Georgetown University

Budget Report Training

Payroll Roster


Payroll Roster Report

This report is used primarily to support the merit increase process.  It will have a place for the approver to initial the changes for each individual and a signature block.  Additionally the report may be run during the year to find employees with a Genesys termination date that falls within the fiscal year.
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Operator ID: FORTWENI

Run Control ID: A

Budget Period: Employee Class

A - Academic
Campus: L - Special (per diem/temp pool)
R - Regular Staff

S - Student

T-Tem

U - 1199 Union

Department: Mictobiology V - Allied Union

School

Division: Basic Sciences

Home Department: MICROBIDLOGYMEDICINE BoBETIs

¥ Distrbution Detail

HR Generalist:  [842439229 SESTTR I Show Only Changed Distributions
I Employees w/ Tem Dates Only

Raises Greater than: 2000

© Data as of 07/01 Output File:  [p_roster.csv (Use xuxx CSV)

© Latest Data

FSPROD  Payroll Raster Update/Display




Enter report criteria:
· Budget Period – Type the appropriate budget period.  

· This is not a required field, but it is a good practice to always enter a Budget Period to avoid having tons of pages sent to your printer.

· Campus – Allows the user to narrow output by campus.  Use the drop-down arrow to see the list of campuses.  Double-click the campus needed.
· School – Allows the user to narrow output by school.  Use the drop-down arrow to see the list of schools.  Double-click the school needed.
· Division – Allows the user to narrow output by division.  Use the drop-down arrow to see the list of divisions.  Double-click the division needed.
· Department - Allows the user to narrow output by department.  Use the drop-down arrow to see the list of departments.  Double-click the department needed.
· Home Department – Allows the user to narrow output by HR home department.  Use the drop-down arrow to see the list of home departments.  Double-click the home department needed.
· HR Generalist produces a report specifically for the areas an HR generalist must review (ex. Lori Varma would run for her areas)
· Raises Greater than xxx % is used to review for exceptions such as raises greater than 6%
· Data as of 07/01 is the default setting to view an employee’s distribution data effective at 7/1 of the fiscal year

· Latest data is an option to use during the year to view the employee’s current distribution 
· Employee Class allows users to focus on a group of employees.  Check the boxes in any combination to capture the desired employee data.
· Output Options:
· Distribution Detail is the default setting to view the payroll for all employees in a dept
· Show Only Changed Distributions limits output where cost center changes have been made

· Employees w/ Term Dates Only option is used to review a list of employees with a Genesys termination date during the fiscal year.  Departments should review and take action with HR to remove the termination date or change this date if appropriate
· Output File – If users need this data in a file format that can be viewed in MS Excel, they should type a file name in this field.  The file name must be ten characters or fewer and must include .CSV at the end of the name.  Example:  Pay_Roster.CSV.
Output File Column Names:

	Column
	A
	Home Dept – home department
	
	Column
	S
	Old Compa – old compensation

	Column
	B
	GUID – employee id
	
	Column
	T
	New Hrly – new hourly rate 

	Column
	C
	Name – employee full name
	
	Column
	U
	New Annual – new annual salary

	Column
	D
	Cost Ctr – cost center
	
	Column
	V
	Change Amt – amount that represents the difference between the old and new salary.

	Column
	E
	Center descr. - cost center description
	
	Column
	W
	Change Pct – the percentage change between the old and new salary.

	Column
	F
	Pct – the distribution percentage assigned to the cost center
	
	Column
	X
	Rating – employee review rating

	Column
	G
	Hire Dt – hire date
	
	Column
	Y
	Reviewer – the employee supervisor or reviewer

	Column
	H
	Exp. Dt – expiration date
	
	Column
	Z
	Review Dt – date of the review

	Column
	I
	JobCode – HR job code
	
	Column
	AA
	Entered By – NetID of the person who keyed the review information into the system.

	Column
	J
	Hrs/Wk – hours per week
	
	Column
	AB
	Entered Dt – the date the review was entered into the system.

	Column
	K
	FTE - Full Time Equivalent
	
	Column
	AC
	Merit Amt – amount added to the employee’s salary

	Column
	L
	Grade – salary grade
	
	Column
	AD
	Merit Pct – the percentage of the employee salary represented by the merit amount

	Column
	M
	Freq – pay frequency (weekly, hourly, etc.)
	
	Column
	AE
	Other Amt – bonus or other one-time payment

	Column
	N
	Pay Grp – pay group
	
	Column
	AF
	other Pct – percentage of the employee’s salary represented by the other amount

	Column
	O
	Class – job class (regular, special, etc.)
	
