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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 CGHRSUP
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.
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2 Select the Add a New Value tab.
Batched Payslip

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ‘ I Add a New Value I

¥ Search Criteria

Search by: Run Control ID begins with |

(JCase Sensitive

Advanced Search

Continued on next page
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Payslips by Department ID, Continued

Procedures,

continued

Step

Action

3

Enter a Run Control ID (this may be anything easily remembered) and click
Add.

Batched Payslip

‘ Eind an Existing Value ‘ ‘ Add a New Value

*Run Control ID |QWERTY

Add

Find an Existing Value Add a New Value

Using the Search Type drop-down, select Department. Leave the Set ID as
00010.

Batched Payslip

Run Control ID QWERTY Report Manager Process Monitor

Reprint AD Payslips

Search Type I Department vI
SetID |@| Shared Coast Guard
Department |—Q|
Payslip Date |j|

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 QWERTY Report Manager Process Monitor Run
Reprint AD Payslips
Search Type | Department v
00010 Q| Shared Coast Guard

SetlD

Department 007780 Q MSU MORGAN CITY
Payslip Date 11/30/2023 Q

6 | Ensure the Server Name is PSUNX and CG_BATCHPSLP is checked, then

click OK.
Process Scheduler Request x
Help
User D 2128520 Run Control ID QWERTY
Server Name | PSUNX - Run Date |12/07/2023
Recurrence | v‘

Run Time |9'27i18AM | I Reset to Current Date/Time

Time Zone | Q ‘
Process List

Select  Description Process Name Process Type “Type “Format Distribution

|= CG_BATCHPSLP | GG _BATCHPSLP  Application Engine Web

V| | TXT v Distribution

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  QWERTY Report Manager | Process Monitor |

Process Instance: 1487471

Reprint AD Payslips

Search Type ‘ Department v|
‘oomo Q ‘ Shared Coast Guard
Set ID i
Department 007780 Q| MSUMORGANCITY
Payslip Date 117202023 Q|

8 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
UseriD [1234567 Q. Type | v [ Last v| | 1 [pays v | Refesn |

Server | Name ‘ Q‘ Instance From ‘ | Instance To | ‘
Run Status | "| Distribution Status | “’| Save On Refresh Report Manager

¥ Process List

V|

| = H Q ‘ Aol v View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g::;i:u“m Details Actions
1487470 Application Engine | CG_BATCHPSLP 1234567 | 12007/2023 9:11:22AM EST | Success  Posted | [ Detais | ¥Aactions

Go back to Batched Payslip

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 Detail X
|
Process Help
Instance 1487471 Type Application Engine
Name CG_BATCHPSLP Description CG_BATCHPSLP
Run Status  Success Distribution Status Posted
Run Update Process
Run Control ID  QWERTY Hold Request
Location Server SueuelRequest
Server PSUNX ancel Request
R elete Request
ecurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  12/07/2023 9:29:11AM EST Parameters Transfer
Run Anytime After 12/07/2023 9:27-18AM EST ';etsiage Log View Locks
Began Process At 12/07/2023 9:29-27AMEST —
Ended Process At 12/07/2023 9:29:5TAM EST
=m

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 1515611 Process Instance 1487471
Name CG_BATCHPSLP Process Type Application Engine

Run Status Success
CG_BATCHPSLP

Distribution Details

Distribution Node RPTNODE Expiration Date | 02/05/2024

File List

Name File Size (bytes) Datetime Created

AE_CG_BATCHPSLP_1487471.stdout 507 12/07/2023 9:29:57 461418AM EST

AE_CG_BATCHPSLP_1487471.trc 121,546 12/07/2023 9:29:57 461418AM EST
[_PAYSLIP_DEPT 007780 2023-11-30.pdf_| 202,888 12/07/2023 9:29:57 461418AM EST

Distribute To

Distribution ID Type -Distribution ID

User 7654321

Return
v

Continued on next page
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Batch Payslips by Department ID, Continued

Procedures,

continued

Step

Action

11

The batch of payslips will open in a new tab. Save and/or print as desired.
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Batched 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.

+
NavBar: Menu §§}
B
@ E Benefits >
Recently Visited c

m Carepgf Management >

Change My Password

Y

Favorites

— m Enterprise Components >
Menu E Enterprise Learning >
G
E Global Payroll & Absence Mgmbl
H
m Human Resources >
M

o

E Orders >
P

m PeopleTools >
R

E Separations
m Set Up HCM
T

E Test Usage Monitoring

w
E Workforce Administration

E Workforce Development

E Worklist

2 Select the Add a New Value tab.

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 Valu

e |

¥ Search Criteria

Search by: Run Control ID begins with |

(JCase Sensitive

Advanced Search

Continued on next page
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Batched Payslips by EMPLID, Continued

Procedures,
continued
Step Action
3

Enter a Run Control ID (this may be anything easily remembered) and click
Add.

