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Overview

	Introduction
	The Payroll Audit Tool (PAT) is a Web-Based application that facilitates the review and comparison of key payroll and leave information.  PAT can be used to generate reports in a user-friendly format to:

· Audit and review payroll and leave activity 

· Expedite the tracking and analysis of payroll expenditures

· Track Wage Employee 1500 Hour status

· Summarize monthly EPR information to key into PMIS.

Previous desktop PAT Users will notice these changes:

· It is no longer necessary to download and store separate files to run reports in PAT.

· It is no longer necessary to install software on the individual computer.
· Inserting commas in name and address fields in CIPPS no longer causes a problem for PAT reports.


	Summary of Applications
	The following table identifies the general categories of PAT reports and an explanation of their functionality.


	Category
	Description
	Common Application

	Summary Processing
	Summary and comparison reports based on Report 10 files.
	Used in pre- and post-certification processing to identify differences between any two Report 10 files. 

	
	1500 Hour Report based on Employee Master and Payline History.
	Helps track wage employees’ hours and compliance with 1500-hour policy.

	Deduction & Special Pays
	Compares and/or summarizes deductions and special pays.
	Lists and/or compares employee deductions between two Report 10 files and reports differences.

	Leave
	Reports employees with leave balances less than a given number of hours.
	Helps report potential LWOP.  

	
	Employee Leave Balances
	Full list of active employee leave balances available.

	
	Employee Leave Activity
	Review and query leave activity on the company level.

	
	Duplicate Leave Transactions
	Create Reports of Duplicate transactions.


Continued on next page

Overview, Continued
	 Summary of Applications, continued
	


	Category
	Description
	Common Application

	Employee
Master
	Employee masterfile information listed on one sheet.
	Review New Hires

	U033 Report
	Review a summary or a comparison of selected U033 reports.
	Detect and project expenditure changes


	Navigation
	Payline users will find the navigation buttons familiar since PAT is a part of the Payline website.  Point and click to select and run reports as needed.


Requesting Access to PAT

	Access Requirements


	· Browser - Internet Explorer, Firefox or Netscape, Ver. 4.0 or higher. Enabled for Java Script, Cookies and Secure Socket Layer (SSL) Security (128-bit Version). 

· Connection - When connecting to the site from behind a firewall or proxy server, it must allow SSL (port 443) connection. 

· Screen Resolution - 800x600 or greater, with a minimum of 256 colors. 

· Modem Speed - Connection speed of 56K or higher is recommended. 

· Adobe Reader – version 9.0 (recommended)




Continued on next page

Requesting Access to PAT, Continued
	Security Request

	PAT is a part of the Payline Website.  To gain access to PAT complete the Payline Authorization Request form found at:

www.doa.virginia.gov/Payroll/Forms/PaylineSecurityForm.pdf
Choose the Requested Payline Access:

· Select “New” for users who do not have a Payline Administrative (99+EIN) Logon ID

· Select  “Change” for users who already have a Payline Administrative (99+EIN) Logon ID
Choose the Requested PAT Access level:

· System Administrator – Not available to Line Agencies

· Payroll Audit Reports – Allow user to view ONLY PAYROLL REPORTS
· Payroll Audit Reports and Update Ded./Spec. Pay Tables – Allow user to view ONLY PAYROLL REPORTS and perform TABLE MAINTENANCE described in “Update Ded/Spec Pay Table” section below.

· Leave Audit Reports and Queries – Allow user to view ONLY LEAVE REPORTS
· Payroll and Leave Audit Reports and Queries – Allow user to view BOTH PAYROLL AND LEAVE REPORTS
· Payroll and Leave Audit Reports and Queries and Update Ded./Spec. Pay Tables – Allow user to view BOTH PAYROLL AND LEAVE REPORTS and perform TABLE MAINTENANCE described in “Update Ded/Spec Pay Table” section below.


Requesting Access to PAT, Continued
	Automated Data Population


	State Payroll Operations will initiate the automated population of the necessary data for each company when the agency requests security via the form.    Report 10 and U033 files will be available in PAT the day after processing.
Since the 1500-hour report uses data from Payline, the complete report will be available immediately upon receiving access.  There is no need to build a year of history for the report since Payline already has 24 months of pay history.

The Refresh options in FINDS must be set properly in order for the data to flow as scheduled to PAT.  Because of this, State Payroll Operations will set/override the Refresh options for CIPPS data in FINDS according to the schedule below.  The files will accumulate in PAT likewise.

File Type

Refresh Options

PAT File Retention

Report 10 Files

After Every Iteration

Post Cert – 2 years

Pre Cert (Edit) – 45 days

U033 Files

After Every Iteration

2 years

Employee Masterfile

Nightly

Replaced every night



	
	


Accessing PAT
	Log On to Payline/PAT
	Begin by logging on to Payline through the Administrative Account (99 + EIN).  

Once in Payline, click Main Menu.  Once on the Main Menu a button will appear called Payroll Audit Tool (PAT) for those employees who have access.  Click the PAT button to view the Report Menu.

(For more information on Payline, refer to the CAPP Topic 70515, Payline.)




Update Deduction/Special Pay Table   


	
	


Continued on Next Page
Update Deduction/Special Pay Table, Continued
	Customization Options
	Via the Deduction/Special Pay Table, agencies will be able to customize reports according to the Pay or Deduction Name as shown below:
For Deductions:

· Exclude from Deduction Amount Change Comparison

· Exclude from Deduction and Special Pay Listing

· Exclude from Deduction and Special Pay Comparison

For Special Pays:

· Exclude from Deduction and Special Pay Listing

· Exclude from Deduction and Special Pay Comparison

· Include on Comparison Report 10 as a Non-Cash item
· Include on Salary Rate/Regular Pay Comparison

· Include on Special Pay Listing

(by virtue of an item being added as a Special Pay, it will automatically be excluded from the Deduction Amount Change Comparison)


	Updating the Deduction/
Special Pay Table
	A button will be available from the PAT Report Menu entitled “Update Deduction/SP Pay Table.”
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Continued on next page

Update Deduction/Special Pay Table, Continued

	Add a Special Pay


	· Click on ‘Add Special Pay’ from the PAT Deductions and Special Pays screen:
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· On the resulting screen select the Company, and type the Special Pay Name exactly as it appears on the Report 10 file.  Choose the report customization options for this Special Pay and click ‘Accept’.
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Continued on next page

Update Deduction/Special Pay Table, Continued
· The resulting page will display all of the Special Pays added for that Company number.

	Add a Special Pay, continued
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	Add a Deduction


	· Click on ‘Add Deduction’ from the PAT Deductions and Special Pays screen:

NOTE:  If PAT does not recognize a header name, it will assume it is a deduction. Therefore, it is only necessary to add a deduction to the table if you wish to exclude it from the available options.
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Continued on next page

Update Deduction/Special Pay Table, Continued

	Add a Deduction Continued
	On the resulting screen, select the Company and type the Deduction Name exactly as it appears on the Report 10.  Customize reports by selecting the reports from which you wish to exclude this item.
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	· The resulting table will look like this:
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Running Payroll Reports

	Accessing Payroll Reports
	After clicking the Payroll Audit Tool (PAT) button, located on the Payline Main Menu, you will be taken to the Payroll Audit Tool Report Menu as shown below:
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	Click on “Payroll Reports to continue.  Another screen called “Payroll Report Selection” will appear as shown below:
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Choose the agency you wish to run reports for in the drop down box and click “View Report View”.  (If you have access to multiple agency numbers all of the agencies that you have access to will appear here.)


Continued on next page

 Running Payroll Reports, Continued
	Accessing Payroll Reports, continued
	 The next screen will be the Payroll Report Selection main menu.  From this screen, you will be able to select the file by run date and choose the report you would like to view.
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 You can use the dropdown box to view the available Report 10 files by Run Date.  The drop down box lists the Edit Report 10s with a prefix of “Pre” and Final Pay Run Report 10's with a prefix of “Post.”  Each box will default to the most recent Report 10 file.
The menu groups available report selections according to category.  The seven report categories are Pre-Certification, Post-Certification, Summary, Deduction and Special Pay, Leave and Employee, U033, and U033 Cumulative.  Each category has a listing of reports users can select for creation.  The name of the report is under ‘Report Type’ and the number of reports required is documented in the second column.  Some reports are summary reports and only require one Report 10 file to run.  Other reports, such as the Deduction and Change Comparison, will compare data from two Report 10 files; therefore, you must use both drop down boxes at the top to select two different Report 10 files in order for the report to run properly.

