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Introduction

The CI Custom LCD Payroll Reports Business Process Guide will guide the user through running the
LCD Payroll Reports and how to access them at a later time. The primary goal of the LCD payroll
reports is to balance to the financial reports and to assist in the data gathering for expenditure adjustments.

This guide covers the following functionality:

¢ Run control setup
0 Single Department
0 Multiple Departments
¢ Run Report
e Expected output
e Access to report previously ran
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Process Prerequisites/Assumptions

Prerequisite/Assumption

Detail

Assumption

LCD has been successful ran for pay period the user wants to see.

Processing Steps

Run Control Set Up

Navigation: Main Menu

> Cl Customizations / Interfaces > Cl Human Resources > LCD Payroll

Reports > Payroll Reports > LCD Payroll Reports > Add a New Value*

Processing Steps

Screen Shot

Create a run Control

ID

e Can be named
anything — this is
specific to your
login

e Cannot have
spaces

e Once therun
control is saved
it may be used
again and again
by selecting the
find an exisiting
value. All the
previously saved
information will
be populated and
can be updated.

e Can create
multiple Run
controls for
multiple
departments or
one run control
to run all
departments

LCD Payrell Reports

[ T i aow Valo

Run Control 1D: %
Add

Find an Existing Yalue | Add a MNew Value

Last Revised: 6/26/07
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https://cmsdev3.calstate.edu/psp/HCITST/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=CSU_CUSTOM_RPTS_INTERFACES&FolderPath=PORTAL_ROOT_OBJECT.CSU_CUSTOM_RPTS_INTERFACES&IsFolder=true
https://cmsdev3.calstate.edu/psp/HCITST/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=CI_HR_CUSTOM&FolderPath=PORTAL_ROOT_OBJECT.CSU_CUSTOM_RPTS_INTERFACES.CI_HR_CUSTOM&IsFolder=true
https://cmsdev3.calstate.edu/psp/HCITST/EMPLOYEE/HRMS/c/CI_HR_CUSTOM.CI_LC0001_RC.GBL?PORTALPARAM_PTCNAV=CI_LC0001_RC_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=CI_HR_CUSTOM&EOPP.SCLabel=CI%20Human%20Resources&EOPP.SCPTfname=CI_HR_CUSTOM&FolderPath=PORTAL_ROOT_OBJECT.CSU_CUSTOM_RPTS_INTERFACES.CI_HR_CUSTOM.CI_LC0001_RC_GBL&IsFolder=false
https://cmsdev3.calstate.edu/psp/HCITST/EMPLOYEE/HRMS/c/CI_HR_CUSTOM.CI_LC0001_RC.GBL?PORTALPARAM_PTCNAV=CI_LC0001_RC_GBL&EOPP.SCNode=HRMS&EOPP.SCPortal=EMPLOYEE&EOPP.SCName=CI_HR_CUSTOM&EOPP.SCLabel=CI%20Human%20Resources&EOPP.SCPTfname=CI_HR_CUSTOM&FolderPath=PORTAL_ROOT_OBJECT.CSU_CUSTOM_RPTS_INTERFACES.CI_HR_CUSTOM.CI_LC0001_RC_GBL&IsFolder=false

Processing Steps Screen Shot

Once Run Con.trol IDis C1LCD Payroll Reports
created, you will have

All other fields are *Fiscal Year: Q Account: Q Fund: Q
optional and can limit

the amount of Program: A Class: Q. Project: Q

Informatlon Find Fir=t E 1 of 1 |I| Last

retrieved. B
*Department: Q ™ Include Rollup

the option to select your ] . Run |
criteria Run Control ID:  Payroll_Rpt ReportManager Process Monitor
The fields with “*" are
required: Report Reguest
e Fiscal Year I™ Detail by Charfield Level | Summary by Charfield Level | Expenditure Adjustments
e Department

