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Learning Points
This Module introduces the basic concepts of:

Pending File Maintenance (HSBFM) CAPP Topic
50135
e Deleting invalid, erroneous, or duplicate
transactions from the pending file to prevent
their processing.

e Entering transactions in different ways or first-
time transactions, to see how they will process.

Edit Requests (PYEDT) CAPP Topic 50810
e Ensuring validity of transactions.

e Providing gross dollar amounts required for
certification.

e Providing an opportunity to correct erroneous
data and to enter additional data prior to
certification.

Certification Requests (PYCTF) CAPP Topic 50815
e Authorizing payrolls to be processed and
agencies funds to be charged for the related
expenditures.
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Pending File Reports

AW 0oL 0sZ} Ly 005 00999999999 S0€ $00Z1IETZ)
Ad 0S61 ! d100Z60801002S2801 00291 6000SPE6SL 6 €0S 00989999998 S0€ P00ZIET)
000000S 000r 00L 005555558555 8€¢€ PO0OZIET)
000Y 00L O0SSSSSSSSS SEE Yo0ZLEZL
+ 0000000000000000000000 005} Z9 XX8 OOvPYPYPPIIVY 60E POOZLETE
} 00002 ooov O0L 00LIPEZSZZY SbE y00ZIETE
13 STS8L £4-] Lyl XX6 00LlbEZSZZY £2Z€ v00ZIETE
002 13 00L 00SZIEZLIBOY bEE Y00ZLEZ)
000V 00L 00SZIEZLBOY E€EE€ y00ZIET)
A- 0SS OQ0EEEEEEEEE L0OE Y00ZIET)
A- 0SL9 8 0SS OOEEELEEEEEE 00E v00ZIET)
4 Ly S0S OOELEEEEEEEE 662 Y00ZIETH
i Ly ¥0S OOEEEEEEEEE 662 v00ZLECH
i (A4 T0S OQEEEEEEEEE 662 v00ZLEZ)
3 Ly 10S QOEEEEEEEEE 66T vooziezt
A+ Ly 00G OOEEEEELEEEE 662 Y00ZIEZ}
A+ 0Ss.L8 3 +100Z60601 0025280100291 6000E£ZEE91 6 €0S QOEEEEEEEEE 86T v00zZIEZ)
002z [4 00L 00LS96ESYLZ LPE yo0zZIEZL
000} 13 00L 00LS96ESYLZ OFE yooziezt
0008 00L 00LS96ESYLZ 6E€ yoozZiLeZl
+ 0000000000000000000000 14334 9Z XX8 00Z9292929Z ZiE y00ZIEZ]
} 0Sve 8€S LYOL XX6 0oOzTTZTZZZTIT ZZE Y00Z1EZ)
3 00002 82s Ly6 XX6 00ZZZZZTTIT iZE€ y00Z1ET)
} ZES8L 8€S Lye XX6 00161616161 BILE y00Z1eZH
3 0000€ S T9 XX6 00184818181 6ZC y00ZIEZ)
} 00009 S [4 XX6 00181818184 8ZE Y00ZLETH
0000000000000000000000 29 XX8 00181818181 OlE v00ZIETE
AR 0SS 00ISISISISE L6Z Y00ZIET}
AR 0S8 8Z 0SS 001SISISISI 962 v00ZIETE
I Ly S0S OOLSISISISE S62 Y00ZIETH
I Ly $0S OOLSISISISE S62 P00ZIETI
I Ly Z0S OOISISISISI S62 Y00ZIETI
17,) I Ly 10S OOILSISISISE S62 v00ZIETI
c Ad LYy 00S O0ISISISISE S62 v00ZIETI
o Ad 0SL9 1 d100Z6060100Z5Z280100Z916000EZEE69L6 €05 COLSISISIS) v62 Y00zZLETE
= + €L8LL 108 OOLPLVIVIDE LLIE yooZIEZ)
Q } 0000¢ 8€S [344 XX6 OOLELELELEL LEE v00ZIETI
% 3 00008 8¢ LYE XX6 OOLELELELEL OEE yoozZIETI
C } €TSeL 8€S LYOL XX6 00LZIZIZIZ) 9Z¢ y00ZIEZI
© } 0008SY 8€es Ly6 XX6 001Z1ZIZIZ) SZ€ y00ZLETE
- 008 [4 OOL OOLLLLLLLL) 8EE Y00ZLETE
= 0008 OOL OOLLLLLLLLL LeEE Y00ZLEZL
(=) - 8ziee 004 0001040101 2SE Y00ZTIEZ)
= + 9011 00L 0001010104 LPE $00CiIET)
m 00L 00LOOLOOL 144 $00ZiIETE
c 0L0L000000S0} 0000Z6LEE oovi 6¢ Jd1 ove ¥00ZIETY
[<5] bLLL SYSySvSTe ooze 00Z6¢e 1€ J81 zeE +00ZIETE
o 0LOL 0000£20S6L (43 o1 vze +O0ZIETE
° oLoL 0000L0S01LZ o} oa1 LIE YOOZIETE
m oLoL 0000SELEOL 3 Ja1 80¢ voozZIETE
m 068LOSPEZI068LOSPETLO68LISYEZL068LOSPEZI068LOSYETI068LOSYEZLO68LOSYEZI068LISYEZL068LISYEZL068LISYETZLIO NAL WNN dW3 NN diva
o [4 } o 6 8 L -] S 4 € [4 bas AdIN3
> 13 39vd ¥S°00°2ZH 13 ¥00Z/1E/Z1 40 SV SNOILOVSNVIL ONIGN3Id qQ3lvadn
—“_ YY:20:00 LV $00ZT/SL/ZL NO NN
o W dH LIOL L1043 LL00L "ON "0D
—
+—
1
o
Q.
[5)
x



