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HR005 – Departmental Payroll Register
Parameter Page:
· Select the Chart of Accounts
· Once chart is selected, the Organization Code drop down box will populate
· Indicate if the information is needed at the Organization level or if it is needed for a specific employee
· Enter the Organization code in field provided  - or-
· Select one or more Organization Codes in drop down –or-
· Enter R-Number (TechID) of specific employee in field provided
· Select Calendar Year desired for data
· Select one or more Payrolls   	
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HR005 – Departmental Payroll Register
[image: cid:image001.png@01CE41C2.9AD0F750]
· ID – An alpha-numeric code assigned to an employee, used in place of social security number
· Payroll Number – Each payroll event is assigned a number.  For employees paid monthly there are 12 payrolls, for those paid semi-monthly there are 24 pay periods.  Payroll is based on calendar year rather than fiscal year
· Position – A unique number that identifies the pay plan, employee class, benefit category, leave category and the funding source
· Title – The Job the employee is assigned to
· Suffix - – For the Primary Job this is 00. For special Pays, Overloads and Summer Appointments the job suffix will change.  See “Forms of Employee Pay” document.
· Check Date – The date on the payroll check
· Organization Code – This is the “home “ organization of the employee, usually the organization that their primary assignment is to
· Earnings Type – A code used to indicate the type of earnings (i.e. LNG – Longevity, RGS – Regular Salaried).  To see a list of earn codes, follow this path:  AFISM Website -> Crosswalks and Code charts ->Banner HR -> Banner Earnings Codes  
· Fund – The source of monies supporting the employee’s earnings.  
· Account – A code used to indicate the type of pay within a budget  (i.e. 6A4402 – SW Student Employee Undergraduate, 6A9014 – SW Cell Phone Allowance) 
· Program – Identifies the purpose of the expenditure (i.e. 400 – Academic Support, 200 – Research) 
· Time Sheet Organization – The organization paying for the employees earnings 
· Event Type Description – Identifies the type of payroll event, i.e. Original, Voided, Redistributed
HR027 –Hours Paid by Earn Type
This report provides a snap shot of the earn type by day for non-exempt employees, and paid leave by type for exempt employees. The purpose of the report is to ensure that employees are being paid correctly for both hours worked and leave taken.  The report can be executed for the entire organization or for one employee. 
The parameter options include:
· Organization Code
· Employee Name
· Begin and ending dates for report
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HR027 – Hours Paid by Earn Type
[image: ]

The report output is grouped by employee and provides earning type details for the time-frame selected.  The Employee ID (R-number) is displayed followed by the employee name.  The earn code and description are shown followed by the date and number of hours worked by the earn type for the date displayed
In the report output above, notice that work hours as well as leave time display for the non-exempt employee while the earn type for an exempt employee will only be paid time off.

For a listing of the Earn Codes used at TTU, follow the link below:
AFISM > Crosswalks & Code charts > Banner HR> Banner Earnings Codes






HR047 – Payroll Expenditures and Encumbrance Report
This report is used to reconcile payroll, monitor payroll encumbrances and verification that employees are being paid as they should be.  
For ease of use, the parameter page is broken down into two sections within this training document.  Within the top section, the Chart of Accounts and Organization code are required.  The Organization prompt does support selection of multiple organizations by using a Ctrl + Clk action.  If desired, select a fund code in order to focus on a specific FOP rather than all FOPs belonging to an organization.  
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The bottom section of the parameter page requires that the Choice of Search, Fiscal Year and whether Summary or Detail data is desired.  The other prompts in this area are optional.  Enter a Doc ID from a Finance Document to see the HR side of that transaction.  If encumbrance information is desired, do not select a Fiscal Period, choose only the Fiscal Year.
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HR047 – Payroll Expenditures and Encumbrance Report – Salary Only, Detail View:
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Grouped by FOP, the report shows:
· ID – Code used in place of Social Security number to identify an employee
· Employee Name
· Position – Alpha numeric code used to identify the position assignment.  Referred to as the “T Number”.  This number belongs to the department and does not transfer with an employee if he/she changes departments
· Job Suffix – For the Primary Job this is 00. For special Pays, Overloads and Summer Appointments the job suffix will change.  See “Forms of Employee Pay” document.
· Payroll ID – indicates if the employee is paid monthly or semi-monthly
· Payroll Number – Payroll Events are numbered 1-12 for employees paid monthly and 1-24 for employees paid semi-monthly.
· Event Sequence Number – First event is 0, count will increase if corrections are made for the pay event.  
· Document Date – The date entered on the payroll document
· Transaction Date – The date the payroll is executed so that payments can be made.  This date will be prior to the Transaction Date.
· Expenditures – The amount issued for the payroll event.
· Encumbrance - Funds set aside within the FOP to support payroll for active employees, excluding student employees.
· Document – A code given to identify the Finance Document used to process the payroll event.
· Carrier – Identifies the Specific Benefit / Deduction
· Transaction Number – A code given to the Payroll Transaction to identify the event.

