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PAYROLL EXTRACT REPORTS GUIDELINE

Each pay period you will have a window of time to catch payroll errors. The Payroll Extract
Report will need to be ran when you receive an email from OU Payroll, example: “Extracts for
the pay period ending July 31, 2021 are now available for your review in the production
database”. Please run the payroll extracts, compare them to your payroll spreadsheet, and email
payroll@ou.edu (copy Anjanette Pierce & Meagan Bray) if you find any errors. These extract
reports show all the positions assigned to an Org as well as the gross amounts paid to individuals
for that pay period.

Quick Links:

e OU PeopleSoft HR Production/Self-Service System:
https://hc.ou.edu/

Procedures:

1. Log into PeopleSoft HR Production/Self-Service System.
2. Click the arrow to the left of Employee Self Service to select the Manager Self Service option.

¥ Employee Self Service

Employee Self Service

Manager Self Service

3. Go to Navigator icon in the far-right corner & to pull up the NavBar > Navigator 2 OU Main
Menu = Payroll = Departmental Payroll = Payroll Extract by Acct Nbr
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Favorites _ Main Menu _ N OU MAIN MENU _ 3 Payroll _ N Departmental Payroll _ N Payroll Extract by Acct Nbr

Payroll Extract by Acct Nbr

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

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control IDbegins with

[l case Sensitive

Saarh Advanced Search

4. Select the “Search” Button.

If you have already set up a Run Control ID in the New HR PeopleSoft for your Payroll Extracts,
it should automatically generate “Search Results” and you can select the appropriate link listed.
Move on to #7.

6. If this is the first time you have ever ran payroll extracts for the New HR PeopleSoft system
(effective 1/1/21) select “Add New Value” and enter a name for your extracts (no spaces, no
symbols). Choose “Add”.

hd

1 — - ——
Search by: Run Control ID begins with

Case Sensitive
Payroll Extract by Acct Nbr

Search Advanced Search

Find an Existing Value Add a New Value Search Results

View All  First ggg 1-4of 4 b] Last
4 Run Control ID Language Code
Run Control ID: payroliExtracts2020) 1 Engl?sh &
PayrollActual English
PayrollExtracts English
PayrollExtracts2020 English
Add

Find an Existing Value | Add a New Value

ind an Existing Value | Add a New Value

7. In the “Pay Run ID” box, enter the appropriate ID for your Pay Period. You can also search for
this ID using the magnifying glass. The ID will automatically fill in the Pay End Date.
a. This ID is always listed in the reminder email from Payroll.
8. Select either Hourly or Monthly.
9. Choose either “All My Accounts” or “Selected Account(s)”.
a. If“All My Accounts” is chosen, this will generate a report for all the Orgs you have
permission to run.
10. If you choose “Selected Account(s)”, you will need to enter the Org numbers in the provided
box(es) below in the “Combination Code” Column.
a. To add more lines, select the + sign at the end of the line to add a line below it.
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b. To remove lines, select the — sign at the end of the line to remove that line.
c. Be sure to include the alphabetical sequence prior to the numerical code in your Org

Runou Pay543x number: for example —you
can’t enter just “01001”.
Run Control ID DeansOffice Report Manager Process Monitor Run YOU need to enter the full
Language i

Org number “CAS01001”.

Report Request Parameter(s)

Payroll Run Report on
Pay Run ID Pay End Date: -:j§j:-AII My Accounts
031221HRY |Q HSL$I: Lza.y2021 Selected Account(s)

Personalize | Find | 2| = First ‘4 1.7of 7 '} Last

ORG Description
1 CAS01001 WAGES-HOURLY PART TIME
2 CASD1002 SALARY-FACULTY PART TIME 1 1 If you need to SearCh
3 CASOION3

for your Org numbers,
select the magnifying glass next to input box.
a. Ifthe box is empty, it will bring up a list of all the available accounts & Orgs you can
run.
b. If you have begun to enter a number, it will search for available accounts & Orgs that
match that numerical pattern.
12. Once you have entered all the necessary Orgs or have selected “All My Accounts”, select the
“Save” button
13. Then select the “Run” button. This should bring up a dialog box.
14. You can use a drop-down menu to adjust the format for report.
a. CSV would produce an excel spreadsheet.
15. Select “OK”

