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CIPPS Report Downloads

	Introduction
	Build report download requests by specifying which data (data field selection) will be downloaded from which available report(s) (report selection).  The selected data fields come directly from the specified report(s).  Report and data field selections must be entered each time the download is executed; report requests cannot be saved as templates and re-executed following nightly data refreshing.


	Selecting a CIPPS Report
	From the CIPPS Downloading Main Menu, enter your control agency code and an ‘X’ next to the selected report (10, U033, or U060).  Then execute Function 6 or press Enter to display the Report Selection Screen for the selected report.  The report selection screens display the most recent reports that were refreshed and are available for download.


	Note on Procedures
	In the procedures that follow, detailed procedures and function descriptions are presented only for the Report 10 screens since the functions are identical for all reports within the CIPPS Reports Data Group.


	Field Name Cross Reference
	While CIPPS-FINDS Data Field Selection Screen field names generally conform to CIPPS screen and report field names, there are some variations. The procedures for each Data Field Selection screen that follows include a detailed cross reference table between CIPPS-FINDS Data Field Selection Screen field names and CIPPS Report field names.  CIPPS-FINDS Download field names, which will appear as column header names on downloaded data to facilitate data identification, are also included.


	Field Name
	Description

	CIPPS-FINDS Data Field Selection Screen
	In some cases, CIPPS-FINDS combines several CIPPS Report Field names together on the screen displays.  If selected, all fields included in combined fields are downloaded.  Data Fields designated as “KEY” are pre-selected and are included in all downloads executed for the respective CIPPS report.

	CIPPS-FINDS Download
	Due to field length limitations, CIPPS-FINDS Download Field names do not match the CIPPS field name or the Data Field name as it appears on the CIPPS-FINDS Data Selection screens.

	CIPPS Report
	The CIPPS Report Field name corresponding to the CIPPS-FINDS Data Field.


Continued on next page

CIPPS Report Downloads, Continued

	Report 10 - Report Selection
	Selecting CIPPS Report 10 displays the CIPPS Downloading Report 0010 screen.  The report 10 selection screen includes the "IND" column, which distinguishes between edit (scrub – no checks) and pay (certified – checks) report 10s.  A ‘Y’ indicates an edit report, a blank indicates a pay report:
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ENTER FUNCTION: _ (5=MAIN MENU, 6/ENTER=MORE REPORTS, 7=SELECT ELEMENTS
9=SELECT ALL AND EXECUTE)

PLACE AN "X NEXT TO THE REPORT TO BE EXTRACTED

ACTION AGENCY REPORT DATE TIHE # RECORDS ~ IND
_ 132 0010 09/08/2004  18:57:30 a1
_ 132 0010 09/07/2004  20:27:30 a1 v
_ 132 0010 08/24/2004  19:27:38 42
_ 132 0010 08/23/2004  20:23:45 42 v
_ 132 0010 08/20/2004  21:22:07 42 v
_ 132 0010 08/05/2004  19:49:55 a1
132 0010 08/04/2004  19:33:42 a1 v
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	FUNCTION
	Enter applicable function:



	Function
	Description

	5=Main Menu
	Returns user to Main Menu, cancels request.

	6/Enter=More Report
	Displays more available reports.

	7=Select Elements
	Displays the Data Field Selection screen.

	9 = Select All and Execute
	Selects all the Data Field Selections and executes the request.


	ACTION
	Enter ‘X’ next to the desired report(s) to make selection.  Remember, the reports available are contingent on the designated Data Refresh option.