HR047 – Payroll Expenditures and Encumbrance Report – Salary Only, Summary View













HR047 – Payroll Expenditures and Encumbrance Report – Salary with Longevity & Fringes, Summary View, All Payroll Periods:
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To see encumbrance details, the report must be executed for the Fiscal Year without selecting a Posting Period or Pay Period.  
The Summary reports shown on the previous page and below are sectioned by FOP.   Within the FOP, payroll expenses are grouped by Account on the previous report.  Employees who received wages / benefits within the account code are identified by ID and Name to the right of the Account Code. While the report below groups by R# and summarizes by R# (employee).
In looking at the list above, notice that Salaries are encumbered but fringes are not.  This is noted by the fact the Accounts 6A5221 – SW Longevity and 6B4901 – FB OASI MEDH Matching have expenditures but no encumbrances.  This is important to recognize when considering the financial status of a FOP, as these are expenses that will be recognized, yet the monies are not set aside.
The report summarizes the expenditures and encumbrances by Account within the FOP
HR047 – Payroll Expenditures and Encumbrance Report – All Pay Periods, Fringes Included, Summary View
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HR122 – Payroll Distribution Report
This report is used to view details regarding pay events.  The parameter page is shown below.
The required parameters are:
· Year Type – Select year type – data can be requested for a Fiscal Year or for a Payroll Calendar Year
· Year – Select the year the information is needed for

The optional parameters include:
· R# - enter one or more R#’s for whom the payroll distribution is needed (allows cut and paste)
· Organization Code – Search on all or part of Org Code, select desired org(s) for report data
· Organization Tree – Select desired Org(s) from hierarchical tree prompt
· Last Name – Search on last name of employee for whom data is needed
· Fund – Enter fund for which information is desired
· Organization – Enter Organization for which information is needed
· Program – Enter desired program code
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[image: ]Parameter page 2 provides the option to choose a specific pay period or multiple pay periods.  Notice the options are for both MN and SM payrolls.  If all pay periods are desired, bypass this parameter option.

HR122 – Payroll Distribution Report
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The report output is grouped by Employee, with employee R# and Name in the first section header, with Position and Job Suffix for the employee below.  This information is followed by the Payroll Events for the requested employee(s),
The information provided, for each payroll number selected includes:
· Earnings– A code used to indicate the type of earnings (i.e. LNG – Longevity, RGS – Regular Salaried).  To see a list of earn codes, follow this path:  AFISM Website -> Crosswalks and Code charts ->Banner HR -> Banner Earnings Codes  
· Fiscal and Calendar Year
· Fund, Organization, Account and Program – this is the financial account that the person was paid from. Notice that the account code / description provide the details regarding the pay details (i.e. overtime pay, longevity, regular salary, etc.)
· Hours / Units – Hours refers to the average work hours per pay period, Unit refers to the number of times the earn type is paid per pay period
· Paid Amount – the dollar amount paid to employee by earn type.
The report includes a Summary Total by payroll number for each position and job suffix by employee.