Batched Payslip

‘ Find an Existing Value ‘ ‘ Add a New Value

*Run Control ID |ABC

Add

Using the Search Type drop-down, select Payee.

Batched Payslip
Run Control ID ABC Report Manager Process Monitor

Reprint AD Payslips

Search Type I Payee vI

Empl ID | Q |

Begin Date | Q |

End Date | Q |

[ ) (o |

Enter the member’s Empl ID or use the Lookup to locate the member.

Batched Payslip

Run Control ID  apc Report Manager Process Monitor

Reprint AD Payslips

Search Type | Payee v|
Begin Date | Q |
End Date | Q |

Continued on next page
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Batched Payslips by EMPLID, Continued

Procedures,
continued
Step Action
6 Enter the Begin Date and End Date range for the batch of payslips, then click
Run.

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

Batched Payslip ‘

Run Control ID ABC Report Manager Process Monitor

Reprint AD Payslips

Search Type | Payee v
Empl ID |m Mouse, Michael Theodore
Begin Date 09/15/2023 Q,
End Date 11/30/2023 Q

Save Notify Add Update/Display
(S | [ ] l

7 | Ensure the Server Name is PSUNX and CG_BATCHPSLP is checked, then

click OK.
Process Scheduler Request X
UserlD 7654321 Run Control D ABC Help
Server Name I PSUNX VI Run Date |
Recurrence | V‘ Run Time |10:58:39AM | I Reset to Current Date/Time
Time Zone | Q ‘
Process List
Select  Description Process Name Process Type “Type -Format Distribution
I CG_BATCHPSLP I CG_BATCHPSLFE  Application Engine Web V| |TXT | | Distribution
[

Continued on next page
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Batched Payslips by EMPLID, Continued

Procedures,
continued

Step Action
8 The Batched Payslip page will re-display with a Process Instance number.
Select Process Monitor.

Batched Payslip ‘

Run Control ID  ABC Report Manager l Process P—.-'lc-nitcnrl

Process Instance: 1487475

Reprint AD Payslips

Search Type | Payee v

Empl ID |12345a? Q | Mouse, Michael Theodore
Begin Date 091152023 Q. |

End Date 111302023 Q. |

9 The Process List will display. The Run Status may initially display Qued 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 1D [7654321 Ql Type | v Last v | 1 Days | reresn ]

Server ‘ V‘ Name | 0.‘ Instance From | ‘ Instance To ‘ |
v| Distribution Status ‘ “" Save On Refresh Report Manager

¥ Process List

Run Status |

‘E;‘ |E| 202 View Al

Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status g:::zi:uﬁ"" Details Actions
1487475 Application Engine CG_BATCHPSLP 7654321 12/07/2023 10:58:39AM EST |Success Posted I l Detai\sl ¥ Actions
1487471 Application Engine CG_BATCHPSLP 7654321 12/07/2023 9:2718AM EST  Success Posted Details | ¥ Actions

Go back to Batched Payslip

Continued on next page
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Batched Payslips by EMPLID, Continued

Procedures,
continued
Step Action
10 | The Process Details will open. Select View Log/Trace.
Process Detail x
Process Help
Instance 1487475 Type Application Engine
Name CG_BATCHPSLP Description CG_BATCHPSLP
Run Status Success Distribution Status Posted
Run

Location
Server

Recurrence

Date/Time
Request Created On
Run Anytime After
Began Process At
Ended Process At

Cancel

OK

Run Control ID ABC
Server
PSUNX

12/07/2023 10:58:21AM EST
12/07/2023 10:58:39AM EST
12/07/2023 10:58:35AM EST
12/07/2023 10:59:50AM EST

Update Process
Hold Request
Queue Request
Cancel Request

elete Request

Re-send Content Restart Request

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

View Log/Trace

11

The View Log/Trace page will display. Select the PAYSLIP_DEPT_XXX.pdf
to access the batched payslips.

CG_BATCHPSLP
Distribution Details

Distribution Node
File List

Name

RPTNODE

AE_CG_BATCHPSLP_1487475.stdout

AE_CG_BATCHPSLP_1487475 trc

View Log/Trace x
Help
Report
ReportIlD 1515615 Process Instance 1487475
Name CG_BATCHPSLP Process Type Application Engine
Run Status Success

Expiration Date  02/05/2024

File Size (bytes)
535

14,714

PAYSLIP_MBR_2118533 2023-09-15_2023-11-
30.pdf

24744

Distribute To
Distribution ID Type

User

Distribution ID

7654321

Datetime Created
12/07/2023 10:59:50.223466AM EST

12/07/2023 10:59:50.223466AM EST

12/07/2023 10:59:50.223466AM EST

12

Continued on next page
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Batched Payslips by EMPLID, Continued

Procedures,
continued

Step Action

12 | The batch of payslips will open in a new tab. Save and/or print as desired.
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