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Overview

This manual describes and illustrates how to generate and understand the Payroll Detail Report in
PantherSoft Financials. The Payroll Detail Report provides detailed information on salary and
employer-paid benefits. Users should run this report on a monthly basis to reconcile payroll

charges to the financial statements, and review that no inactive employees have been paid in
error.
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Generating the Payroll Detail Report by Chartfield

Log into the PeopleSoft Financials system and go to the Payroll Detail Report run control page via
the following navigation.

NavBar: Navigator °

Main Menu
FIU Payroll Processes

My Favories || REPORS

Payroll Detail Report
L)

:O

Recent Places

Navigator

Step 1: The first time you run the report, you will need to create a run control ID by clicking “Add a

New Value”, entering a Run Control ID, and clicking “Add”. Otherwise, find an existing run control
to run the report.

Tip: Run Control IDs may not have spaces. Use underscores instead, as shown in the example
below.

Payroll Detail Report

Find an Existing Velue

Run Control ID*Fa-,-'r:II_E-EtaiI_F!&p-::-n x
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Whether you add a new run control or find an existing value, you will be taken to the following run
control page.

By Chartfield 1 By Emgployee
Payroll Detail Report

Run Controf ID PAYROLL_DETAIL_REFCRT Repart Manager Pracess Monitor Run

Date(s) to Print Qutput Format Recs to include on Output

Template Descr Include?

® pDF Include All

Accounting Q QOXLS | | ‘

Date: oR ) Both

From r-|
Date

To Date: I'"l

Selection Criteria Q 1 af1[%]

Chartfield: [s]

Values
0o q 1-1 of 1[¥| Wiew All

ChartField Yalue Description

it

By Charifield By Employee

Step 2: Choose one accounting date or enter a range of dates in the “Date(s) to Print” section and
make sure to tab out.

Accounting Date:
OR
From Date: | H

To Date: 7t
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Step 3: Various templates will populate in the “Recs to include on Output section” depending on
the date range selected. Click “Include All” to make sure all the available data is reflected on the
Payroll Detail Report output.

Tip: If your report does not run successfully, check the “Recs to include on Output” section of the
run control page, and make sure templates are listed. Change the dates in the “Date(s) to Print”
section until values appear in this section.

i

Template Descr Include?
PAYROLL  |HR Payoll | [¥] ineiude

OFFCYCLE | Off-Cycle [+]

Step 4: Select your desired output format in the “Output Format” section. Click “XLS” for an Excel
output or “Both” to generate two files, a PDF and an Excel file.

O poF
® xS
) Both

Step 5: In the “Selection Criteria” section, select the Chartfield you would like to search by. The
most popular searches are by Activity Number, Project ID or department.

Chartfield:
Activity Mbr
Caost PIC oy
Cepartment e | Find | i '.__L*'-: | i 21
ChartFd Old Department htion

Project |0 =
Task

Step 6: If you selected the “Activity Number” Chartfield, enter the activity number you would like
to run a report for in the “Values” section. Click on the plus sign in the “Values” section to add
additional activity numbers to include on the report.

If you had selected “Project ID” as the Chartfield to search by, you would enter a Project ID in the
“Values” section.

Chartfield: | Activity Nbr v
_ ‘Personative | Find | Visw Al __L,-T;':_.'.'.'.
ChartField Value Description
i J1580020002 |2, oHR Administration & =
2]1580120002 )2, Compensation Administration + 1 —]
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In some cases, you may want to run reports for project IDs and activity numbers at the same time.
In that case, click on the plus sign to the right of the Chartfield drop-down and a new selection

criteria section will display underneath.

SR P L

Chartfield:| Activity Nbr b
ChartField Value Deccription
11580020002 DHR Administration + | =
2 [1580120002 4, |Compensation Administration x| =
+| =
Chartfield: | Project ID L s
."'.'."'.._..:l:: S — — E "-:I
ChariField Value Description
1 [eooo02020 Mchair 2012-2017 +|| =

| Bave
Step 7: Click on the bottom left to save the Run Control ID and associated parameters.
You can run this same report in the future by searching for the Run Control ID under “Find An
Existing Value”, instead of having to add a new value (See the “Find an Existing Value” tab in Step

1).
Step 8: Click “Run” to run the report.