DEPARTMENT OF ACCOUNTS
CIPPS INTRODUCTORY PAYROLL TRAINING
Module 6 — Error Correction/Edit and Certification Requests

Pending File Reports, Continued

H1KO01,
H1KO02,
H1KO03

BFM Process

CIPPS provides an on-line view of the data in the Pending File. All CIPPS users
who currently have display payroll or update payroll access have been granted
display access to the on-line Pending File screens. Three separate screens are
provided as follows:

Screen Pending Transactions Displayed

H1K01 Listing of all transactions

H1K02 Listing of transactions for an employee by entry date
H1KO03 Detailed transactions for specific employee

Maintain the pending file using batch file maintenance (BFM) transactions on
HSBFM. BFM transactions can be used to delete the following:

A single transaction for an employee.

All transactions for a given employee.

A range of transactions by sequence numbers. Dangerous, use caution!
All transactions for a certain transaction code.

BFM transactions are entered by each agency. Security to use this screen
may be limited to certain individuals within each agency. Refer to CAPP
Topic 50210, User Security, for instructions.

NOTE: See the section 'Required Fields at a Glance' later in this topic for a
quick reference of data elements required in entering BFM transactions.

***NOTE: Manual Pay Sets are NEVER to be deleted but reversed in the
current year. Call DOA for help if you are questioning a delete.***

EMP | ENTRY [SEQ [SEQ
If Deleting: # DT NOl |NO2

e All transactions for an employee X
e One transaction for an employee X X X X
e A range of sequence numbers X X

Continued on next page
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Pending File Reports, Continued

Using the information in the table below, complete the Pending File

Maintenance screen HSBFM:

Employee # | Entry DT SEQ NO1 SEQ NO2 TRC CD
01325486200
0309XXXX 0005957 0005960
01874632900 | 0309X XXX 0005965 0005965
700*
IBC

* All other trans codes ( 7XX, 800, 900) have to be deleted by range or by individual.
NOTES: To delete - EE specific transactions enter EE#, Entry Date, Sequence 1 and 2
A range requires EE# to be blank, Entry Date, Sequence 1 and 2 are
required.

NOTE: Manual Pay Sets MUST NOT be deleted using the BFM function. These must be

reversed in the system. Key exactly as originally entered but use the opposite indicator from the
original entry in the '+ -' field.

