - Payroll Calculation Final

Step 21. Payroll Calculation - Final
Section 4 - Lesson 3 Exercises - Scenario: Payroll Calculation Final

Procedure

In the lesson, you will learn how to run Calculate Payroll in Final Status. The Final Calculation
must be done in order to Confirm Payroll Processing.

Final Calc MUST be executed before Payroll is Confirmed.
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ORACLE"
Menu T o~
Seatch‘ @
Step Action
1. Click the Payroll for North America link.
[_Payroll for North Americg
2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the Produce Payroll link.
4. Click the Calculate Payroll link.
[Calculate Payrol|
5. Enter the desired information into the Run Control ID field. Enter "calcpayroll”.
Run Control ID:| begins with | |
6. Click the Search button.
7. Click the Look up Pay Run ID (Alt+5) button.
Click the Vertical Scroll bar.
9. Click the T52M1114 link.
52M1114
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Step Action
10. Click the On or Off-Cycle list.
Onﬂrﬂﬁ{Ele
11. Click the On-Cycle Checks list item.
On-Cycle Checks
12. You are running Final Calculation, so you must uncheck the Preliminary
Calculation Run checkbox.
13. Click the Preliminary Calculation Run option.
| Preliminary Calculation Huﬂ
14. Never select the Transfer Calc Errors checkbox.
15. Click the Run button.
16. Click the ERP Payroll Calculation option.
[C]  ERP Payroll Calculation
17. Click the Vertical Scroll bar.
18. Click the OK button.
19. Click the Process Monitor link.
20. Click the Refresh button.
|  Refresh |
21. Click the TXPYCALC link.
[XPYCAL]
22. Click the 5493160 - TXCALWS Success link.
5493’ 60 - TACALWS Succesq
23. Click the View Log/Trace link.
24, Click the AE_ TXCALWS 5493160.stdout link.

BE TXCALWS 5493160.stdou]
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PeopleTools £.53.12 - Application Engine Server
Copyright (c) 1988-2015 Oracle and/or its affiliates.
211 Rights Reserved

PSAESRV started service request at 10.12.03 2015-04-16
Zpplication Engine program TXCALWS ended normally

PSAESRV completed service reguest at 10.12.03 2015-04-16

H100% v |

Step Action

25. Click the Close Tab (Ctrl+W) button.
x

159645 Process Instance: 5493160
TXCALWS Process Type:  Application Engine
Run Status: Success

‘Webservice call
Distribution Details

Distribution Nede: PSUNX Expiration Date: 0412372015

File List

Name File Size (bytes)  Datetime Created

AE_TXCALWS_5483160.stdout 289 04116/2015 10:12:18.333545AM CDT
istribute To

Distribution ID Type *Distribution ID

User TXTESTG
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Step Action
26. Click the Return button.
Return

27. Click the OK button.

28. Click the 5493161 - TXCALPRE Success link.
3493161 - TXCALPRE Success

29. Click the View Log/Trace link.

30. Click the txcalpre_5493161.out link
bxcalpre 5493161 ou]

31. Click the Close Tab (Ctrl+W) button.
15

32. Click the OK button.

33. Click the 5493162 - PSPPYRUN Success link.
5493162 - PSPPYRUN Succesd

34. Click the View Log/Trace link.

35. Click the CBL._ PSPPYRUN_549162.log link.

CEL_PSPPYRUN_54931621og
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CINE)| @ httpi//audzapd2.corecpastat., O - &

at 10:12:36.18.
Checking PaySheet Update ended at 10:12:36.51.
Calculation started for Company: TS2

at 10:12:36.68.
110 check(s) already calculated.
6 check(s) to calculate.
Start employes processing at 10:12:36.85.
Check Messages!!!
Calculation ended at 10:12:37.83.

PeopleSoft Payroll -- Version 9.2
Copyright

Pay End Date:

Pay Group: MON

Oracle and/or its affiliates. Rll rights reserved.

On-Cycle Calculation started for Run: TSZM1114
at 10:12:36.14.

Checking PaySheet Update for Company: TS52
Pay Group: MON
2014-11-30

Pay End Date: 2014-11-30

capps

Centralized Accounting and Payroll/Personnel System

100%

Step

Action

36. Click the Close Tab (Ctrl+W) button.

x

159649
PSPPYRUN
Run Status: Success

Calculate Pay

Process Instance: 5493162

Process Type: COBOL 5QL

Distribution Details

Distribution Node: PSUNX
File List

Name
CBL_PSPPYRUN_5483162 log
Distribute To

Distribution ID Type

User

Expiration Date: 05/16/2015

File Size (bytes)
709 04/16/2015 10:12:50.670040AM CDT

Datetime Created

*Distribution ID
TXTESTG
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Step Action
37. Click the Return button.
Refurn
38. Click the OK button.
39. Click the 5493163 - TXCALBRP Success link.
B493163 - TXCALERP Succesd
40. Click the View Log/Trace link.
41. Click the txcalbrp 5493163.out link.
bxcalbrp 5493163 ou]
\/:)fé\‘ @ bitp://audzapSl.core cpastat.. O - & ¥ process Monitor @ sudaap92.core.cpastate.buus ‘ ‘
Step Action
42. Click the Close Tab (Ctrl+W) button.
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View Log/Trace
Report

ReportiD: 159647
TXCALBRP
Run Status: Success

Process Instance: 5493163

Name: Process Type: SOR Process

Benefit Replacement Pay Calc
Distribution Details
Distribution Node: PSUNX

Expiration Date: 04/23/2015

File Size (bytes)
SQR_TXCALBRP_5493163.log 1,625
xcalbrp_5493163.0ut 205
Distribute To
Distribution ID Type

Datetime Created
04/16/2015 10:13:06.786797TAM COT
04/16/2015 10:13:06. 786797AM CDT

*Distribution 1D
User TXTESTG

capps

Centralizad Accounting and Payroll/Personnel System

Step Action

43. Click the Return button.

44. Click the OK button.

45. Click the 5493164 - PSPYRUN Success link.
5493164 - PSPPYRUMN Success

46. Click the View Log/Trace link.

47. Click the CBL_PSPPYRUN_5493164.log link.
CEL PSPFPYRUN 5493164.lod

48. Click the Close Tab (Ctrl+W) button.
1 |

49. Click the Return button.

50. Click the OK button.
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Step

Action

51.

Click the 5493165 - TXCALRET Success link.
E493165 - TXCALRET Succesd

52.

Click the View Log/Trace link.

53.

Click the txcalret 5493165.out link.
Excalret 5493165.0u]

( /5)(.&‘ @ hitp://audaapd2.core.cpastat.. O ~ C [[/2 Process Menitor @ sudaspd2.core.cpa.statetrus
S . =

Begin Retirement Calculation

Company: T52
Paygroup: MON
Pay End Date: 30-NOV-2014
Off Cycle: N

== Bensfits Elected but Retirement Code is not Consi
plid: 00000000184 Ded Code: ERS000 Calc Effdt: 30-NOV-2014 Retirement Code: X

Base Benefits Elected but Retirement Code is not Consistent - No Contribution Calculated.

Empl.

: 00000000194 Ded Code: PRE Calc Effdt: 30-NOV-2014 Retirement Code: X

o ow

: 00000000249 Ded Code: ERS000 Calc Effdr: 31-MAY-2014 Retirement Code: N

Base Benefirs
Emplid: 00000000249 Ded Code: PRE Calc Effdt: 31-MAY-2014 Retirement Code: N

== Bensfits Elected but Reti
plid: 00000000250 Ded Code: ERS000 Calc Effdt: 30-JUN-2014 Retirement Code: N

Base Bensfits Elected but Retirement Code is not Con.
Emplid: 00000000250 Ded Code: PRE Calc Effdt: 30-JUN-2014 Retirement Code: N

Base Benefirs Elected but Retirement Code is not Consistent - No Contribution Calculated.

1id: 00000000017 Ded Code: ERS000 Calc Effdt: 30-NOV-2014 Retirement Code: N

irement Code is not Consistent - No Contribution Calculated.

Calc Effdt: 30-NOV-2014 Retirement Code: N
5000 Calc Effdt: 30-NOV-2014 Retirement Code: N

Base Bensfits Elected but Retirement Code is not Consistent - No Contribution Calculated.

Emplid: 00000000268 Ded Code: PRE Calc Effdt: 30-NOV-2014 Retirement Code: N

Total E

ployee Pay

nes Recalculated: 115.000000

tent - No Contribution Calculated.

2se Benefits Zlected but Retirement Code is not Consistent - No Contribution Calculated.
Elected but Retirement Code is not Consistent - No Contribution Calculated.
ement Code is not Consistent - No Contribution Calculated.

istent - No Contribution Calculated.

#,100%

Step

Action

54.

Click the Close Tab (Ctrl+W) button.
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ReportiD: 159648
Name: TXCALRET
Run Status: Success

Calculation

Process Instance: 5493165
Process Type: SOR Process

Distribution Details

Distribution Node: PSUNX

‘SQR_TXCALRET_5493165.l0g
txcalret_5493165.out
Distribute To

Distribution ID Type

User

Expiration Date: 04/23/2015

File Size (bytes)  Datetime Created
1,625 04/16/2015 10:13:39.041664AM COT
1,944 04/16/2015 10:13:39. 041664AM CDT

*Distribution 1D
TXTESTG

Step Action

55. Click the Return button.
Return
56. Click the OK button.

[ ok ]

57. Click the 5493166 - PSPPYRUN Success link.

E403166 - PSPPYRUN Succesq

58. Click the View Log/Trace link.

59. Click the CBL_PSPPYRUN_5493166.log link.

CEL PSPFPYRUMN 5493166 lod
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PeopleSoft Payroll —- Version 9.2
Copyright (c) 2012, Oracle and/or its affiliates. All rights reserved.

On-Cycle Calculation started for Run: T52M1114
at 10:13:40.68.
Checking PaySheet Update for Company: T52
Pay Group: MON
Pay End Date: 2014-11-30
at 10:13:40.71.
Checking PayShest Update ended at 10:13:40.92.
Calculation started for Company: T52
Pay Group: MON
Pay End Date: 2014-11-30
at 10:13:41.08.
115 check(s) already calculated.
1 check(s) to calculate.
Start employee processing at 10:13:41.33.
Check Messages!!!
Calculation ended at 10:13:41.72.

#100%

Step Action

60. Click the Close Tab (Ctrl+W) button.
X

159651 Process Instance: 5493166
PSPPYRUN Process Type: COBOL 5QL
Run Status: Success

Calculate Pay
Distribution Details

Distribution Nede: PSUNX Expiration Date: 05/16/2015

File List
Name File Size (bytes)  Datetime Created

CBL_PSPPYRUN_5493166 log 709

Distribute To

Distribution ID Type *Distribution ID
User TXTESTG

04/16/2015 10:13:55 257 190AM COT
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Step Action

61. Click the Return button.
Return

62. Click the OK button.

63. Click the Return button.

64. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 22. Review Payroll Error Messages
Section 4 - Lesson 3 Exercises - Scenario: Review Payroll Error Messages

Procedure

Favorites ~ Main Menu~ > Payroll for North America ~

Home Worldist Add fo Favorites Sign out

ORACLE’

Payroll for North America

Payroll for North America
[E7]

Maintain employee payroll information, process payrolis, collect faxes and process year-end requirements

Employee Pay Data USA
in employee payroll information.
Creale Additional Pay
Request Direct Deposit
F=) Updale Payroll Options
3 More

Pay Period Tax Reports USA

Greate reports to SUDPOR payment of taves after each pay
period

F=) Federal Liabilily by State

= Local Tax Deposit

Deposit Summary

U.S. Annual Processing

Define and create Annual Tax Reports
Define Annual Tax Reporting
Creale W-2 Data
Audit and Error Reporis
5 More

Payroll Processing USA
Manage paysheets, calculate and confirm payrolls, and
create checks and advices
] Reverse/Adjus! Paychecks
Create and Load Paysheets
Update Paysheets
3 More
Periodic Payroll Events USA
Review, update, and process periodic payroll functions.
Balance Reviews
Balance Adjusiments

Payroll Distribution
Distribute payroil amounts to General Ledger, Accounts
Payable, and athers.
Commitment Accounting USA
S TX Create Document
= TX Inquire/Delete Document
3 More
U.S. Quarterly Processing
Create Quarterty Tax Reports
Define Quarlerly Tax Reporiing
State Quarterly Wage Reporiing
Quarterty Reports

http://audaapd2.core.cpa.state.tx.us:3000/psc/HCMTXB/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE. FieldFormula.IScript_AppHP?scname=HC_NORTH_AMERICAN_PA  #100% ~

Step

Action

Payroll Processing US4

Click the Payroll Processing USA link.
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Step Action

2. Click the Review Processing Messages link.
Review Processing Messageq

3. Click the Review Payroll Error Messages link.
Review Payroll Error Messaged

4, To save time, the appropriate values have been entered for you.
Click the Search button.

5. Click the Payroll Processing USA button.
|Payrn|l Processing USA v|

6. Click the Update Paysheets menu.
| O Update Payshests k

7. Click the By Payline link.

By Payline

8. Click the Show next row (Alt+.) button.
L]

9. Click the Show next row (Alt+.) button.
L]

10. Click the Show next row (Alt+.) button.
L]

11. Click the OK to Pay option.

12. Click the Save button.

13. Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 23. Running Query TX_PY_DED_SUBSET_DIFF_FROM_PM

Section 4 -

Lesson 3 Exercises - Scenario: Running

Query TX_PY_DED_SUBSET _DIFF_FROM_PM

Procedure

In this lesson, you will learn how to run the Query TX PY DED SUBSET DIFF_FROM PM.
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This query lists paylines where the deduction subset is different from that on the paysheet
manager.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Gomponents
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Step Action
1. Click the Reporting Tools link.
[_Reporting Toold
2. Click the Query Viewer link.
Query Viewe
3. Enter the desired information into the begins with field. Enter "tx_py_ded".
begins with I I
4. Click the Search button.
| Search |
5. Click the HTML link.
T
6. Click the Look up Company (Alt+5) button.
[
7. Click the T52 link.
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Step Action

8. Click the Look up Pay Group (Alt+5) button.
=

9. Click the MON link.

10. Click the Look up Pay Period End Date (Alt+5) button.
Bl

11. Click the Vertical Scroll bar.

12. Click the 11/30/2014 link.

13. Click the View Results button.
| View Results |

14. Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 24. Running TX Pre-Distribution Audit Report (PDAR)

Section 4 -

(PDAR)

Procedure

Lesson 3 Exercises - Scenario: Running TX Pre-Distribution Audit Report

In this lesson, you will learn how to run the TX Pre-Distribution Audit Report. After this report
is run, it must be given to Commitment Accounting/Budget for review and action.