Tip: While the report is generating, you cannot change the parameters and click run again. To run
several reports at the same time, click “Return to Search” to create another run control.

By Emplopes

Payroll Detail Report

Rumn Controd ID :5'-'0:-_:§E::_=\?)5= Repor Manager bl
-
Cror inciude All
Acoounting Date: @ xLs
oR O Botn =
From Dats: | 7
ToDate: [oE 5
L -
Chartfisid: | Aty har v
|
- B
e
11550020002 DHR Administration | |[=
2 [1se0120002 Cormoens2tion ASTINIEtram
" ¥
&
arighon
Mchialr 2012-2017 e

T . Rmtum jo Search
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Step 9: In the “Process Scheduler Request” pop-up, click “OK”.

Tip: Leaving the Server Name blank will allow the system to automatically select the server that
will run the report the fastest. Leave “Type” as “Web” and “Format” as “TXT”.

FLSEEEIE X CEHEERERE Rt =2
Hal
Likear IO 1283917 Rumn Controd ID:- - 110800003
Tarver Nams: | v| Run Data: (2201206 bt
R T— | Vl ] Reset io Curresd DalaTime
Thme Zoms: |EST Eaham Time [US)
Siteol |Dessiiaiion Efiivs ki Prisia g Farmal Disiribidion
[#] F= Gt FpiAppEnghe FiLl PAYDTL Aggiication Englne B o[ o .
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Generating the Payroll Detail Report by Employee

To run the Payroll Detail Report by Employee, click on the “By Employee” tab and enter an

employee ID in the “Employee ID” section. Follow the other steps in the “Generating the Payroll
Detail Report by Chartfield” section of this manual.

Tip: Click on the magnifying glass “ to search by name (Last name,First name).

By Chartfield By Employee

Employee Payroll Detail Report

Run Control ID PAYROLL_DETAIL_REPORT

Date(s) to Print Output Format

®PDF
Accounting Q OxLs
Date OR OBoth
From l?.
Date
To Date E.
Employee ID

’&vel

By Chartfield By Employee

Report Manager Process Monitor

Recs to include on Output

Include?

Template | Descr

Run

Include All
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Retrieving the Payroll Detail Report

Whether you ran the report by Chartfield or by Employee, follow these steps to retrieve your
report.

Step 1: Click on “Report Manager” from the Payroll Detail Report run control page.

By Chartfield By Employee

Employee Payroll Detail Report

Run Control ID PAYROLL_DETAIL_REPORT Process Monitor Run

Alternatively, you can follow the navigation below to go to the Report Manager.

NavBar °
Main Menu
Reporting Tools
My Favorties Query
L)
PS/nVision
Recent Places
Bl Publisher
é Pivot Grid
Navigator
Report Manager

Step 2: Click on the “Administration” tab.

Tip: The reports are not available in Report Manager until the Pay Dtl Rpt App Engine status is
“Posted”. Click Refresh to update the statuses. It may take a few minutes for the status to

change.

List Explorer Administration Archives

View Reports For

UserID | 1283817 Type | Last ] 1| |Hours  [v] Refresh
Status ]| Folder | Instance to
Report List

B Q 1-1 of lﬂ View All

Report Pres _— Reguest
Select D e Description Date/Time Format Status
. - 11302018 Text Files .

8830508 G50BT15 Pay Ofl Rpt App Engine 3.07:28FM (" bet) Processing
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Tip: If the status for the Pay Dtl Rpt App Engine status remains “NA” for longer than a few
minutes, go to the Process Monitor page via the navigation below, and make sure the Run Status
is not “Error”. If the status says “Queued” for an extended period of time, or if it says “Error”,
contact the Human Resources Service Center at 305-348-2181.

