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Payroll Training Guide LSUNO V9.1
Update Employee Payroll

Update Employee Tax Data
Procedure

In this topic you will learn how to Process Employee Tax Data in the PeopleSoft System.

Favarites - Main Menu

Personalize Content | Layout @Help

Done € Local intranet | Protected Mode: Off Gh v W100%

Step Action

1. Click the Main Menu button.
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J Lsutieaith

— Add to Favortes

Favorites - Main Menu
Personalize Seareh Menu: ] (D Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & payrol Pr_"m“ing s ’

£ Organizational Developme g E::zﬁﬁ.fm :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -

Step Action

2. Point to the Payroll for North America menu.

TS O T O T

™1 Payrol for North America

— Add to Favortes

Favorites - Main Menu
Personalize Seareh Menu: ] (D Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & payrol Pr_"m“ing s ’

£ Organizational Developme g E:;:zﬁﬁg;sj;ﬂ :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -
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Step Action
3. Point to the Employee Pay Data USA menu.
Add to Favorites
FEVOJNES Ma\n_Manu
Personalize SEarehMenu: @ Help
®

3 Sef Service »
3 manager Seff Service 4
£3 Workforce Administration ’
3 Benefits 4
£3 Compensation ’
3 Time and Labor >
3 payroll for North America e sy Dt LS
£3 Payrol Interface oy solia
3 wordorce Devetprens | 5 PorotProcessng usa | 1 (2 FEEn .
3 Organizational Developme £ Payrol Distrbution [5] Create Addtional Pay
& Enterprise Leaming £ Pay Period Tax Reports U |=] Request Direct Deposic
3 Workforce Monitorng | b i payrall Events Us =] Update Payrol Options
&1 Setup HRHS 3 U.S. Quarterly Processing |=] Se3rch by National ID
&3 Reporting Tools 3 U.S. Annual Processing 4
3 PeopleTooks
3 LSUHSC Processas 4
[E] My Personalizations

Done € Local intranet | Protected Mode: Off 45 v ®100% -

Step Action
4. Point to the Tax Information menu.
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ACL ¢
Add to Favorites
Favarites : Main Menu
Personalie SearchMenw: ® @ Help
£ sef Service ’
3 Manager Seff Service ’
3 workforce Administration 4
£3 Benefits ’
3 Compensation ’
3 Time and Labor >
£3 Payrol for North America
£ Payrol nterface D e e an | @1 Tax Information
£3 Warkforce Development g EZ{:E!;:::E:;'"’?)HU A '@ Deductions [E] pdate Employes Tax Data
£ Grganastonsl Developme = 208 P [] Create Addtional Pay | =) Update Tax Dstribution
(3 Enterprise Leamning 1 Pay Period Tax Reports U | 2] Request Diect Depost [5] Employee Tax Information Rpt
£ Worforce Monkoring | 1 peryogic Payrol Events US =] Update Payroll Options
(3 set Up HRHS £ U.S. Quarterly Processng =] Search by National ID
£ Reporting Tools 3 U.5. Annual Processing v
£3 PeopleTooks
3 LSUHSC Processes ’
(5 my Personalzations
https://psOherch2.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP, @ Local intranet | Protected Mode: Off 43 v ®10% <
Step Action
5. Click the Update Employee Tax Data menu.

ACLE

Home Add to Favorites

ign out
Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

I New Window (Z)Help [ hitp
Update Employee Tax Data

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

Find an Existing Value

Maximum number of rows to return (up to 300). [300

Empl ID: begins with ~ [0000000]

Company: begins with v | @,
Name: begins with ~ |

Last Name: begins with ~ |

Second Last Name: begins with v |

Alternate Character Name: begins with v |

[Clinclude History [[] Correct History [[] Case Sensitive

| search || Clear |pasic Search [F Save Search Criteria

4 m ] 3
Done . Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

6. Search for the employee by entering the EMPL ID or by Last Name.
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Favgrites - Main Menu > Payroll for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

Update Employee Tax Data

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

Find an Existing Value

Maximum number of rows to return (up to 300): | 300

Empl ID: begins with ~ [0000000]

Company: begins with ~ | @
Name: begins with ~ |

Last Name: begins with v |

Second Last Name: begins with ~ |

Alternate Character Name: begins with ~ |

Case Sensitive

ave Search Criteria

< i ]

Done € Local intranet | Protected Mode: Off 45 v ®100% -

Step

Action

Click the Search button.
Search

ORACLE’

| AddtoFavorites |  Sign out
Favorites ~ Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

(EFRETEEM  State TaxData || Local TaxData

John Doe

Enewwingow ZHelp [ Customize Page

Person ID:

Company: 001 LSUHSC-New Orleans
*Effective Date: 12/31/2011 [[H]

Updated By: System
Federal Withholding Elements

Date Last Updated: 01/04/2012

*Special Withholding Tax Status: None -
“Tax Marital Status: Varied v Waried
‘Check here and select Single status if married but withholding at single rate.
Withholding Allowances: [
Additional Amount: [ so0n]
Additional Percentage: 0.000
“Eamned Income Credit Status: ‘Notapplicasle v

Exempt from FUT

» W-4 and W-5 Processing Status
Lock-In Letter Details
State Tax Options.

Tax Treaty/Non-Resident Data

Save | [Of Returnto Search | |[=] Notify | |£¥ Refresh | [ upgzemispiay | [ E] mcude History | |E

Federal Tax Data | State Tax Data | Local Tax Data

<[ I

Done

€4 Local intranet | Protected Mode: OFf 5 v ®100% ~
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Step Action

8. Click the Add a new row at row 1 button.

ORACLE"

| Addto Favorites |
Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

[T ECRE Ccl) | State TaxData || Local Tax Data

0 New Window (Z)Help [ Customize Page [ htip

John Doe: Person ID: e
Tax Data Find | view a1l First - 1012 O Last
Company: 001 LSUHSC-New Orleans =
“Effective Date: [pai0siz012 =
Updated By: System Date Last Updated: 0110412012
Federal Withholding Elements
*Special Withholding Tax Status: None -
“Tax Marital Status: aried v amied
Check here and select Single status if married but withholding at single rate.
Withholding Allowances: [
Additional Amount: [ soo0
Additional Percentage: [ o000
“Eamned Income Credit Status: Nt applicable -
Exempt from FUT

|

\W-4 and W-5 Processing Status
¥ Lock-In Letter Details
State Tax Options

||

Tax Treaty/Non-Resident Data

|[F] save | |G Returnio Search  |[=] Notify | | Refresh | [ Upseemispiy | [ ] include History | |[7# Correct History |

Federal Tax Data | State Tax Data | Local TaxData

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

9. Enter the desired information into the Withholding Allowances field. Enter "3".
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ORACLE"

| Addto Favorites
Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

REERE CECO State TaxData | Local TaxData |

0 New Window (2)Help [ Customize Page

John Doe Person ID: pengats
Company: 001 LSUHSC-New Orleans
“Effective Date: (040812012 |5
Updated By: System Date Last Updated: 0110412012
Federal Withholding Elements
*Special Withholding Tax Status: None -
“Tax Marital Status: Maried  ~  Mamiea
Check here and select Single status if married but withholding at single rate.
Withholding Allowances: A
Additional Amount: [ soo0
Additional Percentage: 0.000
“Eamed Income Credit Status: Not applicanle -
Exempt from FUT

¥ W-4 and W-5 Processing Status
Lock-In Letter Details
State Tax Options

Tax Treaty/Non-Resident Data

Save [ Retumto Search | =] Notity | |3 Refresn | [ vpsatermisgiay | [ 1) include History | |E2 Correct History |

Federal Tax Data | State Tax Data | Local TaxData

1 | r
. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

10. Enter the desired information into the Additional Amount field. Enter *50.00".

ORACLE"

| Add to Favorites
Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

REERE CECO State TaxData | Local TaxData |

0 New Window (2)Help [ Customize Page

John Doe Person ID: pengats
Tax Data Find |
Company: 001 LSUHSC-New Orleans
“Effective Date: (040812012 |5
Updated By: System Date Last Updated: 0110412012
Federal Withholding Elements
*Special Withholding Tax Status: None -
“Tax Marital Status: aried v amied
Check here and select Single status if married but withholding at single rate.
Withholding Allowances: [
Additional Amount: [ sspon)
Additional Percentage: 0.000
“Eamned Income Credit Status: Nt applicable -
Exempt from FUT

¥ W-4 and W-5 Processing Status
Lock-In Letter Details
State Tax Options

Tax Treaty/Non-Resident Data

Save [ Retumto Search | =] Notity | |3 Refresn | [ vpsatermisgiay | [ 1) include History | |E2 Correct History |

Federal Tax Data | State Tax Data | Local TaxData

1 | r
i Local intranet | Protected Mode: Off 45 v ®|10% ~

Page 7
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Step Action
11. Click the Save button.

ORACLE"

| AddtoFavortes |
Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

Enewwingow D Heip [ Customize Page [ nip
(EZEAETE  state TaxData ) Local TaxData |
John Doe Person ID: b g
Company: 001 LSUHSC-New Orieans
*Effective Date: [04/0512012 5]
Updated By: System Date Last Updated: 01/04/2012
Federal Withholding Elements
*Special Withholding Tax Status: None -
“Tax Marital Status: Varied v Married
‘Check here and select Single status if married but withholding at single rate.
Withholding Allowances: 4
Additional Amount: $50.00
Additional Percentage: 0.000
“Eamned Income Credit Status: Not applicable -
Exempt from FUT

W-4 and W-5 Processing Status
Lock-In Letter Details
State Tax Options.

Tax Treaty/Non-Resident Data

|[5] save | [of Returnto search  |[=] Notity | |i¥ Refresn | [} upazemspiay | | E] include History | |2 correct History. |

Federal Tax Data | State Tax Data | Local Tax Data

€ Local intranet | Protected Mode: OFf 5 v ®100% ~

Step Action

12. Click the State Tax Data tab to update State Tax data.

|" State Tax Data |

Page 8
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Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

) New Window (2)Help [ Customize Page
cderal TaxData | [EFERPVIFERY Local TaxData |

Person ID:

Company: 001

State Information

Find | View Al First &1 4 of 1
- State: s @, Louisiana

Resident

Find | View Al First &I 1 of 1
LSUHSC-New Orleans Effective Date: 123112011

Ul Jurisdiction
Non-Residency Statement Filed

State Withholding Elements

Exempt From SUT

*Special Withholding Tax Status:

None -
*Tax Marital Status: lo @, Mo exemption claimed ( Louisiana Form L-4 Line 6=0)
Withholding Allowances: [ 4] wAFomL4lineT)
Additional Amount: | soool Laony: Increase v
Additional Percentage: [ o000
Additional Allowances: [

|5 save  [af Retumto Search =] Notity | [ Refresn |

Update/Cissiay | [ b include tistory | |7 Correct History |
Federal Tax Data | State Tax Data | Local Tax Data

<

Il
Done

. Local intranet | Protected Mode: Off 45~ ®100%

Training Guide
Payroll Training Guide LSUNO V9.1

Action

13.

Update State Tax data then click the SAVE button.

Favorites ~ Main Menu > Payrol for North America > Employee Pay Data USA > Tax Information > Update Employee Tax Data

deral Tax Data State Tax Data

) New Window (2)Help [ Customize Page
[ Local TaxData |

Person ID:

b RS

Find | View Al First &I 1 of 1
LSUHSC-New Orleans 123112011

Effective Date:

*State:

Ul Jurisdiction

Exempt From SUT
State Withholding Elements

*Special Withholding Tax Status:

None -
“Tax Marital Status: [o 9, No exemption claimed ( Lovisiana Form L-4 Line 6= 0)
Withholding Allowances: [ waFamL4lineT)
Additional Amount: | soool Laony: Increase
Additional Percentage: [ o000
Additional Allowances: [

Save | |2 Retumto Search ] Notity | | Refresh |

[ vpssieispley | [ ] nclude History | [ Correct History |
Federal Tax Data | State Tax Data | Local Tax Data
4 I | 3
Dene . Local intranet | Protected Mode: Off 45 v ®|10% ~

Page 9
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Step Action

14. This completes the topic on Updating Employee Tax Data.
End of Procedure.
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Adding Additional Pay

Procedure

In this topic you will learn how to Add Additional Pay for an employee.

Home Add to Favorites

Favorites : Main Menu

Personalize Content | Layout (2 Help

€4 Local intranet | Protected Mode: OFf 4 v ®100% -

Step Action

1. Click the Main Menu button.
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ACLE

Favorites - Main Menu

Personalize

3 Self Service

(3 Manager Self Service
3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

&3 workforce Development
o=}

=]

=]

=]

=]

o=}

&

El

Enterprise Learning
Workforce Monitoring
Set Up HRMS
Reporting Tools
peopleTools

LSUHSC Processes
My Personalzations

Organizational Development

Search Menu:

v v v v v e v ey ov e v ow -

J Lsutieaith

Add to Favorites ign out

(@ Help

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Action

2. Point to the Payroll for North America menu.

— Home | AddtoFavortes ign out

Favorites - Main Menu
Personalie SearchMenw: ® (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g Ejszﬁg;gj;'n””” :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -

Step Action

3. Point to the Employee Pay Data USA menu.
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RACLE
Home Add to Favorites.
FEVOJNE : Ma\n_Manu
Personalize S€archMenu: ® (@ Help
3 Self Service »
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
£3 Time and Labor 3
3 payroll for North America
1 Payrol Interface 3 Employee Pay Data USA
£3 Workforce Development | =3 Payrol Pracessing USA & Ta’; Informasin :
3 Organizational Developme (3 Retroactive Payrol o umo;: 1
£3 Enterprie Loammg 3 Payrol Distribution Create Additional Pay
B Workforce Monitorn {3 Pay Period Tax Reports U |=| Request Direct Depost
9 3 Periodic Payrol Events Us |] Update Payral Options
3 set Up HRMS £3 U.S. Quarterly Processing search by National ID
&3 Reporting Tools 3 U.S. Annual Processing 4
€3 PeopleTooks
3 LSUHSC Processas 4
My Personalzations
Done € Local intranet | Protected Mode: Off 45 v ®100% -
Step Action
4, Point to the Create Additional Pay menu.
RACLE
Homy Add to Favortes

Favgrites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay

0 New Window (2} Help
Create Additional Pay

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

Find an Existing Value

Maximum number of rows to return (up to 300): |300

Empl ID: begins with ~+ [000000]
Empl Record: = -
Name: begins with ~ |
Last Name: begins with v |
Second Last Name: begins with ~ |
Alternate Character Name: begins with ~ |
Middle Name: begins with v |

nclude History [ Correct History

Case Sensitive

| Search

Clear | pasic Search [ Save Search Criteria

gl i ] v

Done € Local intranet | Protected Mode: Off 45 v ®100% -
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J Lsutieaith

Step

Action

5.

Click the Search button.

ORACLE"

Additional Pay

“Earnings Code:
Effective Date

Effective Date:

Payment Details

“Addl Seq Nbr:
Rate Code:
Earnings:
Hours:

Goal Amount:
Sep Check Nbr:

First

Create Additional Pay

OK to Pay

Applies To Pay Periods

[ second

[ Third

End Date:

Reason:

Hourly Rate:
Goal Balance:

Home | AddtoFavortes | Signout
Favgrites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay

Enewwindow (D Help [ Customize Page [ nttp

Mot Specif

—

Disable Direct Deposit
Prorate Additional Pay

[ Fourth [ Fiftn

» Job Information

¥ Tax Information

[E) save | [ah ReturnioSearch | Nefity | | Refresh |

Done

| Upcsie/Dispiay | [/ include History | |[27 CorrectHistory |

€ Local intranet | Protected Mode: OFf 5 v ®100% ~

Step

Action

Click the Look up Earnings Code button.

Page 14
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ORACLE"

Favorites  Main Menu > Payrol for North America > Employee Pay Data USA > Create Additional Pay

Look Up

Look Up Earnings Code

Earnings Code: begins with = |
Description:

begins with |

| Lookup | clear | caneel pasic Lookup

Search Results

Wiew 100 First (4] 1158 of 158

Earnings Code Description

All Earnings Codes - Systern Cd
1A - Retro Place Holder

126 REFUND

ADJUST LABERS ANNUAL SUB
ADJUST [ ABERS SICK SUH
ADJUST TRSL ANNUAL SUB
ADJUST TRSL SICK SUB

AUTO ALLOVANCE

CALL BACK OWERTIME B/80
CALL BACK PAY

€ Local intranet | Protected Mode: Off

Training Guide

Payroll Training Guide LSUNO V9.1

| AddtoFavorites | Sign out

G-

#,100%

Action

Click the CALL BACK PAY link.

Select one of the Earnings Code from the drop-down list.

Favortes  Man Menu > Payrol for North America > Employee Pay Data USA > Create Additional Pay

Create Additional Pay

Empl Record:

| First

Effective Date Al First Kl 1014
Effective Date:

Payment Details Al First B 9 orq
*Addl Seq Nbr:

Rate Code:

End Date:
Reason: Not Specit
Earnings:
Hours:

Goal Amount:

Sep Check Nbr:

—
—

Disable Direct Deposit
Prorate Additional Pay

Hourly Rate:
Goal Balance:

OK to Pay
Applies To Pay Periods

irst

[l second [ Third ["IFourth [IFifth

¥ Job Information
» Tax Information

10f1

Last

) New Window (2)Help [ Customize Page [ http

Last

E[E=

5 Save | 5 Rotumio Seareh | [ ety | (2 st |

[ Upsaemispy | [ ] include History | |77 Correct History |

. Local intranet | Protected Mode: Off

43 -~ ®100%
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J Lsutieaith

Step Action
8.

Enter the desired information into the Addl Seq Nbr field. Enter "input text".