The report identifies potential errors that may occur during the Actuals Distribution process. This
allows budget/position control staff to identify the errors, and modify configurations or budgets
within the HCM Tx Baseline CAPPS in order to successfully process payroll.

Page 131



EUT Course

CAPPS HR/PAYROLL @

Centralized Accountmng and Payroll Personnel System

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step

Action

Click the Payroll for North America link.
[_Payroll for North Americg

Click the Payroll Distribution link.
Payroll Distribution|

Click the Commitment Accounting USA link.
Commitment Accounting USA

Click the TX Predistrib Audit Report link.
X Predistrib Audit Repor]

Click the Add a New Value tab.

Add a New Value |

Enter the desired information into the Run Control ID field. Enter
"predistributionaudit".

Run Control ID:| |

Click the Add button.

Click the Look up Pay Run ID (Alt+5) button.

El
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Step Action

9. Click the Vertical Scroll bar.

10. Click the T52M1114 link.

11. Click the Run button.

12. Click the OK button.

13. Click the Process Monitor link.

14. Click the Refresh button.
[ "Hefresh ]

15. Click the Details link.

16. Click the View Log/Trace link.

17. Click the txpca010_5493177.PDF link.
bxpcali10 5493177.FDH

18. Any results on this Audit Report must be reviewed and researched to determine

appropriate actions for resolving errors.

A copy of the report should be sent to Commitment Accounting/Budget. Their
participation is needed to resolve errors.
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@ hitp://audaspd.core cpastat.. O~ &
Centralized Accounting and Payroll/Perscmnnel System
Predistribution Audit Report
Report ID: TXPCAOLD

Paygroup: MON Pay End Date: 11/30/2014 Off cycle: N

Agency: Ts2
Emplid Page  Line  Addl Nbr Eamns End Dt Deptid Position

End of Report

L

(& audaap92.core.cpa.state.teus X

Run: 04/16/2015 11:52:01
Operator: TXTESTG
Page: 1 of 1

Step Action

19. Click the Close Tab (Ctrl+W) button.
x

&« —» & hitp:/audezpdZcore cpastat., O+ & || @ TX Predistrib Audit Report

View Log/Trace
Report

Report ID: 159661
Name: TXPCAO10
Run Status: Success

Process Type: ‘SQR Report

TX Predistribution Audit Rpt
Distribution Details

Expiration Date: 04/23/2015

Distribution Node: PSUNX

File Size (bytes)  Datetime Created

SOR_TXPCAQ10_5483177 log
txpcal10_5493177. FDF 2872
xpcal10_5493177.out 85,640
Distribute To
Distribution ID Type “*Distribution 1D

User TXTESTE

Process Instance: 5493177 Message Log

1,643 04/16/2015 11:52:11.373393AM CDT
04/16/2015 11:52:11 373393AM COT
04/16/2015 11:52:11.373393AM COT
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Step Action

20. Click the Return button.

21. Click the OK button.

22. Congratulations! You have successfully completed this lesson.
End of Procedure.

S4_L4 - Payroll Confirmation

Section 4 - Lesson 4 - Payroll Confirmation

Step 25. Payroll Confirmation

Section 4 - Lesson 4 Exercises - Scenario: Payroll Confirmation

Procedure

In this lesson, you will learn how to process Payroll Confirmation for On-Cycle Payrolls.

Pay confirmation is the final step in running your payroll. Running the Pay Confirmation process

means that you've reviewed and approved all payroll information for this pay run, and that you're
ready to produce paychecks.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~
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Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Produce Payroll link.

4. Click the Confirm Payroll link.

5. Click the Add a New Value tab.

| Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter "confirmpay".
Run Control ID:| |

7. Click the Add button.
8. Click the Look up Pay Run ID (Alt+5) button.
Bl
9. Click the Vertical Scroll bar.
10. Click the T52M1114 link.
11. Click the On or Off-Cycle list.
On or Dﬁ-CycIe| v|
12. Click the On-Cycle Checks list item.
On-Cycle Checks
13. Click the Run button.
14. Click the OK button.
15. Click the Process Monitor link.
16. Click the Refresh button.
|  Refresh |
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Step Action

17. Click the PAYCONTF link.

EAYCONH

18. Click the 5493181 - PSPCNFRM Success link.

5403181 - PSPCNFRM Succesd

19. Click the View Log/Trace link.

iew Log/Tracs

20.

CEL PSPCNFRM 5493181.lod

Click the CBL_PSPCNFRM_5493181.log link.

\-@ audsapdZ.core.cpasstate.. | | AR |

PeopleSoft Payroll
Copyright (c) 2012, Oracle

on 9.2

On-Cycle Confirmation started for Run:

at 12:31:40.80.

Confirmation started for Company: T52
Pay Group: MON
Pay End Date: 2014-11-30

TS2M1114

o
o

s}
pr
pr
d
de

ed a
ended at 12:31:50.16.

n
and/or its affiliates. All rights reserve

Step Action

21.

Click the Close Tab (Ctrl+W) button.

22.

End of Procedure.

Congratulations! You have successfully completed this lesson.

Step 26. Review Payroll Error Messages

Section 4 - Lesson 4 Exercises - Scenario: Review Payroll Error Messages
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Procedure

In the lesson, you will learn how to review Payroll Error Messages.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

®100%

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Review Processing Messages link.
Review Processing Messaged

4. Click the Review Payroll Error Messages link.
Review Payroll Error Messaged

5. Click the Look up Company (Alt+5) button.
[

6. Click the T52 link.

7. Click the Look up Pay Group (Alt+5) button.
[
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Step Action

8. Click the MON link.

9. Click the Look up Pay Period End Date (Alt+5) button.
El

10. Click the Vertical Scroll bar.

11. Click the 11/30/2014 link.

12. Click the Search button.

13. No matching values indicates that there are no payroll errors.

14. Congratulations! You have successfully completed this lesson.
End of Procedure.

S4_L5 - Actuals Distribution

Section 4 - Lesson 5 - Actuals Distribution

Step 27. Running TX Distribute Actuals Process
Section 4 - Lesson 5 Exercises - Scenario: Running TX Distribute Actuals Process

Procedure
In this lesson, you will learn how to run the TX Distribute Actuals process.

This process distributes employee earnings and employer fringes across ChartField combinations
per the department budget table configuration.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Distribution link.
Payroll Distribution

3. Click the Commitment Accounting USA link.
Commitment Accounting USA

4. Click the TX Distribute Actuals link.
X Distribute Actualg

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter "distributeact".
Run Control 1D:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.
Bl

9. Click the Vertical Scroll bar.
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Step Action

10. Click the T52M1114 link.

11. Click the Run button.

[run ]

12. Click the OK button.

ok ]

13. Click the Process Monitor link.

14. Click the Refresh button.
Refresh |

15. This process needs to be run to Success and Posted. It is not necessary to review
the logs.

16. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 28. Review Payroll Error Messages
Section 4 - Lesson 5 Exercises - Scenario: Review Payroll Error Messages

Procedure

In the lesson, you will learn how to review Payroll Error Messages.
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Favorites - Main Menu -
Home Worldist Add fo Favorites Sign out
ORACLE’
Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Review Processing Messages link.
Review Processing Messagedq

4. Click the Review Payroll Error Messages link.
Review Payroll Error Messageq

5. Click the Look up Company (Alt+5) button.
2

6. Click the T52 link.

7. Click the Look up Pay Group (Alt+5) button.
[

8. Click the MON link.
[MON
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Step Action

9. Click the Look up Pay Period End Date (Alt+5) button.
=

10. Click the Vertical Scroll bar.

11. Click the 11/30/2014 link.

12. Click the Search button.

13. "No matching values" indicates that there are no payroll errors.

14. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 29. Running Payroll Summary Report
Section 4 - Lesson 5 Exercises - Scenario: Running Payroll Summary Report

Procedure
In this lesson, you will learn how to run the Payroll Summary Report.

This report summarizes information on several pages about employee paycheck amounts,
earnings, deductions and tax amounts.

Compare this report to your funding reports to validate balances.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Pay Period Reports link.
Pay Period Reporig

4. Click the Payroll Summary link.

Payroll Summany

5. Click the Add a New Value tab.

Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter
"payrollsummary".
Run Control ID:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.

El
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Step Action

9. Click the Vertical Scroll bar.

10. Click the T52M1114 link.

11. Click the Run button.

12. Click the OK button.

13. Click the Process Monitor link.

Process Monito

14. Click the Refresh button.

Refresh |

15.
K

As soon as the status is Success and Posted, click the Details link.

16. Click the View Log/Trace link.

ReportID: 159662
PAYD18
Run Status: Success

Name: Process Type:

Payroll Summary

Process Instance: 5493178
SQR Report

filgssage (g

Distribution Details

Distribution Node: PSUNX Expiration Date:
File Size (bytes)
SQR_PAYD18_5493178log 1,601
pay018_5493178 PDF 9,394
pay018_5493178.out 9%
Distribute To
Distribution ID Type
User

*Distribution ID
TXTESTE

itAction_win0{doc in0,'PMM_DERIVED_MESSAGELOG_BTN');

04/23/2015

Datetime Created
04/16/2015 12:16:19.856564PM CDT
04/16/2015 12:16:19.856664PM CDT
04/16/2015 12:16:19.856664PM CDT

H100% ~
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Step Action
17. Click the pay018 5493178.PDF link.
pay013_5493172.PDF
18. Click the Vertical Scrollbar.
19. Click the Click the Down Arrow button to review the pages of the report.
20. Click the Click the Down Arrow object.
21. Click the Click the Down Arrow object.
22. Click the Click the Down Arrow object.
23. Continue clicking the Down Arrow button as needed to review the rest of the
report.
24, Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 30. Running Payroll Register Report

Section 4 - Lesson 5 Exercises - Scenario: Running Payroll Register Report

Procedure

In this lesson, you will learn how to run the Payroll Register Report (for smaller payrolls only).

This report groups the employees by pay group and provides totals, sorted by department ID. It
provides totals at the company, pay period, and pay group levels on the last page and a grand total
for all paychecks.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Pay Period Reports link.
Pay Period Reporig

4. Click the Payroll Register link.

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter "payrollreg".
Run Control ID:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.
El

9. Click the Vertical Scroll bar.
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Step Action

10. Click the T52M1114 link.

11. Click the Run button.

12. Click the OK button.

ok ]

13. Click the Process Monitor link.

14. Click the Refresh button.
Refresh |

15. Click the Details link.

16. Click the View Log/Trace link.

17. Click the txpay002 5493179.PDF link.
Expay002 5493179.FDH

ln] »

srnings  sours  Sarnings Typs Hours sarmings  Gross say Taxes Type beductions code et ey ¥
e 20.00 422290 61.75 casn 278.58 70-ms000 302857 0
BeY 160.00 4,202,400 1.2 wEDn
ee B =r.,Teat £ 13,335.00 169,35 AmmE wED s.175.67 ©
00000005 wa 272,84 MEDD
12/81/200 sa2.73 Easwr
1,986.59 aR-sTEOOL
18.24 13-pENa00
P pe—
13167 21-00Fa00
50.00 4257000
100,00 So-ECRAGO
Enployee KX, Test P 2730437 1,730.07 cwspr 20000 GR-HTODl  15,367.00 1@
anos000a671 BsY 120.00 705433 ane_e1 wEDr 167.34 am-LEvan1
s2100 BeY ims.op  1o,es.02 7,193 mer 1,841.69 70-me000
2/01/200 BeY ien.on  1o,es.02
Enmloyes B Test e 2,100.00 130.20 caspz 25.00 00-conosa L5 w
svacoooar: ey i60.00 2,100.00 3045 wEmn 10,00 oo-comese
Departacnt Total .00 0.00 54400 s3,450.77 5.082.01 30.312.58
000 0.00 s,e877 15,0778 a.00

Source Legend: £ - Batch Final L - n-line Fimal © - On-line N - Not added to Gross Pay
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Step Action
18. Click the Down Arrow object.
19. When you have finished reviewing the report, click the Close Tab (Ctrl+W) button.
20. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 31. Running TX Pyrl Actuals Fund Summary Report

Section 4 - Lesson S Exercises - Scenario: Running TX Pyrl Actuals Fund Summary
Report

Procedure
In this lesson, you will learn how to run the TX Pyrl Actuals Fund Summary Report.
This report provides summary payroll expenditure information by fund for a specific payroll

document being processed in order to aid budget and cash management staff in validating funds
availability.

Favorites . Main Menu ..
Home Worklist Add to Favorites Sign out

ORACLE
Menu T av
Search: ®

My Favorites

CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service

Workforce Administration

Benefits

Time and Labor

Payroll for North America

Organizational Development

Set Up HRMS

CAPPS Utilities

Enterprise Components

Worklist

Tree Manager

Reporting Tools

PeopleTools

Change My Password

My System Profile

p://: ore.cpa.state bo.us: 'psp/HCMTXE/EMPLO h/?tab=DEFAULT ®100% ~
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Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Distribution link.
[Payroll Distributior]

3. Click the Commitment Accounting USA link.
Commitment Accounting USA

4. Click the TX Pyrl Actuals Fund Summary link.
[TX Pyrl Actuals Fund Summany

5. Click the Add a New Value tab.

| Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter
"actfundsummary".

Run Control ID:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.

=

9. Click the Vertical Scroll bar.

10. Click the TS2M1114 link.

11. Click the Run button.

12. Click the OK button.

ok ]

13. Click the Process Monitor link.

14. Click the Refresh button.
Refresh |

15. Click the Details link.

:
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Step

Action

16.

Click the View Log/Trace link.

17.

