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Batched Payslips

This guide provides the procedures to obtain batched payslips by

Department ID or Employee ID in Direct Access (DA).

Batch Payslips by Department ID allows the user to retrieve the

payslips for a department ID for a specific pay period.

Batch Payslips by EMPLID allows the user to retrieve payslips for a

specific member for multiple pay periods.

To batch print payslips, users must have one of the following DA user

roles:

e CGADMINSUP
e CGHRS

e CGRSUP

e CGHRSVW
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Batch Payslips by Department ID

Introduction This section provides the procedures to obtain batched payslips by
Department ID in DA.
Procedures See below.
Step Action
1 Navigate to: NavBar icon > Menu > Global Payroll & Absence Mgmt > Payslips

> Batched Payslip.
o OE Orders >
P

NavBar: Menu é?,}

B
@ E Benefits >
R

Recently Visited C E Recruiting >
Care lanagement >
E Reporting Tools >
@ hange My Password
E Reserve Activities >

Favorites

Enterprise Components
E i P ’ = Schedule a Query
m Enterprise Learning > E Self Service >
Menu
G

E Global Payroll & Absence Mgmt>

| omscs
[

Changemy H
P d
b S E Human Resources > E Set Up HCM >
M

[ E Mobilization 3 E Test Usage Monitoring
E My Feeds w

B Workforce Administration >

E Workforce Development

4 = My System Profile
I E Worklist >

Select the Add a New Value tab.

Favorites ¥ Main Menu + 5 Global Payroll & Absence Mgmt ¥ > Payslips™ > Batched Payslip

ORACLE’

Batched Payslip

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

w Search Criteria

Search by: Run Control 1D begins with

[_I case Sensitive

Search | Advanced Search

Continued on next page



Batch Payslips by Department ID, Continued

18 April 2023

Procedures,
continued
Step Action
3 Enter a Run Control ID (this may be anything easily remembered) and click

Add.

Favorites ™ Main Menu ¥

ORACLE

Batched Payslip

Find an Existing Value

Global Payroll & Absence Mgmt ~

Add a New Value

*Run Control IJ KBV

Add

Payslips ¥ Batched Payslip

Using the Search Type drop-down, select Department. Leave the Set ID as

00010.

Batched Payslip

Run Control ID KBV

Reprint AD Payslips

Report Manager

Search Type

| Department

v}

SetiD Qo010

Department

Payslip Date

[F]8ave ||[Gh Returnto Search

Q
a

a

=] Notify

Shared Coast Guard

Process Monitor _Run

Continued on next page
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Batch Payslips by Department ID, Continued

Procedures,
continued

Step Action
5 Department — Enter a Department ID or use the Lookup to select the
appropriate Department ID.

Payslip Date — Enter a payslip date or use the Lookup to select a date.

Click Run.

Batched Payslip

Run Control ID KBV Report Manager  Process Monitor Run

Reprint AD Payslips

Search Type | Department "
SetID 00010 |Q Shared Coast Guard
Department  [000450 T.] PAYAND PERSONNEL CENTER

Payslip Date 01/21/2022 Q)

[F]8ave ||[Eh Return to Search =] Noftify

6 Ensure CG_ BATCHPSLP is checked, then click OK.

Process Scheduler Request

Help
User ID 9876543 Run Control ID KBV
Server Name{ PSUNX v E Run Date |06/07/2022 [
Recurrence| ~ | Run Time | 8:39:504NM Reset to Current Date/Mime
Time Zone a,

Process List

Select Description Process Name Process Type *Type *Format Distribution
I CG_BATCHPSLP l CG_BATCHPSLP Application Engine Web ~ | | TXT ~ | Distribution
Cancel

Continued on next page
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Batch Payslips by Department ID, Continued

Procedures,
continued
Step Action
7 The Batched Payslip page will re-display with a Process Instance number.

Select Process Monitor.