ORACLE’

Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay

Home | AddtoFavortes | Signout

EINewwindow (D Help [& Customize Page http
Create Additional Pay

Additional Pay

“Earnings Code: cep P pescription: CALL BACK PAY
Effective Date

Effective Date:
Payment Details
*Aadl Seq Nbr:

End Date:
Rate Code:

Reason: Not Specit
Earnings:

Hours:

Hourly Rate:

Goal Balance:
Disable Direct Deposit
Prorate Additional Pay

Goal Amount:
Sep Check Nbr:

OK to Pay
Applies To Pay Periods
First

¥ Job Information

["Isecond [ Third

[l Fourth [ Fifth

¥ Tax Information

|5 save  [ab Retumto Search =] Notity | |33 Refresn |

(2 Usdaieossiy | [ b include History | |(37 Comect History |

€ Local intranet | Protected Mode: Off

B v ®100% v

Step Action

Enter the desired information into the Hours field.
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Favortes  Man Menu > Payrol for North America > Employee Pay Data USA > Create Additional Pay

Create Additional Pay

D e Empl Record:

Effective Date

Effective Date:
Payment Details

*Addl Seq Nbr: End Date:

Rate Code: Reason: Not Specif
Earnings:

Hours: Hourly Rate:

Goal Amount: Goal Balance:

Sep Check Nbr: Disable Direct Deposit
OK to Pay Prorate Additional Pay
Applies To Pay Periods
irst [] second (I Fourth [ Fifth
} Job Information

» Tax Information

Save | G Retum o Search | =] Notty | 23 Refresh | [ Updsicispiay | [ molude History. | Correct History |
. Local intranet | Protected Mode: Off 45 v ®|100% ~

Step Action

10. Click the SAVE button.

Favortes  Man Menu > Payrol for North America > Employee Pay Data USA > Create Additional Pay

Create Additional Pay

D e Empl Record:

Effective Date

Effective Date:
Payment Details

*Addl Seq Nbr: End Date:

Rate Code: Reason: Not Specif
Earnings:

Hours: Hourly Rate:

Goal Amount: Goal Balance:

Sep Check Nbr: Disable Direct Deposit
OK to Pay Prorate Additional Pay
Applies To Pay Periods
irst [] second (I Fourth [ Fifth
} Job Information

» Tax Information

Save | G Retum o Search | =] Notty | 23 Refresh | [ Upssicisplay | |1 molude History | ([ Correct History |
. Local intranet | Protected Mode: Off 45~ ®|10% ~
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Step

Action

11.

This completes the topic on Creating Additional Pay.
End of Procedure.
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Record a General Deduction
Procedure

In this topic you will learn how to Record a General Deduction.

Favorites - Main Menu

Personalize Content | Layout @ Help

€ Internet | Protected Mode: On 45 v ®|10% ~

Step Action

1. Click the Main Menu link.

Main Menu
.
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ACLE

Favorites - Main Menu

Personalize SearchMenw:

Self Service

Manager Self Service
Workforce Administration
Benefits

Compensation

Time and Labor

payroll for North America
payroll Interface
Workforce Development
Organizational Develapment
Enterprise Learning
Workforce Monitoring
Set Up HRMS

Reporting Tools
peopleTools

LSUHSC Processes

My Personalzations

v v v v v e v ey ov e v ow -

=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
El

J Lsutieaith

Add to Favorites ign out

(@ Help

& Internet | Protected Mede: On

3 - ®100%

Action

Point to the Payroll for North America menu.

— Home | AddtoFavortes ign out

Favorites - Main Menu
Personalie SearchMenw: ® (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g Ejszﬁg;gj;'n””” :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. @ Internet | Protected Mode: On 45 v ®100% -

Step Action

Point to the Employee Pay Data USA menu.
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RACLE
Home Add to Favorites.
Favgnte ME\H_MENJ
Personalige S€archMenu: ® (@ Help
£ Seff Service 4
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 payroll for North America
3 Payrol Interface 3 Employee Pay Data USA o .
3 Payroll Processing USA Tax Information 4
5 Workore Developmrt | L e pavol | £2 Deducions .
= rganzational DEVELRME ) o Distribution [E] Create Additional Pay
Enterprise Learming £3 Pay Period Tax Reports U |=] Request Direct Deposic
3 Workforce Monforg | porioiic payral events us || Update Payrol Options
1 set Up HRMS 3 U.S. Quarterly Processing |=] Search by National ID
&3 Reporting Tools 3 U.S. Annual Processing 4
3 PeopleTools
3 LSUHSC Processas 4
[E] My Personalizations
hitps://ps9herch2.lsuhsc.edu/psp/ OVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. @ Internet | Protected Mode: On 3 v ®100% v
RACLE
Home Add to Favorites.
ME\H_MENJ
Personalige S€archMenu: ® (@ Help
£ Seff Service 4
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 payroll for North America
3 Payrol Interface 3 Employee Pay Data USA o .
3 Payroll Processing USA Tax Information r
3 Workforce Development 3 Retroactivs payal 1 Deductions
&3 organizational Developme £ Payrol Distrbution [E] Create Addtional pay | [E] Create General Deductions
& Enterprise Leaming 23 Pay Period Tax Reports U D Request Direct Deposit D Create Gamishments
83 Workforce Mankoring | oot payrol Events U =) Undate Payrol Options [5] Review Garnishments
3 SetUp HRMS 3 U.S. Quarterly Processing |=] Search by National ID [5] override General Deductions
{3 Reporting Tools 9 U5, Annual Processing - [Z] Override Benefits Deductions
£3 PeopleTools [Z] Review U.5. Savings Bonds
3 LSUHSC Processes 4
|1 My Personalzations
https://ps9herch2.lsuhsc.edu/psp/ OVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. @ Internet | Protected Mode: On 5 v ®100% v
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Step

Action

5.

Click the Create General Deductions menu.
| |=] Create General Deductions |

ORACLE"

Home | AddtoFavortes | Signout

Favorites  Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create General Deductions
Enewwindow DHep B nap

Create General Deductions

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

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Empl ID: begins with ~ [ |
Company: beginswith ~[ @
Name: beginswith ~[ |
Last Name: peginswith ~|

Second Last Name: begins with ~
Alternate Character Name: begins with v

[Clinclude History [[] Correct History [] Case Sensitive

Search Clear|Basic Search [gF Save Search Criteria

< . | b

Waiting for https://psOherch2.lsuhsc.edu/psc/ OVEE/HRM | & Internet | Protected Mode: On h v B100% v

Step

Action

Note: You can search for an employee by entering their Empl ID or by entering
their Last Name.

Enter the desired information into the Empl 1D field. Enter "0000000".
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RACLE

Create General Deductions

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

Find an Existing Value

Favortes  Main Menu > Payrol for North America > Employee Pay Data USA > Deductions » Create General Deductions

Training Guide
Payroll Training Guide LSUNO V9.1

Home Add to Favorites

ign out

B New Window (ZHelp [ http

Maximum number of rows to return (up to 300). 300

Empl ID: begins with ~ [ nismd

Company: begins with v | @,
Name: begins with ~ |

Last Name: begins with ~ |

Second Last Name: begins with v |

Alternate Character Name: begins with v |

nclude History [ Correct History [ Case Sensitive

| search || Clear |masicSearch [EF Save Search Criteria

4 m

Done

€ Internet | Protected Mode: On 45~ ®|10% ~

Step Action

7. Click the Search button.
Search

PS9HRTRN:s0
PSSHEWEBDEV11 RCE
Create General Deductions

John Doe

Person ID: —

Company: 001 LSUHSC-New Orleans

General Deducti

Deduction Details
07/09/2012 £
Defaultto Deduction Table -
iG]
I
——

*Effective Date:
*Calculation Routine:
Deduction End Date: Deduction Rate or %:

Loan Interest %: FlatAddl Amount:

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions > Create General Deductions

Take on all Paygroups
|| Ded stopped by Self Serv User

New window | Help | Customize Page | &

First

Goal Amount: Current Goal Balance:
This data was last updated by Data last updated on
Save | [GFReturn to Searchl =] Notify | £ Refresh ElUpdatemisplay | =1 Include History | [ correct History

Dene

. Local intranet | Protected Mode: Off 45 v ®|100% ~
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Step Action

8. Click the Look up Deduction Code button.

PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favqrites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions > Create General Deductions

Look Up
FSA CHILD CARE ACCOUNT
FSAPLAN ADMIN FEE
LSUMC FOUNDATION
LSUMC DENTAL CHALLEMGE FUND
ALLIED HEALTH FOUNDATION
LALLIE KEMP FOUNDATION
E A CONWAY FOUNDATION
LSUHSC FOUNDATION
CHILD CARE ACCT
HEALTH CARE ACCT
ELEXPLAN ADMIN FEE
ELEX SAVE DEPT CARE
ELEX SAVE DEPT CARE HOSP
GARNISHMENT
LEUMC PARKING
PARKING FINES
LOSTTOOLS
PAYROLL TAXES
EHYSICAL PLANT SHOES
UNIFORMS
PARKING - HOSP-MCLKO
EMPLOYEE RELIEF

Home | AddtoFavortes | Sianout

R Local intranet | Protected Mode: Off fh v ®100% v

Step Action

9. Select a Deduction Code from the drop-down list.
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ORACLE"
Home | AddtoFavorites | Sign out
Favgrites  Main Menu > Payrol for North America > Employee Pay Data USA > Deductions » (Create General Deductions
ENewWindow (P Help [& Customize Page [ hitp

Create General Deductions

John Doe Person ID: toimaing
Company: 001 LSUHSC-New Orleans

General Deduction Find | view a1l First Kl 6 or7 I L ast

*Deduction Code: [GAR00T A arnisHMENT HE

Deduction Details

Find | View Al First K 4074 I Last
“Effective Date: 04/04/2012 5]

[¥] Take on all Paygroups =

Calculation Routine: Defaultto Deduction Table

[ Ded stopped by Self Serv User
Deduction End Date:

Deduction Rate or %:
Loan Interest %: FlatAddl Amount:
‘Goal Amount: Current Goal Balance:

This data was last updated by Online User Data last updated on 04/04/2012

5 Save | [G Returnto Search | [ Notity | |3 Refresh

| 7] Update/ispiay | | =1 Include History | |[27 Corect History

& Internet | Protected Mede: On

45 v ®|10% ~

Step Action

10. Click the_ Save button.

[ ome

11.

This completes Record a General Deduction.
End of Procedure.
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Record Direct Deposit
Procedure

In this topic you will learn how to Record a Direct Deposit.

Favorites - Main Menu

Personalize Content | Layout @ Help

€ Internet | Protected Mode: On 45 v ®|10% ~

Step Action

1. Click the Main Menu link.

Main Menu
.
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ACLE

Favorites - Main Menu

Personalize SearchMenw:

Self Service

Manager Self Service
Workforce Administration
Benefits

Compensation

Time and Labor

payroll for North America
payroll Interface
Workforce Development
Organizational Develapment
Enterprise Learning
Workforce Monitoring
Set Up HRMS

Reporting Tools
peopleTools

LSUHSC Processes

My Personalzations

v v v v v e v ey ov e v ow -

=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
=
El

J Lsutieaith

Add to Favorites ign out

(@ Help

Dene & Internet | Protected Mede: On

3 - ®100%

Action

Point to the Payroll for North America menu.

— Home | AddtoFavortes ign out

Favorites - Main Menu
Personalie SearchMenw: ® (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g Ejszﬁg;gj;'n””” :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. @ Internet | Protected Mode: On 45 v ®100% -

Step Action

Point to the Employee Pay Data USA menu.
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RACLE

Favorite:

Main Menu

Personalize S€arch Menu:

Benefits

mporrorrocroooorrew

Self Service
Manager Seff Service
Workforce Administration

Compensation

Time and Labor

Payroll for North America
payroll Interface
Workforce Development
Organizational Developme
Enterprise Learning
Workforce Monitoring
Set Up HRMS

Reporting Tools
peopleTools

LSUHSC Processes

My Personalizations

CCoooooD

»
»
,
»
»
»

Employee Pay Data USA
Payrol Pracessing USA
Retroactive Payrol
Payrol Distribution

Pay Period Tax Reports U
Periodic Payrol Events US
U.S. Quarterly Processing
U.S. Annual Processing

»

Training Guide
Payroll Training Guide LSUNO V9.1

Add to Favorites

(@) Help

3 Tax Information 4
3 Deductions 4
Create Addtional Pay

Request Direct Depost

Update Payroll Options

Search by National ID

Done

@ Internet | Protected Mode: On £ v ®100% ~

Action

Click the Request Direct Deposit menu.

RACLE

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Request Direct Deposit

Request Direct Deposit

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

Find an Existing Value

Home /Add to Favorites

0 New Window (2} Help

Maximum number of rows to return (up to 300): | 300

Empl ID:
Name:

Last Name:
Second Last Name:
Second Last Name:

begins with

begins with

begins with

begins with

begins with

Alternate Character Name: begins with

<

i ) v

Done

& Internet | Protected Mode: On £ v ®100% ~
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Step Action

5. Enter the desired information into the Empl ID field. Enter "0000000".

ORACLE’

Home | AddtoFavortes | Signout
Favgrites - Main Menu > Payroll for North America > Employee Pay Data USA > Request Direct Depostt

&0 New Window (ZHelp [ hitp

Request Direct Deposit

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

Find an Existing Value

Waximum number of rows to return (up to 300). (300

Empl ID: begins with ~ [0000000]
Name: begins with ~ |
Last Name: begins with ~ |
Second Last Name: begins with v |
Second Last Name: begins with ~ |

Alternate Character Name: begins with ~ |
[[include History [] Correct History  [[] Case Sensitive

Search Clear|pasic Search B Save Searcn Criteria

< i ] v

Done @ Internet | Protected Mode: On €3 v ®100% -

Step Action

6. Click the Search button.
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Request Direct Deposit

-John Doe
Deposit Information
0470512012 |5

Suppress DDP Advice Print

*Effective Date:

istribution Information

Country Code: USA|®,  United States
Bank ID: @

International ACH Bank Account

Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Request Drect Depast

Person ID: LLEE

*Status:

Your Bank Information

| Add New Bank

Prenotification Required

10r2 0 Last

“Account Type: -
NetPayPercent |

*Priority: [
Prenote Date:

Distribufion

This data was last updated by

*Deposit Type: M
Net Pay Amount:
Account Number:
Prenote Status: Not Submtd
Data last updated on

Save | [3 Return to Search | =] Notify | |2 Refresh

UpdateTispley | | & Include History | |[7# Correct History |

. Local intranet | Protected Mode: Off 45~ ®100%

Action

list.

Enter the Bank ID or click the Bank ID lookup icon and select an option from the

ORACLE"

Favorites . Main Menu

Look Up

Country Code:

> Payrol for North America > Employee Pay Data USA > Request Direct Depost

Bank ID:

begins with

Bank Name:

beding with

Address Line 1:

bewins with

begins with

beding wi

LookUp | Clear

ith

Cancel  Basic Lankun

Search Results

| Add to Favorites

Mewmn

First [4] 144 [§]

BankID  Bank Hame

062000019 Redions ACHF

Address Line 1

r Po
City state 2

i ing

333 Texas Strest

062005690 Redions ACH Processing Center PO Box 30280

066400137 Bank One, MA

065403626 Redions Bank

blank)

333 Texas Street Shreveport LA

il
0
(blank) bl
il

LA
Dew Orleans LA
blank

<

€ Local intranet | Protected Mode: Off

G-

#,100%
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8. Click the Regions Bank link.

Fegions Harnk

ORACLE"

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Request Drect Depast

Request Direct Deposit

-John Doe Person ID: s
Deposit Information
“Effective Date: 0410512012 |5 +Status: Active

Suppress DDP Advice Print
Distribution Information

‘Country Code:

fuEAa,

United States | Add New Bank |
Bank ID: 0654023626 @
Bank Name: Regions Bank
Address: 333 Texas Strest
Shreveport
LA

71101

International ACH Bank Account Prenotification Required

Find | View &1 st | 10r2 I Last

Find | view Al Fist K 202 & Lot

Your Bank Information =

Home | AddtoFavortes | Signout

&0 New Window (Z)Help [ Customize Page [ htip

=

Distribution
*Account Type:

*Deposit Type: M
Net Pay Percent: MNet Pay Amount:
*Priority: Account Number:
Prenote Date: Prenote Status: Not Submtd
This data was last updated by Data last updated on

5 Save | [ Returnto Search | [ Notity | |3 Refresh

[ UpoateDisplay | |2 include History | [ Correct History |

. Local intranet | Protected Mode: OFf

45 v ®|10% -

Step Action

Click the Savings list item.

Click the drop-down arrow and select an Account Type from the list.
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Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Request Drect Depast

Save | [3 Return to Search | =] Notify | |23 Refresh

UpdateDispley | | & Include History | |[7 Correct History |

0 New Window (2)Help [ Customize Page
Request Direct Deposit
John Doe Person ID: e
Deposit Information 10f2 D Last
*Effective Date: 04/05/2012 [ *Status: Active -
Suppress DDP Advice Print
stribution Information
‘Your Bank Information
Country Code: USA[®,  United States | Add New Bank |
Bank ID: 065403626 @
Bank Name: Regions Bank
Address: 333 Texas Street
Shreveport
LA 1101
International ACH Bank Account Prenotification Required
Distribution
*Account Type: Sa\ - *Deposit Type: -
Net Pay Percent: MNet Pay Amount:
*Priority: Account Number:
Prenote Date: Prenote Status: Not Submtd
This data was last updated by Data last updated on

i Local intranet | Protected Mode: Off -

#100% ~

Step Action

10.

Click the Deposit Type drop-down arrow and select a deposit type from the list.

‘Suppress DDP Advice Print
stribution Informat

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Request Drect Depast

Request Direct Deposit
Person ID:
iew Al First ) 4072 D ast
“Effective Date: 040512012 |[§ *Status: Active

Your Bank Information =
Country Code: USA[Q,  United States | Add New Bank |
Bank ID: 065403626 @

Bank Name: Regions Bank
Address: 333 Texas Street
Shrevepart
LA 71101
International ACH Bank Account Prenotification Required
Distribution
~Account Type: Savings M *Deposit Type:
Net Pay Percent: MNet Pay Amount:

*Priority: Account Number:

Prenote Date: Prenote Status: Not Submtd

This data was last updated by Data last updated on

Save | [ Retumito Search | =] Notity | |3 Refresh

Upestsiisples | | ] include istory | [ Correct History |

. Local intranet | Protected Mode: Off 45~ ®100%
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Step
11.

Action

Click the Amount list item.
[Amount |

ORACLE"

Favorites ~ Main Menu > Payrol for North America > Employee Pay Data USA > Request Drect Depast

Request Direct Deposit

&0 New Window (2) Help [ Customize Page

Person ID: it
Deposit Information Find | view A1 First ) 1of2 D Last
“Effective Date: [oan0sr2012 5 *Status: hcve = =
Suppress DDP Advice Print
Distribution Information Find | View All First Kl 2012 &0 Lact
[l
Country Code: [USA '@, United States | Add New Bank |
Bank ID: 065403626 @
Bank Name: Regions Bank
Address: 333 Texas Strest
Shreveport
LA 71101
International ACH Bank Account Prenotification Required
*Account Type: Savings - *Deposit Type: -
Net Pay Percent: ’7 Net Pay Amount: ’7
*Priority: [ AccountMumber: |
Prenote Date: Prenote Status: Not Submtd
This data was last updated by Data last updated on

5 Save | [ Returnto Search | |7 Notity | |3 Refresh

|2 Upoeteispley | |2 include History | [ Correct History |

Home | AddtoFavortes | Signout

hitp

. Local intranet | Protected Mode: OFf

45 v ®|10% ~

Step
12.

