GRANT RIGHTS TO VIEW PAY EXPENSES

PeopleSoft

KUMC

Grant Rights to View Pay Expenses
Procedural Reference

Version 1.1 KUMC Confidential
February 2007




GRANT RIGHTS TO VIEW PAY EXPENSES

Table of Contents

Overview

Navigation

Grant Rights To View An Employee’s Pay Expenses
Grant Rights To View A Complete Speed Type

Appendix

Throughout this manual, the »# symbol indicates additional information on the left side of the page.

Version 1.1 KUMC Confidential Page 2 of 9
February 2007




OVERVIEW

Overview

The Grant Rights to View Pay Expenses panel was created to allow a department to view all of an employee’s compensation in the
Payroll Expense Report.

The Payroll Expense Report shows payroll information for employees paid from a selected SpeedType or Distribution Code.
However, because of PeopleSoft security, the report will only show payments made for SpeedTypes belonging to the department of
the person running the report. In the case of employees who are paid from multiple SpeedTypes across multiple departments, the
employee’s complete compensation will not be shown in the report.

The Grant Rights to see Pay Expenses panel allows the "external" department to grant permission to see payroll expenses paid
from the department’s SpeedType.
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GRANT RIGHTS

Navigation
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1. Click HR Pay Reports icon.

- HRIPAY Reports
Administer Training
Admin Information
Report Pavroll Information
Pavroll Dept
Time & Labo
B4 HRIPAY Reports
£ Exception Report by Grol
% Pay Expense Access Tal
#5 Holidav & Comp Aging b
% Leave Accrual Report
£, Payable Time by Groupit
% Paroll Expense Report
% Repored Time by Gro/D
£ Scheduled Time by Gro/
% Time Admin Status Rep
5 Time Sheet by DeptGin/
Technical Jobstreams
KU Technical Infarmation

2 Worklist

HR/FAY
Feports

“ Sign Out

2. Click HR Pay Reports icon.

M &2 Administer Training

122 Admin Information

§2 Report Payroll Information

B2 Pavroll Dept

E&2 Time & Labor

E182 HRIPAY Reports

ELAHR/PAY Reports|

% Exception Report by Grot
#» Bay Expense Access Tal
#5 Holidav & Comp Aging b
& Leave Accrual Report
& Pavable Time by Groupic
¥ Eayroll Expense Repart

KU_HRPAY = HRIPAY Reports = HRIPAY Reports

ExceptionReport.  Holiday & Conp Leave Accrual
oy Groupid Agingly Dept Report

£ r 2

Payable Tine Payroll Expease Reported Time
by Groupid Report by CGap/Dept/Enplid

£ # 2

» Reported Time by Grp/D
£, Scheduled Time by Gro/l
# Time Admin Status Rept
& Time Shest by DeptGro/
®E2 Technical Jobstreams
B &2 KU Technical Information

Time  Time Admin Tine Sheet by
by Grp/DepEE  Status Report Dept/Grp/Emplict

El Use o grant other depariments
ascess to Payroll Fxpense Report
Pay Expense information for individuals within
AccessTable  your depariment

3. Click Pay Expense Access Table icon.
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GRANT RIGHTS
Grant Rights To View An Employee’s Pay Expenses

o

Home = Compensate Emplavess = Repart Payroll Info (US) = Use = GrantRight to see PayExpenses Mew Window

€ Home 2 Worklist * Help S Sign Out

GrantRight to see PayExpenses 1. Do not change values on this panel. &

Find an Existing Value 2. Click | .
EmpliD: l.-mM

Advanced Search

# Step 1 The employee ID listed on this panel will be your own.
KU_HRPAY = HRIPAY Reports = HR/PAY Reports > Pay Expense Access Table
| [ GraniRights to see PayExpenses

ID: MO000085716  Schroeder,Elizabeth

I Gi anting Rights to See Pay Expenses First [0 1of 4 [P] Last

"For SpeedType: grant access to: view pay expenses for this person: View All

Jay | R ;o . Does a blank row exist for entering data?