If there are multiple lines (separate pay instruments) on the Report 10 file for any particular employee, PAT summarizes them into one line on each report.




Pre-Certification Reports

	Pre-Certification Report Menu
	The “Pre-Cert Report” category contains reports that are particularly useful during the pre-certification process.  The reports in this category are Summary Report 10, Salary & Regular Pay Compare, Report 10 Employee Totals, Special Pays Listing, Deduction Amount Change Comparison, State and Federal Tax Withholding Comparison, and the Rate Amount Change Compare.
To run Pre-Certification Reports, make sure that you have selected the applicable Report 10 files in the Report #1 and Report #2 boxes at the top of the screen.  Use the check boxes to select the desired reports and click “Run Pre-Cert Reports.”
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A resulting screen will pop up with all of the selected reports and a “.pdf” button next to each report.  Click each “.pdf” button to view the reports.  The .pdf files may be printed and/or saved.
[image: image12.png]3 Payroll Reports Department of Accounts - Microsoft Internet Explorer, provided by DEPARTMENT OF ACCOUNTS

File Edit View Favorites Tools Help ”~

Q- © - N B @ Lo Frraens @] 2~ 2

Adiress €] hitp:/fdoa-cf2/QAPAT fPayroll_Reports.cfin

1rginia.goVv  online Services | Commonwealth Sites | Help | Governor

' 0 A Payroll Audit Tool
Virginia Department of Accounts

Payline > Payroll Audit Tool > Report Menu > Payroll Reports contact us | EIENIIN © entre site ® capp only

Report Menu
Payroll Report Selection

Update Deduction/SP Pay Table

[L=EEE B DD Pre-Certification Reports - Company 000

Report Execute
Summary Report 10 po)
YRGNALL Salary Rate & Regular Pay Compare o]
DIG | s o i ]
foet Comnected. Get Answers. Special Pays Listing o]
Deduction Amount Change Compare o]
Tax Deduction Amount Compare o]
Rate Amount Change Compare o]

ia T @l

&]Done. J Local intranet







Continued on next page

Pre-Certification Reports, Continued
	Summary Report 10
	Summary Report 10

This report provides a summarized view of the Report 10 file selected in the drop down box for Report 10 #1.  It shows each employee’s gross to net pay.  Totals are provided at the end of the report:
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	Salary/Regular Pay Compare
	Salary Rate & Regular Pay Compare

This report provides a list of the employees whose total regular pay does not equal their semi-monthly salary/rate on the Report 10 file selected in the drop down box for Report #1.   
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Report 10 Salary/Rate and Regular Pay Comparision Report
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00171500000

00174500000

00176800000

00178100000
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RAFAEL HAGAN
LANCE GRAMMER, JR
BURLEY NATHANSON
BROOKS OLHA
TAKESHA STANLEY
DANA BARNEY

NOEL BEATTY
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 Continued on next page

Pre-Certification Reports, Continued

	Report 10 Employee Totals (Wage/Salary)
	Report 10 Employee Totals (Wage/Salary)

This report summarizes the basic Report 10 information for either Wage Employees or Salaried Employees for the Report 10 file selected in the Report 10 #1 drop down menu box.  Select to run the report for Wage or Salaried employees by using the drop down box next to the Report Name.
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Company: 000 SUMMARY REPORT 10 - EMPLOYEE TOTALS
WAGE EMPLOYEES
Run Date - Post 04/26/2010

— HOURS —
ORG REGULAR ot CURRENT CHECK
NAME CODE RATE  REGULAR  OT EARNINGS ~EARNINGS ~ GROSS PAY DATE

UNDRA SAUNDERS,JR 00370100000 90 710 000 6330 000 6300 04302010
JESSIE FINCHAM 00376800000 000 2640 000 26400 000 20400 04302010
MARCIAOVERTON,JR 00371000000 1800 000 000 000 000 000 04302010
BRYCE STORY 00370100000 200 3150 000 37800 000 37800 04302010
DERRICK HATALA 00376700000 92  as0 000 44685 000 4585 04302010
TERLYN BRASURE 00371200000 27 000 15240 000 15240 04302010
HARINEECE 00376700000 0 oo 000 000 000 04302010
EDMUND HOWELL 00378100000 0 oo 000 000 000 04302010
‘SONNY GLOVER 00371200000 300 5400 5200 04302010
JAYNIXON 00373000000 000 000 1043 04302010
JUDY EDMONDS 00378200000 000 000 000 04302010

8368624500 CHERI PLAZA 00378200000 000 000 7085 04302010

83888230100 TEDDY LAFOND 00370300000 000 000 60200 04302010

83886244500  REINA STEPHENSON 00370100000 000 000 000 04302010

83388291400 CORY WOODARD 00371000000 000 000 75816 04302010

83686200200 BEN EARL HANLEY 00370100000 000 000 2160 04302010

85986209900 ADDISON ECKENRODE 00377700000 000 000 24883 04302010

83986311100 DEBORAHOVERHOLT 00379000000 000 000 000 04302010

8388310400 NEIL FARLOW 00371100000 000 000 43000 04302010

83686323300 ANGELO PARSONS 00376700000 000 000 0402010

as8s6337900  BURDETTE PROGISE 00376000000 000 000 0402010

83886351300 MITZINEELY 00378200000 000 000 0402010
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	Special Pays Listing
	Special Pays Listing

This report lists all of the employees receiving any Special Pay for the Report 10 file selected in the Report 10 #1 drop down menu box.  Special Pays are included on this report if:

· The name was entered on the Statewide Special Pay list by State Payroll Operations (excludes Imputed Life)

· The name exists on the agency specific Special Pay table as "Include on the Special Pay Listing".
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Company:

ORG CODE

© ® [ -

EMPLOYEE

NUMBER

& 1l -

(EXCLUDES IMPUTED LIFE)
(SORTED BY EMPLOYEE NUMBER)
Run Date - Post 04/26/2010

NAME

SPECIAL PAY
TYPE

SPECIAL PAYS LISTING

SPECIAL PAY
AMOUNT

YTD
AMOUNT

00171500000
00174500000
00176800000
00178100000
00170100000

88888109200

88888187600

88888313600

88888615300

88888739000

RAFAEL HAGAN
LANCE GRAMMER, JR
BURLEY NATHANSON
BROOKS OLHA

DANA BARNEY

VSDP BEN

VSDP BEN

VSDP BEN

VSDP BEN

VSDP BEN

1,140.75
413.57
605.66
574.00
829.10

1,140.75
1,347.66
3.179.72

574.00

9,864.05
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Pre-Certification Reports, Continued

	 Deduction Amount Change Comparison
	This report compares two Report 10 files and lists those employees who have had a change in the deduction amount between the two files selected in the Report 10 #1 and Report 10 #2 drop down boxes.

All Pay Items are automatically treated as Deductions and will show on this report unless:

· State Payroll Operations has added the pay item to the Statewide Special Pays listing.
· The line agency has added the item to the Agency Specific Special Pay table.
Deductions can be excluded from this report by:

· Adding the item to the Agency Specific Deduction table and marking it as “Exclude from the Deduction Amount Change Comparison.”
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Company: 000 DEDUCTION AMOUNT CHANGE

(EXCLUDES TAXES, FLEX ADM AND DD DEDS)
File 1-  Pre  04/08/2010 File2 - Post 03/25/2010

Empl ID NAME TYPE PAY FILE 2 AMT PAY FILE 1 AMT

88888008900 REBECCA SARIAN GRP INSR $0.00 $13.83
88888008900 REBECCA SARIAN GRPINSR $13.83 $0.00
88888008900 REBECCA SARIAN RETIRMNT $197.05 $109.55
88888008900 REBECCA SARIAN RETRMNT2 $0.00 $87.50
88888018900 JANIE RAKES GRP INSR $0.00 $15.64
88888018900 JANIE RAKES GRPINSR $15.64 $0.00
88888018900 JANIE RAKES RETIRMNT $222.85 $123.90
88888018900 JANIE RAKES RETRMNT2 $0.00 $98.96
88888020200 HOLLIE CONDYLES GRP INSR $0.00 $16.00
88888020200 HOLLIE CONDYLES GRPINSR $16.00 $0.00
88888020200 HOLLIE CONDYLES RETIRMNT $228.10 $126.81
88888020200 HOLLIE CONDYLES RETRMNT2 $0.00 $101.29

