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Historical Payroll Register
Historical Payroll Register
This report displays the same information as the Payroll Register that is created during payroll

processing, but can be run by an agency against historical data, allowing the ability to create a
Payroll Register for one or more historical pay cycles.

Procedure

In this lesson you will learn how to run the Historical Payroll Register Report.

S -

EnterpriseOne Menu =a
Open Applications

‘You have ne running applications. The EnterpriseCne Menu centains several links to the applications.

Open New Window These links will always be at the left of your screens, no matter what application you are using

You can also hide the menu when you need more space for your work.

Welcome!

[> NIS State of Nebraska
[ Roles

[ Actions

[- Preferences

Cone JFi) € mmternet H100%

Step Action

Click the NIS State of Nebraska link.
[MIS State of Nebraska|

Click the Human Resources/Payroll - Agencies link.
[Human Resources/Payroll - Agencies|
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Step Action

3.
Click the Inquiries & Reports link.

Inquiries & Reports

Click the HR/Payroll Reports link.

Click the Payroll Reports link.

Click the Historical Payroll Register link.
[Historical Payroll Reaister]

T T )

Version Prompting @
Cance] Submit Form Tools
E

Prompt For

[ Data Selection [Data Sequencing ‘

Done i) €D Internet E 0% v

Step Action

Click the Data Selection option.

Click the Submit button.
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Step

Action

9.

Make appropriate changes to data selection.

home business unit.

In this lesson you will learn how to narrow the report by a specific employee and

R e

Data Selection

OK  Cancel Delete  Up  Down

v X 0 =5 =

[ [operatorfieioperana |[Compaison = |RgntOperana |
[1 Where v v v
O [me ]| | =l |
O [aa vl | o] |
Add Row
Advanced
Cone i) @ mternet H 0% -
Step Action
10. Click the drop down arrow for the Left Operand column.
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S

Data Selection
OK Cancel Dekle Up  Down

v X 0 H @

Operator Left Operand Comparison
O  Where v - v

O Kddres: T
Address Number (FOB156) (ANS) [BE]

o Agency Number (FOB0116) (PO01) [BC] [
Barg Unit (FOG0116) (UN) [BC]

Benefit Payroll Cycle (FO60116) (P008) [BC]

Add Row Business Unit- Home (FO06156) (HMCU) [BC]

Category Codes - Payroli10 (FO60116) (F010) [BC]

Advanced Category Codes - Payroll11 (FO80118) (P011) [BC]

e Category Codes - Payroll12 (FO60116) (P012) [BC]

Category Codes - Payroll13 (FO80118) (P013) [BC]

Category Codes - Payroll 14 (FO60118) (P014) [BC]

Category Codes - Payroll15 (FO80118) (P015) [BC]

Category Codes - Payroll16 (FO601168) (P016) [BC]

Category Codes - Payroll17 (FO60116) (P017) [BC]

Category Codes - Payroll18 (FO60116) (P018) [BC]

Category Codes - Payroll19 (FOG0116) (P019) [BC]

Category Codes - Payroll2 (FO60116) (P002) [BC]

Category Codes - Payroll20 (FO60116) (P020) [BC)

Category Codes - Payroli3 (FOG0116) (PO03) [BC]

Category Codes - Payroll4 (FOG0116) (P004) [BC]

Category Codes - Payroll5 (FO60116) (P005) [BC] 'm

Category Codes - Payroll§ (FO60116) (P00G) [BC]

Category Codes - Payroll7 (FO60116) (P007) [BC]

Category Codes - Payroll9 (FO60116) (P009) [BC]

Check Control Number (FO6156) (CKCN) [BC]

Check Control Number(Subsequent) (FO5156) (SCKC) [E

Country Code (FO50116) (CCPR) [BC]

Date - Check (FOB156) (CKD) [BC)

Date - Pay Period Ending (FO6156) (PPED) [BC]

|Employee Pay Status (FO60116) (PAST) [BC]