Click the hsas3001_5493191.PDF link.
hsas3001 5493191.FOH

r_\/:.)(é)\@ http://audaapd2.core.cpa.stat... 2~ GH@Pmc Monitor (& audaap92.core.cpa.state.bus ‘ ‘
centralized Accounting and Payroll/perscmnel System Run: 04/16/2015 13:16:43
Payroll Actuals by Fund Summary Operator: TXTEST&
Report ID: HSAS3001 Page: 1 of 1
Texas Baseline Agency 052 Pay Group-MON Pay end date-30-NOV-2014
on Cycle
Fund ay D Account Gross Earnings Employer Health Employer Ret Employer Social Total For All
Insuranca Contr contr Sacurity contr contributions

7369 E
2015 3 32.38
2015 3 7001 18,225.00
2014 8 7002 3,500.00
2014 9 7002 6,796.25
2014 10 7002 2,000.00
2014 12 7002 270.06
2015 1 7002 7,721.82
2015 2 7002 20,021.82
2015 3 7002 464,582.00
2015 1 7003 -1,110.00
2015 3 7003 13,703.28
2015 3 7017 850.52
2012 12 7021 151.82
2015 3 7022 1,945.00 I
2015 3 7031 1,524.36
2014 8 7032 81.12
2014 9 7032 210.21
2014 10 7032 46.35
2015 1 7032 468.05
2015 2 7032 969.14
2015 3 7032 14,815.65
2014 12 7033 20.25
2015 1 7033 27.82
2015 2 7033 18.86
2015 3 7033 433.85
2014 8 7040 5.00
2012 9 7040 13.12
2012 10 7040 2.901
2014 12 7040 1.35
2015 1 7040 33.06
2015 2 7040
2015 3 7040 = . [RIER = Ty«
2015 3 7041
2015 3 7042 ao710
2014 8 7043 267.75 =

Step

Action

18.

Click the Close Tab (Ctrl+W) button.

19.

Congratulations! You have successfully completed this lesson.

End of Procedure.

Step 32. Running TX Pyrl Actuals Class Summary Report

Section 4 - Lesson 5 Exercises - Scenario: Running TX Pyrl Actuals Class Summary

Report

Procedure

In this lesson, you will learn how to run the TX Pyrl Actuals Class Summary Report.

Page 151



CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

This report provides summary payroll expenditure information by class (PCA) for a specific
payroll document being processed in order to aid budget and cash management staff in validating
funds availability.

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Gomponents
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[+ Payroll for North Americg

2. Click the Payroll Distribution link.
Payroll Distribution
3. Click the Commitment Accounting USA link.

Eommitment Accounting USH

4. Click the TX Pyrl Actuals Class Summary link.
[TX Pyrl Actuals Class Summany

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter
"payrollactualsclasssum".
Run Control ID:| |
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Step Action

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.
El

9. Click the Vertical Scroll bar.

10. Click the T52M1114 link.

11. Click the Run button.

12. Click the OK button.

13. Click the Process Monitor link.
Process Monitor

14. Click the Refresh button.
| Refresh |

15. Click the Details link.

16. Click the View Log/Trace link.

17. Click the hsas3002_5493193.PDF link.

hsas3002 5493193.FDH
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a“:‘-“l@ bt faudanp2.core.cpastat.._9 = |[ @ Process Moritor Dot N @ oucooes2.corecoasate % [ T
Centralized Accounting and Payroll/Perscnnel System Run: 04/16/2015 14:00:22
Payroll Actuals by Class Summary Operator: TXTESTE
Report ID: HSAS3002 Page: 1 of 1
Texas Baseline Agency 052 Pay Group-MON Pay end date-30-NOV-2014
on cycle
Class AY D Account Cross Earnings Employer Health Employer Ret Employer Social Total For All
Insurance Contr Contr Security Contr Contributions
84001 =
2015 3 32.36
2015 3 7001 19,225.00
2015 1 70032 -1,110.00
2015 3 70032 13,703.28
2015 3 7017 850.52
2015 3 7022 1,945.00 I
2014 12 7040 1.35
2015 1 7040 33.06
2015 2 7040 €5.86
Total class 84001 541,262.46 457.10 1,646.06 32.38 543,397.98
2014 8 7032
2014 9 7032
3
Step Action
18. When you have finished reviewing the report, click the Close Tab (Ctrl+W) button.
19. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 33. Running TX Pyrl Actuals by Approp/PCA

Section 4 - Lesson 5 Exercises - Scenario: Running TX Pyrl Actuals by Approp/PCA
Procedure

In this lesson, you will learn how to run the TX Pyrl Actuals by Approp/PCA report.

This report provides summary payroll expenditure information by Appropriation/PCA for a

specific payroll document being processed in order to aid budget and cash management staff in
validating funds availability.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
Payroll for Morth America

2. Click the Payroll Distribution link.
Payroll Distribution]

3. Click the Commitment Accounting USA link.
Commitment Accounting USH

4. Click the TX Payroll by Approp/PCA link.
[[X Payroll by Approp/PCH

5. Click the Add a New Value tab.

Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter "app_pca".
Run Control ID:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.
=
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Step Action

9. Click the scrollbar.

10. Click an entry in the list.

T52M1114
11. Click the Run button.
Run
12. Click the OK button.
13. Click the Process Monitor link.

Frocess Monito

14. Click the Refresh button.
|  Refresh |
15. Click the Details link.
16. Click the View Log/Trace link.
17. Click the hspy0001_5493194.PDF link.

hspy0001 5493194.FDH
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E‘ = ‘@ http://audaapd2.core.cpastat.. O~ & H {2 Process Monitor (@ audaapd2.core.cpastateious | E5 audaap92 core.cpastate.t...

Centralized Accounting and Payroll/Perscmnel System Run: 04/16/2015 14:05:10
Payroll Summary by APprop/PCA Operator: TXTEST6
REport ID: HSPYO0DL Page: 1 of 1
Texas Baseline Agency 052 Pay Group-MON Pay end date-30-KOV-2014
on cycle

Bppropriation DCA Fund Code  Approp Year Amount
13111 84001 7369 2014 12,760.85
90327 20327 7369 2014 337.68
91142 91142 7369 2014 97284

Total for Approp Year: 2014 14,071.47
13111 84001 7369 2015 530,637.13
90327 90327 7369 2015 16,251.85
91142 91142 7369 2015 37,746.87
990327 99327 7369 2015 4,559.24

Total for Approp Year: 2015 588,195.00
Total Payroll 603,266.56

!1 [ | L

Step Action

18. When you are finished viewing the report, click the Close Tab (Ctrl+W) button.

19. Congratulations! You have successfully completed this lesson.
End of Procedure.

S4_L6 - Payroll Processing - SPRS Pay Processing Out
Section 4 - Lesson 6 - Payroll Processing - SPRS Pay Processing Out

Step 34. TX Create Document
Section 4 - Lesson 6 Exercises - Scenario: TX Create Document

Procedure
In this lesson, you will Create a Document for On-Cycle Payroll Processing.

The TX Create Document step creates the Payroll document required for SPRS/USAS
processing.
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Favorites ~

ORACLE

Payroll for North America

Payroll for North America
[ £

Employee Pay Data USA
Maintain employee payrol information
Create Additional Pay
Request Direct Deposit
= Update Payroll Opticns

3 More

Pay Period Tax Reports USA

Creale reparts to support payment of taxes afler each pay
period

[=] Federal Liability by State

Local Tax Deposit

Deposit Summary

Main Menu~ > Payroll for North America ~

ain employee payroll information, process payrolls, collect taxes and process year-end requirements.

Payroll Processing USA
Manage paysheels, calculate and confirm payrolls, and
ereate checks and advices

[ Reverse/Adjust Paychecks
Creale and Load Paysheets
Update Paysheets
13 Mare,
Periodic Payroll Events USA
Review, update, and process periodic payroll funclions
Balance Reviews
Balance Adjusiments

Home ‘Worklist Add to Favorites Sign out

Payroll Distribution
Distribute payroll amounts fo General Ledger, Accounts
Payable, and others.
Commitment Accounting USA
[ TX Create Document
= TX Inquire/Delete Document
3 More
U.S. Quarterly Processing
Creale Quarlerly Tax Reporis
Define Quarterly Tax Reporting
State Quarferly Wage Reporiing
Quarterly Reporis

3 More.

U.S. Annual Processing

Define and creale Annual Tax Reports
Define Annual Tax Reporling
Create W-2 Data
Audit and Error Reports
5 More.

http://audaapd2.core.cpa.state t.us:3000/psp/HCMTXB/EMPLOYEE/HRMS/c/MANAGE_PAYROLL PROCESS US.RUN_TAX009.USA?PORTALPARAM PTCNAV=HC RUN TAX00: #100% ~

Step Action

1. Click the Payroll Distribution link.
Payroll Distribution]

2. Click the TX Create Document link.

X Create Documen]

3. Click the Look up Company (Alt+5) button.
2l

4, Click the T52 link.

5. Click the Look up Pay Group (Alt+5) button.
2

6. Click the MON link.
Moy

7. Click the Look up Pay Period End Date (Alt+5) button.
=

Click the Vertical Scroll bar.

9. Click the 11/30/2014 link.
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Step Action

10. Click the Add button.
11. Enter the desired information into the Batch Name field. Enter "Nov On Cycle".

*Batch Name: | |

12. If applicable, change the Payment Date.
13. Click the Release for SPRS Processing option.
||:| Release for SPRS F'ruc:essind
14. Click the Save button.
15. After checking the Release for SPRS Processing and clicking on Save, the

Document Number is assigned.

16. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 35. Send Payroll to TX SPRS Pay Outbound
Section 4 - Lesson 6 Exercises - Scenario: Send Payroll to TX SPRS Pay Outbound

Procedure

In this lesson, you will learn how to create and send the payroll file to SPRS for Payroll
Processing.

This step generates a payroll file for transmission to SPRS.
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Favorites . Main Menu ..

Home Workdist Add to Favorites. Sign out

ORACLE’

Menu T o~

Search: @
WMy Favorites
CAPPS Interfaces
Self Service
Manager Self Service
Time Admin Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
Set Up HRMS
CAPPS Utllties
Enterprise Components
Worklist
Tree Manager
Reporting Tools
PeopleTools
Change My Password
My System Profile

Step Action

1. Click the CAPPS Interfaces link.
CAPPS Interfaces

2. Click the TX SPRS Pay Outbound link.
X SPRES Pay Outbo ud
3. Click the Add a New Value tab.

Add a New Value |

4, Enter the desired information into the Run Control ID field. Enter "sprspayoutb".
Run Control 1D:| |

5. Click the Add button.

6. Click the Look up Company (Alt+5) button.
Bl

7. Click the T52 link.

The File Settings section is now populated.

9. Click the Run button.
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Step Action

10. Click the OK button.

11. Click the Process Monitor link.
FProcess Monito

12. Click the Refresh button.
|  Refresh |

13. Click the Refresh button.
[ Refresh |

14. Once this process has a Run Status of Success and Distribution Status of Posted you
are done.

Don't forget that the Payroll must be approved in SPRS after the SPRS Pay
Outbound process.

15. Congratulations! You have successfully completed this lesson.
End of Procedure.

Step 36. Running TX SPRS Audit Report
Section 4 - Lesson 6 Exercises - Scenario: Running TX SPRS Audit Report

Procedure
In this lesson, you will learn how to run the TX SPRS Audit Report.

This report provides an analysis of a payroll as if it were sent to SPRS for processing. It lists any
potential errors that would not pass SPRS processing.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Sef Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

http://audaapd2.core.cpa.state tx.us:3000/psp/HCMTXB/EMPLOYEE/HRMS/h/?tab=DEFAULT H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Distribution link.
Payroll Distribution
3. Click the TX SPRS Audit Rpt link.

[[X SPRS Audit Rp]

4. Click the Add a New Value tab.

| Add a New value |

5. Enter the desired information into the Run Control ID field. Enter "sprsauditout".
Run Control ID:| |

6. Click the Add button.

7. Click the Look up Company (Alt+5) button.
2l

8. Click the T52 link.
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Step Action
9. Click the Look up Pay Group (Alt+5) button.
=
10. Click the MON link.
11. Click the Look up Pay Period End (Alt+5) button.
Bl
12. Click the Vertical Scroll bar.
13. Click the 11/30/2014 link.
14. Click the Look up Document Number (Alt+5) button.
Bl
15. Click the 84116001 link.
E4T116001
16. Click the Run button.
17. Click the OK button.
18. Click the Process Monitor link.
19. Click the Refresh button.
[  Refresh |
20. Click the Details link.
21. Click the View Log/Trace link.
22. Click the txspraud_5493196.PDF link.
txspraud_549319G.PDF
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r\/’:-)(@‘ @ hittp://audaapdl.core cpastat.. O~ G H 2 Process Monitor (& sudaapd2.core.cpa.statetrus X ‘ ‘

Step Action

23. Click the Close Tab (Ctrl+W) button.
X
24, Congratulations! You have successfully completed this lesson.

End of Procedure.

S4_L7 - Payroll Processing - SPRS Pay Processing In
Section 4 - Lesson 7 - Payroll Processing - SPRS Pay Processing In

Step 38. TX Document History
Section 4 - Lesson 7 Exercises - Scenario: TX Document History

Procedure
In this lesson, you will learn how to check Document History.

Document History displays a status of payroll documents processed overnight.
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Favories - | Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE"

Menu T o~
Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Sef Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

H100% v

Step Action

1. Click the Payroll for North America link.
Payroll for Morth America

Favorites ~ ‘ Main Menu~ > Payroll for North America ~

Home | Workist | AddtoFavortes | Sign out
ORACLE"

Payroll for North America
Payroll for North America
[E3]

Maintain employee payroll information, process payrolls, collect taxes and process year-end requirements.