If no, click El (Add a new row) to insert a row and go to
step 4.

If yes, go to step 4.

Bsave) ([ QRetunto Search) (2 Refresh

# Step 3 ONLY ENTER DATA ON BLANK ROWS. Typing over
existing data removes that employee’s permission to the report.
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GRANT RIGHTS

"

Home = Cc Emplovees = Report Pavroll Infa (US) = Use = GrantRight to see PayExpenses New Window

(2 Worklist

GrantRights to see PayExpenses

|D: MODDOOBGTO1  Karlsson Erik Brian

4. Complete the following fields: &
*For e el rant access to: view pay expenses for this person: View All
| U[IEIEIF[IEEIED = al g;mn(meﬂalm(lannDenms @] wmoooo079115 _carr':nyhlmzm — @l Jooooosassg EE= For SpeedType
grant rights to

view pay expenses for this person

Do you want to grant permission to another employee?
If no, go to step 6.

T R —— If yes, click the [+ ] (Add) button to the right of the active
line and return to step 4.

# Step 4 The form will only allow you to grant rights to view
SpeedTypes and employees attached to your department.

6. Click :
When you enter a name in the view pay expenses for this person
field, the View All checkbox will become inactive.

Optionally, use the (Lookup) button to select employee names.
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GRANT RIGHTS

Grant Rights To View An Entire SpeedType
Home = Compensate Emplovees = Repart Payroll Info (US) = Use = GrantRight to see PayExpenses New Windaw

, 1. Do not change values on this panel.
GrantRight to see PayExpenses

€ Home 2 Worklist * Help S Sign Out

Find an Existing Value

—_——— 2. Click [Esarch ]
EmpliD: MO0

Advanced Search

# Step 1 The employee ID listed on this panel will be your own.

KU_HRPAY = HRIPAY Reports = HR/PAY Reports > Pay Expense Access Table
| { GraniRights o see PayExpenses

ID: MO000085716  Schroeder,Elizabeth

I Gi anting Rights to See Pay Expenses First [0 1of 4 [P] Last

"For SpeedType: grant access to: view pay expenses for this person: View All

| R o = . Does a blank row exist for entering data?

If no, click (Add a new row) to insert a row and go to
step 4.

If yes, go to step 4.

Bsave) ([ QRetunto Search) (2 Refresh

# Step 3 ONLY ENTER DATA ON BLANK ROWS. Typing over
existing data removes the employee’s permission to the report.
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GRANT RIGHTS

o

Home = Compensate ovees = Report Pavroll nfo (US) = Use = GrantRight to see PayExpenses New Window

2 Worklist “ Sign Out

GrantRights to see PayExpenses

|D: MODD00ETO  Karlssen Erik Brian . Complete the fO"OWing fields: /
JGranting Righisto SeePayBxpenses st e [ Lot

*For SpeedType: grantaccess to: view pay expenses for this person: View All FO I’ Sp eed Ty p e
00000800 Q) | stubblefield Keith Dennis Q) moooo07911s = .
grant rights to

Click the View All checkbox

Do you want to grant permission to another employee?
If no, go to step 7.

If yes, click the (Add) button to the right of the active
# Step 4 The form will only allow you to submit SpeedTypes attached line and return to step 4.

to your department.

(B gave) (QRetunto Search) (£ Refrash

When you check the View All checkbox, the view pay expenses . Click .
for this person text box will become inactive.

Optionally, use the (Lookup) button to select the employee
name.
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APPENDIX

Assistance

Direct questions regarding how to utilize the PeopleSoft panels, how to navigate, and other technical or procedural problems with the system to
PeopleSoft Support at ext. 8-1121.

The office is usually staffed from 8:00 AM to 4:30 PM. In the event no one is available to assist, you may leave your question on the office Audix
voice mail system, and we will return your call.
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