&]Done. Unknown Zone








Continued on next page

Pre-Certification Reports, Continued

	State and Federal Tax Withholding Comparison
	This report lists all of the employees with no change in Gross Pay (usually excludes wage employees and those with overtime) whose Federal and/or State Tax difference is greater than the chosen variable dollar amount  when the two selected files in the Report 10 #1 and Report 10 #2 drop down boxes are compared.  To choose the variable dollar amount, select a number in the drop down box next to the Report Name before clicking on ‘Run Pre-Cert Reports.’
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05/10/2010 Page 1

Company: 000 STATE AND FEDERAL TAX WITHHOLDING COMPARISION
EMPLOYEES WITH NO CHANGE IN GROSS

EXCLUDES IMPUTED
WITH FEDERAL OR STATE VARIANCE GREATER THAN 3

File 1 - Pre 04/08/2010 File 2 - Post 03/25/2010

Empl ID NAME TYPE PAY FILE 2 AMT PAY FILE 1 AMT

88888700200 ROLFE TOWNSEND JR FEDERAL $132.41 $155.23
STATE $80.89 $80.89

&]Done. Unknown Zone







	Rate Amount Change Compare
	This report compares the Report 10 files selected in the Report 10 #1 and Report 10 #2 drop down boxes and lists the exceptions for those employees who have had a change in their H0BID Salary/Rate amount.
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Company: 000 RATE AMOUNT CHANGE

File1 - Pre  04/08/2010 File2 - Post 03/25/2010

Employee ID EMPLOYEE NAME PAY FILE 2 AMT PAY FILE 1 AMT

88888308900 ADDISON ECKENRODE $0.00 $8.64
88888548100 HOLLIE SULLIVAN, JR $10.00 $0.00

&]Done. Unknown Zone








Post-Certification Reports

	Post-Certification Report Menu


	Post-Certification reports are particularly useful after the final pay processes.  There is only one report in this category, the Report 10 Comparison.
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	Report 10 Comparison
	This report compares the two files identified in the drop down boxes for Report 10 #1 and Report 10 #2 and provides a listing of the employees with a difference in gross or net pay.  It also summarizes the total of the differences at the end of the report.  This report is very useful in identifying gross pay differences after certification.

Items will be included in the Non-Cash calculation if:

· State Payroll Operations has added the pay item to the Statewide Special Pay Table as Non-Cash

· The line agency has added the item as a Special Pay on the Agency Specific Deduction/Special Pay Table and marked it as “Include on Comparison Report 10”

Users can further customize this report by choosing to run the report for All, Wage Only, or Salaried Employees Only. Users can also select a sort order by Employee ID, Gross Pay Amount, Name, or Organization Code.
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05/1022010

Company: 000 COMPARISION REPORT 10
Sorted By Emp-ID
All Employees
Report1- Post 04/26/2010 Report2- Pre 04/23/2010

org Employee  Employee Gross  REG ~ OVER  NON

DED
Code D Name Diff AMT  TIME  CASH FED OAS  HI  STATE pp

001701000088885739000 DANA BARNEY 631 2397 000

Grand Totals - 631 2397 000

Urknawn Zane





NOTE: The Deduction Difference column subtracts “DDSavings” from the “Total Deductions” field on the Report 10 and uses that total to compare for differences.  Otherwise, deduction changes for employees with Savings as their net direct deposit do not show on the report.


Summary Reports
	Summary Report Menu


	Summary Reports use only one Report 10 file to list totals by a particular field.  There are two Summary Reports in this category, Gross Pay Totals by Frequency and the Check Number Listing.
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	Gross Pay Totals by Frequency
	This report uses the Report 10 file selected in the Report 10 #1 drop down box along with the employee master file to compute a dollar value for each frequency assigned to the employees on the master file.  For agencies that choose to certify by frequency, this report is helpful when calculating the gross pay totals.
NOTE: Regardless of the run date of the Report 10 file selected, this report totals by the frequency assigned to the employee in CIPPS on the previous workday of the current date.  This report will be most accurate for the most recent Report 10 file.
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Company: 000 GROSS PAY TOTALS BY FREQUENCY

Report 10 File: Post  04/26/2010

FREQUENCY TOTAL

070 $238,044.15

072 $12,947.14

GRAND TOTAL $250,991.29

&]Done. Unknown Zone








Continued on next page

Summary Reports, Continued
	Check Number Listing
	This report uses the Report 10 file selected in the Report 10 #1 drop down box to create a listing of checks/direct deposits paid on that report.  It also summarizes the number of checks, manual pays, and direct deposits at the end of the report.  This listing will not work for “pre” edit reports.  Users can choose the order of this report by selecting check number, or levels 1 – 4 of the organization code.

NOTE: If the first three digits of the number match the agency number, the report will list it as a manual pay.  Keep that in mind when assigning manual pay identification numbers in CIPPS.
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Company: 000

REPORT 10 - CHECK NUMBER LISTING
SORTED BY CHECK #
Report 10 - Post 04/26/2010

Org Code EMPL_ID Name Check
Level Date

Check
Number

00370100000 88888002400 UNDRA SAUNDERS, JR 04/30/2010 MANUAL PAY

00171500000 88888008900 REBECCA SARIAN 04/30/2010 MANUAL PAY

00173900000 88888018900 JANIE RAKES 04/30/2010 MANUAL PAY

00170100000 88888020200 HOLLIE CONDYLES 04/30/2010 MANUAL PAY

00376800000 88888028000 JESSIE FINCHAM 04/30/2010 MANUAL PAY

00371000000 88888030600 MARCIA OVERTON, JR 04/30/2010 MANUAL PAY

00179000000 88888031200 CAREY RINEARSON 04/30/2010 MANUAL PAY

00178200000 88888034100 MARGARET RAGSDALE 04/30/2010 MANUAL PAY

Urknawn Zane







Deduction and Special Pay Reports
	Deduction and Special Pays Menu
	Deduction and Special Pay Reports do not segregate deductions from special pays.  This report details all employee items in their entirety including Taxes and Direct Deposits.  There are two reports in this category: Deduction and Special Pay Listing and the Deduction and Special Pay Comparison.
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Continued on next page
Deduction and Special Pay Reports, Continued
	Deduction and Special Pays Listing
	This report uses the Report 10 file selected in the drop down box for Report 10 #1 and lists every employee and all of their current deductions and special pays on that file.  You may also use the drop down box to select one specific pay item to receive a listing of all the employees who have that deduction or special pay greater than zero for that item.


	
	Users can further customize this report by adding either a special pay or deduction name to the Agency Specific Special Pay/Deduction table and selecting “Exclude from Deduction and Special Pay Listing”.
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Company: 000

DEDUCTIONS AND SPECIAL PAYS LISTING
(Includes All Deductions and Special Pays)
Report 10 File - Post 04/26/2010

EMPLOYEE EMPLOYEE DEDUCTION ~ DEDUCTION YTD
ORG CODE D NAME TYPE AMOUNT AMOUNT

00170100000 88888020200 HOLLIE CONDYLES AGY HLTH $332.00 $2,656.00
DDCHKING $1,512.28 $12,094.89
GRP INSR $16.00 $128.00
LT DISAB $20.26 $162.08
PRM CONV $50.50 $404.00
RET CRDT $20.26 $162.08
RETIRMNT $126.81 $1.622.22
RETRMNT2 $101.29 $202.58

STATE TAX $91.20 $729.61 -
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Continued on next page

Deduction and Special Pays Reports, Continued
	Deduction and Special Pay Comparison
	This report compares the Report 10 files selected in the drop down boxes for Report 10 #1 and Report 10 #2 and creates a list of those employees who have had a change in any deduction or special pay amount. (The report automatically excludes Imputed Life and Direct Deposit deductions).