Employee Pay Data USA Payroll Processing USA Payroll Distribution
Maintain employee payrollinformation Manage paysheets, calculate and confirm payrolls, and Distribute payroll amounts fo General Ledger, Accounts
2 Create Additional Pay create checks and advices. Payable, and others.
F= Request Direct Deposit ] Reverse/Adjust Paychecks [ Commitment Accounting USA
=] Update Payroll Options [ Creale and Load Paysheets [ TX Create Document

3 More [ Update Payshests S TX Inquire/Delete Document

13 Mare, 3 More

Pay Period Tax Reports USA Periodic Payroll Events USA U.S. Quarterly Processing
Creale reports to supporl payment of taxes afler each pay Review, update, and process periodic payroll funclions. Creale Quarterly Tax Reports.
period. [ Balance Reviews [ Define Quarterly Tax Reporting
5] Federal Liabilty by State £ Balance Adiustments £ State Quarterly Wage Reporting
F=) Local Tax Deposit £ Quarterly Repors
= Tax Deposit Summary

3 more

ﬁ U.S. Annual Processing
Define and creale Annual Tax Reports
22 Define Annual Tax Reporting
[ Create W-2 Data
2 Audit and Error Reporls
5 More.

100%
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Step Action

2. Click the Payroll Distribution link.
Payroll Distributior]

3. Click the TX Document History link.
[TX Document Histon]

4. Click the Look up Company (Alt+5) button.
El

5. Click the T52 link.

6. Click the Look up Pay Group (Alt+5) button.
El

7. Click the MON link.

8. Click the Look up Pay Period End Date (Alt+5) button.
Bl

9. Click the Vertical Scroll bar.

10. Click the 11/30/2014 link.

11. Click the Search button.

12. Review TX Document History Page One and Two.
In the real environment, you will see additional information on these screens. In the
training environment, there is no information to display.

13. Congratulations! You have successfully completed this lesson.
End of Procedure.

S4 L8 - Viewing Paychecks

Section 4 - Lesson 8 - Viewing Paychecks

Viewing Paychecks

Section 4 - Lesson 8 Exercises - Scenario: Viewing Paychecks

Procedure
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In this lesson, you will learn how to View Pay Checks.

CAPPS HR/PAYROLL
EUT Course

Favorites . Main Menu ..

ORACLE

Menu <

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

Home ‘Worklist Add to Favorites Sign out

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americd

Click the Payroll Processing USA link.
Payroll Processing USA

Click the Produce Payroll link.

Click the Review Paycheck link.
Heview PaychecH

Click the Look up Company (Alt+5) button.

El

Click the T52 link.

El

Click the Look up Pay Group (Alt+5) button.
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Step Action
8. Click the MON link.
9. Click the Look up Pay Period End Date (Alt+5) button.
El
10. Click the Vertical Scroll bar.
11. Click the 11/30/2014 link.
12. Click the Search button.
13. Click the 11/30/2014 link.
14. Click the View All link.
iew Al
15. Click the TX SPRS Pay Check tab.
| TX SPRS Pay Check
16. This status, "Sent to SPRS," indicates that the Pay file was sent to SPRS and Day
Two has not occured.
The next screen will show the SPRS Payment Information populated.
17. On Day Two, the SPRS Payment Status will change to "USAS Accepted".
This example is for a different test employee.
18. Congratulations! You have successfully completed this lesson.
End of Procedure.

S4 L9 - Off-Cycle Transactions

Section 4 - Lesson 9 - Off-Cycle Transactions

Reversal Check Transaction
Section 4 - Lesson 9 Exercises - Scenario: Reversal Check Transaction

Procedure

In this lesson, you will learn how to process a Reversal Check Transaction for Off-Cycle Payroll

Processing.
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Step

Action

Completing a CPE Reversal entry is included at the beginning of this lesson,
however you will not see this step on the Reversal Checklist.

This lesson only walks through the activities/entries that are different than what was
learned in On-Cycle processing.

Please be sure to use the Reversal/Cancellation Checklist to ensure that you have
completed all steps outside of training.

In order to complete the Reversal Check process, you will need the paycheck
number for the pay period and the issue date. This is a 7-part process.

A. CPE Reversal Entry

B. TX Off Cycle Page Range
C. CPE Reversal Load

D. Reverse/Adjust Paychecks
E. TX Off Cycle Page Range
F. Confirm Payroll

G. TX Create Document

Favorites . Main Menu ..

Home | Workist | AddtoFavortes | Sign out
ORACLE’

Menu T av

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
SetUp HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

#100% -
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Step Action

3. Part A begins here.
Part A. CPE Reversal Entry.
Click the Payroll for North America link.
[_Payroll for North Americd

4. Click the Payroll Processing USA link.
Payroll Processing USA

5. Click the TX CPE Reversal link.
[TX CPE Reversal

6. Click the Look up Company (Alt+5) button.
Bl

7. Click the T52 link.

8. Click the Look up Pay Group (Alt+5) button.
=

9. Click the MON link.

10. Click the Look up Pay Period End Date (Alt+5) button.
Bl

11. Click the 11/30/2014 link.
(L1300 2014

12. Press [Tab].

13. Enter the desired information into the Paycheck Number field. Enter "5203197".
Paycheck Number: | [ x|

14. Press [Tab].

15. Enter the desired information into the Paycheck Issue Date field. Enter
"12012014".
Paycheck Issue Date:[:::::::::]

16. Click the Add button.
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Step Action

17. Enter the desired information into the Comments field. Enter "Check paid in
error.".
Comments

18. Click the scrollbar.

19. Click the Save button.

20. Notice the Reversal Details that populated after you Saved.

21. Click the Payroll Processing USA button.

|Pa'g'rnll Processing USA v|

22. Part B begins here.

Part B. TX Off Cycle Page Range

Click the Update Paysheets menu.
| O Update Payshests "l

23. Click the TX Off Cycle Page Range menu.
| .j TX Off Cycle Page Range |

24, Note the Ending Page Number for the Off Cycle Page Range. The transactions
that will be entered for Reversals will begin with the number that comes after the
Ending Page Number.

This will assist you in grouping the pages to be included in the document creation.

25. Click the Payroll Processing USA button.
|F‘a1.rrull Processing USA v|

26. Part C begins here.

Part C. CPE Reversal Load

Click the TX CPE Reversal Load menu.
[l TX CPE Reversal Load

27. The CPE Reversal Load process loads reversals from the CPE Reversal data entry
page and populates the Reversal/Adjustment page.

28. Enter the desired information into the Run Control ID field. Enter "reversalload".
Run Control ID:| begins with W |[reversalioad| x|
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Step Action

29. This same Run Control ID will be used for the Reverse/Adjust process that follows.

30. Click the Search button.

31. Click the Look up Company (Alt+5) button.
El

32. Click the T52 link.

33. Click the Look up Pay Group (Alt+5) button.
El

34. Click the MON link.

35. Click the Look up Pay Period End (Alt+5) button.
Bl

36. Click the 11/30/2014 link.
[1130/7014

37. Click the Load CPE Reversals to Payroll option.
||:| Load CPE Reversals to Payrﬂll

38. Click the Run button.

39. Click the OK button.

40. Click the Process Monitor link.

41. Click the Refresh button.
|  Refresh |

42. Click the Details link.

43. Click the View Log/Trace link.

44. Click the txrvload_5493234.PDF link.

Exrvload 5493234 PDH
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@|{e http://audaap2.corecpastat.. O = & |[ @ Process Monitor |§audaap92.mrupasmm. & audaapd2.core.cpastatet.. X |
——
J— S S
-
N p— L
name Paycheck mbr Check o seversal ou
nnnnnnnnnnn NE— s [ oo
S
= o 11r1] = ok

Step Action

45. Click the Close Tab (Ctrl+W) button.

x
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View Log/Trace
Report
ReportID: 159713 Process Instance: 5493234 Message Log
Name: TXRVLOAD Process Type: SQR Process
Run Status: Success

CPE Reversal Load
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/2412015

File Size (bytes)  Datetime Created
SQR_TXRVLOAD_5493234 log 1,627 0417/2015 3:27:43 695893PM CDT
txrvioad_5493234 PDF 3,157 04/17/2015 3:27:43 695893PM CDT
txrvioad_5493234.out 137 04/17/2015 3:27:43.695893PM CDT
Distribute To
Distribution ID Type *Distribution ID
TXTESTE

Step Action

46. Click the Return button.
| Retum

47. Click the OK button.

48. Click the Payroll Processing USA button.
|F"awnl Processing USA v|

49, Part D begins here.

Part D. Reverse/Adjust Paychecks

Click the Reverse/Adjust Paychecks menu.
| Reverse/Adjust Paychecks

50. The Reverse/Adjust Paychecks process creates reversing paylines.

51. The Run Control ID must be the same one that was used for the CPE Reversal
Load that was just processed.

Enter the desired information into the Run Control ID field. Enter "reversalload".
Run Control ID:| begins with ™ | M|
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Step Action

52. Click the Search button.

53. Click the Look up Pay Period End Date (Alt+5) button.
Bl

54. Click the 11/30/2014 link.
130,014

55. Enter the desired information into the Paycheck Number field. Enter "5203197".
Paycheck Number: | |

56. Press [Tab].

57. Click the Look up Paycheck Issue Date (Alt+5) button.
Bl

58. Click the T52 link.
=3

59. Click the Run button.

60. Click the OK button.

61. Click the ERP Reversal Processing option.
EI ERF Reversal Processing

62. Click the scrollbar.

63. Click the OK button.

64. Click the OK button.
COK

...................... -
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Step Action

65. The Reversal Cause Negative Balance Report is not populated in this
training. However you would continue with the same steps as in other exercises to
get to reports.

View the report through the Process Monitor, as demonstrated previously.

66. Click the Payroll Processing USA button.
Payroll Processing USA -

67. Part E begins here.

Part E. TX Off Cycle Page Range

Click the Update Paysheets menu.
| [ Update Payshests "l

68. Click the TX Off Cycle Page Range menu.
| .j TX Off Cycle Page Range |

69. Click the Look up Company (Alt+5) button.
El

70. Click the T52 link.

71. Click the Look up Pay Group (Alt+5) button.
El

72. Click the MON link.

73. Click the Look up Pay Period End Date (Alt+5) button.
El

74. Click the Vertical Scroll bar.

75. Click the 11/30/2014 link.

76. Click the Search button.

77. The Ending Page Number will assist you in grouping the pages to be included in

Payroll Confirm and Create Document.
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Step Action

78. Click the Payroll for North America button.
Payroll Processing USA ~

79. Part F begins here.

Part F. Confirm Payroll

Click the Produce Payroll menu.

| 3 Produce Payrol "’l

80. Click the Confirm Payroll menu.
| .j Confirm Payroll |

81. Enter the desired information into the Run Control ID field. Enter "conf".
Run Control ID:| begins with [ |

82. Click the Search button.

83. Click the CONFIRMPAYROLL link.

84. Confirmation finalizes reversal and updates balances and changes the status on the
original payment to "Reversed".

85. Click the Look up Company (Alt+5) button.
Bl

86. Click the T52 link.

87. Click the Look up Pay Group (Alt+5) button.
=

88. Click the MON link.

89. Click the Look up Pay End Date (Alt+5) button.
=

90. Click the Vertical Scroll bar.

ol1. Click the 11/30/2014 link.
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Step Action

92. Click the Look up Process Page (Alt+5) button.
Bl

93. Click the 12 link.
i3

94, Click the Look up Process Page (Alt+5) button.
UJ

95. Click the 12 link.
i3

96. Click the Run button.

97. Click the OK button.

98. Click the Process Monitor link.

99. Click the Refresh button.
|  Refresh |

100. Click the PAYCONEF link.
FAYCONA

101. Click the 5493271 - PSPCNFRM Success link.
(493271 - PSPCHFEM Succesd

102. Click the View Log/Trace link.

103. Click the CBL_PSPCNFRM _5493271.log link.

CEL PSPCNFREM 5493271.lod
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PeopleSoft Payroll -- Version 8.2
Copyright (c) 2012, Oracle and/or its affiliates. All rights reserved.

Off-Cycle Confirmation started for Rum: T52M1114

at 12:09:03.77.

Checking PaySheet Update ended at 12:09:05.49.

Confirmation started for Company: T52
Pay Group: MON
Pay End Date: 2014-11-30
PAGE_NUM

at 12:09:06.39.

1 check(s) calculated.

Start sequence processing at 12:08:07.22,

Start employes processing st 12:08:07.44.

Commit processed at 12:08:11.88.

Confirmation ended at 12:09:11.81.

Step Action

104. Click the Close Tab (Ctrl+W) button.
X

Close Tab (Ctrl+ W)

View LogfTrace

Report
ReportID: 159746 Process Instance: 5493271 Message Log
Name: PSPCNFRM Process Type: COBOL SQL
Run Status: Success
Confirm Pay

Distribution Details

Distribution Node: PSUNX Expiration Date: 05/20/2015

File List

Name File Size (bytes)  Datetime Created
CBL_PSPCNFRM_5493271.log 603 047202015 12:09:18.143423PM CDT
Distribute To

Distribution ID Type “Distribution ID

User TXTESTE
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Step Action

105. Click the Return button.
106. Click the OK button.
107. Click the Payroll for North America button.

|F‘a1,rrnll for Morth America vl

108. Part G begins here.

Part G. TX Create Document

Click the Payroll Distribution menu.

(3 Payroll Distribution 4

109. Click the TX Create Document link.
TX Create Document

110. The Create Document process creates the Payroll Cancellation (CAN) document
required for SPRS/USAS processing.

111. Click the Look up Company (Alt+5) button.
Bl

112. Click the T52 link.

113. Click the Look up Pay Group (Alt+5) button.
El

114. Click the MON link.

115. Click the Look up Pay Period End Date (Alt+5) button.
El

116. Click the Vertical Scroll bar.

117. Click the 11/30/2014 link.

118. Click the Add button.
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Step Action

119. Click the Batch Type list.

*Batch Type: PAY u

120. Click the CAN list item.

CAN
121. Press [Tab].
122. Enter the desired information into the Batch Name field. Enter "REV 113014".
‘Batch Name:
123. Press [Tab].
124. Enter the desired information into the Page field. Enter "12".
page ]
125. Enter the desired information into the Thru Page field. Enter "12".
Thru Page: I:l
126. Click the Release for SPRS Processing option.
||:| Release for SPRS F'rcu:essind
127. Click the Save button.
128. When processing reversals, the original check will still exist in the system and there

will be a second check (duplicate) listed indicating Reversal.