RPT_PAYDIST_001 – Payroll History Report
 This report is used to view distributed payrolls for a selected Fiscal Year at the employee level or at a FOAP level.  This report was designed to be used when completing a Labor Redistribution Form.
Parameter Page 1:
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· Indicate Fiscal Year
· Indicate Chart of Accounts
Parameter Page 2:
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· Provide Employee R# or search by Employee Name
· Select Desired Pay Period or leave blank for all
· Skip this page, select Next for FOAP and Document Options

Parameter Page 3:
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· Provide parameter selections as needed:
· Home ORGN –Enter Home Organization Code for employee(s) 
· Permissions to view data for an organization are granted through TeamApp.  If you do not have access to data for the employee’s home organization, enter the position organization code in the 4th parameter field titled “Organization”.
· Document – Enter the Document ID for the data needed
· Fund – Enter the Fund Code for the data
· Organization – Enter the Position Organization Code for employee(s)
· Account – Enter desired Account Code
· Program – Enter desired Program Code
· If you do not have permission to view this data, please the financial manager of the organization for which the data is desired to grant you such permission.
· Select Next to choose PDF or Excel output

RPT_PAYDIST_001 – Payroll History Report
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This report provides details regarding Pay Events, grouped first by Account and then by R# within each account.
Information displays within the columns with groupings as below:
· Person Information is found in the first two columns
· ID and Name
· Job Information is found in the next 4 columns
· Position, Job Suffix , Position Title and E Class
· Payroll Information is found in the next 4 columns
· Payroll ID, Payroll Number, Sequence and Check Date
· Funding Details follow in the next 10 columns
· Fund and Desc, Orgn and Desc, Budgeted Account Code and Desc, Account and Description, Program and Description
· Pay Details
· Pay Period End Date, Posting Status, Transaction Date, Amount, Earnings and Description, Finance Document Number, Home Orgn of Employee

**Note – RPT_PAYDIST_99 provides all details included above and has an additional column titled “Labor Hours”


RPT_PAYDIST_002 – Payroll Distribution Report

This report is used to complete a Labor Redistribution Form (Retroactive change of funding).  The report displays distributed payrolls by selected Fiscal Year, Employee, Position and Pay Periods.  This report has Home Organization Security which means that in order to view the employee you have to have permission to view data for the Home Organization to which they are assigned. 

If the employee is not assigned to a Home Organization that you have permission to see, the RPT_PAYDIST_003 allows you to see data with security based upon Position Organization.

Parameter Page 1:
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· Indicate the Fiscal Year
· Select Employee Name



Parameter Page 2:
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· Select the Employee Position for Data
· Select Payroll Period or if all pay periods are desired, do not make a selection

RPT_PAYDIST_002 – Payroll Distribution Report
[image: ]

In the section header, the Employees R# and Name are displayed; below it are the Position, Job Suffix and the Payroll Number for which the pay details are provided.

Within the report, the first column details the Earnings type, followed by the Fund, Account, Organization and Program codes along with descriptions, followed by Hours / Units, Percent of earnings assigned to the FOAP and then the Amount paid for the each earn type followed by a summary total for the employee by Payroll Number.


RPT_PAYDIST_004 Labor Redistribution Report

This report is used to follow the progress and accuracy of a requested “Labor Redistribution”, and to view the history labor re-distributions at the employee or FOAP element levels.
                    
                    Parameter Page 1:
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· Enter Fiscal Year
· Enter Chart of Accounts

Parameter Page 2:
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Optional Parameters:
· Employee ID (R#)
· Employee Search (search by last name)
· Fiscal Period / Payroll Period, select one or many.  Leave blank for all
· If search by FOAP is desired, bypass this page and select Next


Parameter Page 3:
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Parameter Options
· Home Organization
· Document Number
· Fund
· Organization (this would be position org)
· Account
· Program