Cone 7 & Internet F100% -

Step Action

11.
Click the Address Number (F060116) (AN8) [BC] list item.
tAddress Number (FOG0116) (ANS) [BC] 1
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Data Selection
OK Cance] Delete Up  Down
v X 0
[ [operatorfieftoperana  |[Comparison  |RightOperand |
[ Where Address Number (FO60116) (ANS) [BC]
O [ o] “| )| ~|
O [mei]] v | v | v
Add Row
Advanced
Dore jFal € Internet F 100% v
Step Action
12. Click the drop down arrow for the Comparison column.
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Data Selection
OK Cancel Delle Up  Down

v X 0 H @

Operator Left Operand Comparison Right Operand

[] where |Address Number (FO50116) (ANS) [BC] v v v
isequalto . oood

[} | v‘ is not equal to ‘ vl

F | + | [islessthan

is less than or equal to
is greater than
Add Row is greater than or equal to

Advanced

Dore jFal € Internet H 100% v

Step Action

13.
Click the is equal to list item.

tis equal to {
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E D

S

ata Selection

OK Cance] Delete Up  Down

v X 0 H @

(Operator | Left Operand Comparison Right Operand
[0 Where |Address Number (FO50116) (ANS) [BC] ~ | [EETEE——_ v

O [ ]| | | v|

O [mev] 8| | v|

Add Row

Advanced

Done

jFal € Internet

F100% v

Step

Action

14.

Click the drop down arrow for the Right Operand column.

Page 7



Training Guide Q
Historical Payroll Register Ramiistr e

S

Data Selection
OK Cancel Dekete Up  Down
s

Operator Left Operand Comparison Right Operand
1 Where |Address Number (FO50116) (AN8) [BC] | [is equalto ~
a |
¥

Blank ~
v‘ | v‘ Zero il
Null

Literal

Address Number (F060116) (ANS) [BC]

Add Row Address Number (FOG156) (ANS) [BC]
Check Control Number (FO§156) (CKGN)
Advanced Check Control Number({Subsequent) (FO&
Month - Update of Histery (FOB158) (HMO)
Current Amount [RV]
Current Amount - Period Totals [RV]

Current Amount - Totals [RV]

Current EE Deductions - Period Totals [RY
Current EE Deductions - Totals [RV]

Current Hours [RV]

Current Hours - Period Totals [RV]
Current Hours - Totals [RV]

Current Net Pay - Period Totals [RY]

Current et Pay - Totals [RV] -
Current Taxable - Period Totals [RV]
Deduction Current Amount [RV]

Deduction Current Taxable [RV]

DCeduction PDBA [RV]

DCeduction Total Current Amount [RV]
Deduction Total Current Taxable [RV]
Deduction Total PDBA [RY]

Deduction Total YTD Amount [RV]

Deduction Total YTD Taxable [RV]
Deduction YTD Amount [RV]

Deduction YTD Taxable [RV] hd

| 8| v

Dore jFal €D Internet H 100% v

Step Action

15.
Click the Literal list item.
[Literal |
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Select Literal Value
0K Ccance]
v X
Single Value | Range of Values | List of Values
Literal Value: | Q
Cone 7| & Internet H100% -

Step Action

16. In the Literal Value field enter the address book number of the employee you are
narrowing the report by.

17.
Click the OK button.
18. Click the drop down arrow for the Left Operand column.
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S