Let's navigate there to see both entries.
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Favorites - ‘ Main Menu~ > Payroll for North America ~ > Payroll Distribution -~ > TX Create Document

Home | Workist | AddtoFavortes | Sign out
ORACLE"

New Window | Personalize Page | 5]
TX Create Document

Document Header
Company: T52 Pay Group: MON Pay End Dt: 11/30/2014 | Off Cycle ?

Document Details

“Batch Type: “Batch Name: [REV 113014

Page: 12)@, Thru Page: 12|@,
Payment Date: Document Number: 34116002
SPRS Only Document? Release for SPRS Processing
Payroll
Message
Save | |G Return to Search | =] Notity Eh Add Uil U i

HU00% v

Step Action

129. Click the Payroll for North America link.
Payroll for North America

Favorites ~ ‘ Main Menu~ > Payroll for North America ~| > Payroll Distribution ~ » TX Create Document
Home | Workist | AddtoFavorites | Sign out
ORACLE 3 Employee Pay Data USA 4
Payroll Processing USA v
1 Payroll Distibution N New Window | Personalize Page | &
TX Create Document
3 Pay Period Tax Reporis USA L4
8 Periodic Payroll Events USA 4
D t Head
peument Reader £33 US Quarterly Processing v
Company: T52 Pay Grc (1 U.S. Annual Processing ¥ ycle 2

Document Details

“Batch Type: *Batch Name: [REV 113014

Page: 12]@, Thru Page: 12[@,

Payment Date: Document Number: 84116002

SPRS Only Document? Release for SPRS Processing
Payroll
Message
Save | |G Retum to Search | |[=] Nofify EL Add UpE:

http://audaapd2.core.cpa.state tx.us:3000/psp/HCMTXB/EMPLOYEE/HRMS/s/WEBLIB_PT_NAVISCRIPTL FieldFormulalScript PT_NAV INFRAME?pt fname=HC_NORTH_AMER #,100%
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Step Action
130. Click the Payroll Processing USA menu.
[  Payroll Processing USA k
131. Click the Produce Payroll menu.
[0 Produce Payroll ¥
132. Click the Review Paycheck menu.
| ._'] Review Faycheck |
133. Click the Look up Company (Alt+5) button.
El
134. Click the T52 link.
135. Click the Look up Pay Group (Alt+5) button.
El
136. Click the MON link.
137. Click the Look up Pay Period End Date (Alt+5) button.
Bl
138. Click the Vertical Scroll bar.
139. Click the 11/30/2014 link.
140. Enter the desired information into the Empl ID field. Enter "00000000071".
Empl ID: | begins with || |
141. Click the Search button.
142. Notice the two entries below...One indicating N for Off-Cycle and the other Y for
Off-Cycle.
143. Click the N link.
M
144, Notice the Paycheck Status for the On-Cycle Check.
145. Click the Vertical Scroll bar.
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Step Action

146. Click the Return to Search button.
[t Retumn to Search |

147. Click the Y link.
Y

148. Note the Pay Status for the Off-Cycle Check (Confirmed) and Paycheck Option
(Check Reversal) and the Paycheck Totals as Negatives.

149. Congratulations! You have successfully completed this lesson.
End of Procedure.

Replacement Check Transaction
Section 4 - Lesson 9 Exercises - Scenario: Replacement Check Transaction

Procedure

In this lesson, you will learn how to process a Replacement Check for Off-Cycle Processing.

Step Action

1. Completing a CPE Replacement entry is included at the beginning of this lesson,
however you will not see this step on the Replacement Checklist.

This lesson only walks through the activities/entries that are different than what was
learned in On-Cycle processing.

Please be sure to use the Replacement Checklist to ensure that you have
completed all steps outside of training.

2. In order to complete the Replacement Check process, you will need the paycheck
number for the pay period and the issue date. This is a 5-part process.

Part A. CPE Replacement Entry

Part B. Create a Document

Part C. CPE Replacement Load

Part D. SPRS Replacement Page

Part E. Finalize document to send to SPRS for processing
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Favorites . Main Menu ..

Home Workdist Add to Favorites. Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

pi// re.cpa.state.tx ‘psp/HCMTXE/EMPLOYEE/HRMS/h/?tab=DEFAULT H100% ~

Step Action

3. Part A begins here.

Part A. CPE Replacement Entry.

Click the Payroll for North America link.
[_Payroll for North Americd

4. Click the Payroll Processing USA link.
Payroll Processing USA

5. Click the TX CPE Replacement link.
[TX CPE Replacemen]

6. Click the Look up Company (Alt+5) button.
Bl

7. Click the T52 link.

8. Click the Look up Pay Group (Alt+5) button.
=

9. Click the MON link.
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Step Action

10. Enter the desired information into the Pay Period End Date field. Enter
"09302014".
Pay Period End Date: I:I

11. Press [Tab].

12. Enter the desired information into the Paycheck Number field. Enter "5202979".
Paycheck Number: | 0] x|

13. Press [Tab].

14. Enter the desired information into the Paycheck Issue Date field. Enter
"12012014".
Paycheck lssue Date:|:|

15. Click the Add button.

16. Click the Save button.
5] save

17. Part B begins here.

Part B. Create a Document

Click the Payroll Distribution menu.

| ©3  Payroll Distribution 4

18. Click the TX Create Document menu.
=] TX Create Document

19. This process creates the payroll Replacement (REP) document required for
SPRS/USAS processing.

20. Click the Look up Company (Alt+5) button.
Bl

21. Click the T52 link.

22. Click the Look up Pay Group (Alt+5) button.
Bl

23. Click the MON link.
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Step Action

24, Enter the desired information into the Pay Period End Date field. Enter
"09302014".
Pay Period End Date:|:|
25. Click the Add button.
26. Click the Batch Type list.
“Batch Type: [ENENNN V|
27. Click the REP list item.
REF
28. Press [Tab].
29. Enter the desired information into the Batch Name field. Enter "REP SEPT".

*Batch Name: | |

30. Change the Payment Date as appropriate.

31. You will Create the Document and Save without checking the Release for SPRS
Processing option for right now. After running the CPE Replacement Load, you
will come back to this page to select this option and Save.

32. Click the Save button.
Save

33. Click the OK button.

o]

34. Click the OK button.

e

35. Note the Document Number that was created. You will use it later.

36. Click the Payroll for North America button.
|F"a1,rrnll for Morth America vl

37. Part C begins here.

Part C. CPE Replacement Load

Click the Payroll Processing USA menu.
| [  Payroll Processing USA "l

38. Click the TX CPE Replacement Load menu.
| |=] TX CPE Replacement Load |
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Step Action

39. The TX CPE Replacement Load process creates transactions on the TX SPRS
Replacement Page.
40. Click the Add a New Value tab.

Add a New Value |

41. Enter the desired information into the Run Control ID field. Enter "replload".
Run Control 1Dz |

42. Click the Add button.

43. Click the Look up Company (Alt+5) button.
El

44, Click the T52 link.

45. Click the Look up Pay Group (Alt+5) button.
Bl

46. Click the MON link.

47. Click the Look up Pay Period End (Alt+5) button.
=

48. Click the Vertical Scroll bar.

49. Click the 09/30/2014 link.

50. Click the Load CPE Replacements to Payroll option.
||:| Load CPE Replacements to Pawﬂll

51. Click the Run button.

52. Click the OK button.

53. Click the Process Monitor link.

54. Click the Refresh button.
|  Refresh |

Page 188



EUT Course

@ -. - CAPPS HR/PAYROLL

Centralized Accounting and PayrollfPersonnel System

Step Action

55. Click the Details link.

56. Click the View Log/Trace link.

57. Click the txrpload_5493016.PDF link.
Expload 5403016.PDH

—
f\\/\-’ﬂ)@‘ @ hitpi//audaap92.core.cpastat.. O - & H 2 Process Moniter (2 zudaaps2.core.cpastatebrus % ‘ ‘

Peoplesoft
Repart 10, TIRELoAD cex aEFLACRMRNT LoMD

Step Action

58. After reviewing the report, click the Close Tab (Ctrl+W) button.

X
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View Log/Trace
Report
ReportID: 159517 Process Instance: 5493016 Message Log
Name: TXRPLOAD Process Type: ‘5QGR Process
Run Status: Success

CPE Replacement Load
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/18/2015

File Size (bytes)  Datetime Created
SQR_TXRPLOAD_5493016.log 1,619 04/11/2015 5:39:01.540327PM CDT
tarpload_5493016.PDF 2,980 04/11/2015 5:39:01.540327PM CDT
tarpload_5493016.out 146 04/11/2015 5:39:01.540327PM CDT
Distribute To
Distribution ID Type *Distribution ID
User TXTESTE

H100% v |
Step Action
59. Click the Return button.
60. Click the OK button.
61. Click the Go back to TX CPE Replacement Load link.
|50 back to TX CPE Eeplacement Load
62. View the SPRS Replacement transaction loaded by Document Number.
Part D. SPRS Replacement Page
Click the Payroll for North America button.
[Payroll for North America -]
63. Click the Payroll Distribution menu.
| ©3  Payroll Distribution ]
64. Click the TX SPRS Replacements menu.
| TX SPRS Replacements |
65. The TX SPRS Replacement Page reflects the Replacement transactions loaded by
Document Number.
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Step Action

66. Click the Look up Company (Alt+5) button.
El

67. Click the T52 link.

68. Click the Look up Pay Group (Alt+5) button.
El

69. Click the MON link.

70. Click the Look up Pay Period End Date (Alt+5) button.
El

71. Click the Vertical Scroll bar.

72. Click the 09/30/2014 link.

73. The Document number that was populated during the Create Document process will

be used to search here.

Enter the desired information into the Document Number field. Enter "84096002".
Document Number: | begins with w || |

74. Click the Search button.
75. Enter the desired information into the Original Psoft Pymt Nbr field. Enter the

Paycheck number.

In this example enter "5202979".

]

76. Press [Tab].

77. Enter the desired information into the Original Psoft Pymt Dt field. Enter the
Paycheck issue date.

In this example enter "12012014".

1 5202070 |

78. Click the Save button.
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Step Action

79. Part E. Finalize document to send to SPRS for processing.

Click the Payroll Distribution button.
|Pa'g'rnll Distribution 1.|

80. Click the TX Create Document menu.
| =] TX Create Document

81. Click the Find an Existing Value tab.
| Find an Existing Value |

82. Click the Look up Company (Alt+5) button.
El

83. Click the T52 link.

84. Click the Look up Pay Group (Alt+5) button.
El

85. Click the MON link.

MOMN T52 Monthly Fay Group

86. Click the Look up Pay Period End Date (Alt+5) button.
El
87. Click the Vertical Scroll bar.
88. Click the 09/30/2014 link.
89. Click the Batch Type list.
Batch Type: |= v | v
90. Click the Replacements list item.
91. Click the Search button.
92. This option releases the REP document for SPRS now that it contains Replacements

loaded from the CPE Replacement Load.

Click the Release for SPRS Processing option.
||:| Release for SPRS F'ruc:essind
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Step Action

93. Click the Save button.
94, Congratulations! You have successfully completed this lesson.

End of Procedure.

Returned Monies Transaction
Section 4 - Lesson 9 Exercises - Scenario: Returned Monies

Procedure

In this lesson, you will learn how to process a Returned Monies Transaction for Off-Cycle
Processing.

Step Action

1. Completing a CPE Main entry for Returned Monies is included at the beginning of
this lesson, however you will not see this step on the Returned Monies Checklist.

This lesson only walks through the activities/entries that are different than what was
learned in On-Cycle processing.

Please be sure to use the Returned Monies Checklist to ensure that you have
completed all steps outside of training.

2. In order to complete the Returned Monies CPE Main entry pages, you will need to
review and copy the earnings, taxes, and deduction pages from the pay check. This
is a 6-part process.

A. CPE Main Entry

B. TX Off Cycle Page Range

C. CPE Main Load

D. TX Off Cycle Page Range

E. Calculate Payroll (PSPPYRUN-Single Calc)

F. Review Paycheck (Check that the taxes for EE/ER OASDI/Med match)
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

3. Part A begins here.

Part A. CPE Main Entry using the Return Monies options.

Click the Payroll for North America link.
Fayroll for Morth America
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Favorites ~ Main Menu~ > Payroll for North America ~

Home ‘Worklist Add to Favorites Sign out

ORACLE

Payroll for North America
Payroll for North America
[£3]

M;

in employee payroll information, process payrolls, collect taxes and process year-end requirements.

Employee Pay Data USA
Maintain employee payrol information
F=) Creale Additional Pay
= Request Direct Deposit
= Update Payroll Options

3 More

Pay Period Tax Reports USA

Creale reparts to suppor payment of taxes afler each pay
period

= Federal Liability by State

F=) Local Tax Deposit

=) Tax Deposit Summary

&

&

Payroll Processing USA
Manage paysheels, calculate and confirm payrolls, and
ereate checks and advices

] Reverse/Adjust Paychecks
[ Creale and Load Paysheets
[ Update Payshests
13 Mare,
Periodic Payroll Events USA
Review, update, and process periodic payroll funclions
[ Balance Reviews
[ Balance Adjustments

Payroll Distribution
Distribute payroll amounts fo General Ledger, Accounts
ers.

Payable, and oth

[ Commitment Accounting USA

[ TX Create Document

= TX InquireiDelete Document
3 More

U.S. Quarterly Processing
Creale Quarlerly Tax Reporis
5 Define Quarterly Tax Reporting

(5 State Quarterly Wage Reporting
(£ Quarterly Reports

3 More.
U.S. Annual Processing
Define and creale Annual Tax Reports
22 Define Annual Tax Reporting
[ Create W-2 Data

[ Audit and Error Reports
5 More.

100% ~

Step Action

4. Click the Payroll Processing USA link.
Payroll Processing USA

5. Click the TX CPE Main link.

6. Click the Look up Company (Alt+5) button.

7. Click the T52 link.

8. Click the Look up Pay Group (Alt+5) button.

9. Click the MON link.
Moy

10. Click the Look up Pay Period End Date (Alt+5) button.
]

11. Click the 11/30/2014 link.
30201
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Step Action

12. Click the Add button.

13. Enter the desired information into the Empl ID field. Enter "00000000280".
*Empl 1D: " I

14. Use the Look Up button so that you can verify the employee's name, rather than just
the number.

Click the Look up Empl ID (Alt+5) button.

