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Labor Accounting — Reporting — Job Aid

To access PAC training information, go to http://managers.hr.columbia.edu/tig/PAC

Purpose:
The purpose of this job aid is to provide you with the steps to run the PAC Suspense Detail Report.
STEP ... ACTION . .. RESULT ...
Access PAC | The Labor Accounting Suspense Report is available through the myColumbia portal. You
Labor accessed
Accounting 1. Navigate to myColumbia portal @ https://my.columbia.edu the Labor
Reports 2. Log in with your UNI and Password Accounting
3. Click on the “HR Manager Resources” tab Reports
4. Click on “Labor Accounting Reports” in the Reports section of the page section.
5. In the PAC menu click Manager Self Service > Manager Reports > Labor Acct Reports
MyvColumbia Links
o Columbia University in the City of New York Help Email
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HR Manager Resources . .
PAC Reporting Link
Text size [N EH
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10701712 We are cumently experiencing some issues with the FDS Payroll Summary and Payrall Detail reperts, so they are not [- Self Service
awailable st this time. We spclogize for the incanvenience. — Manager Self Service
09/24/12: PAC Cost Transfers are now being sent to ARC. Ws 212 in the proces: of desning-up gsts that was impacted [> Time Management
by the issue. We anticipate the dsta clean-up effort being complete by the nd of September, [> Job and Personal
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=~ Manager Reports
||~ Labor AcctReports |
= Fringe Rate Report By
Employee
People @ Columbia Reports News . meji?m;getug Report
- Manager Self-Service - People & Columbia Manager Eree Oniine Professional m m‘
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NOTES:
e If you are already logged into PAC via Manager Self-Service, you will not be able to access the Labor Accounting reports. The

LA reports are available only via the Labor Accounting Reports link in the Reports menu on myColumbia.

e PAC report data is “day old data”. That is, running a report today displays information as of yesterday

e Access to Labor Accounting Reports is provided to the following PAC roles:

e Manager Self-Service
e Management Reporter
e Labor Accounting Approver
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STEP... ACTION.. .. RESULT...
Select the 1. Click on the link for the Report you would like to run The run
suspense control page
detail | —1 appears
Search: Main Wenu > Manager Self Service > Manager Reports »
report ® Labor Acct Reports
> My Favorites
b Self Service Labor Accounting Reports
[ e T et s e
> Job and Personal
Information
e Ao ot =
= Fringe Rate Report B
= Suspense Detail
Report
Create a 1. Either create a new, or find an existing Run Control ID You created
Run 2. If you are reusing an existing run control ID, type in the name and click “search” the name of
Control ID | 3. If you are creating a new ID, select the “Add New Value” tab and then type in the name you want | your report.
to use and click “Add”
Note:
¢ A Run Control ID is the name you give a report. Do not use special characters or spaces in
the ID
e You can reuse the same run control after you set up a report, and just change the
parameters, for example the date(s) for which you want to run the report
1
—
PAC V\% S| Add a New Value Tab selected; Run Control ID
_ (Name of Report) entered
Search: i
I 1 ®
I My Favorites - Suspense Detail Report
I~ Manager Self Service
& P“‘Iiﬂ:bg;riifafpms Find an Existing Value Add a New Value \‘
- Fringe Rate Report By
fimployes = Run Control ID:[Suspense_report_jobaidll
- Funding Setup Report
Payroll Actuals Report
—
[ Cumpe = = A—ddl
[ Workferce Administration
i Gompensation Find an Existing Value | Add a New Value
> Payroll for Morth America
Enter the 1. Date Range: enter the from and through date (mm/dd/yyyy) Your report
requested 2. Report Type: report can be run at either the summary or the detail level. is ready to
criteria for | 3. Department Tree Node: report can be run at any level of the department tree. Entering a node run.
the report value will display the suspense for all employees within that tree node. Reports run by tree node
will only return payroll transactions from on or after 7/9/2012.
4. Individual Department: report can be run for an individual department
a. This department value can be either a new department or a historical department
b. For suspense transactions prior to conversion (earlier than 7/8/2012) you can enter
individual historical department. Each value must be added (e.g., 5270000, 5270100)
i Suspense Detail
Run Control ID:  job_aid_11152012 Report [lanager Process H-Jnit‘lr Run |
*From Date: [09/01/2012 | 5 *To Date: [10/3112012]|[5
© Summary @ Detail
Dept Tree ND[IE!IWQ A&S History
Individual Department Customize |Find | 8 First 4] 1 o1 [*] Last
Department Description
1[3120000  |@  History =
B save | |[=] notify E'q.;-\ddl Update-‘D\aplayl & Include History
5. Click on “Run” in the upper-right corner of the screen.
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STEP....