Report Parameters

Explanation of Fields

Detail by Chartfield Level : Report page that show all entries based upon the criteria selected in
the Report Parameters by employee
Summary by Chartfield Level : Report page that will show all entries summed by chartfield
based upon the Report Parameters
Expenditure Adjustment : Report page that will show all expenditure adjustments based upon
the Report Parameter selected
0 These reports can all be selected to run in the same report request and will appear as
different tabs in the excel worksheet
Fiscal Year (Required Field): 4 digit fiscal year. Example 2006 is July 2006 to June 2007.
0 Reports must be ran for a particular fiscal year, but users have the ability to run prior
fiscal year reports now
Account : Input to view charges on a specific account code.
0 Example 602001 (FWS students)
Fund : Input to view charges on a specific fund.
o Example GD901 (Cl ~ Operating)
Program Input to view charges on a specific program.
0 Example 00102 (CMS)
Class Input to view charges on a specific class.
o0 Example 0039A (Trio Main)
Project Input to view charges on a specific project.
0 Example G0039 (Trio)
Department (Required Field) three digit department id
0 Example 110 (Office of the President)
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¢ Include Rollup allows reports to be ran based off of the department tree. Entering
UNIVERSITY (administrative use only) is the highest level of roll up. Example of the
department tree:
o Example
= |If department 210 is input in the Department field, only 210 will come back in
the results (pending the user requesting this report has access to this department)
= If department 210 is input in the Department field AND Include Rollup is
selected 210, 220,225,230,240 will come back in the results (pending the user
requesting this report has access to all these departments)

= UNIVERSITY - University for Dept Tree Node
2 110 - Office of the President
U710 - Advancement
= 707 - Communications & Marketing
_ = = 705 - Community Relations
[ 210 - Finance and Administration
= 220 - General Accounting
= 225 - Budget and Reporting
= 230 - Procurement & Support Syis
= 240 - Human Resources
= 210 - AVE Operations,Flanning & Cons
= 320 - Construction
= 330 - Engineering
= 340 - Buildings & Grounds Maint
- 350 - Facilities and Planning
== 370 - Logistical Services
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Cl 8.9 Business Process Guide
CI Custom LCD Payroll Reports

Single Department

Processing Steps Screen Shot

Running all reports

(report request

SeCtion) and one Run ControlID:  Payroll_Rpt Eeport anager Process Manitor Run |
department for fiscal

year 2006 will

appear similar to Report Request

screen shot [¥ Detail by Charfield Level ¥ Summary by Charfield Level [+ Expenditure Adjustments

Report Parameters

*Fiscal Year: | 20086 O Account: Q Fund: Q

Program: Q Class: Q Project: Q
Find First E = IE' Last

‘Department: ,5407 Q [ Include Rollup =l

Multiple Department

Processing Steps Screen Shot

Last Revised: 6/26/07 Page 5 of 5



Cl 8.9 Business Process Guide
CI Custom LCD Payroll Reports

Running all reports
(report request
section) and multiple
departments for
fiscal year 2006 will
appear similar to
screen shot

Click [*] to add
another department

CI LCD Payroll Reports

Run Control ID:  Payroll_Rpt Report Manacger Process Monitor

Run |

Report Request

[¥ Detail by Charfield Level ¥ Summary by Charfield Level | Expenditure Adjustments

Report Parameters
*Fiscal Year: | 2006/, Account: Q Fund: Q

Prograrm: Qa Class: a Project: Q

Find First E 1-2 of 2 |I| Last

*Department; |540 Q ™ Include Rollup [=]
*Department; | 225 Q [ Include Rollup =]

Output from Multiple Departments Payroll Report will be in one book.

