PAYROLL REPORTS

HANDOUT



WHEN YOU REACH THE “APPLICATION SELECTION” SCREEN IN
FLAIR, SELECT “5” AND PRESS ENTER

Date: b Group:  NA

Broadcast: user: Printer:
Select application or enter command. LOGOFF command terminates all sessions.
Escape key ATTN  Command key ENTR and Prefix ¢ Print key PA2

PAL FLAIR Production System (DACA)
PAL FLAIR Natural Reporting (DACN)
PAl FLAIR Information Wareﬁouse
PAL FLAIR Natural warehouse (NT)
PAL FLAIR Report Distribution

PAl RESERVED (use IW instead)

PAl State Purchasing System(SPURS)
PAL State Payroll System (PYRL)
PAL Get Lean Hotline Systenm

PAl SECURITY ADMINISTRATION

COMMAND ==> 5__ <A




YOU ARE NOW IN YOUR RDS REPORT DIRECTORY

PF 1/13 HELP-COMMAND ==>

-REPORT DIRECTORY- 4409 230774 9597485

END OF DIRECTORY ‘isiks




FLAIR REPORT DESCRIPTION/FORM ID

SALARY REFUND - Q21Y
SALARY WARRANT CANCELLATION - Q21K
EFT CANCELLATION - Q21Z
RETIREMENT ADJUSTMENT - Q21L
NON-CASH TAX REFUND ADJUSTMENT - Q21M
PAYROLL TABULATION BY ACCOUNT CODE - Q213
PAYROLL REGISTER - U214
MISCELLANEOUS DEDUCTION REGISTER (POST-TAX) - Q214
HEALTH LIFE & DISABILITY INSURANCE REG. - U21Q
SUPPLEMENTAL INSURANCE REG. (PRE-TAX) - U21R
ACCOUNTS WITH A NEGATIVE BALANCE - 2184



BASIC RDS NAVIGATION

e F7 KEY TAKES YOU BACK ONE PAGE.

e F8 KEY TAKES YOU FORWARD ONE PAGE.

e F3 KEY ACTS AS THE “BACK” BUTTON.

e TAB UNTIL YOU ARE BESIDE THE REPORT, “S”
TO SHOW, AND “E” TO EXTRACT, “F” TO FILTER
THE REPORTS (BY TYPE).

o IF YOU SEE AN “A” NEXT TO & REPORT, ITIS IN
“ARCHIVE” STATUS (30+ DAYS OLD).



e TO GAIN ACCESS TO AN ARCHIVED REPORT,
TAB UNTIL YOU ARE BESIDE THE DESIRED
REPORT. TYPE “R” (TO RESTORE) AND PRESS
ENTER. ON THE NEXT SCREEN, TYPE “Y” FOR
YES AND PRESS ENTER. YOU WILL RECEIVE
THE MESSAGE “REPORT RESTORE REQUEST IS
NOW RECORDED ON A.R.Q. FILE”.

e ONCE THE REQUEST TO RESTORE THE REPORT
HAS BEEN RECORDED, IN 15-20 MINUTES YOU
WILL SEE AN “R” NEXT TO THE REPORT
INSTEAD OF AN “A”.



TO RESTORE AN ARCHIVED REPORT
TYPE “R”, PRESS ENTER

PF 1/13 HELP-COMMAND ==>
-REPORT DIRECTORY- 4409 230774 9597485




TYPE “Y” ON THE NEXT SCREEN, PRESS ENTER

PF 1/13 HELP-COMMAND ==> Y <3

-REPORT RESTORATION-

PW4JCVGS P21E
W4 AUDIT ERROR AND REJECT REPORT 04/15/2016
NONE

ARCHIVED

20 2
03/16/2016 (16076) 23.34.51 PW4JCVGS / J0B05294
03/17/2016 (16077) 07/16/2016 1

NONE 0
0




YOUR REQUEST TO RESTORE THE REPORT HAS BEEN RECORDED
PF 1/13 HELP-COMMAND ==>

-REPORT RESTORE RESULT-

EE R e e e R i R b R b R R

* E:::> REPORT RESTORE REQUEST IS NOW RECORDED ON A.R.Q FILE *
dededede dede e de e de e d e de e de e e e d e e de e e d e de e de e e e d et e e e de e e e e d el e e e e e ek