Users can further customize this report by adding either a special pay or deduction name to the Agency Specific Special Pay and Deduction table and selecting “Exclude from the Deduction and Special Pay Comparison”.
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05/10/2010 Page 1
Company: 000

DEDUCTIONS AND SPECIAL PAYS COMPARISION

(Excludes Imputed Life and Direct Deposit Amount)
File1- Pre 04/08/2010 File 2- Post 03/25/2010

EMPLOYEE NAME DEDUCTION CURRENT PRIOR
NUMBER TYPE AMOUNT AMOUNT

88888002400 UNDRA SAUNDERS, JR STATE TAX 0.00 0.38
88888008900 REBECCA SARIAN FLEX ADM 0.00 3.67
88888008900 REBECCA SARIAN GRP INSR 0.00 13.83
88888008900 REBECCA SARIAN GRPINSR 13.83 0.00
88888008900 REBECCA SARIAN RETIRMNT 197.05 109.55
88888008900 REBECCA SARIAN RETRMNT2 0.00 87.50
88888008900 REBECCA SARIAN STATE TAX 72.69 7248
88888018900 JANIE RAKES DOCK&BEN 0.00 164.93

88888018900 JANIE RAKES FLEX ADM 0.00 367

88888018900 JANIE RAKES GRP INSR : 15.64

&]Done. Unknown Zone







Leave and Employee Reports

	Leave and Employee Reports Menu


	The Leave and Employee Reports use the employee masterfile.  Every night, we update the employee masterfile with the most recent information.  The Reports included in this category are Active Employee Leave Balances, Active Employees with Leave Balances Less Than a variable amount, and the Employee Master.
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	This report uses the Employee Master file to generate a current listing of all active employee leave balances.  Keep in mind that PAT uses FINDS data and that the leave balances in FINDS update only on the day after the leave period ends.  Even though the employee master file updates nightly, the leave balance information updates only once a pay period.

Users can further customize this report by selecting the order of the report based on levels 1-4 of the organization code.
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0511012010
ACTVE EMPLOYEES LEAVE BALANCES

Company:

EMPLOYEE MASTERFILE UPDATE DATE 05/09/2010

VSDP  ANNUAL SICK  FamiLYl  OVERTIME COMP.
LASTNAME  FIRST NAME EIN (yesio) LEAVE  LEAVE PERSONAL LEAVE LEAVE

RECOGN.  DIS CRD
LEAVE LEAVE

CEPELNIK MURVIN

POTTER RANDOLPH

BLACKMAN ELESSIE

KOUSHEL KEITH

TATE HOWARD

SETTLE RANDY

CONDYLES

GREEN, JR

WALTERS, JR

WALTERS, JR

LICKLIDER

JACKSON

GRISSOM

o
o
o
o
o
o
o
o
o
o
o
o
o
o

BARNEY
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Continued on next page
Leave and Employee Reports, Continued
	Active Employee Leave Balances Less Than Specified Amount

	Based on the Employee Master file this report will generate a listing of all active employees with a combined total of Family Personal, Overtime, Annual, Comp, On-Call, Recognition, Bonus and Sick Leave less than the variable selected in the drop down box next to the Report Name.  Even though the employee master file updates nightly, the leave balance information updates only once a pay period.
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05/1022010

Company: 000
ACTVE EMPLOYEES LEAVE BALANCES < 50

EMPLOYEE MASTERFILE UPDATE DATE 05/09/2010

EMPLOYEE HIRED ORG FP SICK OT ANN COMP ON RECOG BONUSTOT
D DATE CODE WV LV CALL w

88888109200 HAGAN RAFAEL 0810612007 00171500000
88883187600 GRAMMER, JR LANCE 08/14/2006 00174500000
88885313600 NATHANSONBURLEY 06/01/1996 00176800000
88885739000 BARNEY,DANA 08/11/2003 00170100000

Total

EMPLOYEES ARE INCLUDED IF THE SUM OF FAM/PERSONAL, OVERTIME,
ANNUAL, COMP,ONCALL, RECOGNITION & BONUS, SICK LEAVE IS LESS THAN 50 HOURS

& Uknawn Zone








	Employee Master
	This report uses the Employee Master file (which is updated nightly) to present a one-page printout of all pertinent employee data for either a selected employee or all employees in an agency.   Use the drop down box next to the Report Name to select either ‘employee’ or ‘all’.  If you choose “employee”, put the 11 digit EIN in the box next to Employee # and click ‘Run Leave and Employee Reports’.

NOTE:  If you have a large agency and run this report for the entire agency, it will take a great deal of time to process!
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EMPLOYEE INFORMATION
EMP MASTERFILE UPDATE DATE 05/09/2010

COMPANY: 000

NUMBER: 88888020200 BOX:
NAME:  CONDYLES, HOLLIE ADDRESS: 3385 SHEN LAKE DR
CITY, STATE, ZIP: HARRISONBURG, VA 22801-2545

GENDER: F ALIEN CODE:
BIRTH DATE: 10/05/1959 EMPLOYMENT DATE:
ESTABLISHMENT CODE: 0046 TERMINATION DATE
PAY TYPE: 2 TERMINATION CODE:
ORGANIZATION CODE: 00170100000 START LEAVE DATE:
FIPS CODE: 51790 RETURN LEAVE DATE:
PAY BAND: 04 FREQUENCY:
ROLE CODE 20112 OVERTIME STATUS:
TIME CARD STATUS: 1 FIT EXEMPTION:
AMOUNT LAST PAY CHANGE: 1267 ANNUAL SALARY:
DATE LAST PAY CHANGE: 08/25/2008 SALARY STEP:
SHIFT: 1 L
SHIFT RATE: 1 WC CODE:
SHIFT-2 PREMIUM: OVERTIME TYPE:

0 ; 0.00 OVERTIME-1 PREMIUM:
ST OO 9 OVERTIME-2 PREMIUM:
SHIFT-3 PREMIUM: 0.00 EMPLOYMENT STATUS:
WORK COUNTRY: 001 :
WORK STATE: 047 FIT STATUS:

WORK LOCATION: 00000 FUTA STATUS:

RESIDENT COUNTRY: 001 AGY EMP DATE:

RESIDENT STATE: 047 TAX UNIT:

RESIDENT LOCATION: 000 MEDICAL PROVIDER:
p SUI STATUS: 4 EEO RACE CODE:

SUI STATE CODE: 047 RETIREMENT PLAN:

A
09/01/1993
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U033 Reports

	U033 Reports Menu
	U033 Reports use individual U033 files by Run Date to produce summaries or comparison reports concerning programmatic data.  The reports in this category include the U033 Comparison, the U033 Budget Factor and the U033 Summary Report.  These reports are useful in budget projections and when determining changes to programmatic detail between payrolls.
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	U033 Comparison
	This report compares the U033 files selected in the U033 #1 and U033 #2 drop down boxes and lists exceptions based on the selected criteria.  Users can choose to reflect changes in Programmatic data, Gross Pay Amounts, or Gross and Fringe Amounts by using the drop down box next to the Report Name to select an option.
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Continued on next page

U033 Reports, Continued
	U033 Budget Factor Report
	This report allows the user to project payroll expenditures by a selected factor.  For example, if you select a budget factor of “4” in the drop down box next to the Report Name, the result will show each expense item in the selected U033 file multiplied by 4.
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	U033 Summary Report
	This report provides a summary by frequency of the U033 file selected in the U033 #1 drop down box.
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U033 Cumulative Reports

	U033 Cumulative Report Menu
	U033 Cumulative Reports provide users with programmatic details and payroll expenditure totals during a range of selected dates by agency or a particular employee.  The only Report in this category is the U033 Cumulative Report.
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	U033 Cumulative Report
	This report will provide a cumulative expenditure listing from the U033 Run Date selected in the “U033 From” drop down box to the U033 run date selected in the “U033 To” drop down box.

Run this report for the entire agency or a particular employee number using the drop down box next to the Report Name.  If you select ‘employee’, put the 11 digit EIN in the text box next to ‘Employee #’.  

In addition, users can select the sort options to order by “Fund/Fund Detail”, “Program/Service Level”, “Project Code”, and “Cost Code” using the drop down box under the ‘Sort Options’ column.
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Employee Position Report
	Accessing the Employee Position Report
	From the Report Menu in PAT, choose “Employee Position Report”.
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On the subsequent Employee Position Report screen, choose the company you wish to run the report for and click “View Report View”.
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Continued on next page

Employee Position Report, Continued
	Running the Employee Position Report Summary
	Once you are at the Employee Position Report selection screen, enter or select the following information:
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1. Choose the range of Report 10 files to use for the Employee Position Report by the run dates.  In the "Report 10 – 1" box choose the beginning date of the range and in the "Report 10 – 2" box choose the end date of the selection range.  This report will include all hours in the date range selected.  (Excludes salaried employees).

2. Choose the calendar “Month and Year” that you wish to report on.  (The report selection range defines which hours are used and the month year determines which adjustment file records to use according to the check date entered.)