ACTION. ..

RESULT...

Run the

1. After you click “Run”, the system will take you to the Process Scheduler Request Screen. This

You

Report

Report serves as the confirmation page. If you want to request the report, click ‘OK”. If you do not want | requested
to run the report, click “Cancel” the report to
be run and
Process Scheduler Request Conﬁrmed
User ID: ca_vam2001 Run Control ID: job_aid_11152012 that it is
Server Name: PSUNX Bl RrunDate: 11015i2012 & ready to be
Recurrence ] Runtime:  [P500sPW | | Reselio Cument Dateime viewed.
Time Zone: Q
Process List
Select Description Process Hame Process Type “Type *format  Distribution
¥ Suspense Report CU_SUSRFT_AE  Application Engine |Web  [=] [TxT =| Distribution
| oK Cancel
Review the | 1. Once you click “OK” you will be brought back to the report set-up page.
Process 2. Click on “Process Monitor” to view the status of your report request.
Monitor 3. Once the Run Status = success and the Distribution Status = posted you can view your report. If
the status is anything else (e.g., queued, pending) you can click “Refresh” to update the page.
{ Suspense Detail
Run Control ID:  job_aid_11152012 Eeport Manager
Process List ‘( Server List
User ID: [ca_vam2001 |, Type: Eliast [ 2 [oas [EI[ Refiesh |
server: [ =l name: @ Instance: | to [
e B Jaer M Flsweonaresn
Process List Customize | Find | View .. ¢ = s o :E ast
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
|l 938736 Application Engine CU_SUSRPT_AE ca_vam2001 11/15/2012 9:50:04PM EST JSuccess Posted Details
= 938732 Application Engine CU_SUSRPT_AE ca_vam2001 012 921:39AM EST ™
[ | 938731 Application Engine CU_SUSRPT_AE ca_vam2001 11/15/2012 9:21:08AM EST Success Posted Details
View the Once the report is complete, you can view it as a .csv file. You

1. Click on “Details” on the process monitor page. This will bring you to the Process Detail page for

your report.

2. Click on “View Log/Trace”

3. Click on the.CSV file

Process Detail

Instance: 938736
Name: CU_SUSRPT_AE
Run Status: Success

Run Control ID:job_aid_11152012
Location: Server
Server: PSUNX

Recurrence:

Run Anytime After:
Began Process At:

Ended Process At:

Type:

Application Engine

Description: Suspense Report

Distribution Status: Fosted

Request Created On: 11/15/2012 9:58:35FM EST
111512012 9:50:04PM EST
111512012 9:59:.01PM EST
111152012 9:59:16FM EST

© Hold Request
© Queue Request
@ Cancel Request

) Delete Request
% Restart Request

View Log/Trace

Report ID: 880111 Process Instance: 0933736

lessage Log
Name; CU_SUSRPT_AE Process Type:

Run Status: Success

Application Engine

Suspense Report

Distribution Node: hr3pre Expiration Date:

File List
Name

File Size (bytes
384

5,021

Datetime Created

6.000000PM EST
6.000000PM EST
Distribute To

Distribution “Distribution ID
ID Type —
User ca_vam2001

Note:

e If you run more than one report in a session, you will need to convert the .csv file from a
single column to the proper Excel format (you can use “text to column” in Excel).

retrieved the
report.
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