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Georgetown University ~Budget Report Training ~Proxy PTF

The PTF is the Personnel Transaction Form used by the Human Resources system for making changes to payroll records for an employee such as salary, cost center distribution, job code, hours, etc. can be entered on a PTF.  The forms are signed off and the changes are keyed in Genesys by the HR office. 
To run the Proxy PTF Report click the following menu items:

Go ( Process Financial Information ( GT Financial Planning
Report ( Proxy PTF ( Add or Update/Display
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Enter report criteria:

Use any combination of report criteria.

· Budget Period – Type the appropriate budge period.  
· This is not a required field, but it is a good practice to always enter a Budget Period to avoid tons of pages from being sent to your printer.
· Campus – Type or select the appropriate campus to filter output within the organization hierarchy

· School – Type or select the relevant school within the campus to filter output at this level

· Division – Type or select the relevant division within the school to filter at this level

· Department – Type or select the relevant department within the division to filter at this level
· Home Department – Type the desired home department.
· This is not a required field.  If you leave this field blank your report will display all departments you are authorized to view.
· HR Generalist – Type the ID for an HR Generalist.  Each HR Generalist is responsible for specific departments.  Use this parameter to view all departments associated with an HR Generalist.  (ex. Lori Varma would run for her areas)

· Emplid – Type an emplid to run the report for an individual employee.

· Employee Class check boxes – check the Employee Class boxes in any combination to expand or narrow your report output. 
· Verification Format – Select this format if you want to see all employees in your search criteria.
· Merit Format – Select this format if you want to narrow your output further. 
· Employees Not Uploaded – click this checkbox if you want to see a report with everyone you flagged to not upload to Genesys.  This is the information you keyed in on the Job panel for Position Data (GT Financial Planning ( Use ( Position Data).
· Raises Greater than – This feature allows you to type in a percentage point and returns a list of people who received a merit increase greater than the specified percentage.  If you want to see everyone who received an increase greater than 5%, type ‘5’ in the field provided.  

· Note: if your saved run control had Merit Format selected, you will not see the two Merit Format options when you open the saved run control id.  Just click the radio button next to Verification Format and then click Merit Format again.  The two options will appear.
Note: the salary budget detail and salary budget summary report data may only be viewed from the desktop if the user has an application such as SwiftView.  If SwiftView is not available the user must send the reports directly to the printer.
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STAFF / Homed-In 0000

KEY this Section into GENESYS

Initials 2008 Values from GU Budget 07/01/2007

EmpliD: 00000000

Master Payroll Values From Genesys

PIN:
JANES, JANE

0000 ADMINISTRATION
1111  CENTRAL ADMINISTRATION

NAME: JANES, JANE
HOME DEPT: 0000 ADMINISTRATION
JOB CODE: 1111 CENTRAL ADMINISTRATION

BASE RATE: 3,121.12 312112 g(al{;ar ""8‘5’5‘
GRADE:
PTHOURS: 0 New Value
New Value

Expiration Date: 03/15/2010

-- DO NOT-- REY this Section Into GENESYS
PAY FREQ: Monthly M

PAY GROUP: 20
FT/PT CODE: F Full-Time

FTE: 1.00 1.00
Dollar Percent
ANN.RATE: 3745344 3745344 0.00 0.00
MINIMUM / MIDPOINT / MAXIMUM 0/0/0 0/0/0
A

Employment Category: A Academic




[image: image3.png]Payroll Status Code: A Active A

Leave-of-Absence Reason:

KEY this Secfion info GENESYS

Master Payroll Distribution GU Budget 07/01/2007 Distribution
RX0000000 A 100.00 RX0000000 A 100.00
100.00 100.00

SALARY Changes uploadable to Genesys —> NO
DISTRIBUTION Changes uploadable to Genesys —> NO

1 have reviewed the preceding information and verily that it is accurate,
It can be used to update the Employee Record in Genesys effective 07/01/2007 ~ Signature: Date:
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