3. Choose the “Total Work Hours” available in the month reported.  (The number of workdays in the month minus any holidays or office closings during the month that applied to the whole agency.)

4. Choose the Report Type by selecting the radial button for “Summary”

5. At this point the user may add adjustments for wage employee hours in the month that are not reported on the Report 10 files in the regular hours field (See adjustments section below).  NOTE:  ADD WAGE HOURS PAID WITH A SPECIAL PAY TO THE ADJUSTMENTS FILE TO INCLUDE THEM IN THE REPORT.  THIS REPORT ONLY CALCULATES REGULAR AND OVERTIME HOURS.
6. Click “Run” on the left hand side to execute the report.



Continued on next page

Employee Position Report, Continued
	Running the Employee Position Report Summary
	The resulting report lists the items to key on the EPR420 or EPR421 screen in PMIS.

This report uses the Report 10 files as selected in the range by the user and the U033 files that match the run date of those Report 10 files.

For those wage employees that use the 1142 or 1145 object code (Faculty), DHRM has a specific grouping of the calculations to enter on EPR421.  Agencies that do not have any employees in object code 1142 or 1145 (Non-Faculty) use the EPR420 screen in PMIS to enter their information.
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Continued on next page

Employee Position Report, Continued
	Running the Employee Position Report Detail
	The Employee Position Report Detail provides the user with a listing of each employee included in the calculation of the Employee Position Report Summary above. Since the Report is the backup documentation for the Summary Report, it is important to use the same criteria that you selected when running the Summary Report.  

Using the same criteria for the Employee Position Report Summary, change the radial button to the report type “Detail” and click “Run” on the left column.
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 The resulting report lists each employee and the Check Date of the hours used to calculate the monthly Employee Position Report Summary.
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Continued on next page

Employee Position Report, Continued

	Adjustment File – Employee Position Report
	There are some cases where wage employee hours were processed using a special pay.  Because the Report 10 files do not contain the special pay hours processed, the special pay hours cannot be automatically included.

In special cases such as this, users can enter hours to be adjusted on the table as follows:

Click on the “Edit” button in the “Adjustments” column.
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	Click the “add” button to enter information:
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Continued on next page

Employee Position Report, Continued

	Adjustment File – Employee Position Report continued
	Enter all of the information in the fields that appear and click “Accept”:
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	The information has been added to the table and users can edit or delete the information or add more employees:
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Control which adjustment file items are included in the current report by the check date.  Adjustments with Check dates that occur during the “Month and Year” selected will be included in the report.


1500 Hour Reports
	Data Source 1500 Hours
	The 1500 Hour Report uses the Payline Earnings table to generate a listing of total regular, overtime and special pay hours accumulated since the employee’s last anniversary month (determined by the Employment Date on H0BID).  By utilizing the pay history already stored in Payline, users will be able to run this report immediately upon receiving security.

The 1500 Hour Reports assign hours to a month based on the month of the pay period end date for which the hours were paid.  Therefore, it is possible to have hours earned before the actual anniversary date on the report.

For example, an employee works 108 hours during the month of August.  Their anniversary date is August 12.  This report is not able to exclude the hours worked from August 1-11 from the August total.

Use these reports to identify potential problems, and then research those that are in question from the exact date of the anniversary.  

Line agencies will be able to add or subtract hours using the adjustment table as necessary.


	Accessing the 1500 Hour Summary
	From the Report Menu in PAT, choose “1500 Hour Wage Processing.”
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1500 Hour Reports, Continued

	Accessing the 1500 Hour Summary, continued
	On the 1500 Hour Wage Processing Page, select the company you wish to run reports for and click “View Report View.”
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	Running the 1500 Hour Monthly Totals Report
	On the resulting 1500 Wage Processing screen, enter the criteria and select the Report you would like to run.
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To run the 1500 Hour Monthly Totals report:

1. Select the Org Level that you wish to group the report by.  The user can select to group by Full Organization Code, Division (Organization Code Level 1), Office (Organization Code Level 2), Department (Organization Code Level 3), or Section (Organization Code Level 4).

2. Select the month and year that you would like to run the report.  Keep in mind that hours will not show on the report until after they are paid.
3. Select the Display Results you would like to run.  With this feature, you may filter the items displayed by individual EIN#, one particular Organization Code or “Default” which is all of the wage employees for the agency.

4. Select the Sort Order for the report.  The user can choose EIN or Employee Name as the sort order.

5. Change the Report name to “Monthly Totals”

6. Click “Run 1500”
NOTE: You should ignore the Hours Threshold when running this 
              report.


1500 Hour Reports, Continued

	1500 Hours Report Example
	The 1500 Hour Monthly Totals Summary:

Hours are assigned to a month according to the “Pay Period End” date for the hours.
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Continued on next page

1500 Hour Reports, Continued

	1500 Hours Warning Report
	This Report will list those employees who have reached or are in danger of reaching the 1500-hour annual limit.
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From the 1500 Hour Wage Processing Menu:

1. Select the “Hours Threshold” you wish to use.  The hours you select will be the criteria for the warning report.  For example, if you select 250 Hours, the report will show those employees with fewer than 250 hours remaining of the 1500-hour limit.

2. Select the Month and Year of the Report you would like to run.

3. Select the Sort Order of the report.  Users may choose EIN or name order.

4. Select “Warning” under the Report type

5. Click the “Run 1500” button to view

NOTE: If the Hours Remaining are negative, the employee has exceeded the
              1500 Hour limit by those hours.
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Continued on next page

1500 Hour Reports, Continued
	1500 Hours Adjustments
	Users have the ability to add/subtract hours as necessary to the 1500 hour calculations.

Keep in mind that the data comes from Payline, and that Special Pay hours are now included in the 1500 hour accumulations.  If you would like to view the detail used for the report, use the Pay History Detail Inquiry feature for any employee in Payline. (Note: Masking access to view Payroll is required to perform this inquiry.)
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From the 1500 Hour Wage Processing Menu, click the “Edit” button next to the word “Adjustments”
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On the resulting screen click “Add”
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Type in the Employee ID, the Period End Date and the number of hours that you would like to add or subtract.  The Period End Date will determine which month to assign the hours to.  Click “Accept.”


Running Leave Audit Reports and Queries Menu
	Accessing Leave Audit Reports and Queries Menu
	After clicking the Payroll Audit Tool (PAT) button, located on the Payline Main Menu, you will be taken to the Payroll Audit Tool Report Menu as shown below:
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You must have PAT security level 4, 5 or 6 to view the Leave Audit Reports and Queries Menu.


Running Leave Audit Reports
	Accessing Leave Audit Reports 
	From the Leave Audit Reports and Queries Menu, click on “Leave Audit Reports.”
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Choose the agency for which to run reports for in the drop down box and click “Select Agency.”  (If you have access to multiple agencies all of the agencies that you have access to will appear here.)


Running Leave Audit Reports, Continued

	Accessing Leave Audit Reports, continued
	After clicking the Leave Audit Reports link you will be taken to the Payroll Audit Tool Report Menu as shown below:
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	The Leave Audit Reports use various combinations of the available tables in Payline and PAT to produce reports for the purpose of auditing, reporting or downloading leave information.  Users have the option of selecting these reports for the entire agency, specific organization codes, or a single employee and can sort the provided results by employee name, employee number, or organization level.  In addition, users can choose the format type of the report.  The information is available to users online, either in a PDF format, via Excel, or a comma delimited text file.  Sort and format options are available at beneath the “Select a Report” section as shown below:
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Running Leave Audit Reports, Continued
	HPIUS Errors 
	The HPIUS Errors report uses the nightly updated employee master file from PAT to determine various errors based on indicators found on the HPIUS screen in CIPPS.  It is vital to check this report at least once a pay period to ensure that employees are receiving the proper accruals and leave loads based on the dates and indicators provided on HPIUS.  HINT: run this report after the semi-monthly certification has completed and before the leave processing deadline to ensure that all new hires are set up correctly.

A list of errors is shown below:

· “Must have Adjusted Employment Date” –All active salaried employees should have an adjusted employment date.  Without this date, employees will not receive their accruals.

· “SDP Date Empty for SDP Part” – All active salaried employees with a “Y” in the VSDP Indicator should have an SDP employ date on the HPIUS screen.  Without this date, employees will not receive VSDP leave loads.

· “Non-VSDP Employee and State Begin Date > 1/1/1999” – DHRM Policy 4.55 states that ONLY employees hired or rehired BEFORE 1/1/1999 are eligible for the traditional sick leave plan.