El
15. Click the Vertical Scroll bar.
16. Click the 00000000280 link.
17. Click the Look up Empl Record (Alt+5) button.
Bl
18. Click the 0 link.
d
19. Click the Returned Money option.
||:| Returned Mcrne:.l
20. Press [Tab].
21. Enter the desired information into the Check Number field. Enter "5203125".

Check Number: I I

22. Press [Tab].

23. Enter the desired information into the Check Date field. Enter "12012014".
Check Date: |:I

24. Enter the desired information into the Total Gross field. Enter "-3028.02".

(Note that the values on this screen are negative numbers.)

Total Gross: I I

25. Press [Tab].
26. Enter the desired information into the Net Pay field. Enter "-2128.23".
Net Pay: I |
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Step Action
27. Click the Look up Code (Alt+5) button.
=
28. Click the LOG link.
[0
29. Enter the desired information into the Amount field. Enter "-60.00".
30. Click the Add a new row at row 1 (Alt+7) button.
31. Click the Look up Code (Alt+5) button.
El
32. Click the BSY link.
ESY
33. Enter the desired information into the Hours field. Enter "-160.00".
34, Press [Tab].
35. Enter the desired information into the Amount field. Enter "-2968.02".
36. Click the TX CPE One Time Deduction tab.
| TX CPE One Time Deduction |
37. Click the Plan Type list.
*Plan Type: I v
38. Click the PERS list item.
PERS
39. Click the Look up Benefit Plan (Alt+5) button.
Bl
40. Click the ERSRET link.
EESEET]
41. Click the Look up Deduction Code (Alt+5) button.
Bl
42, Click the ERS000 link.
EES00]
43. Click the Look up Deduction Class (Alt+5) button.
El
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Step Action

44. Click the Before-Tax link.

45. Click the One-Time Code list.
*One-Time Code: | Addtion v

46. Click the Refund list item.

Refund

47. Press [Tab].

48. Enter the desired information into the Flat/Addl Amount field. Enter "199.85".
(Note that these are positive numbers, as you are reversing previous deductions.)
Flat/Addl Amount: | |

49. Click the Add a new row at row 1 (Alt+7) button.

50. Click the Plan Type list.
“Plan Type: [ |

51. Click the Pay Retirement Contribution list item.
Pay Retirement Contribution

52. Click the Look up Benefit Plan (Alt+5) button.
El

53. Click the PRE link.

54. Click the Look up Deduction Code (Alt+5) button.
Bl

55. Click the PRE link.
FEH

56. Click the Look up Deduction Class (Alt+5) button.
=

57. Click the scrollbar.
FTax Ben

58. Click the One-Time Code list.
*One-Time Code: | Addition v
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Step Action

59. Click the Refund list item.
Refund
60. Press [Tab].
61. Enter the desired information into the Flat/Addl Amount field. Enter "14.84".

Flat/Addl Amount: | |

62. Click the Add a new row at row 2 (Alt+7) button.
63. Click the Plan Type list.

*Plan Type: _u
64. Click the General Deduction list item.

General Deduction

65. Click the Look up Deduction Code (Alt+5) button.
66. Click the Vertical Scroll bar.
67. Click the CUP003 link.

EUFD0Y
68. Click the Look up Deduction Class (Alt+5) button.

El
69. Click the After-Tax link.
70. Click the One-Time Code list.

*One-Time Code: | Addtion Vi
71. Click the Refund list item.

Refund

72. Press [Tab].
73. Enter the desired information into the Flat/Addl Amount field. Enter "100.00".

Flat/Addl Amount: | |

74. Click the Add a new row at row 3 (Alt+7) button.
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Step Action

75. Click the Plan Type list.
*Plan Type: N
76. Click the General Deduction list item.

General Deduction

77. Click the Look up Deduction Code (Alt+5) button.

Bl
78. Click the Vertical Scroll bar.
79. Click the ORG-TX State Employees Union link.

[DRG-TX State Employees Unior
80. Click the Look up Deduction Class (Alt+5) button.

=
81. Click the After-Tax link.
82. Click the One-Time Code list.

*One-Time Code: | Addition Vi
83. Click the Refund list item.

Refund

84. Press [Tab].
85. Enter the desired information into the Flat/Addl Amount field. Enter "10.00".

Flat/Addl Amount: | |

86. Click the TX CPE One Time Taxes tab.
| TX CPE One Time Taxes |

87. Click the Federal option.
88. Click the Tax Class list.
*Tax Class: I Vi
89. Click the FICA Med Hospital Ins / EE list item.
FICA Med Hospital Ins [ EE
90. Click the One-Time Code list.
*One-Time Code: | Addition v
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Step Action
91. Click the Refund list item.
Refund
92. Press [Tab].
93. Enter the desired information into the One-Time Tax Amount field. Enter "43.91".
One-Time Tax Amount: | |
94, Click the Add a new row at row 1 (Alt+7) button.
95. Click the Federal option.
96. Click the Tax Class list.
*Tax Class: I VI
97. Click the OASDI/Disability - EE list item.
DASDI/Disability - EE
98. Click the One-Time Code list.
*One-Time Code: | Addition v|
99. Click the Refund list item.
Refund
100. Press [Tab].
101. Enter the desired information into the One-Time Tax Amount field. Enter
"187.74".
One-Time Tax Amount: I I
102. Click the Add a new row at row 2 (Alt+7) button.
103. Click the Federal option.
104. Click the Tax Class list.
*Tax Class: I V|
105. Click the Vertical Scroll bar.
106. Click the Withholding list item.
Withholding
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Step Action

107. Click the One-Time Code list.
*One-Time Code: [ Addition v
108. Click the Refund list item.
Refund
109. Press [Tab].
110. Enter the desired information into the One-Time Tax Amount field. Enter
"358.29".
One-Time Tax Amount: | |
111. Click the TX CPE Status/Messaging tab.

TX CPE Status/Messaging

112. Enter the desired information into the Comments field. Enter "Returned Monies
Request.".

Comments

113. Click the Save button.

114. Click the Payroll Processing USA button.
|F'a'g'rnll Processing USA v|

115. Part B begins here.

Part B. TX Off Cycle Page Range
Click the Update Paysheets menu.

| 3 Update Paysheets "'l

116. Click the TX Off Cycle Page Range menu.
| ._'] TX Off Cycle Page Range |

117. Note the Ending Page Number for the Off Cycle Page Range. The transactions
that will be entered for Returned Monies will begin with the number that comes after
the Ending Page Number.

This will assist you in grouping the pages to be included in Calculate/Confirm
Payroll and Create Document.

118. Click the Payroll Processing USA button.
|F‘a1.rrnll Processing USA vl
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Step Action

119. Part C begins here.

Part C. CPE Main Load (using the Return Money option)

Click the TX CPE Main Load menu.
| El  TX CPE Main Load |

120. Enter the desired information into the Run Control ID field. Enter "cpemain".
Run Control ID:| begins with | |

121. Click the Search button.
122. Click the cpemainload link.
Epemainioad
123. Click the Look up Company (Alt+5) button.
El
124. Click the T52 link.
125. Click the Look up Pay Group (Alt+5) button.
El
126. Click the MON link.
127. Click the Look up Pay Period End (Alt+5) button.
El
128. Click the 11/30/2014 link.
(102014
129. Using the Returned Money filtering option this process will load only CPE Return

Monies transactions.

Click the Returned Money option.
||:| Returned Mone;l

130. Click the Load CIET/CPE to Payroll option.
[J Load CIETICPE to Payroll
131. Click the Run button.
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132. Click the OK button.
133. Click the Process Monitor link.
134. Click the Refresh button.
|  Refresh |
135. Click the Refresh button.
[ Refresh |
136. Click the TXPYCPE link.
[CXFYCFH
137. Click the 5493332 - TXMAINLD Success link.
(403332 - TEMAINLD Succesq
138. Click the View Log/Trace link.
139. Click the txmainld_5493332.PDF link.
kzmainid 5493332 .FOH

2 http://audsapdl.core.cpastate... O v ¢ I & TX CPE Main Load
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Step

Action

140.

Click the Close Tab (Ctrl+W) button.
»

& TX CPE Main Load

View Log/Trace
Report

ReportID: 159803 Process Instance: 5493332

Close Tab (Ctrl+ W)

Message Log

Name: TXMAINLD Process Type: ‘SQR Process

Run Status: Success

CPE Main Load
Distribution Details

Distribution Node: PSUNX Expiration Date: 04/30/2015

File List

Name File Size (bytes)
SQR_TXMAINLD_5493332.log

txmainid_5493332 PDF

txmainid_5493332.out

Distribute To

Distribution ID Type

User

Datetime Created

04/23/2015 11:04:25 304454AM CDT
04/23/2015 11:04:25 304454AM CDT
04/23/2015 11:04:25.304454AM CDT

H100% v |

Step

Action

141.

Click the Return button.

142.

Click the OK button.

143.

Click the Return button.

144.

Click the Payroll Processing USA button.

Payroll Processing USA ~
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Step Action

145. Part D begins here.

Part D. TX Off Cycle Page Range

Click the Update Paysheets menu.
[0 Update Payshests r

146. Click the TX Off Cycle Page Range menu.
| .j TX Off Cycle Page Range |

147. Click the Look up Company (Alt+5) button.
El

148. Click the T52 link.

149. Click the Look up Pay Group (Alt+5) button.
El

150. Click the MON link.

151. Click the Look up Pay Period End Date (Alt+5) button.
El

152. Click the Vertical Scroll bar.

153. Click the 11/30/2014 link.

154. Click the Search button.

155. Note that the ending page number increased from the CPE Load we saw earlier.

This will assist you in grouping the pages to be included in Calculate/Confirm
Payroll and Create Document.

156. Click the Payroll Processing USA button.
Payroll Processing USA ~
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Step Action
157. Part E begins here.
Part E. Calculate Payroll (PSPPYRUN-single calc)
Click the Produce Payroll menu.
[J  Produce Payroll *
158. Click the Calculate Payroll menu.
=]  Calculate Payroll
159. Enter the desired information into the Run Control ID field. Enter "calc".
Run Control ID:| begins with | |
160. Click the Search button.
161. Click the Calc link.
162. Click the Look up Company (Alt+5) button.
=
163. Click the T52 link.
164. Click the Look up Pay Group (Alt+5) button.
=
165. Click the MON link.
166. Click the Look up Pay End Date (Alt+5) button.
Bl
167. Click the Vertical Scroll bar.
168. Click the 11/30/2014 link.
169. Click the Look up Process Page (Alt+5) button.
Bl
170. Click the 13 link.
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171. Click the Look up Thru (Alt+5) button.
=
172. Click the 13 link.
K|
173. The Calculation will be processed as Final (not Preliminary).
Click the Preliminary Calculation Run option.
| Preliminary Calculation Rurl
174. Click the Run button.
175. The Calculation selection for Returned Monies transactions will always be Calculate
Pay (PSPPYRUN) -- the Single Calc process.
Using the Single Calc Process (PSPPYRUN) will prevent the custom calc from
overriding or adjusting the Returned Monies Transaction.
176. Click the Select option.

El Calculate Pay

& Caleulate Payroll X

Process Scheduler Request

User ID TXTESTG Run Control ID Calc

=
~
Server Name v Run Date |04/23/2015 5] ‘
v

Recurrence v Run Time [11:08:59AM Reset to Current Date/Time
Tmezone| &
Process List
Process Name Process Type *Type *Format Distribution

n
[Vl Calculate Pay PSPPYRUN COBOL QL Distribution
[]  ERP Payroll Calculation TXPYCALC PSJob Distribution

< I >

H100%

Page 208



capps

CAPPS HR/PAYROLL

EUT Course
Centralized Accounting and Payroll Personnel System
Step Action
177. Scroll down
severName[ ~ Run Date [047232016 |5
Recurrence[ v RunTime[{fossoAw | | Resello CurentDateTimo |
Ii-melone|:|Q
vl calculate :‘ay :’::V’R’:: - ::.:s‘:: ;: msmmr‘::
[1  ERP Payroll Calculation TXPYCALC PSJob Distribution
[ o | omen
#100% ¥ n
Step Action
178. Click the OK button.
179. Click the Process Monitor link.
180. Click the Refresh button.
|  Refresh |
181. Click the Details link.
182. Click the View Log/Trace link.
WLE g

183. Click the CBL._ PSPPYRUN_5493333.log link.

CEL PSPPYRUMN 5493333.1od
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PeopleSoft Fayroll -- Version 8.2
Copyright

Off-Cycle Calculation started for Run: T52M1114
at 11:09:28.01.
Checking PaySheet Update for Company: T52
Pay Group: MON
Pay End Date: 2014-11-30
at 11:09:28.05.
Checking PaySheet Update ended at 11:08:29.23.
Calculation started for Company: I52
Pay Group: MON
Pay End Date: 2014-11-30
BAGE_NUM:
at 11:09:30.05.
1 check(s) to calculate.
Start employee processing at 11:09:30.75.
Calculation ended at 11:09:36.68.

(c) 2012, Oracle and/or its affiliates. All rights reserved.

capps

Centralized Accounting and Payroll/Personnel System

100%

Step

Action

184.

Click the Close Tab (Ctrl+W) button.

»

-y
(S gt ensn, B O] Gcormerr

View Log/Trace
Report
ReportID: 150304
PSPPYRUN

Run Status: Success

Name: Process Type:

Calculate Pay
Distribution Details
Distribution Node: PSUNX

File Size (bytes)

CBL_PSPPYRUN_5493333 log 695
Distribute To
Distribution ID Type

Process Instance:

Expiration Date:

5493333
COBOL 5QL

062372015

Datetime Created

Close Tab (Ctrl+

Message Log

04/23/2015 11:09:42 209825AM COT

*Distribution ID

User TXTESTE
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Step Action

185. Click the Return button.
Return
186. Click the OK button.
187. Next, review the Pay Check to check the taxes on the Returned Money. Ensure that
the EE/ER OASDI/Med taxes match.
188. Click the Produce Payroll button.

|Pruduce Payroll v|

189. Part E begins here.

Part E. Review Paycheck (check to ensure taxes for EE/ER OASDI/Med match.