PW4JCVGS \(0 P21E

W4 AUDIT ERROR AND REJECT REPORT 04/15/2016
NO NONE

ARCHIVED

20 2
03/16/2016 (16076) 23.34.51 PW4JCVGS / J0B05294
03/17/2016 (16077) 07/16/2016 1

NONE 0
NONE 0




IN 15-20 MINUTES, YOUR REPORT IS RESTORED

PF 1/13 HELP-COMMAND ==> _

-REPORT DIRECTORY- 4409 230774 9597485




TO VIEW A REPORT, TYPE “S” TO SHOW, PRESS ENTER

PF 1/13 HELP-COMMAND ==>

-REPORT DIRECTORY- 4409 230774 9597485




TO EXTRACT THE REPORT FOR PRINTING, TYPE “E”, PRESS ENTER

PF 1/13 HELP-COMMAND ==>

-REPORT DIRECTORY- 4409 230774 9597485




YOU CAN ALSO EXTRACT WHEN VIEWING THE REPORT

PF 1/13 HELP-COMMAND ==> £ <3
PR3236 Q14 25674 1488
001 132 L 0000000001 P 000000001

- TOP OF REPORT ----




TYPE “Y” FOR YES, PRESS ENTER

PF 1/13 HELP-COMMAND ==> Y <3

~-SINGLE EXTRACT MENU (1)
PR3236

==> P

-FOR SYSTEM PRINT ONLY-
==>

-FOR PARTIAL EXTRACT REQUEST ONLY-
==>
==>




NOW YOU ARE AT THE PRINT SCREEN, MY PRINTER
DESTINATION IS PJACP2, “Y” FOR YES, PRESS ENTER

PF 1/13 HELP-COMMAND ==> Y <3

-SINGLE EXTRACT MENU (2)
PR3236 1488
EXTRACTION REQUESTED FOR SYSTEM PRINTER (VIA BATCH JOB)
C/CAN/CANCEL
==> ==> ==>
——- ——p 2
==>
==>
==> ==> STD
==> ==>

/
/




CONFIRMATION & DETAILS OF THE EXTRACTION (PRINT)
REQUEST

PF 1/13 HELP-COMMAND ==> _
-PRINT/EXTRACT RESULT-
###%% EXTRACTION REQUEST (VIA BATCH JOB) **#*
D210000 J0B07299
11.02.03 04/25/16 (16116)




TYPE “F” NEXT TO THE “TYPE” OF REPORT YOU WANT TO VIEW
EXCLUSIVELY, PRESS ENTER

PF 1/13 HELP-COMMAND ==>

-REPORT DIRECTORY- 4409 230774 9597485
F




A& LIST OF THAT REPORT ONLY (PAYROLL TABULATION)

PF 1/13 HELP-COMMAND ==>
-DIRECTORY FOR FORM- 4409 230774 9597485

THIS IS VERY USEFUL WHEN SEARCHING FOR & REPORT




PAYROLL TABULATION BY ACCOUNT CODE (Q213)

From right to left:

- Gross salary (the cash amount before any deductions for taxes or any other purpose are taken)

- Object code — 4 digit code assigned to the payment...11** for salaried employees & 12** for
OPS employees

- Employer disability (1630) — Provided for senior management employees

- Employer life (1620) — The matching life insurance amount paid by the employer

- Employer health (1610) — The matching health insurance amount paid by the employer

- Pre-tax benefit savings (1570) — Administrative fees paid by the employer for pre-tax deductions
- Optional retirement plan (1550) — We do not have anyone participating

- Public Employees Optional Retirement Plan (PEORP) (1522) — Employer investment plan
contribution

- State retirement (1520) — Employer contributions for state retirement
- Employer FICA/MEDI (1510) — The combined FICA/MEDI employer contribution

- Gross salary charge — The gross salary + employer contributions



PAYROLL REGISTER (U214)

From left to right:

- A column labeled “E” — This will have eitheraOoral. 1=EFT 0= Paper warrant
- Next is the payment number or warrant number

- Then the employee SSN

- Employees’ name with their inter-department # just below

- Position number & class code

- Marital status & exemptions claimed

- Retirement code & employee status (09 — other)

- Next is an insurance code made up of three components (participation/type of coverage/# of deductions &
contributions)

- Beginning & ending rate of pay — In case there was a mid-month adjustment to their salary
- Beginning & ending hours — Indicates the number of hours they were paid at each rate of pay (if applicable)
- Then we have the gross salary & net pay

- Withholding tax & (miscellaneous deductions, which are post-tax, these deductions taken after the taxes are
calculated)

- “Employee” SS/MEDI deductions



- Pre-tax benefit deductions & Tax deferred deductions:

- Pre-tax benefit deductions (insurance premiums) will affect the W/H amount and the FICA/MEDI gross
amounts. These deductions are taken out before the employees’ taxes are calculated.

- Tax-deferred deductions — These only affect the W/H, tax deferred deductions include the employee
retirement (3%) and the deferred compensation deductions. (IRS rules/guidelines)

- At the end of each class code, you will find the totals for that class code. It provides the employer/employee
contributions, the net salary, the gross salary (cash gross), and the gross salary charge (gross salary + employer
contributions).