Batched Payslip

Run Control ID KBV

Reprint AD Payslips

Search Type | Depariment
setip (00010 |Q
Department 000450 Q
Payslip Date 0173172022 |@Q

_EEIS&VE_ _%“ Return to Search | |[=7] Notify

Shared Coast Guard

PAY AND PERSONNEL CENTER

Report Manager | Process Monitor | |

Process Instance: 1185343

Ek Add || B Update/Display

The Process List will display. The Run Status may initially display Queued or
Processing. Click the Refresh button until the Run Status indicates Success, and

the Distribution Status indicates Posted.

Once the Run Status reflects Success and the Distribution Status reflects

Posted, click Details.

[ Process List

View Process Request For
User ID Q Type v Last

Server b Name Q

Run Status . Distribution Status

Process List
EIJEY

Select Instance Seq. Process Type Process Name User

1185343 Application Engine  CG_BATCHPSLP 9876543

Go back to Batched Payslip

Instance From

v 1 Days v

‘ Refresh

Instance To Report Manager

Save On Refresh

| View All

Run Date/Time

Run Status D::tﬂbuuon

Status

06/07/2022 9:39:50AM PDT |Success Posted | | Details |

Details

Continued on next page
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Batch Payslips by Department ID, Continued

Procedures,
continued
Step Action
9 The Process Details will open. Select View Log/Trace.

Process

Instance
Name

Run Status
Run

Run Control ID KBV
Location
Server

Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

1185343
CG_BATCHPSLP

Success

Server
PSUNX

Process Detail

Distribution Status

06/07/2022 2:40:34AM PDT
06/07/2022 9:39:50AM PDT
06/07/2022 940:41AM PDT
06/07/2022 9:40:56AM PDT

Type
Description
Posted

Update Process

Hold Request
Queue Request
Cancel Request
':Delete Request
Re-send Content

Actions

Parameters

Message Log

Application Engine
CG_BATCHPSLP

Transfer
View Locks

Help

Restart Request

Continued on next page
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Payslips by Department ID, Continued

Procedures,
continued
Step Action
10 | The View Log/Trace page will display. Select the PAYSLIP_DEPT XXX.pdf

to access the batched payslips.

View Log/Trace x
Help
Report
ReportID 1207412 Process Instance 1185343 essage Log.
Name CG _BATCHPSLP Process Type Application Engine
Run Status Success

CG_BATCHPSLP
Distribution Details

- SR
Distribution Node RPTNODE Expiration Date | 06/14/2022

File List

Name File Size (bytes) Datetime Created
AE_CG_BATCHPSLP_1185343 stdout 507 06/07/2022 9:40:56.388866AM PDT
AE_CG BATCHPSLP_ 1185343 trc 26,854 06/07/2022 9:40:56.388866AM PDT
PAYSLIP_DEPT 000450 2022-01-31.pdf | 206 831 06/07/2022 9:40:56 388866AM PDT

Distribute To

Distribution ID Type *Distribution ID

User 9876543
| Retum |
11 The batch of payslips will open in a new tab. Download and/or print as desired.

PAYSLIP_DEPT_000450_2022-01-31.pdf

United States Coast Guard / NOAA
Active and Reserve

of Semi-Monthly Income
COMMVARDING OFFICER (CCB) Fay G TSCG Active Dusy Vi DOB:
COAST GUARD PPC 20116 Spouse DOB:
444 SE QUINCY ST 0131 Youngest Child DOB:
TOPEK:

1S, Const Guary
CGS209-ACT (Rev 0112015}

Pay End Dute:

3591 PHONE 1:866-772.8724

TAX DATA:
W us

PERS?

FAY AND PERSONNEL CENTER
Pl Logacy

EARNINGS

i 2 N
BAH WITH DEP FICA-MEDICARE
BAS - OFF FICA-0ASDE
BASIC PAY 180,15

SWT
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Batch Payslips by EMPLID

Introduction This section provides the procedures to obtain batched payslips by

Employee ID (EMPLID) in DA.