Run Report
Processing Steps Screen Shot
Click Run Process Scheduler Request
Run User ID: psci Run Control I Dept
Server Name: Run Date: 061142007 Bl

Server Name; Recurrence: Run Time: 5:00:1 2P Resetto Current DatarTime
PSUNX Time Zone: Q

. Select |Description Process Name Process Type *‘Type *Format Distribution
Click OK Monthly LCD Payrall Reports cILCO0t 5QR Report Distribution

8]4

Click Process
Monitor

Process Monitor

Ok | Cancel |

Click Details
Details

Last Revised: 6/26/07
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Cl 8.9 Business Process Guide
CI Custom LCD Payroll Reports

Expected Output

Screen Shot

Click “View
Log/Trace”

Process Detail

Process

Instance: 138896 Type: S0R Report
Name: CILCoa01 Description: tonthly LCD Payroll Reports
Run Status: Success Distribution Status: Fosted
Run  [MupdateProcess

Run Control ID; PR " Hold Request
Location: Server © Queue Request

c
Server: PSUNY Cancel Request

" Delete Request
Recurrence:  Restart Regquest
Request Created On:  06/22/2007 11:43:2080M PDT Farameters Transfer
Run Anytime After: QBS222007 11:43:1548M PDT Message Log
Began Process At 062212007 11:43:26480M PDT Batch Timings

Ended Process At: OBF2202007 255 17PM PDT

Open the .xIs file

View Log/Trace

ReportID: 344 Process Instance: 133896 Wessane Log
Name: CILCO001 Process Type: SQR Report
Run Status: Success

Manthly LCD Payroll Reports
Distribution Details

Distribution Node: HCICHY Expiration Date: Q8f24r2007

File Size (bytes)

Datetime Created

269,649 062202007 2:55:17.000000FM PDT
Message Log 1,568 0B/22/2007 2:55:17.000000FM PDT
Trace File 1,263 062272007 2:55:17.000000FM PDT

Distribute To

Distribution 1D Type *Distribution 1D

Llser lacey. lovejoy

Last Revised: 6/26/07
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Cl 8.9 Business Process Guide
CI Custom LCD Payroll Reports

Example of output A B [ c [D] E [ F [e[Aal 1 [J] K]
- _1 |California State University, Channel Islands
o NOtICG eaCh _2 |Payroll Report
_3 |Detail by Chartfield Level
tab at the T4 DateTime:  |05-22.2007 11:43:26 AM
5 |Fiscal Year: 2006
bOttom Of the _ 6 |Department:  |Multiple Departments (Charged To)
screen. This | 7
- g |Employeeld |Name |Pos'rtion |Uninn |Acctl)esc |ﬂccounl|Fund |I)epl|Prugrim|Class|Prnjeu1|
will vary 3 [o000socn Herbert Aquina 00000xcx MBO  Management and Supervisary 601201 | GDA0T 640
baSEd u On 10 |00000:conc-0 Michael Leathers 00000xxx MED  Management and Supervisory 7301 201 GDam 7340
p 11 | 0000M0s-0 Meal Fisch 00000x:cx ROS | Support Staff 7301300 GDam 7340 '00102
£00000xxxx-0 Lacey Lovejoy &llen 0000xxxx ROS  Support Statf 7301300 GDam 7340 '00102
\é\/hat ChECk EDDDDDxxxx-D Steven Wight 00000xxx E99 Student Azsistant 7301 303 GDaM 7340
oxes are ir
a5
selected 6]
il
e Reportscan | g
19
be saved to =
users local 2
drive for =
24
further o
H 2
review or see | 5
next tab for | = —
. . = ]
viewing El
. 31
previously =
33
ran reports E
3
35| >
PRERaY " Detail by Chartfield Level { Summary by Chartfield Level § Expenditure Adjustments £ Run Cntl Values /

Access to Previously Ran Reports

Navigation: Main Menu > Reporting Tools > Report Manager > Administration Tab

Process Steps Screen Shot

Reports that the user
has ran will be listed
there.

Administration

UserID:  [lacey.lovejoy Type: | =| Last: [ 40[Days y| Refresh |
To see older reports Status: | "I Fulder:l '~ | Instance: to: |
change the “Last” to | P First [ 116 of 1 ] Last
a larger number. ’7’7’7’7
Format Status  |Details
= Date/Time
H H OBS2212007 Acrabat .
IR;i:poztg é\"“ archive i 138896 Monthly LCD Pavioll Reparts T o Posted Details
arter ays 06/22/2007 Acrobat .
Il 343 1388585 Monthly LED Pavroll Repors 11-35 4B AM t* nd) Posted Details
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