· “Employees in ORP are NOT ELIGIBLE for VSDP” – If the employee has retirement plan code for an Optional Retirement Plan (for example CP, TA, FI) they should not have an SDP employ date on HPIUS.

To run the report for the entire agency, select “Entire Agency,” “HPIUS Errors” and choose how you wish to sort the report and the format you want the report to be in and click “Submit Request.”  Default sort is Employee Name; default format is PDF.  The report is shown below:
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Running Leave Audit Reports, Continued

	VSDP Recipient Indicator Set to “Y” 
	This report uses the nightly updated Employee Masterfile in PAT and lists VSDP Participants with a VSDP Recipient Indicator set to “Y’.
In order to key an “SD” transaction in CIPPS, users must first set the VSDP Recipient Indicator on HPIUS to a “Y”.  Any employee with a “Y” in this indicator will not receive an automatic VSDP Leave Load at the start of the new leave calendar year. Per DHRM Policy, an employee on VSDP leave is not eligible for the new loads until they return from a STD claim. Employees listed on this report are assumed to be on VSDP and will NOT receive new balances at the beginning of the new calendar year.

To run this report for the entire agency select “Entire Agency,” “VSDP Recipient Indicator Set to “Y”, select your preferred sort and format options and, click “Submit Request.”  The resulting report is shown below:
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Continued on next page

Running Leave Audit Reports, Continued

	Non-VSDP Participants 
	This report uses the nightly updated Employee Masterfile in PAT and lists those employees on the HPIUS screen with an “N” in the VSDP Participant Indicator.

According to DHRM Policy, only employees hired or rehired BEFORE 1/1/1999 were eligible for the Traditional Sick Leave Program.  Therefore, these are the only employees who are accruing sick leave each pay period and who are eligible to use the leave type “SF.”  (Sick Family is only available to Traditional Sick Leave employees.)

To run this report for the entire agency select “Entire Agency,” “VSDP Recipient Indicator Set to “Y,” select your preferred sort and format options and, click “Submit Request.”  The resulting report is shown below:
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Continued on next page

Running Leave Audit Reports, Continued

	FP Leave Load Errors as of Selected Period End Date 
	This report uses the Payline Leave Balance and Employee Masterfile tables to provide a historical snapshot of Family Personal (FP) Leave Load Errors.  This report will list VSDP employees who have received an amount of Family Personal balances that DO NOT match the policy mandated leave amounts according to the hire date of the employee and their years of service.

We suggest that agencies run this report once a pay period to monitor compliance since all VSDP Leave Loads during the year are manual.

This report is date sensitive and will reflect the employee’s values as they were reported during the Period End Date selected.  An exception will print if any of the conditions below exist:

YEAR of AGY EMP DATE H0BUO

AGY EMP DATE H0BUO

# MONTHS FROM SDP EMPLOY DATE on HPIUS and JAN 1 of CURRENT YR

TOTAL OF “FP USED YTD” AND “FP ENDING BAL” <> EQUAL

ANY

Blank

Current CY

< 7/10

32

Current CY

>= 7/10

16

Prior CY

Less than 120 months

32

Prior CY

120 or more

40

      CY = Current Year

NOTE: According to DHRM Policy 4.57 when an employee is rehired prior service is NOT USED to calculate VSDP leave Loads IN THE INITIAL YEAR.  Subsequent Leave loads at the beginning of the each calendar leave year WILL INCLUDE prior service.

HINT1: Run this report after the payroll has been certified and before the leave deadline to view all new hires to use as a REMINDER to key their VSDP Leave Loads.  All employees hired during the pay period selected will show on this report as an exception until the period ends and the new balances are posted to Payline.




Continued on next page

Running Leave Audit Reports, Continued
	FP Leave Load Errors as of Selected Period End Date, continued
	HINT2: To avoid getting exceptions for employees who have transferred from another agency with partial VSDP Leave Loads consider adding the entire balance they are eligible for as well as a second entry with the amount used by the previous agency.  Use the date of hire to record both entries for a better audit trail.  You may also choose to leave this exception as a valid exception on your report.  It will clear in the following leave calendar year.

To run the FP Leave Load Errors Report select “Entire Agency”, “FP Leave Load Errors” and choose the Period End Date for which you would like to run the report.  Select how you would like to sort the report and the desired format and click “Submit Reports”.

The resulting report is shown below:
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Continued on next page

Running Leave Audit Reports, Continued

	SP Leave Load Errors as of Selected Period End Date 
	This report uses the Payline Leave Balance and Employee Masterfile tables to provide a historical snapshot of VSDP Sick Personal (SP) Leave Load Errors.  This report will list VSDP employees who have received an amount of Sick Personal balances that DO NOT match the policy mandated leave amounts according to the hire date of the employee, their FTE percentage and their years of service.

We suggest that agencies run this report once a pay period to monitor compliance since all VSDP Leave Loads during the year are manual.

This report is date sensitive and will reflect the employee’s values as reported during the Period End Date selected.  An exception will print if any of the conditions below exist:

YEAR of AGY EMP DATE H0BUO

AGY EMP DATE H0BUO

FTE PCT HPIUS

# MONTHS FROM SDP EMPLOY DATE on HPIUS and JAN 1 of CURRENT YR

TOTAL OF “FP USED YTD” AND “FP ENDING BAL” <> EQUAL

ANY

Blank

Current CY

< 7/10

>=80%

64

Current CY

>= 7/10

>=80%

40

Current CY

< 7/10

50% - 79%

32

Current CY

>= 7/10

50% - 79%

20

Prior CY

>=80%

Less than 60 months

64

Prior CY

>=80%

Between 60 and 120 months

72

Prior CY

>=80%

120 or more

80

Prior CY

50% - 79%

Less than 120 months

32

Prior CY

50% - 79%

120 or more

40

NOTE: According to DHRM Policy 4.57 when an employee is rehired prior service is NOT USED to calculate VSDP leave Loads IN THE INITIAL YEAR.  Subsequent Leave loads at the beginning of the each calendar leave year WILL INCLUDE prior service.




Continued on next page

Running Leave Audit Reports, Continued

	SP Leave Load Errors as of Selected Period End Date, continued
	HINT1: Run this report after payroll is certified and before the leave deadline to use as a reminder to key VSDP leave loads for new hires.  All employees hired during the pay period selected will show on this report as an exception until the period ends and the new balances are posted to Payline.

HINT2: To avoid getting exceptions for employees who have transferred from another agency with partial VSDP Leave Loads consider adding the entire balance they are eligible for as well as a second entry with the amount used by the previous agency.  Use the date of hire to record both entries for a better audit trail.  You may also choose to leave this exception as a valid exception on your report.  It will clear in the following leave calendar year.

To run the SP Leave Load Errors Report select “Entire Agency”, “SP Leave Load Errors” and choose the Period End Date for which you would like to run the report.  Select how you would like to sort the report and the desired format and click “Submit Reports”.

The resulting report is shown below:

[image: image65.png]A https://payline.doa P ve_Other nl rovided by DEPART. X
File Edit GoTo Favorites Help [
Qoack - © - [x] [B] @ Pseach Yeraores @ v i ]
address | @] https: //payline.doa.virginia.gov/PAT Leave_Other_Action_Download.cfim v Beo iLinks ?
= B8 [1 11 I 1 -

Company 000 - Demo Agency
SP Leave Load Exceptions

Period End Date 12/09/2010
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VSDP leave loads.
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ORG
CODE

NAME

EN

Agency
Emp Date
HOBUO

VSDP  Percent

Start
Date

Employ.

sp
Beg
Bal

sP
Used
Y1

sP Total
Bal sP

Expected
Load

00178200000

00171500000

00170300000

00178200000

00170300000

00170100000

00171100000

00170100000

00176000000

00171100000

Example
Example
Example
Example
Example
Example
Example
Example
Example

Example

PAT

PAT

PAT

PAT

PAT

PAT

PAT

PAT

PAT ADAIR

PATE

8817036790

8843547300

8863812300

8869942960

8872262200

8875169540

B8TT616740

8897640770

8802539240

8800620070

81712004
81112008
7112008
81412008
9132008
81112008
101202008
911612001
62112010

* Not Specified

1010172003

08/0112003

0710112008

08/0112010

08/0112010

08/0112008

08/0112010

09/01/2001

08/0112010

08/0112010

100

100

100

100

100

50

000

000

000

000

000

64.00

000

7200

000

000

880

4000

000

000

2110

3740

1260

6390

000

600

4000

6400

000

4000

4000

6400

4000

7190

4000

4000

7200
7200
64.00
64.00
64.00
3200

64.00
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Running Leave Audit Reports, Continued

	Estimated Leave Lost for Current Calendar Year 
	The Estimated Leave Lost for Current Calendar Year report provide a historical snapshot of the estimated leave losses by employee for Annual, Sick and Family Personal Leave balances.  These losses should match the U009 for the pay period selected.  