Procedures See below.
Step Action
1 Navigate to: NavBar icon > Menu > Global Payroll & Absence Mgmt > Payslips

> Batched Payslip.
o OE Orders >
P

NavBar: Menu é?,}

B
@ E Benefits >
R

Recently Visited C E Recruiting >
Care lanagement >
E Reporting Tools >
@ hange My Password
E Reserve Activities >

Favorites

Enterprise Components
E i P ’ = Schedule a Query
m Enterprise Learning > E Self Service >
Menu
G

E Global Payroll & Absence Mgmt>

| omscs
[

Changemy H
P d
b S E Human Resources > E Set Up HCM >
M

[ E Mobilization 3 E Test Usage Monitoring
E My Feeds w

B Workforce Administration >

E Workforce Development

4 = My System Profile
I E Worklist >

Select the Add a New Value tab.

Favorites ¥ Main Menu + 5 Global Payroll & Absence Mgmt ¥ > Payslips™ > Batched Payslip

ORACLE’

Batched Payslip

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

w Search Criteria

Search by: Run Control 1D begins with

[_I case Sensitive

Search | Advanced Search

Continued on next page
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Batch Payslips by EMPLID, Continued

Procedures,
continued
Step Action
3 Enter a Run Control ID (this may be anything easily remembered) and click

Add.

Favorites ¥ Main Menu ¥ Global Payroll & Absence Mgmt

ORACLE

Batched Payslip

E]nd an Existing Value Add a New Value

*Run Control ID{KBY |

Add

Payslips ¥ Batched Payslip

pe drop-down, select Payee.

Favorites ¥ Main Menu ~ Global Payroll & Absence Momt
Baiched Payslip
Run Control ID KBV Report Manager
Reprint AD Payslips
Search Type | Fayee M |
Empl ID Q
Begin Date Q
End Date Q
[5] save [EF Retum to Search | | = Notity

Payslips ¥ Batched Payslip

Process Monitor

Continued on next page
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Batch Payslips by EMPLID, Continued

Procedures,
continued
Step Action
5 Enter the member’s Empl ID or use the Lookup to locate the member.

Favorites = Main Menu ~ » Global Payroll % Absence Mgmt ™ > Payslips™ > Batched Payslip

ORACLE’

Batched Payslip

Run Control ID KBV Report Manager Process Monitor Run

Reprint AD Payslips

Search Type | Payee hd

Empl ID 1234567 Q

Begin Date (&}
End Date a
5] save ,gf‘ Return to Search | |[=] Motify El Add

Run.

NOTE: Payslips may be retrieved from the current pay period back to
12/15/2015.

Favorites ¥ Main Menu ~ » Global Payroll & Absence Mgmt ¥ > Payslips™™ > Batched Payslip

ORACLE’

Batched Payslip

Run Control ID KBV Report Manager Process Monitor

Reprint AD Payslips

Search Type | Payes v

Empi ID 1234567 a, Reynolds, Malcolm

Begin Date 0111520153 |Q,

End Date 06/302015 |Q

[§l save ||[EF Returnto Search ||[Z] Motify Bk Add ||.B

6 Enter the Begin Date and End Date range for the batch of payslips, then click

10
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Continued on next page
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Batch Payslips by EMPLID, Continued

Procedures,
continued
Step Action
7 Ensure CG BATCHPSLP is checked, then click OK.
Process Scheduler Request
Help
User ID 9876543 Run Control ID KBV
Server Name ] PSUNX Vi Run Date 06/07/2022 ]
Recurrence| ~ | Run Time |9:55:18AM _Res_ei_ 1o Curre:_'}t_ D_atef‘l’;m_e
Time Zone Q.
Process List
Select Description Process Name Process Type *Type *Format Distribution
CG_BATCHPSLP  Application Engine TXT | Distribution
| Cance