Continued on next page
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Pending File Reports, Continued

CI sna
File Edt Wiew Seszion Transfer Macro Seftings Help

Ll &

SIS

> GUH 10010

__ COMPANY--> 00000 PAGE NUMBER--> 00000
EMPLOYEE NO TCD TRN RELEASE EFF REL PRINT DATE

0000000000 _ REL 00000000 0 00000000

EMPLOYEE NO TCD TRN ENTRY DT SEQ NO1 SEQ NO2 TRC CD EFF DT
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 _ BFM 00000000 0000000 0000000 ___ 00000000
0000000000 BFM 00000000 0000000 0000000 00000000

A287W-NO RECORD/S FOUND

04/05/11 15:06:40 1 M3LL CIPS

ON HSBFM
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Pending File Reports, Continued
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Pending File Reports, Continued
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Edit Requests

Why edits The items below may help in determining why you did not receive an edit:

Won’t Process °

Multiple pay frequencies are used

Different check ‘months’ were used

Number of days in the period exceeds the number of days allowed in the
‘frequency’

Request was entered for a ‘regular’ and a ‘special’ on the same night for
different frequencies

You did not ‘ENTER’ or the system did not accept the transaction

Continued on next page
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Edit Requests, Continued

Requesting An  Using the information below, complete the CIPPS Payroll Edit/Scrub screen
Edit PYEDT:

Frequencies Pay Period Check Date Type of Pay
70to 72 May 10 — 24, 2001 | May 31, XXXX | Regular
75 April 10 — 24, 2001 | May 15, XXXX | Regular
90 April 1 -30, 2001 | May 16, XXXX | Special
49 May 11 — 24, 2001 | May 24, XXXX | Regular
SNA CEX
_||x3j E.m aewé_asslun _ra erg@?a:j ?I_HQS Help
> GUH 10010 ON PYEDT

B CONTROL AGENCY: 00000 DATE: 00/00/0000 PAGE NO: 0000
THE FOLLOWING PAY FREQUENCIES ARE SUBMITTED FOR CIPPS SCRUB PROCESSING:

FREQ PAY PERIOD PERIOD CHECK PAY TIME
o # LO - HI PER BEG DT END DT DATE TYPE  ENTERED

00000 00 - 00
00000 00 - 00

00000000 00000000 00000000
00000000 00000000 00000000

00000 00 - 00 0 00000000 00000000 00000000 ”
00000 00 - 00 0 00000000 00000000 00000000 o
00000 00 - 00 0 00000000 00000000 00000000 =
00000 00 - 00 0 00000000 00000000 00000000 _
0
0

04/05/11 15:04:05 1 M3LL CIPS
06/03
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Certification Requests

Certifying

Payroll °

When requesting Certification:
Certify by individual frequency
Assign a unique voucher number
Enter gross pay on the first line

Using the information below, complete the CIPPS Payroll Certification screen

PYCTF:
Frequencies | Voucher # Pay Period Check Date Gross Type of
Pay
70 16660101 | Mar. 10-24, XXXX |Mar. 31, XXXX [$117,417.10 | Regular
71 16660102 | Mar. 1-15, XXXX | Mar. 31, XXXX Regular
72 16660103 | Mar. 1 — 15 XXXX | Mar. 31, XXXX Regular
EI sNa CEEX
DEE & (o® [@n §
> GUH 10010 ON PYCTF
—————— CIPPS PAYROLL CERTIFICATION ------
CONTROL AGENCY: 00000 DATE: 00/00/0000 PAGE NO: 0000
THE FOLLOWING PAYROLLS ARE APPROVED FOR PAYMENT:
PAY VOUCHER PAY PERIOD PERIOD CHECK  CURRENT  PAY LOGON TIME
CO # FREQ NUMBER PER BEG DT END DT  DATE GROSS ~ TYP ID  ENTERED

00000 00
00000 00
00000 00
00000 00
00000 00
00000 00

0 00000000
00000000
00000000
00000000
00000000
00000000

OO o OO

00000000 00000000 0000000, 00
00000000 00000000 0000000.00
00000000 00000000 0000000, 00
00000000 00000000 0000000, 00
00000000 00000000 0000000.00
00000000 00000000 0000000, 00

04/05/11 15:04:36 1 M3LL CIPS

I CERTIFY THAT I HAVE REVIEWED THE REFERENCED PAYROLL DATA IN ACCORDANCE
WITH PROCEDURES OUTLINED IN THE CAPP MANUAL, VOL 1, SECTION 50815, AND
REASONABLY BELIEVE THAT THESE TRANSACTIONS ARE NECESSARY, ACCURATE AND
APPROPRIATE.
A287W-NO RECORD/S FOUND

05/03
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END OF MODULE 6
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