Action

Enter the desired information into the Net Pay Amount field

. Enter "200.00".
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Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Request Drect Depast

Request Direct Deposit

John Doe Person ID: e i3
Deposit Information Find | View Al 10f2 D Last
“Effective Date: [oan0sr2012 5 *Status: e v =
Suppress DDP Advice Print
Distribution Informati Eved
Country Code: [UsA|®  uUnited States  Add New Bank
Bank ID: 065403626 @
Bank Name: Regions Bank
Address: 333 Texas Street
Shreveport
LA 71101
International ACH Bank Account Prenotification Required
“Account Type: Savings - “Deposit Type: Amount -
Net Pay Percent: Net Pay Amount: 20000
*Priority: [ AccountMumber: |
Prenote Date: Prenote Status: Not Sunmtd
This data was last updated by Data last updated on

5 Save | [ Returnto Search | [ Notity | |3 Refresh

[ UpoateDisplay | |2 include History | [ Correct History |

) New Window (2)Help [ Customize Page [ http

. Local intranet | Protected Mode: OFf

G -

#100% ~

Step Action

13.

Enter the desired information into the Account Number field. Enter "125469872".

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Request Drect Depast

Request Direct Deposit

-John Doe Person ID: e
Deposit Information Find | View Al 10f2 D Last
*Effective Date: 0410512012 | *Status: Adtive - =l

Suppress DDP Advice Print

Distribution Inform.

Your Bank Information

Country Code: USA|®,  United States  Add New Bank
Bank ID: 065403626 @
Bank Name: Regions Bank
Address: 333 Texas Street
Shreveport
LA 71101

International ACH Bank Account Prenotification Required

Distribufion

*Account Type: Savings h *Deposit Type: Amount -
Net Pay Percent: Net Pay Amount: 200.00

*Priority: Account Number: 125469872

Prenote Date: Prenote Status: Not Submtd

This data was last updated by Data last updated on

5 Save | [ Returnto Search | [ Notity | |3 Refresh

|2 Upsateisplay | |2 include History | [ Correct History |

) New Window (2)Help [ Customize Page [ http

. Local intranet | Protected Mode: OFf

G -

#,100%

Step Action

14.

Enter the desired information into the Priority field. Enter "500".
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Favorites - Main Menu > Payrol for North America > Employee Pay Data USA > Request Direct Depostt

Request Direct Deposit

Person ID:

“Effective Date: 0410512012 |5 *Status: Active hd
Suppress DDP Advice Print
stribution Information
Your Bank Information
Country Code: USA [, United States | Add New Bank |
Bank ID: 065403626 @
Bank Name: Regions Bank
Address: 333 Texas Sireet
Shreveport
LA 71101
International ACH Bank Account Prenotification Required
Distribution
“Account Type: Savings - “Deposit Type: Amount -
Net Pay Percent: Net Pay Amount: 200.00
“Priority: 500 AccountNumber:  [125459872
Prenote Date: Prenote Status: Not Submtd
This data was last updated by Data last updated on

Save | [P Returnto Search | |[=] Notify | &% Refresh

[ wpaztemispiey | | 2] meude History | ([ Correct History |

€ Local intranet | Protected Mode: Off

B v ®100% v

Step
15.

Action

Click the _Save button.

Favorites - Main Menu > Payroll for North America

> Employee Pay Data USA

Request Direct Deposit
Request Direct Deposit

John Doe Person ID:

*Effective Date:

0470512012 |[5)

Suppress DDP Advice Print

*Status:

Distribution Information

Find | View All First K 2 of 2
Your Bank Information

Country Code: USA @, United States | Add New Bank |
Bank ID: 065403626 @
Bank Name: Regions Bank
Address: 323 Texas Street
Shrevepornt
LA 71101

International ACH Bank Account

Prenotification Required
Distribution

*Account Type: Savings - *Deposit Type: Amount -
Net Pay Percent: Net Pay Amount: 200.00

*Priority: 500 Account Number: 125469872

Prenote Date: Prenote Status: Not Submtd

This data was last updated by Data last updated on

Save | [P Returnto Search | |[=] Notify | &% Refresh

[ upaatemispiey | | 2] meude History | ([ Correct History |

€ Local intranet | Protected Mode: OFf

fa v BI0% v
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Step Action

16. This completes the topic on Record Direct Deposit.
End of Procedure.
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Record a Garnishment

Procedure

In this topic you will learn how to Record a Garnishment.

Home Addto Favortes |  Sign out

Favorites - Main Menu

Personaligs SearchMenu: (D Help

3 Self Service

(3 Manager Self Service

3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

&3 workforce Development
3 Organizational Development
(3 Enterprise Leaming

3 workforce Monitoring

3 Set Up HRMS

3 Reporting Tools

3 PeopleToals

3 LSUHSC Processes

(5 uy Personalzations

v v v v v e v ey ov e v ow -

€ Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

1. Click the Main Menu button.

Main Menu
.
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— Add to Favortes

Favorites : Main Menu
Personalizs Search Menu: ] (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g ES:EﬁEtEnES;LDnH :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -

Step Action

2. Point to the Payroll for North America menu.

— Add to Favortes

Favorites - Main Menu
Personalizs Search Menu: ] (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g Ejﬁjﬁg;sj;'n””” :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -

Step Action

3. Point to the Employee Pay Data USA menu.
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RACLE
Hom Add to Favories
FEVQ’NE ME\H_MENJ
Personalige S€archMenu: ® (@ Help
£ Seff Service 4
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 payroll for North America
3 Payrol Interface 3 Employee Pay Data USA o .
3 Payroll Processing USA Tax Information 4
5 Workore Developmrt | L e pavol | £2 Deducions .
= rganzational DEVELRME ) o Distribution [E] Create Additional Pay
Enterprise Learming £3 Pay Period Tax Reports U |=] Request Direct Deposic
3 Workforce Monforg | porioiic payral events us || Update Payrol Options
1 set Up HRMS 3 U.S. Quarterly Processing |=] Search by National ID
&3 Reporting Tools 3 U.S. Annual Processing 4
3 PeopleTools
3 LSUHSC Processas 4
[E] My Personalizations
hitps://psShercb2.lsuhsc.edu/psp) OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v B100% -
RACLE
Hom Add to Favories
ME\H_MENJ
Personalie SearchMenu: ® (@ Help
£ Seff Service 4
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 payroll for North America
3 Payrol Interface 3 Employee Pay Data USA o .
3 Payroll Processing USA Tax Information r
3 Workforce Development 3 Retroactivs payal 1 Deductions
&3 organizational Developme £ Payrol Distrbution [E] Create Addtional pay | [E] Create General Deductions
& Enterprise Leaming 23 Pay Period Tax Reports U D Request Direct Deposit D Create Gamishments
83 Workforce Mankoring | oot payrol Events U |Z) Update Payrol Options [5] Review Garnishments
3 SetUp HRMS 3 U.S. Quarterly Processing |=] Search by National D [Z] override General Deductions
3 Reporting Tools 5 U.S. Annual Processing - [Z] Override Benefits Deductions
£3 PeopleTools [5] Review U.5. Savings Bonds
3 LSUHSC Processas 4
[E] My Personalizations
hitps://psOhercb2.lsuhsc.edu/psp) OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v B100% -
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Step Action

5. Click the Create Garnishments menu.

ORACLE’

Home | AddtoFavortes | Signout
Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamnishments

0 New Window (ZHelp [ hitp

Create Garnishments

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

Find an Existing Value

Waximum number of rows to return (up to 300). (300

Empl ID: begins with ~ (0000000

Company: begins with ~ | @
Name: begins with ~ |

Last Name: begins with v |

Second Last Name: begins with ~ |

Alternate Character Name: begins with ~ |
[[include History [] Correct History  [[] Case Sensitive

Search Clear|pasic Search B Save Searcn Criteria

< i ] v

Done € Local intranet | Protected Mode: Off 45 v ®100% -

Step Action

6. Enter the desired information into the Empl ID field. Enter "0000000".
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Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

& New Window (2)Help
Create Garnishments

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

Find an Existing Value

Maximum number of rows to return (up to 300). [300

Empl ID: begins with ~ [1Aisiie
Company: begins with v | @,
Name: begins with ~ |
Last Name: begins with ~ |
Second Last Name: begins with v |
Alternate Character Name: begins with v |
nclude History [ Correct History [ Case Sensitive
| search || Ciear |Basicsearch &P Save Search criteria
4 I | 3
Dene . Local intranet | Protected Mode: Off 45 v ®10% ~

Step Action

7. Click the Search button.
Search

ORACLE"

| AddtoFavortes | Sign out
Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

0 New Window (2)Help [ Customize Page

Person ID: b oI

001 LSUHSC-New Orleans

Garnishments

“Garnishment ID: “Status: Recelved -

“Date: 6 *Hours: | | *Minutes: | | |“Date: 6 *Hours: | | *Minutes: | |

“Garnishment Type: ‘Writ of Garnishment ~  Support Type: Current -

*Court Document ID 1: ‘Court Document ID 2:

*Court Name: I

Remarks:

Save | [ Return to Search | [ Notify | |5 Updeie/mieplay | | include History | |[27 Correct History. |
SpecData 1] SpecData 2| SpecData3| SpecData 4| SpecData 5| SpecData | Spec

<[ 1 | I3
Dene i Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action

8. Enter the desired information into the Garnishment ID field. Enter "CS001".

ORACLE’

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Home

| AddtoFavortes | Sign out

Enewwindow (D Help [ Customize Page [ nitp

SpecData2 | SpecDatad | GarnishmentSpecDatad | [}
John Doe Person ID: I
Company: 001 LSUHSC-New Orleans
Garnishments Find | View Al First Kl 4074 I Last
“Garnishment ID: cso01| *Status: Recelved =
spate: | (W Hours: [ | cMinutes: | | [Date: | B Hourss | | *Minutes: | |
“Wiitof Gamishment v Cument =

*Garnishment Type:

—

*Court Document 1D 1:

Support Type:

——

Court Document ID 2:

*Court Name: ‘

Remarks:

[5) save [t Returnto Search | |=] Nolify |

]

|52 Updaiebissiy | [ 5 include History | |(3# Comrect History |

SpecData5|

SpecData 6|

Spec(

SpecData 1] SpecData 2|

SpecData 3| SpecData 4

<

1l

,

Done

€ Local intranet | Protected Mode: Off

v ®100% -

Step Action

[ -]

Click the drop-down arrow to the right of the Status field.
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ORACLE"

Garnishment Spec Data 1

Company: 001

Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Gamishment Spec Data2 | Gamishment SpecData3 | Gamishment SpecDatad | [®

Training Guide
Payroll Training Guide LSUNO V9.1

| AddtoFavortes | Sign out

0 New Window (2)Help [ Customize Page

LSUHSC-New Orleans

Person ID:

*Status:

“pate: | [@ (Completed

b it

Received

Apl

Cancelled

Received

“Garnishment Type:
*Court Document 1D 1:
*Court Name:

Remarks:

Writ of Garnishment

Support Type:

Court D2

Rejected
Released
Suspended
Terminated

SpecData 1|

[l save [ Relun o Search | [ oty |

SpecData 2|

[ Upsetemispiy | |1 include History | |[7 Correct History |

SpecData3|

SpecData 4| SpecData 5| SpecData | Spec

<

Done

i Local intranet | Protected Mode: Off 45 v ®|10% ~

Step

Action

10.

Approved

Select an option from the drop-down list.
Click the Approved list item.

ORACLE’

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Enew window (D Help [ Customize Page
_' Gamishment SpecData2 || Garnishment SpecData3 || Gamnishment SpecDatad | [

Company: 001

Home | AddtoFavortes | Signout

LSUHSC-New Orleans

Person ID:

b uindibe

*Garnishment Type:
*Court Document ID 1:
*Court Name:

Remarks:

‘Writ of Garnishment

*Status:
Respond By
“Date: [ *Hour:
Support Type: Current -
CourtDocumentd2 ||
e}

SpecData 1]

Save | [oh Returnto Search | |[=] Notity |

SpecData 2|

[} upazemspiay | | ] include History | |2 Correct History. |

SpecData3|

SpecData 4] SpecData5| SpecData 6| Spec

<[

Done

@ Local intranet | Protected Mode: OFf 5 v ®100% ~
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Step Action

11. Click in the Received Date field to enter the Received Date or click the Calendar
icon to select a date.

Note: Enter the date the garnishment was received, not the date you are entering it
into the system.

Home | AddtoFavorites |  Sign out

Favorites ~ Main Menu > Payrol for North America > Employee Pay Data USA > Deductions » Create Gamishments

Enewwingow ZHelp [ Customize Page [ nip
Garnishment Spec Data 1 Spec Data 2 Spec Data 3 Garnishment SpecDatad [
John Doe Person ID: it
Company: 001 LSUHSC-New Orleans
Garnishments. Find | View All First & 4074 13 Last
 —EE
*Garnishment ID: CS001 *Status: Approved -|EE
Respond By
Date: 04012012 [ *Hours: | | *Minutes: | | |*Date: B *Hours: [ | *Minutes: | |
+Garnishment Type: Wit of Garnishment ~|  support Type: Current -
*Court Document ID 1: Court Document ID 2:
“Court Name: [
Remarks: EI
Save | [GP Returnto Search | =] Notify upsztemispiay | | necude History | |[52 Comect History
SpecData 1] SpecData2| SpecData 3| SpecDatad| SpecData 5| SpecData | Spec
F I | r
€4 Local intranet | Protected Mode: OFf 3 v H100% -

Step Action

12. Enter the hour and minutes the garnishment was received, not the time you are
entering it into the system. Received Time field. Enter "8:45".
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| AddtoFavortes | Sign out

0 New Window () Help [ Customize Page
arnishment SpecData 3 || Gamishment SpecDatad | [B)

Company: 001 LSUHSC-New Orleans

Garnishments

Person ID: 1H I

——

*Court Document D 1:

*Garnishment ID: Cs001 *Status: Approved

Received On Respond By

“Date: [04/01/2012 Bl *Hours: | 8 “Minutes: 45| |*Date: [04127/2012 &l *Hours: | | “Minutes: | |
“Garnishment Type: Writ of Garnishment ~| support Type: current -

——

Court Document ID 2:

*Court Name: [

Remarks:

(E1]

[l save [ Relun o Search | [ oty |

[ Upeatemispiay | [ ] include History | |[7# Correct History |

SpecData3| SpecData 4| SpecData 5| SpecData | Spec

SpecData 1| SpecData2|

<[

1 | I3

Done

i Local intranet | Protected Mode: Off 45 v ®10% ~

Step

Action

13.

Enter the Respond by Time hour and minutes into the desired fields. Enter "11:30".

ORACLE"

Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Gamishment Spec Data2 | Gamishment SpecData3 | Gamishment SpecDatad | [®

| AddtoFavorites | Sign out

) New Window () Help [ Customize Page

Company: 001 LSUHSC-New Orleans

Garnishments

CS001

*Garnishment ID:
Received On

“Date: (04012012 [ *Hours: | 8 *Minutes: [45

Person ID: Ui

Approved -

*Status:
Respond By

“Date: (04272012 [ *Hours: | 11| *Minutes: [30

Current -

Type: Writ of -
Chapter 13 Bankrupicy
*Court Document D 1 Child Support
Dependent Support

Social Security (AWG)
Spousal Support

Student Loan Repayment
TaxLevy

Wage Assignment

*Court Name:

Remarks:

[l save [ Relun o Search | [ oty |

Support Type:

——

Court Document ID 2:

E1]

UpsateDispiay | | ] Include History | |[7# Correct History |

SpecData3| SpecData 4| SpecData 5| SpecData | Spec

SpecData 1| SpecData2|

1 | I

@ Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action

14. Click the Garnishment Type drop-down and select an option from the list.

ORACLE’

Home | AddtoFavortes | Signout

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments
Enewwindow (D Help [ Customize Page [ nitp
Garnishment Spec Data 1 SpecData2 | SpecDatad | GamishmentSpecDatad | [}
John Doe Person ID: e
Company: 001 LSUHSC-New Orleans
Garnishments Find | View Al First Kl 4074 I Last
— =
“Garnishment ID: Cs001 *Status: Approved - EE
Respond By
“Date: 0410172012 [ *Hours: ’_B *Minutes: ’E *Date: [04127/2012 [ *Hours: | 11| *Minutes: ’37
“Garnishment Type: Child Support T support Type: Current hd
Current
*Court Name: ‘
Remarks: =
|[5) save | o Returnto search  |[=] Notify | |3 upsatemizoiay | |5 inciude History | |2 Comect History |
SpecData 1] SpecData2| SpecData 3| SpecData 4| SpecData5| SpecData 6| Spec
« i ] 3
€4 Local intranet | Protected Mode: OFf 43~ H100% -

Step Action

15. Click the drop-down to the right of the Garnishment Support Type field.

[-]
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ORACLE"

| Addito Favorites |

Sign out

Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

0 New Window (2)Help [ Customize Page
Gamishment Spec Data2 | Gamishment SpecData3 | Gamishment SpecDatad | [¥

pec Data 1

Person ID: Ui

001 LSUHSC-New Orleans

*Garnishment ID: Cs001 *Status: Approved

Received On

Respond By

“Date: [04/01/2012 [l *Hours: | 8 “Minutes: 45| |*Date: [04127/2012 &l *Hours: | 11 “Minutes: |30 |

“Garnishment Type: Child Support ~ Support Type: [curemt ¢
“Court Document D 1: Court Document D 2:

*Court Name: ‘

Remarks: =

Save [ Returnto Search  |(=] oty | [ Updaieisoiy | [ include History | |E5 Correct History |

SpecData 1] SpecData 2| SpecData3| SpecData 4|

SpecData 5| SpecData | Spec

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

16. Select a Garnishment Support Type from the drop-down list.

Click the Current list item.

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Enew window (D Help [ Customize Page [ hitp
@ | Gamishment SpecDatad || SpecData5 || SpecDataf || SpecDataZ |

Person ID: 1 Ui

001 LSUHSC-New Orleans

*Garnishment ID: Cs001 *Status: Approved

Received On

Respond By

“Date: [04/0012012 [ *Hours: | 8 -Minutes: [45| |Date: (041272012 [ *Hours: |11 “Minutes: [30 |

“Garnishment Type: Chidsuppot < supportType: Cumedt =
*Court Document ID 1: Court Document ID 2:

“Court Name: [

Remarks: =

|[5) save | o Returnto search  |[=] Notify | [} upazemispiay | | ] include History | |2 Correct History. |

SpecData 1] Spec Data 2 | Garni SpecData 3| SpecData 4]

SpecData 5| SpecData 6| i SpecO

il ] v

€ Local intranet | Protected Mode: Off 45 v ®100% -

Page 49



Training Guide
Payroll Training Guide LSUNO V9.1

J Lsutieaith

Step Action

Enter the desired information into the Court Document ID 1 field. Enter "CS-
15550".