8 The Batched Payslip page will re-display with a Process Instance number.

Seclect Process Monitor.
Favorites ™ Main Menu ¥ » Global Payroll & Absence Mgmt ¥ > Payslips ¥ > Batched Payslip

ORACLE

Batched Payslip

Run Control ID KBV Report Manager | Process Monitor | ]_,W_B_Ejﬂ_,_,.}

Process Instance: 1185344

Reprint AD Payslips

Search Type | Payee v

Empl ID 1234567 @, Reynolds, Malcolm

Begin Date 017152015 | @

End Date 06302015 |

L

[§] save ||[@h Returnio Search | |i=] Notify

By Add || E Update/Display

Continued on next page
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Batch Payslips by EMPLID, Continued

Procedures,
continued

Step Action

9 The Process List will display. The Run Status may initially display Queued or
Processing. Click the Refresh button until the Run Status indicates Success, and
the Distribution Status indicates Posted.

Once the Run Status reflects Success and the Distribution Status reflects
Posted, click Details.

‘ Process List }

View Process Request For

User D al e v [ et v 1| Das

Server i Name Q | Instance From Instance 1o Report Manager

Run Status * Distribution Status ~ Save On Refresh

Process List

‘QHQ' 1of1 v | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Ig::tt:':ution Details
1185344 Application Engine  CG_BATCHPSLP 9876543 06/07/2022 9:55:18AM PDT Success Posted | IDelalls |

Go back to Batched Payslip

[

10 | The Process Details will open. Select View Log/Trace.

Process Detail x
Help
Process
Instance 1185344 Type Application Engine
Name CG_BATCHPSLP Description CG_BATCHPSLP
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID KBV Hold Request
Location Server GliptieiRagest
Cancel Request
Server PSUNX
:Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  06/07/2022 9:55:54AM PDT Parameters Transfer
Run Anytime After  06/07/2022 9:56:18AM PDT Messane' g Miew Locics
Batch Timings
Began Process At 06/07/2022 9:56:12AM PDT
View Log/Trace
Ended Process At 06/07/2022 9:56:27AM PDT
o e

Continued on next page
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Batch Payslips by EMPLID, cContinued

Procedures,
continued

Step

Action

11
to access the batched payslips.

The View Log/Trace page will display. Select the PAYSLIP_DEPT XXX.pdf

Report

ReportID 1207413
CG_BATCHPSLP

Success

Name

Run Status
CG_BATCHPSLP
Distribution Details

Distribution Node RPTNODE

File List
Name

AE_CG_BATCHPSLP_1185344.stdout

AE_CG_BATCHPSLP_1185344.trc

Process Instance

View Log/Trace

Process Type

1185344

Help

Application Engine

Expiration Date 06/14/2022

File Size (bytes)
537

29,282

PAYSLIP_MBR_1234567_2015-01-15_2015-06-
30.pdf

49,992

Distribute To
Distribution ID Type

*Distribution ID

Datetime Created
06/07/2022 9:56:27.933164AM PDT
06/07/2022 9:56:27.933164AM PDT

06/07/2022 9:56:27.933164AM PDT

*

PAYSLIP_MBR_1121514_2015-01-15_2015-06-30.pdf

115 Departuncat of Homeland Sceurity
1S, Canst Guard
CGSHOACT (Rev 01/2015)

s

User 9876543
“ Return ’
12 | The batch of payslips will open in a new tab. Download and/or print as desired.

(EIJ-))

United States Coast Guard / NOAA
Active and Reserve

Statement of Semi- hly Income

COMMANDING OFFICER (CCB)
COAST GUARD PIC
444 SE QUINCY ST
EK A, KS 666433501 PHONE 1866 7728724

Pay Begnn Dt
Pay End Date:

Fonployer
R

-
YNCS

Ef
BASE CLEV SPO(PS)

EARNINGS
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