RPT_PAYDIST_004 – Labor Redistribution History Report:
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The Report output is provided at the employee level:
· Employee ID
· Employee Name
· Position involved in the redistribution
· Job Suffix
· Position Title
· E Class
· Payroll ID
· Payroll Number
· Earnings Code with Description
· Sequence
· Check Date
· Fund and Fund Description the redistribution was assigned to
· Organization and Organization Description the cost was redistributed to
· Budgeted Account  Code (Budget Pool) with Description for the event
· Account Code and Description for the event
· Program Code and Description for the event
· Pay Period End Date
· Posting Status
· Transaction Date
· Percent assigned to FOAP 
· Amount Assigned to FOAP
· Document No of the Redistribution Request


RPT_PAYDIST_005
Special Pay List Reporting

This report shows the Year-to-date Amount of special pay an employee has received.  The report displays this information by Organization, then by Employee Class, Employee Name and Earn Code.  

Required parameter choices include Fiscal Year, Chart of Accounts and Earn Code.  The Employeee Home Organization and Organization Tree prompt are optional.
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The report data shown above, provides details for Special Pay at the Home Organization Level.  Notice that the Employee class is presented followed by the Employee Name, Position Title, Earn Code with Title and then the Year-to-date amount of special pay.  A summary total of special pay Year-to-Date is provided for the organization as well.

RPT_PAYDIST_99 – Payroll History with Hours

This report is used to view distributed payrolls for a selected Fiscal Year at the employee level or at a FOAP level.  This report is the RPT_PAYDIST_001 with the addition of a column to show Labor Hours.  The report can be used to create a Labor Redistribution as well as to reconcile payroll.

Parameter page 1 – Select Fiscal Year and Chart of Accounts
[image: ]

Parameter page 2  - Employee parameter options – enter R# of employee or search for employee by last name. Bypass R# and Name search if details are needed at a FOAP level. Select payroll period(s) for which the information is needed.  
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Parameter page 3 – All parameter are optional.  Choose to execute by Home Orgn or by a specific finance document.  This parameter page also supports execution of report at various level of the FOAP.  Select Finish at the bottom of the page or select Next to choose either PDF or Excel format.  The report is defaulted to execute in HTML format.
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RPT_PAYDIST_99 – Payroll History with Hours
[image: ]

This report contains the same details as the RPT_PAYDIST_001, with an additional column titled “Labor Hours”.

JOB AID – Verifying Payroll Transactions against Financial Reports
When verifying payroll transaction, one method is to use data provided by the HR047 – Payroll Expenditures and Encumbrances Report  and tie that data to the FI040, the FI026 or the FI045 Report
Within this job aid are color coded guides to show how the information on the FI040 report is referenced in the HR047 report.

· Along with the FOP, theDocument ID  from the finance report can be entered in parameter field provided on the HR047 to see only those details.
· When comparing a finance report to an HR report, use fields such as Account, Document ID, Transaction Amount, Transaction Description.
· SM in the Transaction description field refers to semi-monthly payroll while MN refers to montly payroll
· FI026 and FI040 Reports provide parameter option to view Account Description, select “yes” to view this


Screen shots of a suggested way to verify payroll information with a finance report follow.  The data has been changed to protect the security of the data.

Finance Report – FI040 Operating Ledger Transaction Report by FOP
The color coded fields tie to the HR047 Payroll Encumbrance and Transaction Report on the following page.  Notice the Document ID column.  
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HR047 – Payroll Expenditures and Encumbrance Report 
· Verify Payments by Account Code – color coded to tie to the FI040 report as shown above.  HR047 displays ID and summarizes by account code.  Look at Account column in the HR047 and then tie it back to the Account column in FI040. 
· In red -  6A002 Account – ties to the $3,000 MN payroll transaction  - Doc ID on both reports F0008797 
· In gold – 6A4401 Account – ties to SM payroll transactions of $309.18 and $299.20 – Doc ID F0008633 and F0008987
· In turquoise – 6A5221 Account – ties to$ 140.00 transaction with Doc ID FI0008797 
· In dark blue – Account  6B4901 – ties to $308.98 total of 4 gross benefit payments – Doc ID F0008798
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