Click the Review Paycheck menu.
| |Z] Review Paycheck |

190. Click the Off Cycle ? option.

Off Cycle ? [

191. Enter the desired information into the Empl ID field. Enter "00000000280".
Empl ID: | begins with || |

192. Click the Search button.

193. Click the Paycheck Taxes tab.

| Paycheck Taxes I

194. The MED/EE and MED/ER match, as do the OASDI/EE and OASDI/ER.

195. Congratulations! You have successfully completed this lesson.
End of Procedure.

Section 5 - Period End Reporting
Section 5 - Period End Reporting

S5_L1 - Quarterly Tax Reporting
Section 5 - Lesson 1 - Quarterly Tax Reporting
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Running Quarterly 941 Report

Section 5 - Lesson 1 Exercises - Scenario 1: Running Quarterly 941 Report

Procedure

In this scenario, you will learn how to run a Quarterly 941 Report.

The 941 report is used to report taxes for employers who withhold income taxes, social security
tax, or Medicare tax from employee's paychecks or who must pay the employer's portion of social
security or Medicare tax.

Favorites . Main Menu .

Home ‘Worklist Add to Favorites Sign out

ORACLE
Menu T av
Search:
®
My Favorites
CAPPS Interfaces
Self Service
Manager Seff Service
Time Admin Self Service
Workforce Administration
Benefits
Time and Labor
Payroll for North America
Organizational Development
Set Up HRMS
CAPPS Utilities
Enterprise Gomponents
Worklist
Tree Manager
Reporting Tools
PeopleTools
Change My Password
My System Profile
H100% -
Step Action
1. Click the Payroll for North America link.
[_Payroll for North Americg
2. Click the U.S. Quarterly Processing link.
5. Quarterly Processin
3. Click the TX 941 Quarterly Fed Tax link.
[ 0G TEei Tl
4. Click the Add a New Value tab.

Add a New Value |
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Step Action

5. Enter the desired information into the Run Control ID field. Enter "941".
Run Control 1D:| |

6. Click the Add button.

7. Click the Look up Company (Alt+5) button.
Bl

8. Click the T52 link.

9. Click the Look up Balances for Year (Alt+5) button.
Bl

10. Click the 2014 link.
AL |

11. Click the Look up Balances for Quarter (Alt+5) button.
El

12. Click the 1 link.
d

13. Click the Run button.

14. Click the OK button.

15. Click the Process Monitor link.

16. Click the Refresh button.
|  Refresh |

17. Click the Details link.

18. Click the View Log/Trace link.

19. Click the txtax941 5492649 1.PDF link.

bxdaxd41 5492649 1.PDH
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Step Action

20. Click the Details link.

21. Click the View Log/Trace link.

22. Click the txtax941 5492649 1.PDF link.

Extax041 5492649 1.PDH
@ nhitp://audaaps2 core.cpastate... O ~ G

Step Action

23. Click the Close Tab (Ctrl+W) button.

x
24, Congratulations! You have successfully completed this lesson.

End of Procedure.

S5 L2 - Employee Balance Adjustments

Section S - Lesson 2 - Employee Balance Adjustments

Earnings Balance Adjustments

Section 5 - Lesson 2 Exercises - Scenario 1: Earnings Balance Adjustments
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Procedure

In this lesson, you will learn how to make an Employee Balance Adjustment.

When an employee’s earnings/deds/taxes are affected in systems outside of CAPPS, the
adjustments would also need to be reflected in CAPPS for accurate quarterly and annual

reporting.

The CAPPS system has the ability to record, if necessary, Balance Adjustments to Earnings,
Taxes, Deductions, Check Year-to-Date, Garnishments and Special Accumulators.

Favorites . Main Menu ..
Home Worklist Add to Favorites Sign out
ORACLE
Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

#100% ~

Step Action

1. Click the Payroll for North America link.

Fayroll for North America
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Favorites ~ ‘ Main Menu~ > Payroll for North America ~
Home | Worklist | Addio Favorites | Sign out
ORACLE"

Payroll for North America
Payroll for North America
[E3]

Maintain employee payroll information, process payrolls, collect taxes and process year-end requirements.

Employee Pay Data USA Payroll Processing USA Payroll Distribution
Maintain employee payrollinformation Manage paysheets, calculate and confirm payrolls, and Distribute payroll amounts fo General Ledger, Accounts
duices. ers.

5 Create Additonal Pay creale checks and advi Payable, and ofh
= Request Direct Deposit ] Reverse/Adjust Paychecks £ Commitment Accounting USA
=) Updiate Payroll Options [ Create and Load Payshests l TX Create Document
3 More [ Update Paysheets & TX Inquire/Delete Document
13 More. 3 More
ﬁ Pay Period Tax Reports USA Periodic Payroll Events USA ﬁ U.S. Quarterly Processing
Creale reports to support payment of taxes afler each pay Review, update, and process periodic payroll functions. Creale Quarterly Tax Reports.
period. [ Balance Reviews [ Define Quarterly Tax Reporting
5] Federal Liabilty by State £ Balance Adiustments £ State Quarterly Wage Reporting
5 Local Tax Deposit ) Quarterly Reporis
] Tax Deposit Summary
3 More.

Kl U.S. Annual Processing
Define and creale Annual Tax Reports
22 Define Annual Tax Reporting
[ Create W-2 Data
[ Audit and Error Reports
5 More.

®100%

Step Action

2. Click the Periodic Payroll Events USA link.
Periodic Payroll Events USH

Favorites ~ ‘ Main Menu ~ > Payroll for North America ~ » Periodic Payroll Events USA ~

Home | Worklist | AddioFavorites | Sign out
ORACLE"

Payroll for North America

ﬁ Periodic Payroll Events USA

Review, update, and process periodic payroll functions.

ﬁ Balance Reviews ﬁ Balance Adjustments
Review employee payroll balances Updale employee payroll balances
] Check Year-lo-Date 5] Check Year-to-Date
= Eamings = Eamings
= Deductions F= Deductions
El Taxes 2 Taxes
= Gamishments =) Gamishments
= Special Accumulators F=] Special Accumulators

= Balance Adjustment Report

®100%
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Step Action

3. Click the Balance Adjustments link.

Balance Adjustments

Favorites ~ Main Menu ~ > Payroll for North America ~ > Periodic Payroll Events USA ~ > Balance Adjustments ~
Home Workdist Add fo Favorites Sign out

ORACLE’

Payroll for North America
Balance Adjustments

Update employee payroll balances

Check Year-to-Date Eamings Deductions
pdate employee check balance adjustment details. Update employee eamings balance adjustment details. Update employee deduction balance adjustment details.

Taxes =] Ganishments [ Special Accumulators
Update employes tax balance adjustment details Update employee gamishment balance adjustment details Update employee special accumulator balance adjustment
details.

[F=) Balance Adjustment Report
Create a report containing balance adjustment details.

pif/ re.cpa.state tx. ‘psp/HCMTXB/EMPLOYEE/HRMS/c/MAINTAIN_PAYROLL_DATA_US.ADJ_CHK_BAL.USA?PORTALPARAM_PTCNAV=HC_ADJ CHK BA #100% ~

Step Action

4. Click the Earnings link.

5. Click in the Company field.

6. Enter the desired information into the Company field. Enter "T32".

7. Click the Search button.
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Earnings

¥ Search Criteria

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

Favorites ~ ‘ Main Menu~ > Payroll for North America ~ > Periodic Payroll Events USA - > Balance Adjustments ~ > Eamings
Home | Worklist | AddioFavorites | Sign out

New Window
=,

Empl ID: begins with v/
Empl Record: = v
Name: begins with v
Last Name: Dbegins with v
Second Last Name: begins with v/
Alternate Character Name: | begins with v
Middle Name: Dbegins with v
o = v v
Business Uni begins with ~v
Department Set ID: begins with v @,
Department: begins with v/ @
Company: begins with V732
[Jcase sensitive
Basic Search [f! Save Search Criteria
Search Results
View All First (4, 1950705 () Last
Second Alternate - .
Empl ID E"‘"'m Name FirstName  Last Name Last  Character Middle e 3“;"‘"’ Pty ompany
eco e e ame Relationship  Uni
] Test Employee A Test Employee A (blank) (blank)  (blank) Emp 32100 TX032 100D T2 v
0 Test Emnloves G2 Test Fmnloves G2 (hlank) _(hiank) (hiank) Fmn 22300 TX0312 AnN2. I32
javasc ction_win0(doc 'FICRowd');: #100% ~
Step Action
Favorites ~ ‘ Main Menu~ > Payroll for North America ~ > Periodic Payroll Events USA ~ > Balance Adjustments ~ > Eamings
Home | Workist | AddtoFavorites | Sign out
ORACLE"
Department Set ID: begins with v @,
~
Department: begins with v @,
Company: begins with V/|[T32
[Jcase sensitive
Search Basic Search [gf Save Search Criteria
Search Results
View Al First (4) t-esofes () Last
Second Alternate | . -
Empl ID s’e'::"c! | Name FirstName  Last Name Last  Character m‘:ﬂ” o 5:;""’“ Depat Company
Name  Name 2
[] Test Employee A Test Employee A (blank) (blank) (blank) Emp 32100 TX032 1000 T2
00000000007 0 Test Employee G2 Test Employee G2 (blank) (blank)  (blank) Emp 32300 TX032 3002 T2
00000000008 0 Test Employee H Test Employee H (blank) (blank) (blank) Emp 32300 TX032 3003 T2
00000000009 0 Test Employee | Test Employee | (blank) (blank)  (blank) Contingent 32400 TX032 4000 T2
00000000010 0 Test Employee J Test Employee J (blank) (blank) W Emp 32100 TX032 1000 T2
00000000012 0 Test Employee T Test Employee T (blank) (blank)  (blank) Emp 32200 TX032 2000 T2
00000000013 0 Test Employee TTT Test Employee TTT (blank) (blank) (blank) Emp 32300 TX032 3001 T2
00000000014 0 Test Employee K Test Employee K (blank) (blank) W Emp 32300 TX032 3002 T2
00000000015 0 Test Employee L Test Employee L (blank) (blank) W Emp 32200 TX032 2000 T2
00000000016 0 Test Employee KKB Test Employee KKB (blank) (blank)  (blank) Emp 32200 TX032 2000 T2
00000000019 0 Test Employee N Test Employee N (blank) (blank) W Emp 32300 TX032 3001 T2
00000000020 1 Test Employee Z Test Employee 7 (blank) (blank)  (blank) Emp 32300 TX032 3000 T2
00000000022 0 Test Employee VWV Test Employee VWV (blank) (blank) (blank) Emp 32300 TX032 3001 T2
00000000024 0 Test Employee WWW Test Employee WWW (blank) (blank)  (blank) Emp 32300 TX032 3000 T2
00000000026 0 Test Employee DD Test Employee DD (blank) (blank) W Emp 32100 TX032 100D T2
00000000027 0 Test Employee XXX Test Employee XXX (blank) (blank)  (blank) Emp 32300 TX032 3000 T2
00000000029 0 Test Employee EE Test Employee EE (blank) (blank) W Emp 32100 TX032 100D T2
00000000030 0 Test Employee V Test Employee V (blank) (blank)  (blank) Emp 32300 TX032 3000 T2
00000000033 0 Test Employee FF Test Employee FF (blank) (blank) W Emp 32100 TX032 100D T2
00000000036 0 Test Employee GG Test Employee GG (blank) (blank) W Emp 32200 TX032 2000 T2
00000000038 0 Test Employee HH Test Employee HH (blank) (blank)  Z Emp 32200 TX032 2000 T2
00000000039 1 Test Employee W Test Employee W (blank) (blank)  (blank) Emp TX032 TX032 3002 T2 v
] Test Employee YY Test Employee YY (blank) (blank)  YY  Emp 32300 TX032 3000 T2
ction_wind(d *#ICRow'); H100% v
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Step Action
9. Click the 00000000008 link.
10. Click the Look up Company (Alt+5) button.
El
11. Click the T32 link.
33
12. Click the Look up Balance ID (Alt+5) button.
El
13. Click the CY link.
EY
14. Click the Look up Year (Alt+5) button.
El
15. Click the 2014 link.
2014
16. Click the Look up Period (Alt+5) button.
Bl
17. Click the 10 link.
10
18. Click the Look up Earnings Code (Alt+5) button.
=
19. Click the 1XM link.
XN
20. Click in the Reason for Adjustment field.
21. Enter the desired information into the Reason for Adjustment field.
Enter "One-Time Merit not entered in system.".
22. Click the Save button.
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Step Action

23. Enter the desired information into the Adjustment to Month-to-Date field. Enter
"100.00".
& III:I :-s;|
24. After entering the amount in the Month-to-Date Adjustment field select the Enter

key on your keyboard and the other fields will auto-fill.

Press [Enter].

25. The amount updates the Current Month-to-Date, Current Quarter-to-Date and
Current Year-to-Date fields.

26. Click the Save button.

27. Congratulations! You have successfully completed this lesson.

End of Procedure.

S5_L3 - Pay Calendars and Pay Run IDs

Section 5 - Lesson 3 - Pay Calendars and Pay Run IDs

Creating Pay Calendars and Pay Run IDs

Section 5 - Lesson 3 Exercises - Scenario 1: Creating Pay Calendars and Pay Run
Ids

Procedure

In this lesson, you will learn how to create a Pay Calendar and a Pay Run ID for year-end
adjustments.

You will then attach the Pay Run ID to the Pay Calendar.
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Favorites - Main Menu -
Home Add fo Favorites Sign out

ORACLE’

Menu T o~

Search: @
My Favorites
CAPPS Interfaces
Set Up HRMS
Enterprise Components
PeopleTools
Change My Password
My System Profile

pi// re.cpa.state.tx ‘psp/HCMTXE/EMPLOYEE/HRMS/h/?tab=DEFAULT H100% ~

Step Action

1. Click the Set Up HRMS link.

2. Click the Product Related link.

3. Click the Payroll Processing Controls link.

Payroll Processing Controls

4, Click the Pay Calendar Table link.
Pay Calendar Tabld

5. Click the Add a New Value tab.

| Add a New Value |

6. Click the Look up Company (Alt+5) button.
Bl

7. Click the T52 link.

8. Click the Look up Pay Group (Alt+5) button.

El
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Action

Click the MON link.

