HRMS Department Payroll Queries

Description of Query Section
Additional Pays (Multiple) by Earnings Code.............coooiiiiiiiiiiii i, 1

Applicants by Job Requisition and Date — Not Used by UND
Applicants for a Job Requisition — Not Used by UND

Campus Addresses, Phone and Email...............ccooiiiiiii i, 2
Employee Listing including Budget and Funding................ccccocoviiiinnnn, 3
Employee Listing of Basic Job Data.............cccoviiiiiiiiii e, 4
Employees in POOI POSItIONS..........oviiiii i e e e 5
Employees with Standard Hours Greater Than 40...................ocoeieena. 6
Gross and Fringe Report by Fund, EE and/or Accounting Periods............ 7
Home Addresses for Active Employees with Waiver.....................cooene. 8
Leave by Type and Department.............oo i e e e e 9
Leave -Military, Jury and Funeral Taken by Pay Period.............ccccccc....... 10
Leave Taken by Earnings Code..........coooiiiiiiiiiiiiii e 11
Probationary EMpPIOYEES........ccoor i 12

Reversed Paychecks/AdVICES. ... e, 13



1.NDU_PY_ADDL_PAY_FOR_EARN_CODE

Information Provided by Query: Lists multiple Additional Pays for a
specific Earnings Code

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_PY_ADDL_PAY_FOR_EARN_CODE
The following screen will appear:

~P o0 oW

Business Unit: L
Earnings Code: Q,

View Results

Earmn Empl iz:";j" J;::
Code Rcd# Dt #

g. Enter Business Unit: UNDO1

h. Enter Earnings Code: H__ (For complete list of Earnings
Codes, see Payroll website)

I. Click: View Results

Business Unit: IUNDU‘I Q

Eamings Code: |H1? Q

View Results

Ma matching values were found.

[ FamCove | “ctoste |10 | enpiRcar | Name | Eamenabt | GoslAmt | Gosiga | Adaseqr | ompy | unt

j. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.




2. NDU_HR_CAMPUSADDRESSPHONEEMAIL

Information Provided by Query: Listing of active employees for your
department, including Campus Address, Campus Phone, Campus
Email, Business Phone and Business Email.

How to Run Query:

QO T

—

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: On Departmental User Queries 2 Tab immediately above
the list of queries.

Click: NDU_HR_CAMPUSADDRESSPHONEEMAIL

The following screen will appear:

Unit: Q.
View Results |

Last | First | Middle | Campus | Campus | Campus | Campus | Campus | Campus | Campus | Campus | Campus | Business
Name | Name | Name | Address 1 | Address 2 | Address 3 | Address 4 City Postal State Phone Email Phone

Enter Business Unit: UNDO1
Click View Results
The following information appears:

Unit: [UND01 ©,
View Results

Download results in - Excel SpreadSheet CSV TextFile (16 kb)

e e

Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.




3. NDU_HR_EELISTBYDEPT

Information Provided by Query: Listing of active employees for your
department, including Hire Dates, Position #'s, FTE, Reports To,
Comp Rate, Budget Amount and ComboCode.

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: On Departmental User Queries 2 Tab immediately above
the list of queries.

Click: NDU_HR_EELISTBYDEPT
The following screen will appear:
Busunit [ @

Deptin: [ Q

As Of Date: El
View Results

o O T

-

g. Enter Business Unit: UNDO1

h. Enter Department ID: Enter your four digit department ID

I. Enter As of Date: Enter current date (or a previous date can be
entered if historical information is needed)

j. Click View Results

The following information appears:

Bus Unit: WQ

Depti:  [3260 @

As Of Date: IM@
View Results

Download results in . Excel Spreadsheet CSVTextFile (10 kb)

= e S o] | 5 2 ] e 5
k. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.
4. NDU_HR_ALPHA _LIST _FORDEPTS




Information Provided by Query: Listing of active employees for your
department, including Hire Dates, Position #'s, Reg/Temp, FTE, Job
Family, Job Code, Wrkrs Comp Code, Title, FLSA Status, Reports
To, Comp Rate.

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: On Departmental User Queries 2 Tab immediately above
the list of queries.

Click: NDU_HR_ALPHA_LIST_FORDEPTS

The following screen will appear:

Business Unit: I Q
As Of Date: I Ell
View Results

s
Wrkrs - A Job | Data
Dept| Dept First . Job | .Job Start| Start| Rehire Service|FLSA Pay |Comp|Comp

g. Enter Business Unit: UNDO1

h. Enter As of Date: Enter current date (or a previous date can be
entered if historical information is needed)

I. Click View Results
The following information appears:

Business Unit: [UND01 &,
AsOfDate:  [02/22/2010 [
View Results |

QO T

-

Download results in . Excel Spreadsheet CSv TextFile (10 kb)

Wrkrs:
. |Dept| Dept First - Job - =
I - ' - - H I E CEI:;D - N H -

J. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

5. NDU_HR_EES_IN_POOLS



Information Provided by Query: Lists department employees hired
into a pool position.

