Payroll Report

The Payroll Report is a payroll summary report for an individual, department or account and a
datfe range.

Navigate to the Reports Page > Select Payroll/Cost Share from the Category header > Find
Payroll Report in the Reports header
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Pavroll Report by Department -
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i’ Employee:
i School/ Department: 81070-81070 Animal and Food Sciences
Expand Search
i’ Account: @ Active ) Inactive
i/ Search By Statement Type: [¥] salary and Wages [Z] Fringe and Other [Z] Other
i’ Date By: -I-Dates
i’ Employee Type: Kentucky ¢
G——
i’ Period: 10/1/2015 to 12/31/2015 ~ ¢

In the example above, we are running the payroll report for the Department 81070 Animal and
Food Sciences, for all employees in that department who are included the Kentucky employee
type, and for the period 10/1/2015 to 12/31/2015.

Type in the first three characters intfo the desired parameter field (in our example, the
Department field). This will populate a drop down menu from which you can select the
Department Name.



Note: All employees will be included under the Kentucky employee type

The report displays the name of the employee, the employee’s primary department name and
number (the department that was input in the parameters tab), the account (shown below as
Grant), the pay period, the payroll amount, the percentage of the total statement payroll for
the account, the pay type, and the employee type of the individual af the fime the statement
was created.
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Note: This report can be exported to excel using the hyperlink at the boftom right of the report



The payroll report displays the following columns:

Certifier Name of the employee

Department Home department of the corresponding employee

Department Number Home department number of the corresponding employee

Grant The account/project the corresponding employee was paid from

Pay Period The pay period which payroll hit the corresponding grant

Payroll Dollar amount of payroll paid from the grant for the pay period

Pay % The percentage of payroll dollars as it relates o the employee’s
total pay for the period

Pay Type Additional details about the payroll fransaction (see below)

Employee Type Kentucky

Statement Type Salary and Wages

The Pay Type column provides additional details about the payroll fransaction
for the corresponding pay period.

Example: 00000000-1012003580-0011260100-511012-3225-RP

The string is defined as follows:

Person Number (Assignment Number) - Account Number (WBS Element) — Fund - GL Account -
Wage Type - RP

Note, the end of the string will be one of the following:

e RP -Retro Pay
e OP - Original Pay
e JE-Journal Entry

The Fund Code includes whether it is:
INT — infernal

EXT — external

CS — cost share



Retro Payroll — Note that all retro payroll will be included in the ‘For Period’ payroll report.

For example, if a payroll fransaction posted in January 2016 that was for the pay period
12/13/2015 to 12/26/2015, the payroll transaction will appear in the December 2015 payroll
report and will appear on the Quarter 2 project statement.

Payroll Report Calculations:

The payroll report will show the amount charged to each account during each pay period, the
total amounts charged to each account during the period, and the percent of total pay during
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Certifier Department Grant Pay Period Payroll Pay Type Statement Type
Number Type

ST AAE Linebackers Linebackers 50912012015

aldonsmith Department Department 100312015 $874.23 006352-1012143640-0011020100-513010-1021-0P Kentucky ~ Salary and Wages
10/04/2015

Smith, Joe - joesmith 511 - LB Sacks
10/17/2015 $874.23 006352-1012143640-0011020100-513010-1021-0P  Kentucky = Salary and Wages
10/18/2015
0
10/31/2015 £874.22 006252-1012143640-0011020100-513010-1021-OP Kentucky ~Salary and Wages
11/01/2015
to
111412015 $874.23 006352-1012143640-0011020100-513010-1021-OP Kentucky = Salary and Wages
1115/2015
to
1112812015 $874.23 006352-1012143640-0011020100-513010-1021-0P Kentucky ~Salary and Wages
11/29/2015
121122018 £874.23 006352-1012143640-0011020100-513010-1021-0P Kentucky = Salary and Wages
12/13/12015
to
12i26/2015 $874.23 Qa9P52-1012143640-0011020100-513010-1021-0P Kentucky Salary and Wages

Subt@isl $6.119.61 oY
Certifier Total for Period

Pay % Calculation:

Pay Period 9/20/2015 to 10/03/2015

Payroll dollars paid for the pay period: $874.33

Total payroll for the confirmation period: $6,119.61

Percentage of payroll for the pay period: 14.29% ($874.33/$6119.61)

Total Pay % Calculation:

When the payroll report is run for the Department, the total payroll dollars and percentage for
that department are located at the bottom of the report in the ‘Total of All Certifiers’ row.

$220.450.35

2,745 tems found, displaying 1 o 300.
[FirstPrevi1,2,3,4,5, 6, 7, 8 [NextLast]

X Excel | 5] XML | & POF | & RTF

The report is adding up the dollars and percentages in the Pay and Pay % column to calculate
these totals.

Also note that this report can be exported to excel for further analysis.



Pavroll Report by Employee —

To view payroll for an employee, input the employee’s name or employee ID in the Employee
field.

The report will show the pay that was charged to each account during each pay period within
the period defined in the parameters, the total amounts charged to each account during the
period, and the percent of total pay during the period for each account.

The user running this report must be associated to the employee’s Home Department to run the
payroll report for that employee. You can view the employee’s home department on the
department dashboard.