NavBar

My Favorties

o

Main Menu
PeopleTools

Process Scheduler

Process Monitor

1%,

Recent Places

Navigator

Process List

View Process Request For

UserID | 51203917 Q Type v Last
Server ™ Name Q | Instance From
Run V] Distribution Status
Status
Process List
B Q
Select Instance Seq. Process Type Process Name
8508718 Application Engine FIU_PAYDTL

Server List

™

User

® 1203017

5 Days

Instance To

V] &4 Save On Refresh

Run Date/Time

11/30/2018 3:11:07PM EST

]

Refresh
1-4 of 4[V] View All
Distribution -
Run Status Status Details
IOueued N/A | Details

Step 3: From the Report Manager page, click the link for “Detail Report XLS (for both)” or “Payroll
Detail Report PDF”, depending out the output format selected on the run control page.

List Exple

View Reports For

E ArChives

UserID 1293917 Type ™ Lest v 1
Status ﬂ Folder ﬂ Instance to
Report List
B Q 1-8 of 8[V]
Report Pres S Request
Select D e Description DatelTime Format
o n - e 11/30/2018 Acrobat
88308513 8508720 I ayroll Detail Report PDF 3-11-58PM (*pdn)
= . e ~ 11/30/2018 Acrobat
8830512 8508719 IDE‘BH Report XLS (for both) 3-11-56PM (~pdf)
- ) : ~ 11/30/2018 Text Files
8838511 8508718 Pay Dtl Rpt App Engine 3-11-00PM (~tct)

Hours

Status

Posted

Posted

Posted

Refresh

View All

Details

Details

Details

Details

Page

| 11




Step 4: In the Report Detail pop-up window, click on the file with the “.xls” or “.pdf”. suffix.

_

Report1D: 5180003 Process Instance: 5076891

Name: FGLRE38C Process Type: SQ0R Report

Run Status: Success

Detail Report XLS (for both)

[ Distribution Detaits |

Distribution Noede:  unixnode Expiration Date: 05/01/2046 |
Hame File Size {bytes) Datetime Created
SOR FCGLRE38C 5076891.1og 1,840 02/01/2016 10:48:31.860475AM EST
falrG38c 5076391 out .‘11.403 .021'0‘1!20‘16 10:48:31.8604754AM EST
104,178 |02/01/2016 10:48:31 B60475AM EST
Distribution ID Type _‘Distribuﬁon |1}
User 1293917

oK | cancel

Step 5: In the pop-up window, click “Save As” to save the file to your desired location.

- e
Windows Internet Explarer ﬁ

What do you want to do with fglr638c_5076891 xls?

From: myfs.fiu.edu

2 Open

The file won't be saved automatically.

< Save

< Save as
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Understanding the Payroll Detail Report by Chartfield

Both the Payroll Detail Report PDF and Excel provide valuable information on wages and benefits
paid. The Excel version generally provides the same information, with some exceptions. Under
each section of the manual below are screenshots of both the Excel and PDF versions of the report
for comparison.

For specific questions, please contact the Human Resources Service Center at 305-348-2181.

Heading
The heading includes the chartfield values, accounting date (generally the same as the pay date),

and the journal ID.

Department Project ID Activity Nbr. Cost PID Task Accounting Date Appl_Jrnl_Id Journal ID  Fund Code Budget Entity

156000000 "1560020002 21-Aug-15 PAYROLL PAY0813498 210 1
156000000 "1560020002 21-Aug-15 PAYROLL PAY0813498 210 1
156000000 "1560020002 21-Aug-15 PAYROLL PAY0813498 210 1
156000000 "1560020002 21-Aug-15 PAYROLL PAY0813498 210 1

The pay period begin and end dates associated with the pay date are only found on the PDF
output.