17.

ORACLE’

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Home | AddtoFavortes | Signout

Enew window (D Help [ Customize Page [ hitp

SpecData5 | GamishmentSpecDataf | Gamishment Spec Data 7

Spec Data 4

Person ID: 1% it

Company: 001 LSUHSC-New Orleans

Garnishments

*Garnishment ID: Cs001
“Date: [0400122012 [ “Hours: | 8 “Minutes: |45 |

*Garnishment Type: Child Support -

Find | view A1 First K1 401 1 past

*Status: Approved - EHE

Respond By
“Date: [0472712012 [ *Hours: | 11| *Minutes: [30

Support Type: Current s

Cs-15550]

*Court Name: ‘

*Court Document 1D 1: Court Document ID 2:

]

Remarks:

|[5) save | o Returnto search  |[=] Notify | |3 upoatemiziay | |5 inciude History | |2 Comect History |

SpecData5| SpecData 6| Spec

SpecData3| SpecDatad|

SpecData 1] SpecData 2|

« m ) v

€ Local intranet | Protected Mode: OFf 45 v ®100% -

Step Action

Enter the desired information into the Court Name field. Enter "Juvenile Court Child
Support”.

18.
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Favorites

Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

0 New Window (2)Help [ Customize Page

SpecData || SpecData7 |

(] " Gamishment SpecDatad |

SpecData5 ||

001 LSUHSC-New Orleans

*Garnishment ID:
Received On

CS001 -

“Date: (040112012 [ *Hours: | 8 *Minutes: [45

Person ID: Ui

Status: Approved

Respond By

“Date: (04272012 [ *Hours: | 11| *Minutes: [30

“Garnishment Type: Child Support

*Court Document D 1:

C5-15550]

Court Document ID 2:

Current -

——

Support Type:

*Court Name: [

Remarks:

E1]

Save | [ Return to Search | [ Notify |

[ Upseiemispiay | [ include History | |[7# Correct History |

SpecData3| SpecData 4| SpecData 5| SpecData | Spec

SpecData 1|

SpecData 2|

1 | I3

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

19.

Enter comments as needed in the Remarks field.

Favorites

001

LSUHSC-New Orleans

Garnishment ID: C5001

SetiD: | &
Vendor ID: )
Location: )
Remit Address: a
Payee Name:

ment Spec Data 2

Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

[ Gamishment SpecData3 || Gamishment SpecDatad | [M

ign out

) New Window (2)Help [ Customize Page [ http

Child Support

Person ID: -

10f1 O Last

First

Hame: Phon;

e

Country:

Address:

|Edi

it Address

[l save | [ Returnto Search | [ Notity |

Gamishment Spec Data 1| Garnishment Spec Data 2 | Gamishment Spec Data 3 | Garnishment Spec Data 4 | Garnishment Spec Data 5 | Garnishment Spec Data 6 | Gamishment Spec

[ Upsetenispiay | | ] include History | |[7# Correct History |

<

1 | I

Done

i Local intranet | Protected Mode: Off 45 v ®|100% ~

Step Action

20.

Click the Garnishment Spec Data 2 tab.
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Favorites - Man Menu > Payrollfor North America > Employee Pay DataUSA > Deductions > Create Garnishments
ENewwindow (DHelp [ Customize Page [ http
| Gamishment SpecData3 | Gamishment SpecDatad |
Person ID: o it
Company: 001 LSUHSC-New Orleans
Garnishments.
Garnishment ID: CS001 Child Support
SetID:
Vendor ID: @
Location: @
Remit Address: @
Payee Name:
Name: Phone:
Country: @
Adaress: (Edsadarass
Save | [ Returnto Search | =] Notity | |5 Usdaieibissiey | [ b include History | |(32 Comrect History |
SpecData 1] Spec Data 2 | Garni SpecData 3| Spec Data 4| Garni SpecData5| Spec Data 6 | Garni Spect]
< I ] r
Done € Local intranet | Protected Mode: Off 44 v ®100% v

ORACLE’
| AddtoFavorites | Sign out
Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Look Up

Search Results

iew 100 First 4] 123 er23 [ Last

Description
China
E A Conway hiedical Center
Earl K. Long Medical Center
Renular UnclassiRestict (HCSD:
HCED Administration
Huey P Long Medical Center
Lallie Kemp Medical Center
Leonard.J. Chabert Medical Cir
L5U Health Sciences Center
MNEW ORLEANS SETID
LSUMC New Orleans:
SHREVEPORT SETID
LSUHSC Shreveport
Med Ctr of LA &t NO-Charity
Dew Orleans Biweekly CRHA'S
IO Biweekly Exermpt Excention
All SetD's
Thailand
University Medical Ctr at Lafa
USA

Regular UnclassiRestrict (AOM;

. Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action

22. Select SHARE from the drop-down list.
SHARE

ORACLE"
Home | AddtoFavortes | Signout
Favorites  Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > (Create Garnishments

0 New Window (Z)Help [ Customize Page [ htip

" Garnishment Spec Data 1 GamishmenlSpecDatBQ Garnishment SpecData3 | Garnishment SpecDatad | [P

John Doe: Person ID: [

Company: 001 LSUHSC-New Orleans

Garnishments Find 1 First K 1071 O Last
GarnishmentID:  CS001 Child Support HE
SetiD: HARE &
Vendor ID: o§
Location: o§

Remit Address: o§
Payee Name:

Name: [ Phone: [
Country: @
Address: Exfiioiess|
|[5) save | [ Returnto Search  |[<] Notify | |2 Updeie/Dieplay | | ] include History | | [ Correct History. |
SpecData 1] SpecData 2| SpecData 3| SpecData 4| SpecData 5| SpecData 6| Spec
< m ] 3

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

23. Click the Lookup Vendor ID Icon.
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Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

0 New Window () Help [ Customize Page
[ Gamishment SpecData3 || Gamishment SpecDatad | [M

Person ID: [
Company: 001 LSUHSC-New Orleans

Garnishments

GarnishmentID:  CS001 Child Support

SetiD: SHARE &

Vendor ID: 000000108 2, pgptofRevand Tac b 0.
Location: Q

Remit Address: [
Payee Name:

Name: Phone:
Country: @
Address: |EditAddress
Save [ Returnto Search  |(=] Moty | [ Updaieisoiy | [ include History | |E2 Correct Histary |

Gamishment Spec Data 1| Garnishment Spec Data 2 | Gamishment Spec Data 3 | Garnishment Spec Data 4 | Garnishment Spec Data 5 | Garnishment Spec Data 6 | Gamishment Spec

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

24, Click the Look up Location button.

ORACLE’

| AddtoFavortes | Sign out
Favortes - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Look Up

Look Up Location

Look up Location (Alt+5) SHARE
Vendor ID: 0000000105
Vendor Location: begins with ~ |

LookUp | Clear || Canel |pasic Lookup

Search Results

ew 100 First [4] 11 [§] Last

Vendor Location Description
LOCATION 1 Deptof Revand Tax M. O

€ Local intranet | Protected Mode: Off AT
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Step Action

25. Click the LOCATION lookup button and select the Vendor Location.
LOCATION 1

ORACLE"

Home | AddtoFavortes | Signout
Favorites  Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > (Create Garnishments

0 New Window (2 Help [ Customize Page [ htip

" Gamishment Spec Data 1 GamishmenlSpecDatBQ Gamishment SpecData3 | Gamnishment SpecDatad | [P

John Doe Person ID: TR I

Company: 001 LSUHSC-New Orleans

Garnishments First K 1011 0 Last
GarnishmentiD:  CS001 Child Support HE
SetiD: SHARE 2

Vendor ID: 0000000108 |2, popyofRev and Tax N.O

Location: locATION T /@, DeptorRevandTax N.O.

Remit Address: o§
Payee Name:

Name: [ Phone: [
Country: @
Address: Exfioiess|
|[5) Save | [ Returnto Search  |[<] Notify | [#2] Updeie/Dieplay | | ] include History | | [ Correct History. |
SpecData 1] SpecData 2| SpecData 3| SpecData 4| SpecData 5| SpecData 6| Spec
< m ] 3

. Local intranet | Protected Mode: Off 45 v ®|10% -

Step Action

26. Click the Look up Remit Address button.
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ORACLE"

Home | AddtoFavortes |

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Look Up

Look Up Remit Address

Remitting Location Description
1 Deptof Revand Tax N O

. Local intranet | Protected Mode: Off 45~ ®100%

Step Action

217. Select the Remitting Location Dept of Rev and Tax: N. O. link.
1 Dept of Bev and Tax M. O, |

Favorites ~ Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Enewwindow (D Help [ Customize Page [ hitp
" Gamishment SpecData3 || Gamishment SpecDatad | [

Person ID: 1 Ui
Company: 001 LSUHSC-New Orleans

Garnishments

Find | view All First K1 40f 1
GarnishmentID: ~ C5001 Child Support
SetiD: SHARE @
Vendor ID: 0000000106 & peptofRevand Tax N.O.
Location: LOCATIONT @ DeptofRevand Tax N.O.
Remit Address: e
Payee Name:
Name: Phone:
Country: @
Address: 1556 Poyaras Strest (EditAddress
Suite 900
0000000106
New Orleans, LAT0112

Save | (o RewrntoSearch | [ Notity 1=] | 5 mclude tistory | |57 correct History |
SpecData 1] Spec Data 2 | Garni SpecData 3| Spec Data 4| Garni SpecData5| SpecData 6| Spect]
< I ] 3
€4 Local intranet | Protected Mode: OFf 3 v H100% -
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Step Action

28. Enter the desired information into the Name field. Enter "Mary Jane Doe".

ORACLE’
Home | AddtoFavortes | Signout
Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Enewwindow (D Help [ Customize Page [ nitp

Garnishment Spec Data 1 Gamlsnmemsnec GEEPAN - Garnishment SpecData3 |~ Gamishment SpecDatas | [}

John Doe Person ID: 1% i

Company: 001 LSUHSC-New Orleans

Garnishments

GarnishmentID:  C5001 Child Support HE
SetID: SHARE )

Vendor ID: 0000000108 %, pept orRevand Tax N. 0.

Location: LOCATIONT @,  DeptofRevand TaxN.0.

Remit Address: 1
Payee Name:

Name: [Mary Jane Doe Phone: |
Country: @
Address: 1586 Poyras Street |Eaitadaress

Suite 900

0000000106

New Orleans, LA70112

[ save | [oh Retumnto Search | |=] Notify | |3 pdaiemisoiny | [ include History | |27 Correct History. |
SpecData 1] Spec Data 2 | Gami SpecData 3| Spec Data 4 | Gami SpecData 5| Spec Data 6 | Gami spec
« m J v
€ Local intranet | Protected Mode: Off 45 v H100% -

Step Action

29. Enter the desired information into the Phone field. Enter "504-555-1111".
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ORACLE"

Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Home | AddtoFavortes |
SpecData1 ||

Sign out
SpecData2 |

nent Spec Data 3

) New Window (2)Help [ Customize Page hitp
| Gamishment SpecData4 | [®

Person ID:
Company: 001

tuinidine
LSUHSC-New Orleans

Garnishments < K 4 f1
GamishmentID:  CS001  Child Support HE
“Schedule: Deduct on All Payrolis Priority: [

Include Company Fee Within DE Include Payee Fee Within DE
Start Date: [ m Stop Date: [ m
Calculate Stop Date StopDateDays: |

Limit Amount: | | LimitBalance: |
Monthly Limit Amounts
Gamnishment: | |
CompanyFee: |

Payee Fee:

[5) save  [ab Returnto Search | |=] Nolify |

|52 Usdaieibissiey | [ 5 include History | |(3# Comrect History |
SpecData 1] SpecData 2|

SpecData 3|

SpecData 4 SpecData5| SpecData 6| Spect]

<

Done

v
i Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action
30.

Click the Garnishment Spec Data 4 link.

Note: The Garnishment Spec Data 4 can be selected from the tab at the top of the
screen or from the Link at the bottom of the screen.
[Garnishment Spec Data 4

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

| Addto Favortes
Enewwindow (D Help [ Customize Page [ hitp
[ sSpecDatal || SpecData2 || ETTeE M| Garnishment SpecData4 I
John Doe Person ID: -
Company: 001 LSUHSC-New Orleans

Garnishments

Garnishment ID:

Cc5001

Find < 4 or4
Child Support

Deduct on All Payrolls Option
Deduction Calculation Routine
*Deduction Calculation Routine:

Maximum

“Frequency:

Monthly

deduction percents.

To compare a flat amount with a percentage of the deduction and to take the greater of the two, enter both flat amounts and

Deduction Percent
To Company: To Company:
To Payee: To Payee:

5] save | [ Rewrntosearch | | Notity

| | 5 mciude tistory | |57 correct History |
SpecData 1] SpecData 2| SpecData 3| Spec Data 4| Garni SpecData5| SpecData 6| Spect]
< I ] 3
Done €4 Local intranet | Protected Mode: OFf 45 v ®100% ~
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Step Action
31

Click the Deduction Calculation Routine drop-down and select % DE +
Amount from the drop-down list.

ORACLE’

Favortes - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Home | AddtoFavortes | Signout
Enewwingow ZHeip [ Customize Page [ nip
Garnishment Spec Data1 || GamishmentSpec Data2 | Gamishment Spec Data 3 (EEUIENLCIEREEEEEy )
John Doe Person ID: pa—
Company:

001 LSUHSC-New Orleans
Garnishments

Garnishment ID: Cc5001

Child Support

=
Deduct on All Payrolls Option
Deduction Calculation Routine

“*Deduction Calculation Routine: % DE + Amount

Disposable Earnings Percent: Flat Amount:
“Frequency: Monthly -

To compare a flat amount with a percentage of the deduction and to take the greater of the two, enter both fiat amounts and
deduction percents.

Deduction Percent

To Company: To Company:
To Payee: To Payee:

[5) save [t Returnto Search | |=] Notify |

|52 Upsaisbssiy | [ b include History | |(32 Correct History |
SpecData 3|

SpecData 1] SpecData 2| SpecData 4] SpecData5|

SpecData 6| SpecO

] r

€4 Local intranet | Protected Mode: OFf 44 v ®100% -

Step Action
32.

Enter the desired information into the Flat Amount field. Enter "50.00".
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Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

SpecData1 || SpecData2 |

SpecData 3

,,,,,,,,, Person ID: 1 H I
Company: 001 LSUHSC-New Orleans

Garnishments

Garnishment ID:

€S001  Child Support

=
*Deduction Calculation Routine: % DE + Amount

Flat Amount: 50.00

Disposable Earnings Percent:
Frequency: Monthly

To compare 3 flat amount with 3 percentage of the deduction and to take the greater of the two, enter both flat amounts and
deduction percents.

) New Window (2)Help [ Customize Page
amishment SpecData4 D]

J Lsutieaith

Deduction Percent
To Company: To Company:
To Payee: To Payee:
Save | [JF Returnto Search | |[=7] Notify | [ Upeetenispiy | [ ] include History | |[7# Correct History |
SpecData 1| SpecData 2| SpecData3| SpecData 4| SpecData 5| SpecData | Spec
<[ 1 | I3
. Local intranet | Protected Mode: Off 45 v ®|10% ~

Company Flat Amount field. Enter "5.00".

To record Processing Fees Defaults, enter the desired information into the To
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Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

= SpecData1 || SpecData2 |

SpecDala 3

) New Window (2)Help [ Customize Page
mishment SpecData4 D]

Person ID: SRRLET Y
Company: 001  LSUHSC-New Orleans

Garnishments

Garnishment ID:

€S001  Child Support

*Deduction Calculation Routine: % DE + Amount -
Flat Amount: 50.00

Disposable Earnings Percent:
Frequency: Monthly

To compare a flat amount with a percentage of the deduction and to take the greater of the two, enter both flat amounts and
deduction percents.

Deduction Percent
To Company: 5.00 To Company:
To Payee: To Payee:
Save | [F Returnto Search | |[=7] Notify | [ Upeetenispiy | [ ] include History | |[7# Correct History |
SpecData 1| SpecData 2| SpecData3| SpecData 4| SpecData 5| SpecData | Spec
<[ I ]
. Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action
34.

C.Iick the Show following tabs button to display additional tabs.

ORACLE"

Favorites

Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Garnishment Spec Data 4

&0 New Window (2) Help [ Customize Page hitp
SpecData 5 SpecDatas [ Gamishment SpecData? |
John Do, P —
Company: 001 LSUHSC-New Orleans

Garnishments

Find First K 1011 0 Last
GarnishmentD:  CS001  Child Support

=
*Deduction Calculation Routine:

% DE + Amount

Disposable Earnings Percent:

—

Flat Amount: $50.00,
*Frequency: Manthly -

To compare 3 flat amount with a percentage ofthe deduction and to take the greater ofthe two, enter both flat amounts and
deduction percents.

Deduction Percent
To Company: 5.00 To Company:
To Payee: To Payee:

[l save | [ Returnto Search | [ Notity |

[ Upeeienispy | | ] include History | |[7# Correct History |

Gamishment Spec Data 1| Garnishment Spec Data 2 | Gamishment Spec Data 3| Gamnishment Spec Data 4 | Gamnishment Spec Data 5 | Garnishment Spec Data 6 | Gamishment Spec

<1

.
javascript: submitAction_wind(document.wing, #ICPanel6’);

| »
. Local intranet | Protected Mode: Off 45 v ®|100% ~

Step Action
35.