10.

Press [Tab].

11.

You should use a Pay Period End date that is different than regular payroll runs for
the year-end adjustments.

Enter the desired information into the Pay Period End Date field. Enter
"12302014".

Pay Period End Date:|:|

12.

Click the Add button.

13.

Click the Off-Cycle Calendar? option.
L] Off-Cycle Calendar?

14.

Click in the Pay Period Begin Date field.

‘Pay Period Begin Date: I:I

15.

Enter the desired information into the Pay Period Begin Date field. Enter
"12302014".

‘Pay Period Begin Date: CI

16.

You will leave the Pay Run ID field blank for now but you will come back and
attach it.

17.

Enter the desired information into the Paycheck Issue Date field. Enter
"12302014".

*Paycheck Issue Date: I:I

18.

Click the Save button.
5] Save

19.

Now you will create a special Pay Run ID that you will attach to this special Pay
Calendar.

To create a Pay Rund ID you will navigate to the Pay Run table.

Click the Payroll Processing Controls link.
Payroll Processing Controls

20.

Click the Pay Run Table link.
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Step Action

21. Click the Add a New Value tab.

Add a New Value

22. The Pay Run ID for year end special processing should be unique but be consistent
with the other Pay Run IDs. Normally an alpha character that hasn't been used is
added at the end.

23. Enter the desired information into the Pay Run ID field. Enter "TS2M1213A".
Pay Run ID:I:I

24. Click the Add button.

Add

25. Enter the desired information into the Description field. Enter "December Payroll

Adj".

[December Payroll x|
26. Enter the desired information into the Short Description field. Enter "Dec Adj".
27. Click the Save button.

5] Save
28. Now you will go back to the Pay Calendar and attach this Pay Run ID.

Click the Payroll Processing Controls link.
Payroll Processing Controls

29. Click the Pay Calendar Table link.
Pay Calendar Tabld

30. You will search for the special Pay Calendar that you created for Year End
adjustments dated 12/30/2014.

Click the Look up Company (Alt+5) button.

El

31. Click the T52 link.

32. Enter the desired information into the Pay Period End Date field. Enter
"12302014".
Pay Period End Date:| = v |

33. Click the Search button.
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Step Action

34, Click the Look up Pay Run ID (Alt+5) button.
=
35. Click the Vertical Scroll bar.
36. Note that it stands out by the alpha character at the end as well as the description.

Click the T52M1213A link.

(5212734
37. Click the Save button.
38. Congratulations! You have successfully completed this lesson.

End of Procedure.

Section 6 - Additional Information

Section 6 - Additional Information

S6_L1 - Additional Information

Section 6 - Lesson 1 - Exercises

Running a PreSheet Audit Report
Section 6 - Lesson 1 Exercises - Scenario 1: Running a PreSheet Audit Report

Procedure
In this lesson, you will learn how to run the PreSheet Audit Report.

The pre-sheet audit report should be run daily not only during payroll processing. This is a report
that verifies the integrity of the payroll and benefits setup and of employee data.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Create and Load Paysheets link.
Create and Load Paysheetd

4. Click the Presheet Audit Report link.
Presheet Audit Repor]

5. Click the Add a New Value tab.

Add a New Value |

6. Enter the desired information into the Run Control ID field. Enter "presheet".
Run Control 1D:| |

7. Click the Add button.

8. Click the Look up Pay Run ID (Alt+5) button.
Bl

9. Click the Vertical Scrollbar.
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Step Action
10. Click the T52M1114 link.
11. Click the Run button.
12. Click the OK button.

ok ]

13. Click the Process Monitor link.
14. Click the Refresh button.
|  Refresh |
15. Click the Details link.
Details
16. Click the View Log/Trace link.
17. Click the pay034 5493138.PDF link.
pay034 5492132 POH
18. The errors listed on the report need to be researched and corrected however in

training, they will be ignored.
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—
ef‘ S @ http://audaaps2 core.cpastat.. O~ ¢ | 2 Presheet Audit Report
L = — ]

| @ audasp92.core.cpa.staterus X |
| |

Pecplesoft
Report ID: PAY034 DATABASE AUDIT PRIOR TO PAYSHEET

T52M1114

Company Emplid Empl Red # M

o = Schedule 1s not valid
Plan used on this Benefit Program is

not valid

Page No. 1
Run Date 04/15/201%5
Run Time 21:38:19

mon
EFT BLPW

Step Action
19. Click the Close Tab (Ctrl+W) button.
20. Congratulations! You have successfully completed this lesson.

End of Procedure.

Running TX Vendor Remittance Report

Section 6 - Lesson 1 Exercises - Scenario 2: Running TX Vendor Remittance Report

Procedure

In this lesson, you will learn how to run the TX Vendor Remittance Report.

This report lists the deductions from paychecks that are payable to vendors for a pay period.
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Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites

CAPPS Interfaces

Self Service

Manager Sef Service
Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties
Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password
My System Profile

http://: ore.cpa.state bo.us: 'psp/HCMTXB/EMPLO S/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulaJScript_AppHP7pt_fname=HC_NORTH_AMERICAN_F #,100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americd

2. Click the Payroll Processing USA link.
Payroll Processing USA

3. Click the Pay Period Reports link.
Pay Period Reporig

4. Click the TX Vendor Remittance link.

[TX Vendor Remittancd

5. Click the Add a New Value tab.

| AddaNew value |

6. Enter the desired information into the Run Control ID field. Enter
"VENDORREMITTANCE".

Run Control ID:| |

7. Click the Add button.

8. Click the Look up Set ID (Alt+5) button.
]
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Step Action

9. Click the TX052 link.
X053

10. Click the Look up Pay Run ID (Alt+5) button.
El

11. Click the Vertical Scroll bar.

12. Click the T52M1114 link.

13. Click the Run button.

14. Click the OK button.

15. Click the Process Monitor link.

16. Click the Refresh button.
|  Refresh |

17. Click the Details link.

18. Click the View Log/Trace link.

19. Click the txvndrmt_5492672.PDF link.

bxvndrmt 5492672 PDH
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Step Action

20. Click the AVPageView object.
a2

21. Click the AVPageView object.
3

22. Click the AVPageView object.
K

23. Click the AVPageView object.

24, Click the AVPageView object.

25. Click the AVPageView object.
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Step Action
26. Click the AVPageView object.
K
27. Click the AVPageView object.
K
28. Click the AVPageView object.
K
29. Click the AVPageView object.
3
30. Click the AVPageView object.
K
31. Click the AVPageView object.
32. Click the AVPageView object.
¥
33. Click the AVPageView object.
A
34, Click the AVPageView object.
A
35. Click the Close Tab (Ctrl+W) button.
36. Congratulations! You have successfully completed this lesson.

End of Procedure.

TX Manager Payroll Notification

Section 6 - Lesson 1 Exercises - Scenario 3: TX Manager Payroll Notification

Procedure

In this lesson, you will learn how to set up the TX Manager Payroll Notification.
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The payroll notification email prompts managers to monitor and update their direct reports'
separation status prior to on-cycle payroll generation to prevent overpayment.

A second email is sent prompting managers to make all other transactions that affect pay for the
pay period.

Favorites - Main Menu -

Home Worklist Add to Favorites Sign out
ORACLE’

Menu T av

Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Self Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilities

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

http://: ore.cpa.state bo.us: 'psp/HCMTXB/EMPLO S/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormulaJScript_AppHP7pt_fname=HC_NORTH_AMERICAN_F #,100% ~

Step Action

1. Click the Payroll for North America link.

[+ Payroll for Morth Americd

2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the Pay Period Reports link.

Pay Period Reporigd

4. Click the TX Mgr Payroll Notification link.
[TX Mgr Payroll Nofificatior]

5. Click the Add a New Value tab.

| AddaNew value |
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Step Action

6. Enter the desired information into the Run Control ID field. Enter
"MGRPAYROLLNOTE".

Run Control ID:| |

7. Click the Add button.

8. Click the Look up Company (Alt+5) button.
El

9. Click the T52 link.

10. Click the Look up Pay Group (Alt+5) button.
El

11. Click the MON link.
MON

12. Click the Look up Pay Period End (Alt+5) button.
El

13. Click the 11/30/2014 link.

14. Once the Pay Period End date is populated, the Deadline Date and Deadline Time
are automatically populated. These fields can be changed according to the rules
within your agency.

15. To finish the process, you will follow the same steps as in running other
processes/reports, by Clicking on Run next and following through until the Run
and Distribution Statuses are Success and Posted.

16. Congratulations! You have successfully completed this lesson.

End of Procedure.

TX Warrant Register
Section 6 - Lesson 1 Exercises - Scenario 4: TX Warrant Register

Procedure
In this lesson, you learn how to run the TX Warrant Register.

The TX Warrant Register provides the pay check information for employees that receive warrants
and not direct deposit.

Page 233



CAPPS HR/PAYROLL
EUT Course @

Centralized Accountmng and Payroll Personnel System

Favorites - Main Menu -

Home Worldist Add fo Favorites Sign out

ORACLE’

Menu T o~
Search:

My Favorites
CAPPS Interfaces

Self Service

Manager Sef Service

Time Admin Self Service
Workforce Administration
Benefits

Time and Labor

Payroll for North America
Organizational Development
Set Up HRMS

CAPPS Utilties

Enterprise Components
Worklist

Tree Manager

Reporting Tools
PeopleTools

Change My Password

My System Profile

H100% ~

Step Action

1. Click the Payroll for North America link.
[_Payroll for North Americg

2. Click the Payroll Processing USA link.
Payroll Processing USA
3. Click the Pay Period Reports link.
Pay Period Reporig
4. Click the TX Warrant Register link.
[TX Warrant Registeq]
5. Enter the desired information into the Run Control ID field. Enter
"warrantregister".
Run Control ID:| begins with v [ |
6. Click the Add a New Value tab.

| AddaNew value |

7. Click the Add button.
8. Click the Look up Set ID (Alt+5) button.

El
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Step Action

9. Click the TX052 link.
X053

10. Click the Look up Pay Run ID (Alt+5) button.
El

11. Click the Vertical Scroll bar.

12. Click the T52M1114 link.

13. Click the Run button.

14. Click the OK button.

15. Click the Process Monitor link.

16. Click the Refresh button.
|  Refresh |

17. Click the Details link.

18. Click the View Log/Trace link.

19. Click the txpay004 5493312 _1.PDF link.

bxpay004 5493312 1.PDH
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Step Action

20. Click the Close Tab (Ctrl+W) button.
5 M
21. Congratulations! You have successfully completed this lesson.

End of Procedure.
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Glossary

Check Reversal

Company

CPE

Deduction Code

Department

Error Message

ESS

Garnishment

HTML

Check Reversal is an off-cycle process used when an employee is
paid in error and the agency wants to reverse the check.

Company is a top-level designator. It is equivalent to Agency Number.

CPE stands for Consolidated Payroll Entry. It is a customized data
entry page used to stage and edit one-time adjustments and/or one-
time payments, reversals, or replacements. It is used instead of
adjusting entries on paysheets/paylines. CPE has built in edits and
validations. In addition, it retains historical documentation of actual
adjustments and payments.

Deduction Codes are used to assign deductions to an employee and
specify the calculation method.

A Department in CAPPS continues to identify an operational entity
within an agency. Multiple departments can be organized by Business
Unit, which is essential for system security as well as position and job
information.

An error message stops the process due to data entry or process
error. It requires the user to correct the problem before continuing.

ESS stands for Employee Self Service.

Garnishments are payroll deductions resulting from a judicial order for
collection of an unpaid debt.

HTML stands for HyperText Markup Language. It is a text description
language used for publishing content on an internet web site.
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IRS Lock Notice

Location Code

Pay Calendar

Pay Group

Pay Run ID

Payroll
Calculation

Payroll
Confirmation

Paysheet
Manager

Centralized Accountmng and Payroll Personnel System

The IRS Lock Notice is a letter received from the Internal Revenue
Service (IRS) specifying the maximum number of W-4 allowances that
an employee is allowed.

Location Code defines a physical location of an agency. State
reporting regulations require an agency to have at least one location
code for each county in which their employees work. More detailed
and discrete Location Codes are optional for an agency.

Pay Calendar identifies a company, pay group, and beginning and end
dates of the pay period as well as balance periods. A pay calendar
entry must be assigned a pay run ID.

A pay group is a logical grouping of employees based on shared
characteristics that facilitate payroll processing because of common
requirements such as employee type, pay frequency, and share the
same pay period begin and end dates. A pay group consolidates a set
of employees within a company for payroll processing.

Pay Run IDs are used to identify the pay calendar that will be used
to process a payroll. Different pay run IDs are set up for each pay
group and pay period end date throughout the year.

Payroll Calculation (ERP/TXPyrl Calc) is a customized calculation
stream that verifies Job Data employment dates, performs a
precalculation process, executes the calculation process, levels or
unlevels BRP, and edits (checks or validates) for Retirement eligibility.

Payroll Confirmation is the final step in running payroll. Running the
Pay Confirmation process indicates that all payroll information has
been reviewed for the pay run. This process updates balances. There
are various audits and error reports that need to be run and checked
for accuracy both before and after Payroll Confirmation.

PaySheet Manager is an automated process that edits against certain
earnings, deductions, and taxes. This process can and will make
changes to paylines, deduction sub-sets and additional tax amounts.
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Query

Replacement
Check

Returned
Monies

Run Control ID

A Query is an interactive tool used to gather information or data from
the CAPPS system. Queries are already formulated, and you run them
when you need them. The answers are shown in a browser window;
alternatively, you can download the data into an Excel spreadsheet.

Replacement Check is an off-cycle process that is used when an
employee's check is lost or damaged, and needs to be replaced.

Returned Monies is an off-cycle process that is used when an
overpayment went to the employee and is now being remitted back to
the agency. The return can be a full or partial portion of a check.

A Run Control ID is an identifier that, when paired with a User ID,
uniquely identifies a process that is running. The Run Control ID
defines parameters or criteria that are used when running the process.
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