Data Selection
OK Cancel Delle Up  Down

v X 0 H @

[]  where |[Address Number (FO50116) (ANS) [BC] | [is equalto ~ | [*578079" -
|

0 Address Number (FOB0116) (ANS) [BC]

Address Number (FOB156) (AN8) [BC]
Agency Mumber (FOB0118) (P001) [BC]
Add Row Barg Unit (FO80116) (UN) [BC]
— Benefit Payroll Cycle (FOB0116) (P00S) [BC]
Business Unit- Home (FO6156) (HMCU) [BC]
Category Codes - Payroll10 (FO60116) (P010) [BC]
Category Codes - Payroll11 (FO60116) (P011) [BC]
Category Codes - Payroll12 (FO60116) (P012) [BC]
Category Codes - Payroli13 (FO60116) (F013) [BC]
Category Codes - Payroll 14 (FOG0118) (P014) [BC]
Category Codes - Payroll15 (FO80118) (P015) [BC]
Category Codes - Payroll16 (FO60118) (P018) [BC]
Category Codes - Payroll17 (FO80118) (P017) [BC]
Category Codes - Payroll18 (FO80118) (P018) [BC]
Category Codes - Payroll19 (FO801168) (P018) [BC]
Category Codes - Payroll2 (FO60116) (P002) [BC]
Category Codes - Payroll20 (FO60116) (P020) [BC]
Category Codes - Payroli3 (FO60116) (PD03) [BC]
Category Codes - Payroll4 (FO60116) (P004) [BC]
Category Codes - Payroll5 (FO60116) (P005) [BC] u
Category Codes - Payroli6 (FOG0116) (PO0E) [BC]
Category Codes - Payroll7 (FOG0116) (P007) [BC)]
Category Codes - Payroll9 (FO60116) (P009) [BC]
Check Control Number (FO6156) (CKCN) [BC]
Check Control Number{Subsequent) (FO5156) (SCKC) [E
Country Code (FO80116) (CCPR) [BC]
Date - Check (FOB156) (CKD) [BC]
Date - Pay Period Ending (FO&156) (PPED) [BC]
Employee Pay Status (FO60116) (PAST) [BC] e

>

Advanced

Done 7 & Internet F100% -

Step Action

19.
Click the Business Unit - Home (F06156) (HMCU) [BC] list item.
[Business Unit - Home (FOG156) (HMCU) [BC) |
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Data Selection

OK  Cance Delete Up  Down

v X 0 H @

S

I_MWWIWM—
[0 where |Address Number (FOB0116) (ANS) [BC] v | |is equalto | |"576079"
(M PRAN [6siness Unit- Home (06 156) (HIMCU) [BC) vl | vl
O [maw] vH | -
Add Row
Advanced
Dore jFal € Internet w 100% v
Step Action
20. Click the drop down arrow for the Comparison column
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Data Selection

OK Cance] Delete Up  Down

v X 0 H @

Operator | Left Operand Comparison Right Operand
[1  Where |Address Number (FOB0116) (ANS) [BC] | [is equalto “576979"
[1 [And | |Business Unit- Home (FOB156) {HIUCU) [BC] v/ vl
is equal to
O [y B [ e \ ]
is less than
Add Row

is less than orequal to
is greater than
Advanced is greater than or equal to

Done

[ € Internet

F100% v

Step Action

21.

Click the is equal to list item.
tis equal to i
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Data Selection

OK Cance] Delete Up  Down

v X 0 H @

S

Operator|Left Operand Comparison Right Operand

[1 Whers |Address Number (FOB0116) (AN&) [BC] | [is equalto MIEC v
a | Business Unit- Home (FOB158) (HNCU) [BC] v/ | v
o | v | v | -
Add Row

Advanced

Dore jFal € Internet F 100% v
Step Action

22.

Click the drop down arrow for the Right Operand column.
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S

Data Selection
OK Cancel Dekete Up  Down
s

(Operator | Left Operand (Comparison Right Operand
[ ‘Where Address Number (FOE0116) (ANS) [BC] is equal to "576979"

| Business Unit- Home (FOB156) (HUCU) [BC] v\ |is equalto v\

Blank ~
| 8| 4 Zaro =
Null
Add Row Literal
— Agency Number (FOB0116) (P01} [BC)
Barg Unit (FOB0116) (UN) [BC]

Benefit Payroll Cycle (FOG0116) (PO08) [BC
Business Unit - Home (FO6156) (HMCU) [
Category Codes - Payroll10 (FO60116) (PC
Category Codes - Payrall11 (FOB0116) (P
Category Codes - Payroll12 (FO80116) (P
Category Codes - Payroll13 (FOB0116) (P
Category Codes - Payroll 14 (FOB0116) (P
Category Codes - Payroll15 (FOB0116) (P
Category Codes - Payroll16 (FOB0116) (P
Category Codes - Payroll17 (FOB0116) (P
Category Codes - Payroll18 (FO60116) (P
Category Codes - Payroll19 (FOB0116) (PL_
Category Codes - Payroll2 (FO60116) (FOC
Category Codes - Payroll20 (FO60116) (PC
Category Codes - Payroll3 (FO60116) (POC
Category Codes - Payroll4 (FOS0116) (POC
Category Codes - Payroll5 (FO80116) (POC
Category Codes - Payrollé (FOB0116) (POC
Category Codes - Payroll7 (FOB0116) (POC
Category Codes - Payroll9 (FOB0116) (POC
Couniry Code (FOB0116) (CCPR) [BC]
Employee Tax ID (FO60116) (SSN) [BC]
Home Company (FO8156) (HMCO) [BC)
Mame - Alpha (FO60116) (ALPH) [BC] v