Click the Garnishment Spec Data 6 tab.
|" Garnishment Spec Data & |

Page 61



Training Guide
Payroll Training Guide LSUNO V9.1

J Lsutieaith

Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

@ SpecDatad |

SpecData 5 m

M s Ee Ll Gamishment SpecData7 |

0 New Window (2)Help [ Customize Page

John Doe Person ID:

b it

Company: 001 LSUHSC-New Orleans

Garnishments

Find | View Al First &I 10 1
Garnishment ID: CS001  Child Support EFT - Child Support

Assignments Find | View Al First Kl 4074

“Law Source: [
“Rule ID: @
DE Definition ID:

Exemption Percent 1: Exemption Percent 2:
Exemption Percent 4

Exemption Hours 2:

Exemption Percent 3:

Exemption Hours 1:

Exemption Amount 1: Exemption Amount 2:
Exemption Amount 3:
Dependent/Exemption Count: Allowance Count:

Minimum Exemption: Maximum Exemption:

*Amount Freguency: Wonthly -

Deductions Allowed in DE Calculation

Plan Type Benefit Plan Deduction Code Deduction Class Limit Amount

A | X Ml \

Limit Percent

=

Save | [oh Returnto Search | |[=] Notity |

Updsate/Bisplay,| \ﬁ Incluge History | |["» Correct History |
SpecData 1| SpecDataZ| SpecData3| SpecDatad| SpecData5| SpecData6 | Spe
< 1 | 3
Dene . Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

36. Click the Look up Law Source button.

ORACLE’

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Look Up

Look Up Law Source

Look up Law Source (Alt+5)

State: begins with = |

Description: hegins with = |

Look Up Ganeel | Basic Lookup

Search Results
iew 100 Firsd

o

Arkansas
Ametican Samoa
AlNiZONE

California
Calorada
Caonnecticut
District of Columbia

BERREEEREEE |§

€ Local intranet | Protected Mode: Off

| AddtoFavortes | Sign out

-
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Step Action

37. Only two (2) options are available Law Source: $U and LA.

Click the LA - Louisiana link.
|ﬁ {blank) |

ORACLE’

Home | Add to Favorites Sign out
Favorites = Main Menu > Payrol for North America > Employee Pay Data USA > Deductions > Create Garnishments

Enewwingow DHeip [ customize Page FEnmp |
({] | Gamishment SpecData4 || Garnishment Spec Data 5 (EEEINETENEEEETN - Gamishment Spec Data 7

Person ID: 17 ititd

001 LSUHSC-New Orleans

Garnishments

an_First K1 10r 4 O Last

GarnishmentID:  CS001  Child Support EFT- Child Support H1=]
Assignments ol Frst Kl 101 I Last
“Law Source: s @, Louisiana =
“Rule ID: A

DE Definition 1D:

Exemption Parameters

Exemption Percent 1: ] Exemption Percent 2: ]
Exemption Percent 3: ] Exemption Percent 4: ] |
Exemption Hours 1: ] Exemption Hours 2: ] 1
Exemption Amount 1: ] Exemption Amount 2: ]
Exemption Amount 3: ]
Dependent/Exemption Count: ] Alloviance Count: ]
Minimum Exemption: ] Maximum Exemption: ]
*Amount Frequency: Wontnly -
Deductions Allowed in DE Calculation Customize | Fing
Plan Type Benefit Plan Deduction Code Deduction Class Limit Amount Limit Percent
- @ | a, Rl [ =

|5 save  [at Retumto Search | =] Noify |

|2 Updaieibissiy | [k include History | |E32 Comrect History |
SpecData 1] Spec Data 2| Gami: SpecData 3|

Spec Data 4| Garni SpecData5| SpecData 6| Spe

] »
€ Local intranet | Protected Mode: OFf 44 v ®100% -

il

Step Action

38. Click the Look up Rule ID button.
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ORACLE"

| AddtoFavorites | Sign out
Favorites  Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Gamishments

Look Up

Look Up Rule ID

Garnish Law Source: LA
Garnish Rule 1D: begins with |
Description: begins with ~ |

LookUp | Glear | Gancel BasicLogkup

Search Results

iew 100

Gan

GENERAL General Exemption
LEVY State TaxLew

WO EXEMPT Mo Exemption
SPOUSE Spausal Support
STUDEMT  Delinguent student loan
STUDEMT2  Delinguent student loan
SUPPORT  Child Suppon

. Local intranet | Protected Mode: Off 45~ ®100%

Step Action

39. Click the SUPPORT link.

Favorites - Main Menu > Payroll for North America > Employee Pay Data USA > Deductions » Create Garnishments

Enew window (2 Help [ Customize Page
| Gamishment SpecData7

@ SpecDatad | SpecData5

......... Person ID: 1o
Company: 001 LSUHSC-New Orleans

Garnishments

Find | View Al First 10f1
GarnishmentID:  CS001  Child Support
Assignments Find | View Al First &I 10 1
“Law Source: LA @, Louisiana
“Rule ID: SUPPORT @, child Support
DE Definition 1D: LIF/HLTHR Life/Health/Retire not DE
Exemption Percent 1: ] Exemption Percent 2: ]
Exemption Percent 3: ] Exemption Percent 4: ] |
Exemption Hours 1: ] Exemption Hours 2: ] 1
Exemption Amount 1: ] Exemption Amount 2: ]
Exemption Amount 3: ]
Dependent/Exemption Count: ] Alloviance Count: [
Minimum Exemption: ’7 Maximum Exemption: ’7
“Amount Frequency: Monthy -
Deductions Allowed in DE Calcula Frst K1 1011
Plan Type Benefit Plan Deduction Code Deduction Class Limit Amount Limit Percent
-1l Q| a - [ =l
[5) save [ Retum o Search | =] Notity | [ vpsatermisglay | [ 1) include istory | |E2 Correct History |
SpecData 1] Spec Data 2| Gami SpecData3 | Spec Data 4 | Gami SpecData5 | SpecData 6| Spe
<[ I ] 3
€ Local intranet | Protected Mode: Off 44 v ®100% v
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Step Action

40. Click the_ Save button.

ORACLE’

Favorites - Main Menu > Payrol for America > Employee

ns > Create Gamishments

Message
‘Warming — Updates to the address on the Gamishment Spec Data 2 page wil
notbe sentto Accounts Payable. (2000,548)

Address changes entered through the Edit Address subpage on Gamishment

Spec Data 2 will not be sentto Assounts Payable system. The payment will be
sentto the Remittance Address spesified on the Gamishment Payee Table.

Ok Cancel

€ Local intranet | Protected Mode: OFf 5 v ®100% ~

Step Action
41. Click the OK button.
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Home | AddtoFavorites |  Sign out
avorites  Main Menu > Payrol for North America > Employee Pay Data USA > Deductions » (Create Gamishments
0 New Window (2) Help [ Customize Page [
@ [ SpecDatad || SpecData5 | T s E el Gamishment SpecData7 |
John Doe Person ID: ot

Company: 001 LSUHSC-New Orleans

Gamishments an_First Kl 1074 O Last
GarnishmentID:  CS001  Child Support EFT - Child Support
Assignments v i First K 101 O Last
“Law Source: LA @, Louisiana =
*Rule ID: SUPPORT @,  child Support

DE Definition 1D: LIFHLTHIR Life/Health/Retire not DE

Exemption Parameters

Exemption Percent 1: Exemption Percent 2:
Exemption Percent 3: Exemption Percent 4: L
Exemption Hours 1: Exemption Hours 2: 1
Exemption Amount 1: Exemption Amount 2:
Exemption Amount 3:
Dependent/Exemption Count: Allowance Count:
Minimum Exemption: Maximum Exemption:
“Amount Frequency: Monthly -
Plan Type Benefit Plan Deduction Code Deduction Class Limit Amount Limit Percent
hall @ | @ 0 [ =
i tumap e Dot 4§ oo ienns o b Y d
Save | [of Reurnto Search | [ Notity | |3 UpssieDispiay | [ 2] Include History | [ Correct History |
SpecData 1] SpecData2| SpecData 3| Spec Data 4 | Gami SpecData 5| SpecData s | Spe
[ M ] »
. Local intranet | Protected Mode: Off v ®100% ~

Step Action
42.

This completes the topic on Record a Garnishment.
End of Procedure.
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Payroll Processing

View Paycheck Data

Procedure

In this topic you will learn how to View Paycheck Data of an Employee.

ORACLE"

AddtoFavories | Sgnout

Favgrites Main Henu

Personalize Content | Layout @rew

€& Local intranet | Protected Mode: Off fa v R10% v

Step Action

1. Click the Main Menu button.

AddtoFaveries | Sgnout

] @rep

3 Seff Service 3
(3 Manager Seff Senvice »
3 Workforce Administration 3
3 Benefits

& compensation

3 Time and Labor »
3 Payroll for North America 3
3 Payrol Interface

3 Warkforce Development.

3 Organizational Development: »

€3 PeopleTools ’
(3 LSUHSC Processes
[5] My Personalzations

€ Local intranet | Protected Mode: OFf Fh v ®m10% v
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Step

Action

2.

Point to the Payroll for North America menu.

RACLE
Favoiites  Main enu

Personalize S€arch Menu:

Seff Service

Manager Seff Service
Workforce Administration
Benefits

Compensation

Time and Labor

Payrol for North America
Payrol Interface
Workforce Development
Organizational Developme
Enterprise Leaming
Workforce Monttoring
Set Up HRMS

Reporting Tools
PeopleTools

LSUHSC Processes

My Personalzations

(e e vhnd ) el nyny ey ryry el ey vy

pcporoooo

DTS

Employee Pay Data USA
Payrol Processing USA
Retroactive Payroll

Payrol Distribution

Pay Period Tax Reports USA
Periodic Payroll Events USA
U.5. Quarterly Processing
U.5. Annual Processing

»

Add to Favortes

Sign out

@Help

htps//

LIE_PTPP_SC.HOMEPAGE FieldFormula JScript_AppHPpt frame=HC_

@ Local intranet | Protected Mode: Off

2y

T

&

100%

Action

3. Point to the Payroll Processing USA menu.

LE
Addto Favortes gn out
Favgites  Mai Menu
Personalize S€arch Monu: @ e
I ]
3 sef Senvice >
€3 Manager Sef Senvice ’
€3 Workforce Adminitration >
€3 Benefits >
3 Compensation >
€3 Time and Labor 3
€3 Payrol for North America
2 payrol Interace g Emp\n“vee Pay Dats USA »
: ) Payrol Processing USA
& Wordorce Development | - C ol (3 Create and Load Paysheets ’
(3 Organizational Developme
2 Payrol Distribution 3 Update Paysheets 4
g g | 1 Pay perig Tax Repors U £ Produce ayrol >
Voridoree MONROMS (1 periodic payrol Events U ) Review Processng Messages v
£ setup HRMS £ U.S. Quarterly Processng £1 Produce Checks ’
€3 Reporting Tools £ U.s, Annual Processng | £ Create Direct Deposts »
€3 PeopleTools 3 Pay period Reports >
(3 LSUHSC Processes , €3 Create Onine Checks »
[E] My Personaizations (3 Create Final Checks »
[E] Reverse/Adiust Paychecks
Inttps:/ suhsc LIB_PTPP_SC.HOMEPAGE FieldFormula.Script_ AppHPTpt_fame=HC_ S Local intranct | Protected Mode: Off fa - ®10% -
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ACLE

Add to Favortes

Favortes - Man Menu
Personalize SearchMenw: ®
€2 seffservice »
(3 Manager Sef Senvice 4
€2 Workforce Administration »
€2 Benefts »
€2 compensation »
€3 Time and Labor 3
€32 Payrol for North America
& payrol Interface €3 Employee Pay Data USA >
& s vt 3 TSIy i »
£ organzatonsl Developme % T T 1 Update Paysheets )
£ Enterpis Leamng (3 Pay Period Tax Reports U (2 Produce Payrol
3 Workforce Monitoring (3 Periodic Payroll Events U 1 Review Processing Messat [5 Precalculation Audit Report
(3 Set Up HRHS 1 Us, Quartery processng £ Produce Checks Galcuate Payrol
2 Reporting Tooks £ U.s. Annusl rocessng | £ Create Direct Deposts Preconfim Audt Report
3 PeopleTools 3 Pay Period Reports Confirm Payroll
2 LSUHSC Processes » (3 Create Onine Checks Unconfirm Payroll
[E] my Personalzations €2 Create Final Checks Employees Not Processed Report

Review Paycheck
Review Seff Service Paycheck
Review Paycheck Summary
Review Actuals Distribution
Review FLSA Pay Data
Distribute Payrol Data for AP
Review Payroll Distribution
Reverse Time and Labor

[] Reverse/Adiust Paycheck.

O 0D ) D D ) ) ) D

ps/) suhsc. LIB_PTPP_SC.HOMEPAGE FieldFormuladScript AppHP7pt fname=HC_ G Local intranet | Protected Mode; Off - ®10% -

«
a

Step Action

5. Click the Review Paycheck menu.

ACLE

Favgrites  Main plenu > Payrol for North America > Payrol Progessing USA > Produce Payroll > Review Paycheck

Hom

Add to Favortes | Sign out

Enewvingow @Drelp Bty

Review Paycheck

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

Find an Existing Value

Maximum number of rows to return (up to 200): [300 |

Company: begnswith <[ [,
Pay Group: beginswith <[ [,
PayPeriod Enabate: =~ | |3,
Off Cycle ? [&]

Page lbr: s — Y
Line Nbr: .
SeparateChecktor = = [ |
PaycheckNumber: = - [ |
Empi D: begnswith <[ |
Name: begnswith - |

[ case sensitive
Search..|( Clear | pasic search & Save Search Criteria
Done €& Localintranet | Protected Mode: Off fa v ®100% -

Step Action

6. Enter the desired information into the Empl 1D field. Enter "0000000".
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RACLE

Favorites  Main Penu > Payrol for North America

Add to Favortes ign out

Review Paycheck

Payrol Progessing USA > Produce Payroll
0 NewWindow @Help [ ntip

Review Paycheck

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

Find an Existing Value

Maxmum numberofows o retur (o 300y 500
Company: Tbegmswith ~[ &,
oy Grou: oo
PayPeriod EndDate: =~ | [&
offcycle ? B

Page Nor: = - e

Line Nbr:

Separate Check Nbr:

Paycheck Number:
Empl ID: begins with ~ [0124497]
Name: begins with ~

[ case Sensitive

Search Clear |BasicSearch [ Save Search Criteria

Done

N

€& Local intranet | Protected Mode: Off

«

A v R1N0% v

Step Action

7. Click the Search button.
Search

RACLE

Favgites - Main plenu > Payrol for North America > Payrol Progessing USA > Produce Payroll > Review Paycheck

Add to Favories ign out

Enewvinaow @relp Elntp =

Review Paycheck

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

Find an Existing Value

Maximum number of rows to return (up to 300): 300

Company: egnswith <[ [,
Pay Group: beginswith <[ [,
PaypeodtnaDate: = - [ @
Off Cycle ? a

Page Nor: A&
Line Nbr: D

Separate Check Nbr:

Paycheck Number:
Empi D: begins with ~ [11 8k
Name: beginswith v [ |
[ case sensitive
Search || Clear | Basic Search (&' Save Search Criteria

Search Results

iew Al First [4] 1esars5 [3] Last

Company Pay Group Pay Period End Date Off Cysle ? Page Hor Line or Separate Check lbr Form Ideniification Paycheck llumber EmplID Name

Q01 INBN 1013012008 ¥ 4 [} o &

001 NBN (110272008 N A [ DNGHEGK 3 ;

001 NBN 11142008 Y 2 5 [ INCHECK it - ;

201 BN 111612008 N ) [ NADVIC ;

001 BN 112012008 N ) [ DNADVIC r |

201 BN 12142008 N ) [ NADVIC ;

001 BN (121282008 N ) o NADVIC r "

o0t BN (011172000 N o) o NADVIC "

001 NBN 01252000 N T [ NADVIC . asth’ " J
€ Local intranet | Protected Mode: OFf 3 v ®100% -

Step Action

8. Click the Pay Period End Date column header to sort the Pay Period End Date in
descending order. Descending order displays the most recent Paychecks.
Pa
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ACLE

Favorites  Main Plenu > Payrol for North America

Payrol Processing USA

Produce Payrol

Review Paycheck

Review Paycheck

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

Find an Existing Value

Maximum number of rows to return (up to 300): [300

Company: begnswith ~[ &
Pay Group: begnswith <[ |,
PayPeriod EndDate: =~

offcycle ?

Page Nbr: - .

Line Nbr: - .

Separate Check Nbr:

Paycheck Number:
Empl ID: begins with
Name: begins with

ase Sensitive
|- Search || Clear |Basicsearch [ Save Search Gitteria

Search Results
Wiew All

N N B2 5 ) DUl g
001 NBN 12112011 N B2 5 [ nADVIC 3
001 NBN 112712011 N B2 5 [ nNADVIC Lt
001 NBN 144312011 N 82 5 [ NADVIC

001 NBN 10302011 N 83 5 0 NADVIC i
001 NBN  [1046/2011 N 83 5 [ NADVIC

001 NBN 100212011 N 83 5 0 NADVIC Fe
001 NBN 091812011 N 82 5 [ NADVIC

001 NBN (0900412011 N 82 5 [ NADVIC

First @] +850fes [3] Last
Company Pay Group Pay Period End Date Off Cycle 2 Paqe Hor Line llbr Separate Check ibr Form Identification Paycheck lumber Empl 1D Name
BN 12252011 5 nADVIC o

Training Guide
Payroll Training Guide LSUNO V9.1

Hom: Add to Favortes ign out

D NewWindow @Help Entp

i

€ Local intranet | Protected Mode: Off | Rl -

Step

Action

review 11/27/2011 link.
1142712011

Click the Pay Period End Date of the check you would like to

Favorites  Main plenu > Payrol for North America > Payrol Progessing USA > Producg Payroll > Review Paycheck

Empl ID: Name:

Paycheck Deductions

Company: 001  PayGroup: NEN PayPeriodEnd: 11272011 Page: 82  Line: 5  Separate Check:
Paycheck Information Paycheck Total
Paycheck Status:  Confirmed Paycheck Option:  Advice Eamings: 1,069.22
Taxes: 13674
Issue Date: 1200212011 Paycheck Number: Deductions a3
[Joff cycle [ Reprint [“Adjustment  []Corrected [T cashed Net Pay: 719.12
Begin Date: 11142011 EndDate: 112012011 AddiLine Nbr: 2 Reason: Mot Specified

EmplRecord: 0 BenefitRecord: 0 Additional Data

[ satariea  Fhory Jovertime
Hours: 000 Hours: 000 Hours: 000
Rate: 13365196 Rate: 0000000 Rate: 0000000
Eamings:  0.00 Eamings:  0.00 Eamings: 0.0
Rate Code: Rate Code:
RateUsed:  HourlyRate Shift: A Shit Rate:
State: LA Locality:

Other Eamings

Other Earnings Detalk | e L E)

Custonize | Find | View 41 | BT

Code  Description Rate Used Hours Rate Amount  Source
LAN  LEAVE - ANNUAL BW WAGE |Hourly Rate 050 13385198 6568
RGB  REGULAR BIWEEKLY WAGE Hourly Rate 39.50 13385196 527.93

+ Special Accumulators

Customize | Find |

Code  Description Hours Earnings Empl Record

403 4038 80.00 1,089.22 0

| AddtoFavortes | Signout

Enewwindow @Help [ CustomizePage Entp |

i

Dane

G Local intranet | Protected Mode: OFf Fh v ®m10% v

Step

Action

10.