End Date: O Hourly ® All My Accounts
p1/2020 |5
L Process Scheduler Request %)
Help
User ID 430984 Run Control ID PayrollExtracts2020
002
hoo2 Server Name v Run Date 07/30/2020 »
k002 Recurrence | v| Run Time 9:46:16AM Reset to Current Date/Time
k002 Time Zone Q
boo2 Process List
Select Description Process Name Process Type *Type *Format Distribution
002 \
Payroll Extract PAY543X SQR Report | web v || PDF v | Distribution
pooz
002
p002
po02
1002 OK Cancel
p002
y002

16. To view your report, select the “Process Monitor” link.
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Favorites ™ Main Menu ™ > OU Manage Time and Earnings ~ ; OU Reports ~ , Payroll Extract by Acct Nbr 5 Process Monitor
Hon
ORACLE
Process List Server List
View Process Request For
User ID 430984 Q  Type | v|[Last v| 1 Refresh
Server . Name Q Instance to
Run Status .2 Distribution Status ¥ Save On Refresh
Process List Personalize | Find | ViewAll |2 | 8 First ] 1.4 of 4 B Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g::::‘i:ution Details
1470086 SQR Report PAY543X 430984 07/30/2020 9:46:16AM CDT Success Posted Details

17. You can adjust your search perimeters for viewing reports that have been run but it should
default to reports run by you in the last day.

18. You will need to keep Refreshing the page until the report you are running has a “Success” run

status and is “Posted”.
19. Select “Details”. This should open a Process Detail dialog box.
20. Select “View Log/Trace”. This should open a View Log/Trace dialog box.

Q Type Last 1 Days [ Refresh ]
AL L . L ] sl ]
a Process Detail ]
Help
Process
eq. Pf Instance 1470091 Type SQR Report
=z Name PAY543X Description Payroll Extract
# Run Status Success Distribution Status Posted
Run Update Process
oy Act Run Control ID Salary-Accls Hold Request

Queue Request
Cancel Request

Location Server

Server PSNT “IDelete Request
Recurrence Restart Request
Date/Time Actions
Request Created On 07/30/2020 9:52:21AM CDT Parameters Transfer

Run Anytime After 07/30/2020 8:52:19AM CDT Message Log

Began Process At 07/30/2020 9:52:30AM CDT Batch Timings

Ended Process At 07/30/2020 9:53:15AM CDT View Log/Trace

OK Cancel

21. Under File List, select the file that is a PDF. It will open in a new tab.
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22. Print.

23. Please compare your payroll extract report against payroll spreadsheet to ensure all ePAFs

=

2 oo =

E

Al =

Process Detail
Help
View Log/Trace ]
Help
Report
Report ID:  B42947 Process Instance: 1470091 Message Log
Name: PAY543X Process Type: SQR Report

Run Status: Success

Payroll Extract
Distribution Details

Distribution Node: distnode

File List

Name
PAY543X_1470091.PDF
PAYE43X_1470091.0ut
SQR_PAY543X_1470091.log
Distribute To

Distribution 1D Type

User

Return

Expiration Date:

File Size (bytes)
114,102
757,577

1,689

*Distribution 1D
437773

Datetime Created

07/30/2020 9:53:15.410015AM CDT
07/30/2020 9:53:16.410015AM CDT
07/30/2020 9:53:15.410015AM CDT

prepared will pay out correctly.

24. Please email payroll@ou.edu (copy Anjanette Pierce and Meagan Bray) if you find any errors.
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