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Overview 
 
The Payroll Expense Report displays payroll data (gross and fringe amounts) for employees paid from a selected SpeedType or 
Distribution Code. 
 
When run in detail mode, page breaks occur after each pay period and each employee appears on a separate line within the pay 
period, which displays their gross plus fringe details. Any Retroactive Funding Adjustments (RFAs) posted for the pay period appear 
on separate pages, one RFA per page. There is a summary line showing the totals for the pay period. 
 
When run in summary mode, the report displays one line per voucher transaction (either regular payroll or RFA) with the total paid on 
that voucher. There is no individual employee information included. 
 
This report can be run for the Fiscal Year or pay period(s) by Distribution Code(s) or SpeedType(s) in your department. In addition, 
the report can be run for an individual employee or position paid from selected SpeedType(s) or Distribution Code(s). 
 
Because of PeopleSoft security, the Payroll Expense 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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Navigation 

 

  

1. Log on to PeopleSoft HR 8.  The username and password 
are the same as your Novell username and password. 

2. Click PeopleTools menu. 

 

  

3. Click Navigator menu. 

  

4. Click HR/PAY Reports icon. 
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Navigation (continued) 
 

 

  

5. Click HR/PAY Reports icon. 

 

  

6. Click Payroll Expense Report icon. 
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Run Control 

 

  

1. Have you previously created a Run Control for this report? 
If no, click Add a New Value and go to Step 4. 
If yes, go to Step 2. 

 

2. Click  . 

 
 Step 3  If only one Run Control is found, system displays 

Selection Criteria page. 

  

3. Click desired run control name and go to Step 1 of Selection 
Criteria.   

 
 Step 4  Run Control IDs cannot contain spaces or special 

characters. 

  

4. Compl ete Run Control ID field.   

 

5. Click  . 
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Selection Criteria 
 

 Step 1 Detail mode has page breaks after each pay period and 
each employee appears on a separate line within the pay period. 

Summary mode displays one line per voucher transaction (either 
regular payroll or RFA) with the total paid on that voucher. 

 Step 2 The default selection is Last Processed Pay Period.  To 
use a different Pay Period, clear Last Processed Pay Period check 
box and enter either Year or Pay Period Begin Date and Pay 
Period End Date. 

Once a time parameter field has been populated, the alternate time 
parameter fields will be grayed out.  To use a different time period, 
delete the data from the populated field(s) and press T to 
reactivate the other fields.  Enter data in desired time parameter 
field. 

 Step 7 PDF file will be viewable through Process Monitor. 

  

1. Select Report Mode.     

2. Select time frame parameters.       

3. Select whether to run the report by Distribution Code or 
SpeedType by choosing from the list box.     

4. Enter desired value into the corresponding field that is  
now available.   
To include additional Codes or SpeedTypes, click  to 
add line(s). 
NOTE:  you cannot run the report by both a Distribution 
Code and a SpeedType at the same time. 

5. To run the report for a single employee or position, uncheck 
the related All check box and enter the desired value in the 
corresponding number field.   

6. Select the type(s) of payroll data to include.   
To run the report for a single Voucher ID, uncheck the 
On-Cycle ,Off-Cycle and RFA check boxes. 

7. Enter email address  to receive a version of the file via 
email that can be imported into Excel.   

 

 

 

 



 





PayExpRpt 


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Run Report 
 

  

1. Click  . 

 
 Step 2  Process Name for Payroll Expense Report is JPAY377. 

  

2. No changes are needed on this screen.   

The default settings (shown here) are correct for any report 
that you run. 

Server Name ............PSUNX 
Type..........................WEB 
Format ......................PDF 

 

3. Click  . 

 

PayExpRpt 
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Run Report (continued) 
 

  

4. Process Instance number indicates you have requested the 
report.   

5. Click Process Monitor link.   
This will display the Process List which shows the progress 
of generating the report.  The Process List also contains the 
link for printing the report. 

 
 Step 6  If an email address was entered to receive a DAT file, it 

should be received shortly after the run status shows success. 

  6. Note Run Status.  

Run Status Description 

Queued Report is in line to be processed 

Initiated Report has started  

Processing Report is in process 

Posting Report is being finalized 

Success Report is ready to print 

Click   until Run Status displays Success. 
(May need to wait a few minutes and refresh again.)   

7. Click Details link.  
 

 











PayExpRpt 
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View PDF Report 
 

 

 

  

1. Click View Log/Trace link. 

 

  

2. Click  JPAY377_nnnnnn.PDF link. 
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View Report (continued) 
 

  

3. Click  . 
4. From the menu, select File, Close. 

5. On Process Detail page, click   . 

 
 

 

  

6. Click KU_HRPAY link to return to Navigation icons. 

 

Name 

Name 

Name 

Name 

KU_HRPAY link 

Print 
Button 
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View DAT file in Excel 
 

  

1. Open email containing report. 

  

  

2. Right-cli ck .dat attachment. 

3. Cho ose Save As… from the menu. 

 

  

4. Navigate to desired folder. 

5. Modify filename if desired. 

6. Click  . 
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Open File in Excel 
 

  

1. Start Excel. 

2. Click  (Open). 

3. Cha nge Files of type to All Files. 

4. Select the .dat file saved during step 6 in the previous 

section and click  .  The Text Import Wizard 
will launch. 

 

  

5. Click Delimited radio button if needed. 

6. Click   
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Open File in Excel (continued) 
 

  

7. Format as desired. 

8. Click  (Print). 

9. Click  to close Excel. 
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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. 
 
Navigation 
 

 

  

1. Click HR Pay Reports icon. 

 

  

2. Click HR Pay Reports icon. 

 

  

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

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

  

1. Do not change values on this panel.    
2. Click  . 

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

  

3. 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. 
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Grant Rights To View An Employee’s Pay Expenses (continued) 
 
 

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

 

  

4. Complete the following fields:   

For SpeedType 
grant rights to 
view pay expenses for this person 
 

5. Do you want to grant permission to another employee? 
If no, go to step 6. 
If yes, click the  (Add) button to the right of the active 
line and return to step 4. 
 

6. Click  .  

 
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Grant Rights To View An Entire SpeedType 
 

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

  

1. Do not change values on this panel.    
 

2. Click  .   

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

  

3. 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. 
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Grant Rights To View An Entire SpeedType (continued) 
 

 Step 4  The form will only allow you to submit SpeedTypes attached 
to your department. 
 
When you check the View All checkbox, the view pay expenses 
for this person text box will become inactive. 
 
Optionally, use the  (Lookup) button to select the employee 
name. 

  

4. Complete the following fields:   

For SpeedType 
grant rights to 
 

5. Click the View All checkbox 
 

6. 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 
line and return to step 4. 
 

7. Click  . 

 
 
 
 

 
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Assistance 
 
Using PeopleSoft 
 
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. 
 
Payroll Data 
 
Policy or data questions should be directed to you assigned Payroll Specialist. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