Advanced

Dore jFal €D Internet H 100% v

Step Action

23.
Click the Literal list item.
[Literal |

Page 14




o Training Guide
MmN Historical Payroll Register

Select Literal Value
0K Ccance]
v X
Single Value | Range of Values | List of Values
Literal Value: | Q
Cone 7| & Internet H100% -

Step Action

24. In the Literal Value field enter your home business unit number.
25.
Click the OK button.
26.
Click the OK button.
217. Leave the Payroll Type field blank.
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ORACLE »

OK  Ccancel

Blank = U.S. Payrall

1 = Canadian Payroll

2 = Australian Payroll

3 = New Zealand Payroll

= Detail by Check Control Number

= Summary per Pay Period End Date
= Summary per Month

= Summary per Quarter

= Summary per Year

= Summary per Check Date

OR
4. Partial Year Date From ]
5. Partial Year Date Thru I:l

W e wn o

JFai) € Internet H 100% v

Step

Action

28.

In the Summary Mode field enter the number for how you would like the report
to run.

0 - Detail by Check Control Number

1 - Summary per Pay Period End Date

2 - Summary per Month

3 - Summary per Quarter

4 - Summary per Year

5 - Summary per Check Date

29.

If you use Summary Code 4 (Summary Per Year) the report will give the entire
year totals regardless of what date range may be entered in Processing Options.
The only thing used from the Date Range is the year.

30.

You have two options when it comes to dates for this report. You can enter the
Payroll Tax Year or you can enter the Partial Year Date From and Thru range.

31.

If you use the Payroll Tax Year enter the two digit year. For example, "07" for
2007.

32.

If you decide to use the Partial Year Date From and Partial Year Date Thru
fields enter the date range for which you want to run the report. When entering
the date use the mm/dd/yyyy format.

The report will not run across calendar years. If a date range including two
different calendar years is entered, the report will give results only for the calendar
year in the “Partial Date From” field.
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Step Action

33.
Click the Print tab.

Print

34. Complete the following fields, if desired:

Print Employee Tax ID on Report - leave blank to print the Employee Tax ID
on report, or enter 1 to exclude

Print Employer Paid DBAs and Taxes - enter the appropriate selection

Print YTD Totals by Employee or HMCU/HMCO - leave blank to print YTD
totals by Home Business Unit, or enter 1 to print YTD totals by Employee

Sort Employees By - enter the appropriate selection

Print Employee History - leave blank

ORACLE »

0K Ccance]

1. Print Employee Tax ID on Report

Blank = Yes (Default)
1=HNo

2. Print Employer Paid DBAs and Taxes

Blank = Na (Default)

1 =Print DBAs and Taxes

2 =Print DBAs Only

3 =Print Taxes Only

3. Print YTD Totals by Employee or HWCUHMCO

Blank = By HWCU and HMCO (Default)
1 =By Employee

4. Sort Employees By
Blank = Address Number (Default)

1=Employee TaxID
2 =Alpha Name

PR

5. Print Emplayee History by BIN NumberEmplayer Tax 1D

Blank = No (Default)
1=Yes

Done iFi) € mmternet H00% v

Step Action

35.
Click the OK button.
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Printer Selection ]
Printer Selection | Print Property | Document Setup | Advanced
Printer Name |acPUONEWORLD_A
Frinter Location |HERE
Sy Printer Model |LasEr
} Number of Capies ,17 Range: 1-9999
~—
Done jril € Internet w 100% v
Step Action
36.
Click the OK button.
=
37. After submitting the report go to View Job Status to view the report. For more
information on how to view your reports go to the Working with Submitted
Reports lesson under the System Basics course.
38. You have successfully completed this lesson.

End of Procedure.
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