	Column
	AG
	New Compa – new compensation amount

	Column
	P
	Status – employee status
	
	Column
	AH
	Upload Dist – indicates if the distribution information has been uploaded to the HR system.

	Column
	Q
	Old Hrly – old hourly rate 
	
	Column
	AI
	Upload Sal -  indicates if the salary changes have been uploaded to the HR system

	Column
	R
	Old Annual – old annual salary
	
	
	
	


Notes:  

· No fields on the run control panel are required.  This means you could leave these fields blank and your report will display all data you are authorized to view.  This practice is not recommended for individuals who are responsible for more than five cost centers.  
· The payroll roster 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.

Georgetown University

Payroll Roster FY2007

Home-Dept: 5250 – University Dept /Dept Manager Frank, William /  HR Analyst: Varma, Lori
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   Pay   


EMPLID
              Employee Name        Termination date            Job Code
                                  Hours    FTE    GRD    FREQ
   Grp    Class
Status


_______________________________________________________________________________________________________________________________________
















812345678
SMITH, JONATHON                                           1379-EXECUTIVE ASSISTANT I      40
     1.00      08
   H
    10
  R
      A 



                                                                                                                                                                                                Compa      Distrib.       Salary



Hourly   
Annual
           $Change        %Change        Rating           $Merit        %Merit                                         Ratio      Upload        Upload


Old:  
18.57

38,625.00







                                  109.32


New:  
19.31

40,164.00
1,539.00            3.98%
     4              1,539.00         3.98%                                      111.56       No Chge          Y

_______________________________________________________________________________________________________________________________________
















812345678
DOUGH, JANE
       12/22/2006

      5860-Technical Support                    40
     1.00
        09
       B
    10
  R
      A     



                                                                                                                                                                                                Compa      Distrib.       Salary



Hourly   
Annual
           $Change        %Change        Rating           $Merit        %Merit    $Equity   %Equity      Ratio      Upload        Upload


Old:  
26.24

54,571.00







                                   130.22


New:  
27.15

56,481.00
1,910.00            3.50%
     3              1,090.00         2.00%     820.00          1.50     135.74       No Chge          Y

_______________________________________________________________________________________________________________________________________
















812345678
JOHNSON, PAT          


      2829-DIRECTOR OPERATIONS      40
     1.00
        08
       H
    10
  R
      A    



                                                                                                                                                                                                Compa      Distrib.       Salary



Hourly   
Annual
           $Change        %Change        Rating                                                                                  Ratio      Upload        Upload


Old:  
29.81

62,000.00







                                  142.00


New:  
29.81

62,000.00
    0.00            0.00%
     2                                                                                    142.00       No Chge      No Chge

_______________________________________________________________________________________________________________________________________
















812345678
SMITH, JANE
       


      1379-EXECUTIVE ASSISTANT I      40
     1.00
        08
       H
    10
  T
      A     



                                                                                                                                                                                              Compa      Distrib.       Salary



Hourly   
Annual
           $Change        %Change        Rating           $Merit        %Merit                                       Ratio      Upload        Upload


Old:  
18.57

38,625.00







                                109.32


New:  
19.31

40,164.00
1,539.00            3.98%
     4              1,539.00         3.98%                                    111.56       No Chge          Y

_______________________________________________________________________________________________________________________________________
















812345678
JONES, DAVID
       


      1379-EXECUTIVE ASSISTANT I      40
     1.00
        08
       H
    10
  T
      A     



                                                                                                                                                                                              Compa      Distrib.       Salary



Hourly   
Annual
           $Change        %Change        Rating           $Merit        %Merit                                       Ratio      Upload        Upload


Old:  
18.57

38,625.00







                                109.32


New:  
19.31

40,164.00
1,539.00            3.98%
     4              1,539.00         3.98%                                    111.56       No Chge          Y

_______________________________________________________________________________________________________________________________________


Printed Name:_______________________________________

Signature: __________________________________________



Date: _______________
S:\UFS\OBJECTS.FMS\Budget\Training - Budget\Payroll Roster Doc_March 2009.doc
1 of 1
S:\UFS\OBJECTS.FMS\Budget\Training - Budget\Payroll Roster Doc_March 2009.doc
2 of 2
S:\UFS\OBJECTS.FMS\Budget\Training - Budget\Payroll Roster Doc_March 2009.doc







3 of 3