Continued on next page

CIPPS Report Downloads, Continued

	Report 10 - Data Field Selection
	Use Data Field Selection screens to select which report data fields to include in the download.  Any number of fields may be selected, but at least one data field must be selected for a successful download.
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ENTER FUNCTION: _ (5=MAIN MENU, 7=PREVIOUS SCREEN, 9=EXECUTE REQUEST)

PLACE AN "X" NEXT TO EACH FIELD TO BE SELECTED

X COMPANY NUMBER, REPORT ID, RUN DATE, RUN TIME,
PAY PERIOD END DATE,PRE-CERT IND

_ ORGANIZATION CODE _ RATE/AHT

_ CURRENT REG/OT HRS _ CURRENT REG/OT/GROSS AMT
_ ¥TD REG/OT/GROSS _ CURRENT FED/OASDI/HI

_ ¥TD FED/DASDI/HI _ CURRENT TOTAL DEDUCTIONS
_ ¥TD TOTAL DEDUCTIONS _ CURRENT NET PAY

_ EMPLOYEE NUMBER _ EMPLOYEE NAME

_ RES/HRK STATE, LOCATION ZssH

_ EMPLOYEE STATUS  CHECK DATE

_ FEDERAL EXEMPTIONS _ MARITAL STATUS

_ CHECK HUMBER _ SICK/VACATION

_ MET CHECK _ CURRENT DED/SP PAY AHTS

_ YTD DED/SP PAY AMTS
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	FUNCTION
	Enter applicable function following entry of data field selections:

	Function
	Description

	5=Main Menu
	Cancels request, returns user to the Main Menu.

	7=Previous Screen
	Displays Report Selection screen, deleting any data field selections.

	9=Execute Request
	Begins download, displays Dataset Information screen.


	FIELD
	Enter ‘X’ next to the Data Field to be included in the download.


	CIPPS-FINDS
	CIPPS

 Report Field

	Data Field
	Download Field
	

	Company Number, Report ID, Run Date, Run Time, Pay Period End Date, Pre-cert IND – KEY (pre-selected)
	CMP
	Company Number