Department: 156000000 DHR Administration

Activity Nbr: 1560020002 DHR Administration
Accounting Date: 08/21/2018

[pay Period sStart: 08/01/2015 End: 08/14/2015]

Journal ID: PAY(813498

Fund Code: 210 General Revenue Budget Entity: 1 E&G

Demographics

The demographics section provides the employee name, Employee ID, position number, FTE,
Comp. Rate and hours worked by funding source. For temporary employees, the position number
is their jobcode.

Employee Name Panther ID Position Nbr FTE Compensation Rate Hours Worked
1.0000 69640.89 80
1.0000 109080.3 80
1.0000 55825 80
1.0000 151494.92 80
Demographics
Employee Name Empl ID Pos. Num FTE Comp. Rate Hours
Administrative
1.0000 £9,640.89 80.00
1.0000 109,080.30 80.00
1.0000 55,825.00 80.00
1.0000 151,494.92 80.00
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Salary and Benefits Details

The salary and benefits section details earnings and associated benefits. If a particular row has a
date in the “Transferred From” column, that row represents a payroll transfer and the date
represents the date when that check was first issued or last transferred from.

Fringe Benefits are a percentage of the earnings based on the pay plan or earnings type. Review
the current budget manual for the latest fringe benefit pools and percentages.

Check Number Transferred From

771141 771151 771951 771962 771963

Salaries - Administrative Salaries - Staff Cellphone Allowance Fringe Benefits - Admin Fringe Benefits - Staff

942719 2,668.23 0 0 740.7 0

942720 0 1,757.25 0 0 688.31

942732 4,179.32 0 90 1,160.18 0

942703 2,138.89 0 0 593.76 0

Calaries Benefits Employee Transferred

Check No Salary Eccount *Other Earning Fringe Total From

942719 2,668.23 771141 740.70 3,408.93
942732 4,179.32 71143 50.00 1,150.18 5,429.50
942703 2,138.889 771141 593.76 2,732.65
942699 5,804.40 771141 1,6173.30 7,415.70

Other Earnings

Cell phone allowances, bonuses, and other one-time payments appear in the “Other Earning”
column of the PDF version of the report. Below are other types of expenses included in the “Other
Earning” column.

Account Account Description Types of payment

771152 Salaries — On Call On-call pay for eligible employees

771153 Salaries — Overtime Pay to regular, non-exempt employees for
hours worked over 40 within each week

771154 Law Enforcement Incentives Pay to law-enforcement officers as part of the
criminal justice incentive program

771503 Temporary — Overtime Pay to Temporary employees for hours

worked over 40 within each week

771517 Other Earnings Educational Incentive, Spot Awards, or
Bonuses

771951 Cell Phone Allowance Allowance for monthly cell phone expenses or
stipend for a new cell phone

711952 Miscellaneous Payroll Uniform, tool, car, moving, relocation, or other

Allowances

allowances
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Summary Section (PDF only)

Only the PDF version has a summary section on the bottom left. Detailed accounts for amounts in

the “Other Earning” column may be further defined here.

771141
771151
771501
771508
771951
771962
771963
771965
Total:

[TOTALS by Account for 1b60020002, 210

Salaries - Administrative
Salaries - Staff
Temporary Employment
College Work Study
Cellphone Rllowance
Fringe Benefits - Admin
Fringe Benefits - Staff

Fringe Benefits - Other Tempor

51,201.
4,585,
230
83.
B840.
14,213.
1,796.
29.

73,659.

0o

21
94
37

in "Other Earning" Column
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Understanding the Payroll Detail Report by Employee

Departments pay a fringe benefit rate, while the University-Wide Fringe Benefits Pool covers
actual benefits. The Payroll Detail Report by Employee shows actual fringe benefits paid on behalf
of the employee in activity number 1104110003, in addition to the fringe rate and salary charged
to the employee’s funding source. Amounts are grouped by pay date and activity number/Project
ID on the PDF version.

For specific questions, please contact the Human Resources Service Center at 305-348-2181.