[Paremeters ™ Results

i’ Employee: Smith Joe - joesmith
i’ School / Department:

Expand Search

i; Account: @ Active ) Inactive
i’ Search By Statement Type: Salary and Wages | Fringe and Other [] Other
i’ Date By: ©) Dates @ Employee Type
i’ Employee Type: Kentucky v
y Period: 6/28/2015 to 9/30/2015 ~
Run Report
Farameters T ResET
—
« Pay FerodView
il oms. <
Smith, Aldon - e
L D Department 3320407 - Steroid Effects —— -
511-18 Sacks - -
511 - LB Sacdks
~ 520 - LB Fosition ‘
Certifier Total for Period — — -
“

18 items found, displaying all items. I
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The report defaults on an Account View showing the employee’s payroll amount broken-down
by pay period.

Parameters Results Click the Pay Period View hyperlink atf the top left of the report to
view all payroll for the employee for the period, broken-down by
. iay Pe;ii’q View pay periOd.

The report now displays the name of the employee, the employee’s primary department name
and number, the pay period, the account (shown below as Grant), the payroll amount, the

percentage of the total statement payroll for the account, the pay type, and the employee

7H030 Sax rown Cir On
McCarty, Katie L~ 10165145 Aging 7Ho30 062872015 to 07/11/2015

Subtotal

071272015 to
072572015

Subtotal

072612015 to
080872015

Subtotal
0810872015 to

Subtotal
082372015 to
0910572015

Subtotal
0910672015 to
0911972015

Subtotal s1.478.40 1669
Subtotal

5

= -

Payroll Report by Account —

To view payroll for an account, enter the account number in the Account field.

Parameters Results

Employee:

School | Department:

Expand Search

Account: 511 - LB Sacks @) Active @ Inactive
Search By Statement Type: Salary and Wages [ Fringe and Other [C] Other
Date By: @ Dates O Employee Type
Dates: Start Date: End Date:
08/01/2015 08/31/2015

Run Report




The report will show the list of employees paid from the account during the date range selected.
The report also shows the total payroll dollar amount paid from the account for the date range
selected.

Parameters Results

| mphcyee

School  Department

i npand Search

i Account: 511 - LB Sacks ©) Active @ Inactive
Search By Statement Type / Saiary and Wage Fringe and Othe e
[uate By ® Dates Empioree Tipe
Dates tart [ ate End Date
L] g & 5

Run Report

The Active radio button should be used for project’s that have not ended. The Inactive radio
button should be used for project’s with end dates past the current date.

Parameters Resits
« PayPeriod View
* Account View
13 ltems found, displaying ail tems.
Bowman, NaVoro - Linebackers 081012015 to
navomcbowman Linebackers Depariment  Department 511 - LB Sads 081312015 $45972 1429 420-3048111208-0226000000-512072-3225-0P Kentucky Salary and Wages
08101201510
081312015 (5459.72) 1229 420-3048111208-0226000000-512071-3225-OP Kentucky Salary and Wages
081012015 10
0813112015 5321804 10000 420-3048111208-0226000000-512071-1011-0P Kentucky Salary and Wages
Subtotal $3218.04 100.00
Certifier Total for Period $3212.04 100.00
Linebadkers 0712612015 to
Spikes, Takeo - tskeospikes | Linebackers Department | Department 511-L8 Sads 0810812015 514513 2334 420-3048111208-0225000000-512042-3220-OP Kentucky Salary and Wages
071262015 10
0810812015 6221 10,00 420-3048111208-0225000000-512041-3000-OP Kentucky Salary and Wages
0810912015 10
0812212015 §1166 187 420-3048111208-0226000000-512042-3230-OP Kentucky Salary and Wages
0810972015 10
0812212015 §19570 3145 420-3048111208-0225000000-512041-3000-OP Kentucky Salary and Wages
0812312015 10
0910512015 520736 3333 420-3048111208-0225000000-512041-3000-OP Kentucky Salary and Wages
Subtotal $62211 100.00
Certifier Total for Period $62211 100.00
Linebackers 081012015 10
Smith, Joe - joesmith Linebackers Department  Department 511 -LB Sass 0813112015 37500 10000 410-3043111208-0226000000-512071-1010-OP Kentucky Salary and Wages
Subtotal 537500 100.00
Certifier Total for Period 537500 100.00
_ R - 081012015 10
Tweedy, Jeff- HCGOT5 | Anesthesiology 122 51118 Ssos 0813112015 5103537 100.00 170-3048111208-0226000000-511011-1010-RP Kentucky Salary and Wages
Subtotal $1036.37 100.00
Centifier Total for Period $103537 100.00
Linebackers 081012015 10
Smith. Aldon - aldonsmith | Linebackers Department  Department 511- L8 Saos 0813112015 543246 3334 311-3048111208-0226000000-512072-3225-0P Kentucky Salary and Wages
081012015 10
0813112015 (6432.48) 3334 311-3048111208-0226000000-512071-3225-0P  Kentucky Salary and Wages
081012015 1o
0813112015 51297.15 10000 ... 311-3048111208-0226000000-512071-1010-0P Kentucky Salary and Wages
Subtotal $1207.15 100.00
Certifier Total for Period $1207.45 100.00

13 items found, displaying all tems.
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