Details 2 tab to view other earnings.

Paycheck Earnings for the selected employee displays. Click the Other Earnings
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ORACLE"

| asato Favortes | Sanout

Favgrtes | MainMenu > Payrol for North America > Payrol Processing USA > Producg Payroll > Review Paycheck
E0NewWindow D Help [ CustomizePage [Entp 4|
Paycheck Eamil | PaycheckTaxes | Paycheck Deductions |
Empl ID: Name:
Company: 001  PayGroup: NEN PayPeriodEnd: 11272011 Page: 82  Lime: 5  Separate Check:

Paycheck Information Paycheck Totals

Paycheck Status:  Confirmed Paycheck Option: ~ Advice 1069.22

Issue Date: 1210212011 Paycheck Number: 1287661 ;32 Z:

Clowcyele  [lreprnt [ Jadustment [ Icomectes [ Cashed | | yetpay: ot

[~ Eanings 102 0 Last
Begin Date: 11142011 EndDate:  11/2012011 AddiLine Nbr: 2 Reasom: Not Specified

EmplRecord: 0 BenefitRecord: 0 Additional Data

Hours: 000 Hours: 000 Hours: 000
Rate: 13385196 Rate: 0000000 Rate: 0000000
Eamings:  0.00 Eamings:  0.00 Eamings: 0.0
Rate Code: Rate Code:
RateUsed:  HourlyRate shift: A Shift Rate:
State: LA Locality:

Other Eamings
Eamings D

als 1

Other Eanings Detais 2

Code  Description Rate Used Hours Rate Amount  Source
LAN | LEAVE - ANNUAL BW WAGE |Hourly Rate 050 13385198 6568
RGE  REGULAR BIWEEKLY WAGE Hourly Rate 39.50 13365198 527.93

~ Special Accumulators Customize | Find |/

Earnings Empl Record

403 4038 80.00 1,089.22 0

Done € Local intranet | Protected Mode: OFf fa v R10% v

Step Action

11. Click the Paycheck Taxes tab.

' Paycheck Taxes

RACLE

Add to

ign out
Favorites  Main Menu > Payrol for North America > Payrol Progessing USA > Producg Payroll > Review Paycheck

[ Paycheck Eamings | [T S  Paycheck Deductions |

Empl ID: Nam
Company: 001  PayGroup: NBN PayPeriodEnd: 112712011 Page: 82

ENewWindow (DHelp [ Customize Page B ntp

Paycheck Information

Paycheck Status:  Confirmed Paycheck Option:  Advice
Issue Date: 12i02/2011 Paycheck Number: 1267661
o cycle [ Reprint [“adjustment  [Icorrected [ cashed

0

[+ Taxes 15015 0

| Eind | Vie First

B | TexDetais2 | TaxTps |

TaxEntity State  Resident Locality Locality Name Tax Class Taxable Gross Tax Amount
US Federal MEDIEE 94140 13,65/
US Federal MedER 941.40 12,65,
US Federal Withholdng 85586 99.92.
state LA Unempl ER

Withholdng

State  Country  TaxRate Tax Amount Income Type

0.000000 000

& Retum to Searcn | 1] Previous i List | (4[] Mexti Lt | =] oty |

P | Paycheck Taxes | Paycheck Deduction:

G Local intranet | Protected Mode: OFf 3 v R10% -~

Step Action

12. Click the Paycheck Deductions tab.

" Paycheck Deductions

Page 72



Training Guide

0 LSUHealth Payroll Training Guide LSUNO V9.1

ACLE'

Favorites  Main Penu > Payrol for North America

Hom: Add to Favorts ign out

Review Paycheck

Payrol Processing USA

Produce Payrol

E0NewWindow (D Help [ Customize Page [ htip

Paycheck Eamings | Paychecl check Deducior
Empl ID: Name:
Company: 001  PayGroup: NBN PayPeriodEnd:  11/27/2011 Page: 2  Line: 5  Separate Check:

Paycheck Information Paycheck Totals

Paycheck Status:  Confirmed Paycheck Option:  Advice 106022

13674
Issue Date: 1200202011 Paycheck Number: 1287661 2136
Clocyele  [lReprnt [ Jadustment [ Icomected [ cashea o1z

+ Deductions
[ eduction Detais 1

Deduction D

Deduction Detai 3

Deduction Code  Description Class Amount Calculated Base
HLTP6O HIMO BCBS-LA BTAX Before-Tax 105.24.
HLTPGO HIO BCBS-LABTAX Nontaxable 25152
LIFPO1 GROUP SUPP LIFE BFTAX Before-Tax 10.50 42,000.00
LIFPO1 GROUP SUPP LIFE BFTAX Nontaxable 10.50 42,000.00
RET020 LASERS ACT 75 Before-Tax 85.54. 1,089.22°
RET020 LASERS ACT 75 Nontaxable 27372 1,089.22°
GEN023 LSUNO-PARKING BTAX Before-Tax 12.08

+ Net Pay Distribution Customize | Find | K
CheckiAdvice Number  Account Type Bank 1D Account Humber Amount
1287661 Checking 065404560 1287661 719.12

G Return to Search | =] PreviousinList | [y] NextinList| (] Notify |

Paycheck Eamings | Paycheck Taxes | Paycheck Deductions

Done € Local intranet | Protected Mode: Off 3 v R10% v

Step Action

13. Click the Return to Search button.
'@* Return to Search |

ACLE'

Favgrtes - Main plenu > Payrol for North America > Payrol Progessing USA > Produce Payroll > Review Paycheck

Ho Add to Favories

g0 out
B newwindow DHep Entp =
Review Paycheck

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

Find an Existing Value

Maximum number of rows to return (up to 300): 300

m

Company: T —"Y
Pay Groun: o T —Y
PayPeriod EndDate: = = [1272011 |9,
Off Cycle ?

Page Nbr: = -

Line Nbr: -

Separate Check Nbr: =

Paycheck Number:
EmpliD: begins with ~
Nam begins with ~

Case Sensitive

| Search || Clear |pasic Search

P Save Search Ciiteria

Search Results
iewAl First [ 1s5ores [3] Last

Company Pay Group Pay Period End Date Off Cycle 7 Page Hor Line Nor Separate Check Nbr Form Identification Paycheck Number Empl D Name
NBN 121252011 N 82 5 0 NADVIC : §

NBN 12112011 N 82 5 [] DVIC "
NBN 11272011 N 82 £ [ NADVIC E
BN 111312011 N 82 B [ NADVIC o
BN 103012011 N 83 £ [ NADVIC E
BN 10/16/2011 N 83 B [ NADVIC o
BN (1000212011 N B3 5 ] NADVIC I
BN 0971812011 N B2 5 o NADVIC 3
BN (09/0412011 N 82 5 0 NADVIC 7

€& Local intranet | Protected Mode: OFf fa v ®100% -

Step Action

14. This completes the topic on View Paycheck Data.
End of Procedure.
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View Payroll Error Messages

Procedure

In this topic you will learn now to access and review payroll error messages.

Favarites - Main Menu

Personalize Content | Layout

€ Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

1. Click the Main Menu button.

Main Menu
.
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ACLE

Favorites - Main Menu

Personalize

3 Self Service

(3 Manager Self Service
3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

&3 workforce Development
o=}

=]

=]

=]

=]

o=}

&

El

Enterprise Learning
Workforce Monitoring
Set Up HRMS
Reporting Tools
peopleTools

LSUHSC Processes
My Personalzations

Organizational Development

Search Menu:

v v v v v e v ey ov e v ow -

J Lsutieaith

Add to Favorites ign out

(@ Help

€ Local intranet | Protected Mode: Off 45 v ®|10% ~

Action

2. Point to the Payroll for North America menu.

— Home | AddtoFavortes ign out

Favorites - Main Menu
Personalie SearchMenw: ® (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g Ejszﬁg;gj;'n””” :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -

Step Action

3. Point to the Payroll Processing USA menu.
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RACLE
Hom Add to Favories
FEVOJNE : ME\H_MENJ
Personalize S€arch Menu: ® (@ Help
£ Seff Service 4
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 payroll for North America
3 Payrol Interface 3 Employee Pay Data USA >
& Workforce Development g EZ:!:{,::ES;:?)W o (3 Create and Load Paysheets »
3 Organizational Developme £ Payrol Distrbution 3 Update Paysheets N
& Enterprise Leaming £3 Pay Period Tex Reports U 1 Produce Payrol v
8 Workforce Monkoring | b payrall Events US £ Review Processing Messages »
&1 set Up HRMS 3 U.S. Quarterly Processing [ Produce Checks 4
£ Reporting Tools 3 U.S. Annual Processing | ) Create Direct Depostts g
3 PeopleToals 3 Pay Period Reports L4
3 LSUHSC Processes 4 3 Create Online Checks 3
[E] My Personalizations 1 Create Final Checks 3
[5] Reverse/Adiust Paychecks
Done € Local intranet | Protected Mode: Off 45 v ®100% -
Step Action
4. Point to the Review Processing Messages menu.
RACLE
Hom Add to Favories
ME\H_MENJ
Personalize S€arch Menu: ® (@ Help
£ Seff Service 4
3 manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor 4
3 payroll for North America
3 Payrol Interface 3 Employee Pay Data USA >
£ Workforce Development g EZ:!:{,::ES;:?)W SA 3 Create and Load Paysheets 3
3 Organizational Developme £ Payrol Distrbution 3 Update Paysheets N
& Enterprise Leaming £3 Pay Period Tex Reports U (1 Produce Payrol :
3 Workforce Monitorng | o gic payrol Events U C1 Review Processing Messar
3 SetUp HRMS 3 U.S. Quarterly Processing £ Produce Chacks [5] Review Payroll Error Messages
3 Reporting Tools ) U5, Annual Processig | [ Create Direct Deposts || Payrol Error Message Report
3 PeopleTools 3 Pay Period Reports v
3 LSUHSC Processes 4 3 Create Online Checks 3
[E] My Personalizations 1 Create Final Checks 3
[5] Reverse/Adjust Paychecks
hitps://psOhercb2.lsuhsc.edu/psp) OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off v B100% -
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Step Action

5. Click the Review Payroll Error Messages menu.
| |=] Review Payroll Error Messages |

ORACLE’

Home | AddtoFavortes | Signout
Favorites  Main Menu > Payrol for North America > Payroll Processing USA > Review Pracessing Messages > Review Payroll Error Messages

Enewwindow (DHep E nap

Review Payroll Error Messages

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

Find an Existing Value

Maximum number of rows o return (up to 300). 300
Company: begins with ~ |

Pay Group: begins with = |
Pay Period End Date:
Off Cycle 7 =
Page Nbr:
Line Nbr:
Pay Run ID:

pEp

egins with ~

@

wle nln

Process Instance: -

Search Clear|pasic Search B Save Searcn Criteria

4 m ] 3

Done

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

6. Click the Look up Company button.
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ORACLE"

| AddtoFavorites | Sign out
Favortes  Main Menu > Payrol for North America > Payroll Processing USA > Review Processing Messages > Review Payrol Error Messages

Look Up

Look Up Company

Company:  begins with = |

Description: kegins with = |

| Lookup | clear | caneel pasic Lookup

Search Results
iew 100 First [4] 1-4efa [3] Last

LEUHSC-Mew Orleans
LEUHSC-Shreveport
LEUHSC-Hospitals
PeopleSoft- Student Refunds

€ Local intranet | Protected Mode: Off 45~ ®100%

Step Action

7. Click the LSUHSC-New Orleans link.
[LSUHSC-New Orleans]

Favorites - Main Menu > Payroll for North America > Payroll Processing USA > Review Processing Messages > Review Payroll Error Messages

0 New Window (ZHelp [ hitp

Review Payroll Error Messages

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

Find an Ex alue

Maximum number of rows to return (up to 300): | 300
Company: begins with = pot

Pay Group: begins with = |
Pay Period End Date: -
Off Cycle 7
Page Nbr:
Line Nbr:

BER

Pay Run ID: begins with ~

@,

[
Ml
[
Process Instance: = -

| Search || Clear |Basic Search [ Save Search Criteria

€ Local intranet | Protected Mode: Off 4 v ®100% -
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J Lsutieaith

Step Action

8. Click the Search button.

Home | Addto Favortes Sign out

0 New Window (ZIHelp Entp =

n

] 3

cLe
Favorites - Main Menu > Payroll for North America > Payroll Processing USA > Review Processing Messages > Review Payroll Error Messages
Review Payroll Error Messages
Enter any infarmation you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Waximum number of rows to return (up to 300): [300
Company: begins with = (001 @,
Pay Group: begins with ~ | @
Pay Period End Date: = - @,
Off Cycle 2 ]
Page Nbr: = -
Line Nbr: = -
Pay Run ID: begins with = | @,
Process Instance: = -
Search Clear |Basic Search [ Save Search Criteria
Search Results
View All First [§] 1-100 of 107 [3] Last
Company Pay Group Pay Period End Date Off Cycle ? Page Nbr Line NbrPay Run 1D Process Instance
001 GR1 12/02/2005 (blank) |0 0 5F4 423041
001 GR1 05/30/2006 (blank) |0 0 5K8 609483
001 GR1 08/25/2006 (blank) |0 0 685 512364
001 GR1 10/03/2008 (blank) |0 0 804 791040
001 GR1 10/21/2008 (blank) |0 0 809 793691
001 GR1 05/06/2009 (blank) |0 0 SPCOP 857800
001 GR1 0319/2010 i3 6 2 10C5 968333
001 GR1 09/03/2010 (blank) |0 0 1014 1082335
001 GR1 10/20/2010 (blank) |0 0 1008 1118922
001 GR1 12/22/2010 (blank) |0 0 10LELY 1157984
nTw RAC 07HDZ008 v fil il acd AADAZA
£l m
€ Local intranet | Protected Mode: OFf 3 v H100% -

P

Action

9. Click the Pay Period End Date column header to sort the Pay Period End Date in
descending order to retrieve current payroll information.

Pay Pe

od End Date
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RACLE

Home
Favorites  Main Menu > Payrol for North America > Payroll Processing USA > Review Processing Messages > Review Payrol Error Messages

& New Window (2)Help

o Favor

Review Payroll Error Messages

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

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Company: begins with ~ 001 @
Pay Group: begins with = | @,
Pay Period End Date: = - @,
off Cycle ?

Page Nbr: = -

Line Hbr: = -

Pay Run ID: begins with ~ | @
Process Instance: = -

| Search

Clear  |Basic Search

ave Search Criteria

Search Results.

\iew All First [4] 1-1000t107 ] Last

Company Pay Group Pay Period End Date Off Cycle ?Page Nbr Line Nbr/Pay Run D Process Instance

001 NBE 011082012 N 0 0 12A1TEST 1214452

001  NMS  [10/20/2011 (blank) |0 0] 118 1353492

001 NMS  [12122/2010 (blank) |0 0] 10L6Lv 1157984

001 NBT 1212212010 (blank) |0 0] 10L5Lv 1157984

001 INBC  [12122/2010 (olank) |0 o 10L5Lv 1157984

001 NBE 1202212010 (olank) |0 o 10L5Lv 1157984

001 NBX 1212212010 (olank) |0 o 10L5Lv 1157984

001 INMG  [12122/2010 (olank) |0 o 10L5Lv 1157984

001 NBS 1212212010 (olank) |0 o 10L5Lv 1157984

001 GR1 1202212010 (olank) |0 o 10L5Lv 1157984

nni NEY 111212010 [hlanky n n ANK4. 413N7AN T

4| m ] 3
. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

10. Select a pay period from the list.

Click the 01/08/2012 link.
0140842012

RACLE

Home
Favortes  Main Menu > Payrol for North America > Payroll Processing USA > Review Processing Messages > Review Payrol Error Messages

0 New Window (2)Help [ Customize Page

o Favor

Review Payroll Error Messages

Company: 001 Pay Group: NBE Pay Period End: 0110812012 [“loff Cycle
Page: Line: Process Instance: 1214452
Empl ID: EmplRecord: 0
i First K1 g 0r1 O Lost
Separate Check:
Wessage ID: 005019
Description: The employee shown below had an Employment Status change prier to the Pay Period End Date,
which prevents some payable time from being paid to the employee. The time will remain
unprocessed with a payable status of Rejected By Payroll. Create a paysheetto loadtime to be
paid; otherwise, Adjust Paid Time to close rejected time that should never be paid. This error was
generated by the Time and Labor Load Process (PSPLDTL2).
Maszana Nata: | inad IEmnlid) | ina 2 (Emnl Redl | ina 2 (Fariast Nata af | innrarassad Pavahla s
Message Data: 0076464
000
2011-12-27

[E% Returnto Search | 1] Frevious it List | 4] NextinList | [ Motify |

Dene € Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action
11. Click the Next in List button to view the next error message.

| Mextin List

ORACLE’
Home | AddtoFavortes | Signout

Favorites - Main Menu > Payroll for North America > Payroll Processing USA > Review Processing Messages > Review Payroll Error Messages
Enew window (D Help [ Customize Page [ nitp

Review Payroll Error Messages

Company: 001 Pay Group: NWS  Pay Period End: 10/29/2011 Off Cycle
Page: Line: Process Instance: 1353492
Empl ID: EmplRecord: 0

Find | View All First B 4 of 4 I [ast

Separate Check:
Message ID: 000521

Deseription: PAYGLO2 Error-Default Position Funding has not been run for Company (e
Message Data:

|Gt Return to Search | (-] PreviousinList | |y-| NextinList =] Notify

@ Local intranet | Protected Mode: OFf 45 v ®100% -

Done

Step Action
12. Click the Return to Search button.
'_6\?“ Return to Sear-::h:
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RACLE

Hor Add to Favorites
Favorites  Main Menu > Payrol for North America > Payroll Processing USA > Review Pracessing Messages > Review Payroll Error Messages
B New Window (ZIHelp Elntp 4

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

Find an Existing Value 1
Maximum number of rows to retumn (up to 300). 300
Company: begins with ~ [0 @
Pay Group: begins with = [NMS @,
Pay Period End Date: = ~ | [10012011 @,
offCycle 7 a
Page Nbr: B - 0
Line Hbr: = - 0
Pay Run ID: begins with ~ | @
Process Instance: = -

Search Clear|pasic Search B Save Searcn Criteria
Search Results
View All First [4] 1100 ot 107 3] Last
Company Pay Group Pay Period End Date Off Cycle ? Page Nbr Line Nbr Pay Run ID  Process Instance
001 NBE 011082012 N 0 0 12A1TEST 1214452
001 NMS 1042012011 (blank) |0 0] 118 1353492
001 NMS 1212212010 (blank) |0 0] 10L6Lv 1157984
001 NET 1212212010 (blank) |0 0] 10L5Lv 1157984
001 NBC 1212212010 (olank) |0 o 10L5Lv 1157984
001 NBE 1202212010 (olank) |0 o 10L5Lv 1157984
001 NEX 1212212010 (olank) |0 o 10L5Lv 1157984
001 NMG  [12122/2010 (olank) |0 o 10L5Lv 1157984
001 NBS 1212212010 (olank) |0 o 10L5Lv 1157984
001 GR1 1202212010 (olank) |0 o 10L5Lv 1157984
nni NEY 111212010 [hlanky n n ANK4. 413N7AN T
4| m ] 3

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

13. This completes the topic on View Payroll Error Messages.
End of Procedure.
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Update Payroll Data on a Payline
Procedure

In this topic you will learn how to Update Payroll Data on a Payline.