Check Number Transferred From 771141 771611 771652 771701 771716 771901 771902 771962
Salaries - Administrative Social Security Matching Medicare Tax Expense Employer State Retirement FICA Savings State Health -Employer State Life - Employer Fringe Benefits - Admin
942719 0 156.03 36.49 193.71 11.6 632.03 2.27 -740.7
942719 2,668.23 0 0 0 0 0 0 740.7
Pos. Num FTE Comp. Rats Hours Check No Type Account Description Rmount Trans. From
Acct Date 3 21-AUG-2015
Department 1 110401000 Dffice of the Controller Adm
[Ectivity NbT.: 1104110003 Univ Wide Fringe Benefit|
Appl Journal ID: PAYROLL Journal ID: PAYO213408
09995509 5.9500 959,999.99 042719 BEN Social Security Matching 156.03
BEN Medicare Tax Expense Emplover 36.490
BEN State Retirament 193.71
BEN FICA Savinga 11.60
BEN Sta Health -Employer 632.03
BEN State Life - Employer 2.27
BEN Fringe Benefits - Admin 740.70-
Bub-Total 201.43
Acct Date 1 21-AIRz-2015
Department DHR. Administration
Eetivity wor.s DHE Administration |
Appl Journal Journal ID: PAYO213408
.oooo 60,640.89 BO.0D 042719 SAL 771141 Salaries - Administrative 2,668.23
042710 BEN T7T1962 Fringe Benefita - Admin 740.70
Bub-Total 3,408.93
Employee Total 3,700.36

Summary Section (PDF only)

The PDF version has a summary section on the bottom left of the last page that sums amounts by
account for the date ranges used in the run control page.

The Fringe Benefits account is displayed as $0.00 because it reflects the sum of the amount
charged to the department and the credit that posted to the Fringe Benefit Pool.

TOTALS by Account for EMPLID: :
TT1141 - BSalaries - Administratiwve I 2,668.23
TT161Y - Spocial Security Matching : 156.03
TT1652 - Medicare Tax Expense Employer I 16.459
TTLTO0L - State Retirement 1 193.71
T7171& - FICA Savings z 11.60
T71801L - State Health -Employer &632.03
T71802 - State Life - Employer 2.27
T71962 - Fring=s Benefits - Admin 1 0.00
Total: 3,700.38
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Appendix A — Sample Payroll Detail Report by Chartfield PDF

Acministrative

Croup Totals:

Btaff

942721

440ED

Texporary, Adjunct & Overload

o0 40.0 2094
33.38 3
Croup Totals: 2094 1,023.0%
Activity NHbr Totals: 56,770.82 B4D.DOD 18,03D.55 73,650.37

TOTALE by Account for 15600204002, 210
171241 = LS Az

2054
T3.859.37
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Appendix B — Sample Payroll Detail Report by Employee PDF

Accounting Da

um FTE Comp .

Florida International University

Employse Payroll Detail Report

Houzs Type Account  Descriptionm

Amcount Trans. From

Acct Dats
Department

Activity Nbr.:
2ppl Journal I

Acct Date
Department

Activity Nbr.:
Appl Jours

TOTALS by Acco
771141 -

of thi

D: Journal ID:

o

z-2015

1560020002
PAYROLL Journal ID:
41676000 1.0000 60,

unt for meenID: L]

es - Admin

Social Security Matching
Medicare Tax Expens
State Ratire

FICA Savings

State Health

)

5.9900 990,990.99

oo DHE Administration

Controller Adm
de Fringe Benefit

DHR Administration

0813498
942710 Social Security Matching
edicare Tax Expense Employ
State Retirem
CR Savings
State Health -Employer
State Life - Employer
Fringe Ber its - Admin
Sub-Total
PAYD313408
BO.DOD 942719 SAL Salaries - Administrative
a 19 BEN Fringe Be ts - Admin

Sub-Total

Employes Total

%}

-]
1

193,
11.
32,
b3
0.
1

.4

S
O W oa e

G o om o

=]
B

Q
3

b2
@

3,668.2
740.7
3,408,093

& w

3,700.26
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