HINT: Using this report you can download this information on an Excel spreadsheet and distribute to your agency as necessary.

To run this report click “Entire Agency”, “Estimated Leave Lost for Current Calendar Year” and choose the pay period for which you wish to view the report.  Select the Sort options and the Format you would like for your report.

The resulting Excel Spreadsheet looks like this:
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Continued on next page

Running Leave Audit Reports, Continued

	Leave Expiring for the Selected Period as of Date 
	The Leave Expiring for the selected Period as of Date report provides a historical snapshot of the CE, RE and BE amounts and their expiration date as of the selected Period End Date.  These amounts should match the U009 for the selected period.

HINT: Using this report you can download this information on an Excel spreadsheet and distribute to your agency as necessary.

To run this report click “Entire Agency”, “Leave Expiring for Period as of Date” and choose the pay period for which you wish to view the report.  Select the Sort options and the Format you would like for your report.

The resulting Excel Spreadsheet looks like this:
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Running Leave Audit Reports, Continued

	Employee Leave to Expire in Subsequent Pay Period 
	The Employee Leave to Expire in Subsequent Pay Period Report for the selected Period as of Date report provides a historical snapshot of the CE, RE and BE amounts that will expire in the pay period following the selected Pay Period End Date.

HINT: Using this report you can download this information on an Excel spreadsheet and distribute to your agency as necessary.

To run this report click “Entire Agency,” “Employee Leave to Expire in Subsequent Pay Period” and, choose the pay period for which you wish to view the report.  Select the Sort options and the Format you would like for your report.

The resulting PDF Format looks like this:

[image: image68.png]File Edt GoTo Favorites Help

Qoack - © - [x] [B] @ Pseach Yeraores @ v s[5 [)

Adiress | €] htps:/fpayline.doa.virginia, gov/PAT ALeave_Other_Action_Download.cfin

Y= T oo - [da I

Company 000 -Demo Agency

Employee Leave To Expire in Subsequent Pay Period
As Of 11/24/2010

Date Report Created  02/04/2011

EE ORG BEGIN END
NO# CODE DATE DATE

Example ,PAT 88200320400 00170300000 11/25/2009  12/09/2009

2 © Unknown Zone








Running Duplicate and No Leave Transactions Query
	Duplicate and No Leave Transactions 
	The Duplicate and No Leave Transactions Query uses Payline Leave History Data to determine if there were duplicated transactions within a selected period or keyed during a particular leave period.  In addition, use this query to find employees who had no leave activity during a selected period or keyed during a particular leave period.

A Duplicate Transaction is any transaction with a matching EIN, Leave Type, Leave Hours and Date From.  This includes maintenance transactions as well as activity transactions.  As a result, users will be able to view both the activity and maintenance keyed for the same date.

Users can choose to search transactions for the entire agency, a specific organization code or a particular employee.  In addition, users can choose to display the results online, or download the results to an excel spreadsheet or text file.

From the Leave Reports and Queries Main Menu click on “Duplicate and No Leave Transactions.”  The following screen will appear:
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Continued on next page

Running Duplicate and No Leave Transactions Query, Continued
	Duplicate and No Leave Transactions, continued 
	Line agencies can use this query to view and audit leave for various reasons. Below are some methods that can be used regularly to produce leave audit reports:
· Duplicate Leave Transactions – This query will list duplicate transactions for the selected period.  A duplicate transaction is a transaction that has the same Employee Id Number (EIN), Leave Hours, Leave Type, and Date From.  To run this report:

· In the Selection Box, choose whether you want to run this report for:

· The Entire Agency

· A selected Employee Number

· Organization Codes that meet the criteria given.  HINT: Use a wildcard character (%) to select all or part of the organization code by entering the known parts of the organization code and replacing the unknown values with the wildcard.  To select all employees that begin with 001, enter “001” proceeded by the wildcard (001%).  To select all employees that have 101 in the middle of the organization code, surround the value by the wildcard (%101%).

· In the Date Range Box click on the type of date range you want to use and select the dates for the range.

· Leave USED Between Dates – Searches for leave transactions with a DATE FROM that is between the selected dates

· Leave KEYED during Period Ending – Searches for leave transactions keyed during the selected leave period.

· HINT: Using the Leave KEYED option at the end of each leave period is appropriate to use for a regular audit tool.  This option will ensure that all leave transactions are checked each cycle to see if there are any duplicates.

· Choose “Duplicate Leave Activity During Period” as the Report Type.

· Choose the sort option in the dropdown box located in the “Sort Results By” section.

· Choose the format of the report by using the drop down box located in the “Format Type” section.


Running Duplicate and No Leave Transactions Query, Continued
	Duplicate and No Leave Transactions, continued 
	Click on “Submit Request” to view the Duplicate Leave Results.  A sample is shown below:
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NOTE1:   Maintenance transactions will show along with the original activity transaction as a duplicate.  Transaction Types are defined as:
· M = Maintenance

· Blank = Activity

· S = System

NOTE2:  Because of processing times, certain reporting formats are limited to a certain number of records.  You may receive a message to scale back your search if the limit is reached.  Try limiting the search to a smaller period of time, or a smaller group of employees.  The record limits by format are:
· Online – 10,000 Records

· Excel – 30,000 Records

· Text – 30,000 Records




Continued on next page

Running Duplicate and No Leave Transactions Query, Continued
	Duplicate and No Leave Transactions, continued 
	· No Leave Transactions – This report will allow the user to get a listing of all employees for a specified period that DID NOT use leave.  These employees will have leave earnings only.  To run this report:

· In the Selection Box, choose whether you want to run this report for:

· The Entire Agency

· A selected Employee Number

· Organization Codes that meet the criteria given.  HINT: Use a wildcard character (%) to select all or part of the organization code by entering the known parts of the organization code and replacing the unknown values with the wildcard.  To select all employees that begin with 001, enter “001” proceeded by the wildcard (001%).  To select all employees that have 101 in the middle of the organization code, surround the value by the wildcard (%101%).

· In the Date Range Box click on the type of date range you want to use and select the dates for the range.

· Leave USED Between Dates – Searches for leave transactions with a DATE FROM that is between the selected dates

· Leave KEYED during Period Ending – Searches for leave transactions keyed during the selected leave period.

· HINT: Using the Leave KEYED option at the end of each leave period is appropriate to use for a regular audit tool.  This option will ensure that all leave transactions are checked each cycle to see if there are any duplicates.

· Choose “No Leave Activity During Period” as the Report Type.

· Choose the sort option in the drop down box located in the “Sort Results By” section.

· Choose the format of the report by using the drop down box located in the “Format Type” section.


Continued on next page

Running Duplicate and No Leave Transactions Query, Continued
	Duplicate and No Leave Transactions, continued 
	Click on “Submit Request” for view the No Leave Activity Results.  A sample is shown below:
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NOTE1:  Maintenance transactions will show along with the original activity transaction as a duplicate.  Transaction Types are defined as:

· M = Maintenance

· Blank = Activity

· S = System

NOTE2:  Because of processing times, certain reporting formats are limited to a certain number of records.  You may receive a message to scale back your search if the limit is reached.  Try limiting the search to a smaller period of time, or a smaller group of employees.  The record limits by format are:

· Online – 10,000 Records

· Excel – 30,000 Records

· Text – 30,000 Records




Running Leave Activity Detail Inquiries
	Accessing Leave Activity Detail Inquiries
	The PAT Leave Activity Detail Inquiry uses the same data as the Leave Activity Detail Inquiry in Payline.  The PAT version allows users to search the entire agency or a specific organization code in addition to looking at leave transactions for one employee.  In addition, users can view transactions for the period for those employees with a VSDP Recipient Indicator of “Y”.
With the Leave Activity Detail Inquiry, users can view particular leave transactions that occurred during the selected period for selected leave types and activity types.