Favarites - Main Menu

Personalize Content | Layout @ Help

€ Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

1. Click the Main Menu button.

Main Menu
.
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ACLE

Favorites - Main Menu

Personalize SearchMenw:

3 Self Service

(3 Manager Self Service
3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
3 Payroll Interface

&3 workforce Development
3 Organizational Development
(3 Enterprise Leaming

3 workforce Monitoring

3 Set Up HRMS
3 Reporting Tools
3 PeopleToals
3 LSUHSC Processes
(5 uy Personalzations

v v v v v e v ey ov e v ow -

J Lsutieaith

Add to Favorites ign out

(@ Help

Done € Local intranet | Protected Mode: Off 45 v ®|10% ~

Action

2. Point to the Payroll for North America menu.

— Home | AddtoFavortes ign out

Favorites - Main Menu
Personalie SearchMenw: ® (@ Help

3 Self Service r

(3 Manager Self Service »

3 workforce Administration 4

3 Benefits r

3 Compensation »

3 Time and Labor >

£3 Payrol for North America

3 Payroll Interface {3 Employee Pay Data USA »

3 workforce Development & paym‘lpr_nmssi"g s ’

£ Organizational Developme g Ejszﬁg;gj;'n””” :

£ Enterprse Leaming {3 Pay Period Tax Reports USA »

£ werkforce Honarng 3 Periodic Payrol Events USA 4

&3 SetUp HRMS 3 U.S. Quarterly Processing 4

£ Reporting Tools {3 U.5. Annual Pracessing ’

£3 PeopleTools

3 LSUHSC Processes 4

(5 My Personalzations
https://psOherch?.lsuhsc.edu/psp/hrtrn/EMPLOVEE/HRMS/s/WEBLIE_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 43 v ®100% -

Step Action

3. Point to the Payroll Processing USA menu.
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RACLE
Home Add to Favorites
Favorites : Man Menu
Personalige S€archMenu: ® (@ Help
3 Self Service 4
3 Manager Seff Servica 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor L2
3 Payroll for North America
1 Payrol Interface {3 Employee Pay Data USA »
3 Payrol Pracessing USA
& Workforce Development 3 Retroactive Payrol (3 Create and Load Paysheets 3
g Organizational Developme £ Payrol Distrbution 3 Update Paysheets N
Enterprise Learming £3 Pay Period Tex Reports U 1 Produce Payrol v
8 Workforce Monkoring | b payrall Events US £ Review Processing Messages »
&1 set Up HRMS 3 U.S. Quarterly Processing 1 Produce Checks 4
&3 Reporting Tools 3 U.S. Annual Processing | 1 Create Direct Depostts 4
3 PeopleToals 3 Pay Period Reports L4
3 LSUHSC Processes 4 3 Create Oniine Checks L4
[E] My Personalizations 1 Create Final Checks 3
[5] Reverse/Adiust Paychecks
https://psOherch2.lsuhsc.edu/psp: OVEE/HRMS/s/WEBLIB_PTPP_SC.HOMEP. € Local intranet | Protected Mode: Off 45 v ®100% v
RACLE
Home Add to Favorites
Mzin Menu
Personalize S€archMenu: ® (@ Help
3 Self Service 4
3 Manager Seff Service 4
3 Workforce Administration »
3 Benefits 4
& compensation 4
3 Time and Labor L2
3 Payroll for North America
3 Payroll Interface 3 Employee Pay Data USA 4
3 Payroll Pracessing USA
& Workforce Development 3 Retroactive Payrol (3 Create and Load Paysheets (3
g Organizational Developme £ Payrol Distrbution 3 Updata Paysheets
Enterprise Leaming ) Pay Period Tax Reports U C1 Producs Payrol [5] By Paysheet
9 Workforce Monkorg | i payrol Events s 1 Review Processing Messay L] By Payine
3 SetUp HRMS 3 U.S. Quarterly Processing [ Produce Checks [5] By Payline Eamings
3 Reporting Tools 3 U.S. Annual Processing | L1 Create Direct Deposts [E] By Paysheet Eams Short Form
3 peopleTools 1 Pay Period Reports [5] By Payline Eamings Security
3 LSUHSC Processes 4 £ Create Online Checks | =] By Payine Security
(5] My Personalzations (1 Create Final Chacks [5) By Add Balance Page
[E] Reverse/Adust Paycheck =] Pay Unsheet
€ Local intranet | Protected Mode: Off 44 v ®100% -
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Step

Action

5.

Click the By Payline Security menu.

ORACLE’

Favorites  Main Menu

Company:

Pay Group:

Pay Period End Date:
Off Cycle ?

Page Nbr:

Line Nbr:

Empl ID:

Job Pay Data Change:
Partial Pay Period
Name:

[CIcase Sensitive

Search Clear

> Payrol for North America > Payroll Processing USA > Update Paysheets > By Payiine Security

By Payline Security

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

Find an Existing Value

Maximum number of rows to return (up to 300). 300

begins with \|

begins with = |

- =l )
5]

=l @
\
\

begins with ~

]

begins with = |

Basic Search [& Save Search Criteria

Home | AddtoFavortes | Sign out

0 New Window (ZHelp [ hitp

<

(I

] 3

Done

€ Local intranet | Protected Mode: Off

v ®100% -

Step

Action

Enter the desired information into the Empl ID field. Enter "0000000".
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ORACLE"
Home | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Payrol far North America > Payroll Processing USA > Update Paysheets > By Payline Security
B New Window (ZHelp [ http

By Payline Security

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

Find an Existing Value

Maximum number of rows to return (up to 300). 300

Company: begins with ~ |

Pay Group: begins with = |

Pay Period End Date: = -

Off Cycle ?

Page Nbr: = - @,

Line Hbr: = -

Empl ID: begins with = [

Job Pay Data Change: = - -

Partial Pay Period

Name: begins with = |

[ case Sensitive

| search || Clear |pasic Search [&F Save Search Criteria

4 m ] 3
Done € Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

7. Click the Sgarch button.

Find an Existing Value

Maximum number of rows to return (up to 300). |300

Company: begins with - |
Pay Group: begins with - |
Pay Period End Date: = - | Eil
Off Cycle ?
Page Nbr: = - | @
Line Nbr: = - |
Empl ID: ‘begins with [
Job Pay Data Change: = - -
Partial Pay Period
Hame: begins with - |
[ case sensitive
Search Clear jEIasic Search [@F Save Search Criteria

Search Results

Wiew All First E 1-2cf2 m Last
Company Pay Group Pay Period End Date Off Cycle 7 Page Hbr Line Nbr EmplID Job Pay Data Change|Partial Pay Period Hame

003 EBN 04/05/2009 Y 12 25 | Lol steeiuby Calc Reqd N SRTT: (HLH P i SR T T
003 EBN 01/08/2012 N 17 2 — Y O N pplalil o
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Step Action

8. Click the 04/05/2009 link.
D4/05/2009

ORACLE’
| AddtoFavorites | Sign out
Favorites - Main Menu > Payrol far North America > Payroll Processing USA > Update Paysheets > By Payline Security
0 New Window (Z) Help [ Customize Page
One-Time Deductions || One-Time Garnishments || One-Time Taxes |
John Doe

EmpliD: g

Payline Details

w2t First Kl 4 or1 D Last

Company: 03  PayGroup:  EBN “Pay Period End Date: 040512009 @, [F]off Cycle Manual Check
*Page: ’7120\ Line: 25 Empl Record: ﬁq Benefit Record: 0
Check Number: Check Date: B Total Gross: Net Pay:
Transaction Message: Pay Data Change
OK to Pay ‘Override Hourly Rate No Direct Deposit =

Gross-Up [1TL Records

Reg Hours: OT Hours: Hourly Rate: 12.913902 Reg Salary:

Reg Rate Code: @ OTRate Code: @

*shift: NIA T sstate: [E3EY Locality: B
Eamings Begin: 03302009 B EamingsEng:  [04/05/2009 [ Additional Data
Other Earnings Customize | Find | i A First Kl 4014 O (st
“Code Seqlbr  Rate Code Hours Rate Amount  Source
@, Q| & | [ [ [ El
|[5) save | [ ReturntoSearch |+ | Freviousinlist | 4=| Nextinlist| = Netity | &3 Refresn |
Payline | One-Time Dedudtions | One-Time | One-Time Taxes
4 m ] 3
Dene . Local intranet | Protected Mode: Off 45~ ®|10% ~

Step Action

9. Click the OK to Pay checkbox.
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ORACLE"

| Add to Favorites
Favorites - Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Security

) New Window () Help [ Customize Page
’ One-Time Deductions |~ One-Time Gaishments || One-Time Taxes |
John Doe EmpliD: st
Payline Details Find | View Al First 81 4 of 4 13 (g5t
Company: (03 PayGroup:  EBN +Pay Period End Date:  [04/0522008 @, [l off Cycle Manual Check
*Page: 129, Line: 25 Empl Record: 0 BenefitRecord: 0
Check Humber: Check Date: B Total Gross: Net Pay:
Transaction Message: Pay Data Change
Earnings g Frst Kl aor2 O Lot
[¥]1 0K to Pay

Override Hourly Rate HNo Direct Depasit =

Gross-Up I TL Records
Reg Hours: OT Hours: Hourly Rate: 12.913902 Reg Salary:
Reg Rate Code: @ OTRate Code: @
*shift: NIA T sstate: [E3EY Locality: B
Eamings Begin: 03302009 [B)  EarpingsEna:  [04/05/2009 [l

Additional Data

‘Other Earnings

*Code Seq Hbr Rate Code Hours Rate Amount  Source

Save | [oh Returnto Search | [ | rreviousnList | |J=| Nextinlist| ] Nofify | f¥ Refresh

Payline | One-Time Dedudtions | One-Time | One-Time Taxes

< 1

| r
Dene i Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

10. Click the Additional Data link to add or change account information.

Favorites ~ Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Security

0 New Window () Help [ Customize Page

Additional Data

“Business Unit: LSUNO [, *Department: T
Job Code: 100400 @, Position: 00003501
*Tax Periods: 1 Annual Tax Periods:
“Pay Frequency: B @ *Tax Method: Annualized =
FICA Status: U &
GL Pay Type:
Combination Code: Edit ChanFielos
Contract ID: ) Contract Sequence: 0

Ok | Cancel | _Refresh

€ Local intranet | Protected Mode: Off 45~ ®|10% ~
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Step Action

11.

Note: Employee information defaults into the fields on this page. Check to make
sure the information is correct before you click the OK button.

ORACLE’

One-Time Deductions

One-Time Gamnishments

Favorites - Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Security

Home | AddtoFavortes | Signout

ENewWindow (P Help [& Customize Page [ hitp

One-Time Taxes
John Doe Empl ID: LIRS

Payline Details an First Kl 1ore O Last
Company: 02  PayGroup: EBN +Pay Period End Date:  [04/0512009 @, [l off Cycle Manual Check
*Page: ’7120\ Line: 25 Empl Record: ﬁq Benefit Record: 0

Check Number: Check Date: B Total Gross: Net Pay:

Transaction Message: Pay Data Change

OK to Pay ‘Override Hourly Rate No Direct Deposit =
[ Gross-Up I TL Records

Reg Hours: OT Hours: Hourly Rate: 12.913902) Reg Salary:

Reg Rate Code: “ OTRate Code: @
*Shift: NIA T *state: [E3EN Locality: B

Eamings Begin: 03202009 ) EarningsEna: (041052009 B Additionsl Data

‘Other Earnings

Customize | Fi

"Code Seq Hor Rate Code Hours Rate. Amount  Source
— - a || [ | B
|[G] save [oh ReturntoSearen | |1 | Freviousinlist| [y Nextinlist| |[=] Netiy | £ Refresn |

Payline | One-Time Dedudtions | One-Time | One-Time Taxes

Il

| 3

. Local intranet | Protected Mode: Off 45 v ®|10% ~

Step Action

12. Click the Look up Code button.
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ORACLE"

| AddtoFa
Favorites

Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Security

["LosK Up

Look Up Code

Earnings Program ID: HOM
Earnings Code:

beains with ~ |

LookUp | Clear | Caneel Pasic Lookup

Search Results

MEWWDD

Earnings Code Description

ALA ADJUST ABERS ANNUAL SBUB
ADJUST [ ABERS SICK SUH
ADJUST TRSL ANNUAL SUB
ADJUST TRSL SICK SUB
CALL BACK OWERTIME B/80
CALL BACK PAY
CALL BACK REGULAR
CALLBACK SPECIAL ILPH
CALL BACK @16

CERTIFICATION PAY
Tl ~LABAE

First [@] 109 or103 [§] Last

Payment Type
Hours Onf:
Hours Onf
Hours Onf:
Hours Onf
Hours Onf:
Hours Only
Hours Only
Hours Onf
Hours Only
Either
Eithar

@ Local intranet | Protected Mode: Off

G-
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rites |

#,100%

Step

Action

13.

Select an Earnings Code from the list.

ORACLE"

Home |
Favorites  Main Menu > Payrol for North America > Payroll Processing USA » Update Paysheets > By Payine Security

’ One-Time Deductions |~ One-Time Garnishments || One-Time Taxes |

John Doe EmpliD: G
Payline Details
Company: 03  PayGroup:  EBN “Pay Period End Date: 0410512009 @, Off Cycle Manual Check
*Page: WQ Line: 25 Empl Record: ﬁq Benefit Record: 0
Check Number: Check Date: B Total Gross: Net Pay:
Transaction Message: Pay Data Change
Earnings Find | view A1 Frst £ 1072 B ast
OK to Pay ‘Override Hourly Rate No Direct Deposit =
Gross-Up I TL Records
Reg Hours: OT Hours: Hourly Rate: 12.913902 Reg Salary:
Reg Rate Code: @ OTRate Code: @
*shift: NIA T sstate: [E3EY Locality: B
Eamings Begin: 03302009 B EamingsEng:  [04/05/2009 [ Additional Data
Other Earnings i First K 4 o 4 O Last
*Code Seq Hbr Rate Code Hours Rate Amount  Source
fRe 1@ [ & | | [ [

Save | [Gh Returnto Search | [ | rreviousnList | |J=| Nestinlist | ] Nefify | #¥ Refresh

Payline | One-Time Dedudtions | One-Time | One-Time Taxes

) New Window () Help [ Customize Page

AAdd to Favorites

i Local intranet | Protected Mode: Off -

#100% ~

Step

Action

14.

Enter the desired information into the Hours field. Enter *80.00",
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ORACLE’

| AddtoFavortes | Signout
Favorites - Main Menu > Payroll for North America > Payroll Processing USA > Update Paysheets > By Payine Security
Enew window (2 Help [ Customize Page
One-Time Deductions  One-Time Gamishments || One-Time Taxes |
John Doe

Empl ID: g

Payline Details

wai First Kl 1.0r1
Company: 003  PayGroup:  EBN “Pay Period End Date:  [04/0512009 &, Manual Check
“Page: [ 12 Line: 25 Empl Record: [ o BenefitRecord: 0
Check Number: Check Date: B totalGross: Net Pay:
Transaction Message: Pay Data Change
Earnings
Ok to Pay

‘Override Hourly Rate

Gross-Up

Hourly Rate: 12913802

[C1TL Records

Reg Salary:

Reg Hours: OT Hours:
Reg Rate Code: % oTRate Code: &

= Shift: NA * -State: [ENEN Locality: @

Eamings Begin: 03302009 B)  EamingsEng:  [04/05/2000 [H Agditional Data
Other Earnings

*Code Seq Nbr Rate Code Hours Rate Amount Source

R @& [ & | @ | [ e000] | [

Save | [F Returnto Search | [+ | Freviousnlist | |oS] Mextinlist | =] Notify | &3 Refresh |

Payline | One-Time Deductions | One-Time Garnishments | One-Time Taxes

€ Local intranet | Protected Mode: Off 45 v H100% -

Step Action
15.

Click the Add a new row at row 1 button.

ORACLE"

Home | AddtoFavorites | Sign out
Favorites  Main Menu > Payrol for North America > Payroll Processing USA » Update Paysheets > By Payine Security
) New Window () Help [ Customize Page
One-Time Deductions |~ One-Time Garnishments || One-Time Taxes |
John Doe EmpliD: s

Payline Details

view Al First El 4 arq
Company: 03  PayGroup:  EBN “Pay Period End Date: 0410512009 @, Off Cycle Manual Check
*Page: WQ Line: 25 Empl Record: ﬁq Benefit Record: 0
Check Number: Check Date: B Total Gross: Net Pay:
Transaction Message: Pay Data Change
Earnings Find | view Al Frst £ 102 I Lost
OK to Pay Override Hourly Rate ect Deposit =
Gross-Up I TL Records
Reg Hours: OT Hours: Hourly Rate: 12.913902 Reg Salary:
Reg Rate Code: @ OTRate Code: @
*shift: NIA T sstate: [E3EY Locality: B
Eamings Begin: 03302009 B EamingsEng:  [04/05/2009 [ Additional Data
Other Earnings Customize | Find | Vi 20| B8 | B Froe K 42012
*Code Seq Hbr Rate Code Hours Rate Amount  Source
fRe 1@ [ | @ | [ 8000 | [
e @[ @ a ] [ [

[l save | [Gh ReturntoSearch | 1} freviousiniist| |5 Nextinist | [ Nofity | [ Refresh |

Payline | One-Time Deductions | One-Time Gamishments | One-Time Taxes

. Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action

16. You can use the Lookup button to display a list of Earning codes, or you can type

the code directly into the Code field.

