B Employee Roster with Rate - R064021

Overview

This report lists all employees or selected groups of employees entered in the
Payroll system. Run this report to verify employee information has been entered
correctly.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
www.das.state.ne.us.

Navigation

Click Roles, HR_PR.
(Citrix users — right click on the menu, choose View by Role, choose HR_PR.)

Human Resources and Payroll — Agencies > Inquiries and Reports > HR/Payroll
Reports > Employee Reports > Employee Details > Employee Roster with Rate

Steps
Start this instruction from the Version Prompting window.
PeopleSoft.
Version Prompting
Cance| Submt Form  Tools
'3
Prompt For
[JData Selection [JData Sequencing ‘
1. Choose Data Selection and Data Sequencing, click Submit. The Data
Selection window appears.
PeopleSoft.
Data Selection
Ok Cancel Delete  Up  Down
v % 0O |
Operator |Left Operand [Comparison Right Operand
O where - . -
O [anlv]] wll [l vl
O [wel]] [ [ [v]
Add Row
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2. Complete the following information:

e Left Operand: Use drop down arrow, click on “Business Unit-Home
(FO60116) [BC]

e Comparison: Use drop down arrow, click on “is equal to”

e Right Operand: Use drop down arrow, click Literal. Enter the
appropriate business unit on the single value tab. Click OK.

3. Click OK. The Data Sequencing window appears.

Pl

Data Sequencing
oK Up  Down Cancel |

v H BH X

Sequenced Columns

[ [coumn Sort Order |Page Break |Data ltem | Table

[[] Horme Cormpany ] - HMCO  FOBO116
[] Home Business Unit [=] [ | HMCU  FOBO116
[ Address Number = |l AMNB FOB0116

Show Available Columns.

4. Click Show Available Columns.

ool

Data Sequencing =
OK  Add Delste Up  Down Cancel ||_

v + 0 F M X

Available Columns Sequenced Columns
[ Alpha Mame ALPH FOB0116| | [ Home Company =] r HMCO  FOBD116
[] Ermployee TaxID 88N FOBO116| | [] Home Business Unit =] r HMCU  FOGO116
[ OEMP FOBO116| | [] Address Murnber = |m ANB FOGOT16
[] Gender SEX FOBO116
[] Marital Status MSTH FOED116
[] Marital Status State Tax METI FOED116
[ Residency Status WSPS FOEO116
[] EIC status EIC FOBO116
[] Dependents MNDEP FOBO116
[] Employment Status EST FOBO116

[] Employee Classification Status ECNT FOBO118

[] TaxArea (Res. TARR FOBO118
[] TaxArea thiork) TARA FOBO116
(RS HMST  FOB0116
[ WKSE FOBO116
] e HMLC FORO116 b,]

= -

5. Review Available Columns to determine what fields to use for sorting the
report.

& Example: add Alpha Name and Job Code to Sequenced Columns.

6. To add a column to the Sequenced Columns, choose the row in Available
Columns and click Add. Use the arrows under the Sort Order column to sort
the fields in ascending or descending order.

7. Click OK. The Processing Options window appears.
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N
Processing Options

OK  Cancel

4

Employee No
1. Enter ‘A'to print Address Book number, *5' for Social Security number or "0 for Third number H

8. Click OK. The Printer Selection window will appear.

PeopleSo .
Printer Selection D

oK Cancel Form  Tools

8 X

Printer Selection [ Print Property | Dacument Setup | Advanced

Printer Name |QGFLIONEWORLD_A

Printer Location |HERE

—d Printer Model |Laser
Numhber of Copies

1

Range: 1 - 9988

9. Click OK.

10. View the report via Submit Job or View Job Status. Look under the Job
Details column for the report number R064021.

11. Please see an example of the report at the end of this work instruction.
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