From the Leave Reports and Queries Main Menu click on “Leave Activity Detail Inquiry.”   The following screen will appear:
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Choose the agency, and click “Select Agency.”  The following menu will appear:
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Continued on next page

Running Leave Activity Detail Inquiries, Continued
	Leave Activity Detail Inquiries 
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In the “Selection” box choose the scope of the query as follows:

· Entire Agency (Default)

· Org Code - Use a wildcard character (%) to select all or part of the organization code by entering the known parts of the organization code and replacing the unknown values with the wildcard.  To select all employees that begin with 001, enter “001” proceeded by the wildcard (001%).  To select all employees that have 101 in the middle of the organization code, surround the value by the wildcard (%101%).

· Specific Employee – enter the employee number

· Employees with VSDP Recipient Indicator set to “Y” – This selection should allow you to view leave activity for employees on VSDP during the period selected.  
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In the “Date Range” box, choose the period of time that you would like to view leave for:

· Leave USED Between selected dates will provide leave activity transactions that had “DATE FROM” dates between the selected dates

· Leave KEYED during Leave Period Ending will provide leave activity transactions keyed during the selected period end date.  (Only the transactions that appear on the corresponding U009 for the period selected will appear.)


Continued on next page

Running Leave Activity Detail Inquiries, Continued
	Leave Activity Detail Inquiries, continued
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In the “Leave Types” box select the Type of Leave Activity that you wish to query as follows:

· All Leave Types – does not limit the transactions to any specific leave type

-OR-

· For a combination of specific leave types you may select one or all that apply to receive transactions that ONLY fall into the selected categories:

· Annual Leave

· Sick Leave

· Overtime Leave

· Recognition Leave

· Compensatory Leave

· Family/Personal Leave

· LWOP

· VSDP

· Worker’s Compensation

· All Others

For Example, if a users selects Annual and Overtime Leave, the Query will return any transaction that is related to Annual Leave (AT, AE, AL, etc) and any transaction that is related to Overtime Leave (OE, OX).


Continued on next page

Running Leave Activity Detail Inquiries, Continued
	Leave Activity Detail Inquiries, continued
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In the “Activity Type” box select the Type of Leave Transactions that you wish to query as follows:

· All Activity Types – does not limit the transactions to any specific leave activity

-OR-

· For a combination of specific activity types you may select one or all that apply to receive transactions that ONLY fall into the selected categories:

· Taken

· Earned

· Lost

· Other

For Example, if the user selects “Taken”, the transactions returned will only represent leave used for the transactions selected.  (AT, SP, CT, etc.)  If “Taken” and “Lost” is selected the transactions returned will be limited to those activity types that represent leave used or lost (AL, AT, SL, SP, CT, CL etc.)


Continued on next page

Running Leave Activity Detail Inquiries, Continued
	Leave Activity Detail Inquiries, continued
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In the “Sort Results by” box, choose the sort order for the retuned query results.  Users can choose:

· Org Level 1 – sort by the first section of the organization code (Division)

· Org Level 2 – sort by the second section of the organization code (Office) 

· Org Level 3 – sort by the third section of the organization code (Dept)

· Org Level 4 – sort by the fourth section of the organization code (Section)

· Full_Org_Code – sort by the entire organization code

· Employee Name – sort alphabetically by the Employee Name

· Employee Number – sort numerically by the Employee Number

In the “Format Type” box, choose the format to receive the query results.

NOTE: You may receive a message to scale back your search if the query results in more transactions than the format will allow.  (See chart below).  To scale back the results, select a smaller group of employees or limit the data range of the query.

· Limited to 30,000 Transactions

· Text – query results returned as a comma delimited text file

· Excel – query results returned on an Excel Spreadsheet 

· Limited to 10,000 Transactions

· Online – query results returned on a webpage




Continued on next page 
Running Leave Activity Detail Inquiries, Continued
	Leave Activity Detail Inquiries, continued
	Click on “Submit Request” to view query results.  Below is a sample in Text Format:
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.1,12/07/2010,12/07/2010,12/09/2010
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Running Leave Balance Inquiries
	Accessing Leave Balance Inquiries
	The PAT Leave Balance Inquiry uses Payline Leave Balance Data to allow users to query and download leave balance and usage information for the entire agency.  To access the Leave Balance Inquiry Menu, click “Leave Balance Inquiry” in the “Leave Audit Reports and Queries” section.  The following screen will appear:
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Choose the Company and click on “Select Agency” to continue.


	Leave Balance Inquiries
	After choosing the Company, the Leave Balance Inquiry Menu will appear:
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Continued on next page

Running Leave Balance Inquiries, Continued
	Leave Balance Inquiries, continued
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In the “Select Leave Usages to Report” box, choose the type of leave usages to report:

· All Leave Usages – Reports all available YTD Leave Usages – NOTE: To only report on Balances described in the previous section, uncheck this box.

-OR-

· For a combination of specific YTD Leave Usages choose one or more of the following:

· Annual

· Sick

· Overtime

· Recognition

· Compensatory

· Family/Personal

· Sick Family

· LWOP

· VSDP

· Worker’s Comp

· Admin

· All Others




Continued on next page

Running Leave Balance Inquiries, Continued
	Leave Balance Inquiries, continued
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In the “Show Balances For:” section, choose the scope of the Leave Balance search.

· Entire Agency (Default)

· Org Code – use all or part of an organization code to refine a search to a particular department.  You may use the “%” as a wildcard.  For example, to run a query on all employees with Office number 901 (Office is the second section of the organization code) type “%901%” in the text box.

· Specific Employee – enter the employee number

· Employees with Selected Balances Less than Selected Amount – Returns a list of employees who have Total Selected Balances less than the amount entered in the drop down box.  Using this option, users can check for potential LWOP issues.  This report will sum of all Balances selected in the “Leave Balance” section and compare the sum to the limit entered.

HINT: to view a list of employees who have total PERSONAL leave balances (excluding sick personal leave) less than 20, select Annual, Family Personal, Compensatory, Overtime, and Recognition in the Balance Section.  Then choose “20” in the drop down box for this option.




Continued on next page

Running Leave Balance Inquiries, Continued
	Leave Balance Inquiries, continued
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In the “Sort Results by” box, choose the sort order for the returned query results.  Users can choose:

· Org Level 1 – sort by the first section of the organization code (Division)

· Org Level 2 – sort by the second section of the organization code (Office) 

· Org Level 3 – sort by the third section of the organization code (Dept)

· Org Level 4 – sort by the fourth section of the organization code (Section)

· Full_Org_Code – sort by the entire organization code

· Employee Name – sort alphabetically by the Employee Name

· Employee Number – sort numerically by the Employee Number

In the “Format Type” box, choose the format to receive the query results.

NOTE: You may receive a message to scale back your search if the query results in more records than the format will allow.  (See chart below).  You can scale back the results by selected a smaller group of employees or limit the data range of the query.

· Limited to 30,000 Records

· Text – query results returned as a comma delimited text file

· Excel – query results returned on an Excel Spreadsheet 

· Limited to 10,000 Records

· Online – query results returned on a webpage


Continued on next page

Running Leave Balance Inquiries, Continued
	Leave Balance Inquiries, continued
	Click on “Submit Request” to view query results.  Below is a sample in Excel Format:
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Below is a sample in Online Format of Annual Leave Balances and Usages:
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Internal Control

	Internal Control
	Agencies should set forth policies and procedures specifying PAT Report usage for general information, payroll certification, budgeting, or other processes internally.  Remember that the reports provided are only as current as the last information upload or FINDS information refresh.


Records Retention

	Time Period
	There are no established record retention policies on PAT Reports.  Agencies must establish their own retention guidelines as appropriate depending on report usage in payroll and leave processing.  To the extent PAT reports are relied upon for pre and post certification, the record retention guidelines set out in CAPP Topics, 50810, Pre-Certification Activities, and 50820, Post Certification Activities should be followed.


Contacts

	 DOA Contacts
	Director, State Payroll Operations

Voice:   (804) 225-2245

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

Voice:   (804) 225-3079 or (804) 225-3065 or (804) 225-2382

E-mail: Payroll@doa.virginia.gov


Subject Cross References

	References
	CAPP Topic No. 50810, Pre-Certification Activities
CAPP Topic No. 50820, Post-Certification Activities

CAPP Topic No. 70515, Payline



[image: image87.png]


[image: image88.png]


[image: image89.png]


[image: image90.png]



Office of the Comptroller                          
6

Commonwealth of Virginia