	
	RNUM
	Report ID

	
	RUNDATE
	Run Date

	
	RUNTIM
	Run Time

	
	PPEREDAT
	Pay Period End Date

	
	P
	Pre-Cert IND


Continued on next page

CIPPS Report Downloads, Continued

Report 10 - Data Field Selection (continued)
	CIPPS-FINDS
	CIPPS

 Report Field

	Data Field
	Download Field
	

	Organization Code
	ORGCODE
	Organization Code

	Rate/Amt
	RATEAMOUNT
	Rate/Amt

	Current REG/OT HRS
	CREHE
	Current Reg Hrs

	
	COVHR
	Current OT Hrs

	Current REG/OT/Gross
	CUREGAMT
	Current Reg Amt

	
	CUROVEAMT
	Current OT Amt

	
	CURGROSPAY
	Current Gross Amt

	YTD REG/OT/Gross
	YTDREGAMT
	YTD Reg

	
	YTDOVEAMT
	YTD OT

	
	YTDGROSPAY
	YTD Gross

	Current FED/OASDI/HI
	CURRTEDER
	Current Fed

	
	CURRENT OASD
	Current OASDI

	
	CURRENT HI
	Current HI

	YTD FED/OASDI/HI
	YTDFEDERAL
	YTD Fed

	
	YEARTODAOASDI
	YTD OASDI

	
	YEARTODAHI
	YTD HI

	Current Total Deductions
	CURRTOTDEDUC
	Current Total Deductions

	YTD Total Deductions
	YTDTOTDEDUCT
	YTD Total Deductions

	Current Net Pay
	CURRNETPAY
	Current Net Pay

	Employee Number
	EMPLOYEENUM
	Employee Number

	Employee Name
	EMPLOYEENAME
	Employee Name

	RES/WRK State, Location
	RS
	RES State

	
	RLO
	RES Location

	
	WS
	Work State

	
	WLO
	Work Location

	SSN
	SOCSECNUMB
	SSN

	Employee Status
	S
	Employee Status

	Check Date
	CHCKDATE
	Check Date

	Federal Exemptions
	FEDEX
	Federal Exemptions

	Marital Status
	M
	Marital Status

	Check Number
	CHECKNUMBR
	Check Number


Continued on next page

CIPPS Report Downloads, Continued

Report 10 - Data Field Selection (continued)
	CIPPS-FINDS
	CIPPS

 Report Field

	Data Field
	Download Field
	

	Sick/Vacation
	SLVTODATE
	Sick

	
	VLTODATE
	Vacation

	Net Check
	NETCHECK
	Net Check

	Current DED/SP Pay Amts
	DEDHEAD, DEDUCTAMT
	Current Deduction Amts

	YTD DED/SP Pay Amts
	YTDDEDAMT
	YTD Deduction Amts


	Report U033 - Report Selection
	Selecting CIPPS Report U033 displays the CIPPS Downloading Report U033 screen:
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ENTER FUNCTION: _ (5=MAIN MENU, 6/ENTER=MORE REPORTS, 7=SELECT ELEMENTS
9=SELECT ALL AND EXECUTE)

PLACE AN "X NEXT TO THE REPORT TO BE EXTRACTED

ACTION AGENCY REPORT DATE TIHE # RECORDS
_ 132 U833 88/19/2084  17:51:59 15
_ 132 U833 08/13/2084  13:30:03 72

132 U833 B7/15/2004  07:48:49 98

ALL REPORTS LISTED, USE FUNCTION 7 TO CONTINUE
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	FUNCTION
	Enter applicable function:



	Function
	Description

	5=Main Menu
	Returns user to Main Menu, cancels request.

	6/Enter=More Report
	Displays more available reports.

	7=Select Elements
	Displays the Data Field Selection screen.

	9 = Select All and Execute
	Selects all the Data Field Selections and executes the request.


Continued on next page

CIPPS Report Downloads, Continued

	Report U033 - Data Field Selection
	Select data fields to include in the download:
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ENTER FUNCTION: _ (5=MAIN MENU, 7=PREVIOUS SCREEN, 9=EXECUTE REQUEST)

PLACE AN "X" NEXT TO EACH FIELD TO BE SELECTED

X COMPANY NUMBER, REPORT ID, RUN DATE, RUN TIME, PAY PERIOD
PAY FREQUENCY, VOUCHER NUMBER, CHECKHRITE NUMBER

_ ORGANIZATION CODES _ EMPLOYEE NUMBER

 EMPLOVEE NAME ~ PAY TYPE

 EARNINGS  RET CRED/RETIREMENT

 SOCIAL SECURITY ~ GRP INSURANCE

~ HEALTH_ INSURANCE  TOTAL COSTS

 FUND AGENCY  FUND

_ PROGRAN ~ SUB-PROGRAM

 ELEWENT  0BJECT

 PROJECT T TASK

 PHASE ~ COST CODE

~ PERCENT  LTD DISABILITY

_ DC/ANN MATCH
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	CIPPS-FINDS
	CIPPS

 Report Field

	Data Field
	Download Field
	

	Company Number, Report ID, Run Date, Run Time, Pay Period, End Date, Frequency, Voucher Number, Checkwrite - KEY (pre-selected)
	CMP
	Company Number