ORACLE’
Home | AddtoFavortes | Signout
Favorites - Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payiine Security
Enewwindow (D Help [ Customize Page [ hitp
m One-Time Deductions |~ One-Time Gamishments One-Time Taxes
John Doe Empl ID: gy

Payline Details

Find | View Al First Kl 4074 O (a5t

Company: 003  PayGroup:  EBN “Pay Period End Date:  [04/0512009 &, off Cycle ual Check
“Page: [ 12 Line: 25 Empl Record: [ o BenefitRecord: 0
Check Humber: Check Date: B Total Gross: Net Pay:
Transaction Message: Pay Data Change
Earnings Find | view Al Frst ) 10r2 D Last
OK to Pay Override Hourly Rate No Direct Deposit =

Gross-Up [ITL Records

Reg Hours: OT Hours: Hourly Rate: 12913902 Reg Salary:

Reqg Rate Code: Q ‘OT Rate Code: @

= Shift: NA * -State: [ENEN Locality: [ Y
Eamings Begin:  03/302009 ) EamingsEnd:  [04/05/2009 [

Additional Data

Other Earnings

Customize | Find | View AITEV | 3 Frot K 42012 O Lot

Rate Amount  Source
IS @ | @ | [ s000 | [ =
TRK Q@ Q QT [ [ =
|[5] save [oh ReturntoSeareh | |1 | Freviousinlist| [J5] Nextinlist| |[=] Netity | £ Refresn |
Payline | One-Time Deductions | One-Time | One-Time Taxes
« I ] 3
€ Local intranet | Protected Mode: OFf 45 v ®100% -

Step Action

17. Enter the desired information into the Hours field. Enter "23.00".
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ORACLE"

Home | AddtoFavortes | Signout
Favorites  Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Security

) New Window () Help [ Customize Page
One-Time Deductions |~ One-Time Garnishments || One-Time Taxes |
John Doe!_

Empl ID: fRns

Payline Details

iew Al First B 4 o4
Company: (03 PayGroup:  EBN +Pay Period End Date: [04/0512009 |3, off cycle Manual Check
*Page: WQ Line: 25 Empl Record: ﬁq Benefit Record: 0
Check Number: Check Date: B Total Gross: Net Pay:
Transaction Message: Pay Data Change
Eamings Find | view A1 Frst £ 1072 B ast
OK to Pay

Override Hourly Rate ect Deposit

=

Gross-Up I TL Records
Reg Hours: OT Hours:
Reg Rate Code: @ OTRate Code: @

— NIA -

Hourly Rate: 12.913902 Reg Salary:

*State: ’KQ Locality: Q
Eamings Begin: 03302009 B EamingsEng:  [04/05/2009 [ Additional Data
Other Earnings

Customize | Find | iz 20| B | BE Firo

1-2 of 2
*Code Seq Hbr Rate Code Hours Rate Amount  Source
Ra @, Q| @ | [ 8000 | [
TRK @ Q| @ [ 2300

[l save | [Gh ReturntoSearch | 1} #revious st | |5 Nextinist | [ Nofity | [ Refresh |

Payline | One-Time Deductions | One-Time Gamishments | One-Time Taxes

i Local intranet | Protected Mode: Off 45~ ®100%

Step Action

18. Click the One-Time Deductions tab.

Favorites - Main Menu > Payrol far North America > Payroll Processing USA > Update Paysheets > By Payline Security

) New Window () Help [ Customize Page
One-Time Gamishments | One-Time Taxes |
Empl ID:
10of1

Company: 003  PayGroup: EBN Pay Period End Date: 041052009 Manual Check

Page: 12 25  Empl Record: 0 Benefit Record: 0
Transaction Message: Pay Data Change

Deductions Find | View all Frst L 1012 O Lagt

K to Pay =1

“Benefit Deductions Taken: Deduction  ~ Benefit Deduction Subset ID: @
*General Deductions Taken: Deduction =

General Deduction Subset ID: @

‘One-Time Deduction Data Override

Find | View a1 First Kl 101
*Plan Type: ~  Benefit Plan: @

“Deduction Code: & “Deduction Class: | %

“Sales Tax: B2 wone “One Time Code: ~ Override he
FlatiAddl Amount: Rate/Percent:

*Calculation Routine;  FlatAmount -

|[F] save | [Gt ReturntoSearch | |« | Previousinlist| |d5] Nextinlist| =] Nofify | &3 Refresh

Pavline | One-Time Deductions | One-Time Gamishments | One-Time Taxes

<

1L J
Done

. Local intranet | Protected Mode: Off 45~ ®100%
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Step Action

19. Click the Plan Type drop-down arrow and select a Plan Type from the list.

[-]

ORACLE’
Home | AddtoFavorites | Sign out
Favorites - Main Menu > Payrol far North America > Payroll Processing USA > Update Paysheets > By Payline Security
0 New Window (Z)Help [ Customize Page [ htip
" Payline | LEEIL LI ELEl  One-Time Gamishments | One-Time Taxes |
John Doe: EmplD: s
Payline Details v an First Kl 1064 O Last
Company: 003  PayGroup: EBN PayPeriod EndDate: 041052009 |/|OffCycie Manual Check
Page: 12 Lines 25  Empl Record: 0 Benefit Record: 0
Transaction Message: Pay Data Change
Deductions. Find | View Al First 1 1012 I Last
[ oK to Pay =1
“Benefit Deductions Taken: Deduction  ~ Benefit Deduction Subset ID: @,
“General Deductions Taken: Deduction  ~ General Deduction Subset ID: Y
One-Time Deduction Data Override
“Plan Type: ¥ Benefit Plan: @ =
“Deduction Code: @ “Deduction Class: |4 % Afier-Tax
“Sales Tax: B2 wone “One Time Code: ~ Override ~
Flat/Addl Amount: Rate/Percent:
*Calculation Routine;  FlatAmount -
|5l save | [Gt ReturntoSearch | |« | Previousinlis| |d5] Nextinlist| =] Noify | &3 Refresh
Payline | One-Time Dedudtions | One-Time | One-Time Taxes
< . ] 3
. Local intranet | Protected Mode: Off 45 v ®|100% ~
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ORACLE’

Favorites - Main Menu > Payrol far North America > Payroll Processing USA > Update Paysheets > By Payline Security

| Add o Favo Sign out

LSU First OPT 1 Empl to Family
LSU First OPTIOM 2 A-TAX

LSU First OPTION 2 B-TAX
LSUOPT2 Emplto Empl+Child(ren
LSU OPT2 EMP TO EMP + SPOUSE
LSUOPT2 Emp+Child(reny o FML
LSU First OPTIOM 1 A-TAX

LSU First OPTIOM1 B-TAX

LSU OPT1 Emp to Emp+Child{ren
LSU OPT1 Emp+Spouse to Family
LSU Optt Emp to Emp+Spouse
LU OPT1 Emp+Child(reny to FML
LEU OPT1 Empto FML

PPO AFTAX

PPO BFTAX

PPO Emplio Empl + Spouse

PPO Emp+1Dep to Emp+Family
PPO Employee to Family

PPO Emplto Empl+Child{ren
HMO BCB AT

HMO BCHS LA BTAR

BCHS EMP TO EE + SPOUSE
BCHS EMP TO EE + CHILD{REN:
WAMEmp to Fam

WAMTAGE Empl+Childiren) to FML
Wan Emp to Emp-+Childiren

€ Local intranet | Protected Mode: Off 45~ ®100%

Step Action

21. Click the HMO BCBS-LA ATAX link.
[HMO BCES-LA ATAA

ORACLE’

Favorites - Main Menu > Payroll for North America > Payroll Processing USA > Update Paysheets > By Payine Security

| AddtoFavortes | Sign out

Look Up

Look Up Deduction Code

Cancel |

Search Results

1ew 100 First [q] 1 of1 [b] Last
C

Description
HMO BCAS-LA ATAX

€ Local intranet | Protected Mode: Off G
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Step Action

22. Click the Look up Deduction Code button and select an option from the list.

LTHED

ORACLE"
Home | AddtoFavortes | Signout
Favorites  Main Menu > Payrol for North America > Payroll Processing USA » Update Paysheets > By Payine Security
ENewWindow (Z)Help [& Customize Page [ hitp
" Payline | OCEIL LI ELEHl  One-Time Gamishments | One-Time Taxes |
John Doe EmplD:
Payline Details v A First K1 1084 O Last
Company: 003  PayGroup: EBN PayPeriod EndDate: 041052009 |//OffCycie Manual Check
Page: 12 Line: 25  Empl Record: 0 Benefit Record: 0
Transaction Message: Pay Data Change
Deductions Find | View Al First 1 1012 I Last
[ oK to Pay =1
“Benefit Deductions Taken Deduction = Benefit Deduction Subset ID: @
“General Deductions Taken: Deduction General Deduction Subset ID: [
‘One-Time Deduction Data Override Find 1 First K 101 O Last
Plan Type: Wedical ~  Benefit Plan: HMBC-N @ =
“Deduction Code: HLTNGO @ “Deduction Class: | % Afier-Tax
“Sales Tax: B2 one “One Time Code: ~ Override ~
FlatiAddl Amount: Rate/Percent:
*Calculation Routine: Flat Amount -
|[Fl save | [Gt ReturntoSearch | |« | Previousinlist| |5] Nextinlist| =] Nofify | &3 Refresh
Pavline | One-Time Deductions | One-Time | One-Time Taxes
< . ] 3
. Local intranet | Protected Mode: Off 45 v ®|10% ~
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Favorites  Main Menu > Payrol for North America > Payrol Processing USA > Update Payshests

CEVTUR|  One-Time Deductiol One-Time Garnishments | One-Time Taxes |

> By Payine Security

) New Window (2)Help [ Customize Page

Empl ID:

‘One-Time Deduction Data Override

10f1
PayGroup:  EBN Pay Period End Date: 041052009 Manual Check

Page: 12 Line: 25 Empl Record: 0 Benefit Record: 0

Transaction Message: Pay Data Change

Deductions. Find | View Al Frst 2 1072 O L 5st

K to Pay =1

“Benefit Deductions Taken: Deduction  ~ Benefit Deduction Subset ID: @
*General Deductions Taken: Deduction General Deduction Subset ID: @

Find | View Al First 10f1 L:
“Plan Type: Medical T Benefit Plan: HMBC-N B
“Deduction Code: HLTNGO @ “Deduction Class: |4 % Afier-Tax
“Sales Tax: B2 one “One Time Code: ~ Override hd
Addition
FlatAddl Amount: Rate/Percent: Artears Payback
*Calculation Routine;  FlatAmount - e

Save | [OF Returnto Search | [+ | Freviousinlist | |oS] Mextinlist| =] Notify | &3 Refresh |

Pavline | One-Time Deductions | One-Time Gamishments | One-Time Taxes

. Local intranet | Protected Mode: Off 45~ ®100%

Step
24.

Action

Enter the desired information into the Flat/Addl Amount field. Enter "135.00".

Favorites ~ Main Menu > Payrol for North America > Payroll Processing USA

Update Paysheets

By

PYIOB| One-Time Deductio One-Time Garnishments | One-Time Taxes |

Payline Security

) New Window () Help [ Customize Page

John Doe

EmpliD:

Payline Details

‘One-Time Deduction Data Override

All_Fir
“Plan Type: Medical T Benefit Plan: HMBC-N )
“Deduction Code: HLTNGO @ “Deduction Class: |4 % AfierTax
“Sales Tax: B2 one “One Time Code: ~ Refund
Flat/Addl Amount: 135,00 Rate/Percent:
*Calculation Routine;  FlatAmount

10f1
Company: 003  PayGroup: EBN Pay Period End Date: 04/05/2009 Manual Check
Page: 12 Line: 25 Empl Record: 0 Benefit Record: 0
Transaction Message: Pay Data Change
Deductions Find | View Al Frst L 1072 O Lagt
K to Pay
“Benefit Deductions Taken: Deduction  ~ Benefit Deduction Subset ID: @
*General Deductions Taken: Deduction = General Deduction Subset ID: @

10f1

Save | [Jf Returnto Search | | | Frevious i lish | 5| Nextinlist| [ Nofify | £ Refresh

Pavline | One-Time Deductions | One-Time Gamishments | One-Time Taxes

@ Local intranet | Protected Mode: OFf

43 -~ ®100%
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Step
25.

Action

Training Guide
Payroll Training Guide LSUNO V9.1

Click the One-Time Taxes link.

|" One-Time Taxes

ORACLE’
Home | AddtoFavortes | Signout
Favgrites - Main Menu > Payroll for North America > Payroll Processing USA > Update Paysheets > By Payine Security
Enewwindow (D Help [ Customize Page [ hitp
Payline | One-Time Deductions | One-Time Gamishments
John Do EMpIID:
Payline Details i Frst K401 4 O (ot
Company: 003  PayGroup: EBN Pay Period End Date: 04i05/2000 |/ Off Cycle Manual Check
Page: 12 Line: 25  Empl Record: 0 Benefit Record: 0
Transaction Message: Pay Data Change
Find | View Al First 2 1012 O st
[¥] 0K to Pay Additional Taxes =
‘Ome-Time Tax Data Override
estate: [N ederal =
Locality: @
“Tax Class: -
*One-Time Code: Override e
One-Time Tax Amount:
|[5] save = [Sh ReturntoSeareh | |1 | Freviousinlist| [y Nextinlist | |[=] Netify | |£% Refresn
Fayline | One-Time Deduclions | One-Time Garnishments | One-Time Taxes
< i ] 3
Done € Local intranet | Protected Mode: OFf 3 v H100% -

Click the Federal option.
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Favorites | Main Menu > Payrol for North America > Payrol Processing USA » Update Paysheets > By Payine Security
) New Window (2)Help [ Customize Page

Payline Details
Company: 003  PayGroup: EBN Pay Period End Date: 04/05/2009 || Off Cycle Manual Check
Page: 12 Line: 25 Empl Record: 0 Benefit Record: 0

Transaction Message: Pay Data Change

Find | View Al Frst 11 102 D Last

OK to Pay Additional Taxes
One-Time Tax Data Override

*One-Time Code: Override -

One-Time Tax Amount:

Save | [o Returnto Search | |- Frevious bt | W Nestinbist| =] Nelity | £ Refresn |

Payline | One-Time Deductions | One-Time Garnishments | One-Time Taxes

4 I | 3
Dene . Local intranet | Protected Mode: Off 45 v ®|10% -

Step Action

217. Click the Tax Class drop-down arrow and select an option from the list.

[~]

Favgrites - Main Menu > Payroll for North America > Payroll Processing USA > Update Paysheets > By Payine Security
Enew window (D) Help [ Customize Page

John Doe Empl 1Dz i

Payline Details
Company: 003  PayGroup: EBN Pay Period End Date: 04/05/2009 /| Off Cycle Manual Check
Page: 12 Line: 25 Empl Record: 0 Benefit Record: 0

Transaction Message: Pay Data Change

Find | View Al First = 1012 D Last

OK to Pay Additional Taxes
‘One-Time Tax Data Override

*One-Time Code: Override -

One-Time Tax Amount:

|5l save | [Gt ReturntoSearch | |« | Previousinlist| 5] Nextinlist| =] Nofify | &3 Refresh

Payline | One-Time Dedudtions | One-Time Gamishments | One-Time Taxes

<[ I ] 3
Done € Local intranet | Protected Mode: Off 45 v H100% -
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Step
28.

Action
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Click the One-Time code drop-down arrow and select an option from the list.

ORACLE"

Favorites ~ Main Menu > Payrol far North America > Payroll Processing USA > Update Paysheets > By Payline Security
" Payline

One-Time Deductions

OneTime Gamishments | {EFESITERETog)
John Doe

Payline Details

EmpliD: g

Company: 003
Page:

Pay Group:

EBN Pay Period End Date:
12 Line:

Find | view Al First Kl 40f4 O (ast

04/05/2000 L) Off Cycle Manual Check
25 Empl Record: 0 Benefit Record: 0
Transaction Message: Pay Data Change
Taxes Find | view Al First L 1or2 O ast
OK to Pay Additional Taxes =
‘One-Time Tax Data Override an First K 4 o1 O Last
Federal =
“Tax Class: Unemployment EE -
*One-Time Code: -

One-Time Tax Amount:

——

5 save Return to Search Previousainists| Nextinlist | =) Nofity | & Refresh
[E] ! ! !

ayline | One-Time Deductions | One-Time Garnishments | One-Time Taxes

<1

Done

1l

0 New Window (Z)Help [ Customize Page [ htip

Home | AddtoFavortes | Signout

b

i Local intranet | Protected Mode: Off

45 v ®|10% ~

Step Action

29.

Enter the desired information into the One-Time Tax Amount field. Enter "62.00".
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J Lsutieaith

Favorites - Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Eamings

Payline Earnings (Account)

0 New Window () Help [ Customize Page

Company: 001 PayGroup:  NBN Pay Period End Date:  01/08/2012 84
Empl ID: - e Line: 1
Empl Record: 1 Benefit Record: 1 Manual Check

Check Number: Check Date: Total Gross: Net Pay:

Transaction Message: No Message

Override Hourly Rate lo Direct Deposit
[IGross-up [1TL Records
Reg Hours: OT Hours: Hourly Rate: 16.594999 Reg Salary:
Reg Rate Code: OT Rate Code:
Shift: /A State: LA Locality:
Earnings Begin: 01/02/2012 Earnings End: 01/08/2012 Additional Data
Other Earnings First £ 12012
*Code Seqllbr  Rate Code Hours Rate Amount  Source
mRa @& [ & @ | 40.00] | [ =
e @ Q| Q| 2500 | [ Ex)|E
[] save | [ Retum o Search | [ Notity | [ Refresh |
€ Local intranet | Protected Mode: Off 45 v ®10% ~

Step Action

30. Click the Save button when input is complete.

Favorites - Main Menu > Payrol for North America > Payroll Processing USA > Update Paysheets > By Payline Eamings

Payline Earnings (Account)

0 New Window () Help [ Customize Page

Company: 001 PayGroup:  NBN Pay Period End Date:  01/08/2012 84
Empl ID: - e Line: 1
EmplRecord: 1 Benefit Record: 1 Manual Check

Check Number: Check Date: Total Gross: Net Pay:

Transaction Message: No Message

Override Hourly Rate
[IGross-up [1TL Records

Reg Hours: OT Hours: Hourly Rate: 16.594999 Reg Salary:

Reg Rate Code: OT Rate Code:

Shift: /A State: LA Locality:

Earnings Begin: 01/02/2012 Earnings End: 01/08/2012 Additional Data

Other Earnings Customize | Find | Vie First £ 12012

*Code Seqllbr  Rate Code Hours Rate Amount  Source

mRa @& [ & @ | 40.00] | [ =

e @ Q| Q| 2500 | [ Ex)|E
[] save | [ Retum o Search | [ Notity | [ Refresh |

€ Local intranet | Protected Mode: Off 45 v ®|10% ~
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Step Action

31. This completes the topic on how to Update Payroll Data on a Payline
End of Procedure.
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