	
	RNUM
	Report ID

	
	RUNDATE
	Run Date

	
	RUNTIM
	Run Time

	
	PAYPERID
	Pay Period

	
	FRQ
	Pay Frequency

	
	VOUCHNO
	Voucher Number

	
	CHKWRT
	Checkwrite Number

	Organization Codes
	ORGCODE
	Organization Codes

	Employee Number
	EMPLOYEENUM
	Employee Number

	Employee Name
	EMPLOYEENAME
	Employee Name

	Pay Type
	PTYP
	Pay Type

	Earnings
	EARNING
	Earnings

	Ret Crd
	RETCRD
	Ret Crd

	Retirement
	RETIRE
	Retirement


Continued on next page

CIPPS Report Downloads, Continued

Report U033—Data Field Selection (continued)
	CIPPS-FINDS
	CIPPS

 Report Field

	Data Field
	Download Field
	

	Social Security
	FICA
	Social Security

	Grp Insurance
	GRPINS
	Grp Insurance

	Health Insurance
	HLTHNS
	Health Insurance

	Total Costs
	TOTCOST
	Total Costs

	Fund Agency
	FAG
	Fund Agency

	Fund
	FUND
	Fund

	Program
	PGM
	Program

	Sub-Program
	SP
	Sub-Program

	Element
	EL
	Element

	Object
	OBJT
	Object

	Project
	PRJCT
	Project

	Task
	TK
	Task

	Phase
	PH
	Phase

	Cost Code
	CCD
	Cost Code

	Percent
	P
	Percent

	DC/ANN Match
	DCANN
	DC Match

AN Match

	LTD Disability
	LTDDISCOS
	LT DISAB


Continued on next page

CIPPS Report Downloads, Continued

	Report U060 - Report Selection
	When CIPPS Report U060 is selected, the CIPPS Downloading Report U060 screen is displayed:

[image: image5.png]MEIES

Fle Edt View Joos Session DOplions Hel

D|@|E| &« [o]eBr 3] R wll_e|e| wim|w x|
ACTL3070 CIPPS DOMHLOADING - REPORT UB6O Sa02

ENTER FUNCTION: _ (5=MAIN MENU, 6/ENTER=MORE REPORTS, 7=SELECT ELEMENTS
9=SELECT ALL AND EXECUTE)

PLACE AN "X NEXT TO THE REPORT TO BE EXTRACTED

ACTION AGENCY REPORT DATE TIHE # RECORDS
_ 201 UB6D  08/19/2084  17:53:33 15
201 UB6d  08/13/2094  13:30:07 267

ALL REPORTS LISTED, USE FUNCTION 7 TO CONTINUE
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	FUNCTION
	Enter applicable function:



	Function
	Description

	5=Main Menu
	Returns user to Main Menu, cancels request.

	6/Enter=More Report
	Displays more available reports.

	7=Select Elements
	Displays the Data Field Selection screen.

	9 = Select All and Execute
	Selects all the Data Field Selections and executes the request.


Continued on next page

CIPPS Report Downloads, Continued

	Report U060 - Data Field Selection
	Select data fields to include in the download:
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ENTER FUNCTION: _ (5=MAIN MENU, 7=PREVIOUS SCREEN, 9=EXECUTE REQUEST)

PLACE AN "X" NEXT TO EACH FIELD TO BE SELECTED

X COMPANY NUMBER, REPORT ID, RUN DATE, PAY PERIOD,
PROVIDER, PAY FREQUENCY, ORGANIZATIONAL CODES

_ EMPLOYEE NAME _ EMPLOYEE NUMBER
_ COVERAGE CODE _ EMPLOYEE TOTAL
_ COMPANY TOTAL _ TOTAL COSTS

_ CHECK HRITE NUMBER
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	CIPPS-FINDS
	CIPPS

 Report Field

	Data Field
	Download Field
	

	Company Number, Report ID, Run Date, Run Time Pay Period End Date Provider Code, Provider Name, Frequency, Organization Code – KEY (pre-selected)
	CMP
	Company Number

	
	RNUM
	Report ID

	
	RUNDATE
	Run Date

	
	RUNTIM
	Run Time

	
	PAYPERID
	Pay  Period

	
	PC
	Provider Code

	
	PROVIDER NAME
	Provider Name

	
	FRQ
	Pay Frequency

	
	ORGCODE
	Organization Codes

	Employee Name
	EMPLOYEENAME
	Employee Name

	Employee Number
	EMPLOYEENUM
	Employee Number

	Coverage Code
	CC
	Coverage Code

	Employee Medical
	EMPMED
	Employee Medical

	Company Medical
	AGYMED
	Company Medical

	Total Costs
	TOTCOST
	Total Costs

	Check Write Number
	CHWNUM
	N/A


Contacts

	DOA Contact
	Director, State Payroll Operations

Voice:   (804) 225-2245

E-mail:   Payroll@doa.virginia.gov
Payroll Business Analyst/Trainer

Voice:   (804) 225-3120 or (804) 225-3079

E-mail: Payroll@doa.virginia.gov


 Subject Cross References

	References
	None
















PAGE  
1
Office of the Comptroller 

Commonwealth of Virginia