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_HR_EES_IN_POOLS
The following screen will appear:

~0 oo o

Business Unit: Q

View Results |

Max
o Job Wrkrs

g. Enter Business Unit: UNDO1
h. Click: View Results
I. The following information appears

Business Unit: [UND01|

View Results

Download results in - Excel SpreadSheet CSVTextFile (1 kb)

1-2

[ un_| epum | vescr | posion | vescr | Jobcoas | wrirscompca | Mesveact | @ | iw | e | orw]

of 3

J. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

6. NDU_HR_STD_HRS_40




Information Provided by Query: Lists active department employees
that have total standard hours greater than 40.

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_HR_STD_HRS 40
The following screen will appear:

~0 oo o

Bus Unit: Q

View Results

g. Enter Business Unit: UNDO1

h. Click: View Results

I. Information appears with department employees that are on
currently on probation. If your department has no employees
with total standard hours greater than 40, the following screen
will appear that states “No matching values were found”.

Bus Unit: |UNDO1|C,
View Results
Mo matching values were found

j. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

7. NDU_CA_GROSS_FRNG_TFUND_ACCPER



Information Provided by Query: Listing of active employees for your
department, including Campus Address, Campus Phone, Campus
Email, Business Phone and Business Email.

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: On Departmental User Queries 2 Tab immediately above
the list of queries.

Click: NDU_CA_GROSS_FRNG_TFUND_ACCPER

The following screen will appear:

Co: m Q

Pay Period Begin Date: W El

Pay Period End Date:  [1721/2010 |

FROM DeptiD: T

TO DeptiD: [

Optional FROM ProjGrt: [ |

Optional TOProjGrt [ |

Optional EMPLID: [ Ta
View Results |

. = Pay Period Job . Total Total Total Eamn Distribution Retro
I peptid MHM

QO T

-

g. Enter Company: UND

h. Enter Pay Period Begin Date: MM/DD/YYYY for the first pay
period end date that you want to review

i. Enter Pay Period End Date: MM/DD/YYYY for the last pay
period end date that you want to review

J. Enter From DeptID: Enter your first 4-digit department ID

k. Enter To DeptID: Enter your last 4-digit department ID (If you
only have access to one department or only want to review one
department, enter the same DeptID for both From and To.

|. Optional: Enter From Proj/Grt: Enter first Proj/Grant number
you want to review.

m. Optional: Enter To Proj/Grt. Enter last Proj/Grant number you
want to review. If you only want to review one Proj/Grant
number enter the same number as From Proj/Grt.

n. Optional: Enter EMPLID: If you only want to review funding for
one employee, enter their EmplID. If you want to review
multiple employees’ funding, leave this field blank.



0. Click View Results
The following information appears:

Co: m Q

Pay Period Begin Date: Im El

Pay Period End Date: M El

FROM DeptiD: [pzeo |

T0 DeptiD: [pzeo |

Optional FROM ProjiGrt: I

Optional TO ProjiGr: I

Optional EMPLID: I Q
View Results |

Download results in:  Excel SpreadSheet CSV TextFile (28 kb)

1-70 of 70

a .| Pay Period Job - Total | Total | Total | Earn Distribution| Retro

p. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this

feature.

8. NDU_HR_HOME_ADDRESS




Information Provided by Query: Lists home addresses for active
department employees that have waived their privacy.

How to Run Query:

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_HR_HOME ADDRESS
The following screen will appear:

~0pao0op

Business Unit: QL

Wiew Results |

T us i | Job Cove |1D] Adar Type | Lo First | i | | Country | Accress 1| Adaress 2|

g. Enter Business Unit: UNDO1

h. Click: View Results

I.  The following information appears with employee home
address information (Only those employees with privacy
waiver)

Business Unit: | UND01|C,

View Results

Download results in . Excel SpreadSheet CSVTextFile (13 kb)

1-14 of 14
N I O e e v e e
J. Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

9. NDU_BN_DEPT_LEAVE



Information Provided by Query: Listing of leave reported by
employees within your department for a specified pay period.

How to Run Query:

S T

10.

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_BN_DEPT_LEAVE
The following screen will appear:
Company: [Ta

Accrual Process Date: [ 31

SetiD: [T

DeptiD: I Q
View Results |

| |10] Empt Red# | DeptiD | Name |co| Plan Typ | Accrual Date | Jan1-Beginning Bal | YTD Hrs Eamed | YTD Hrs Taken | YTD Hrs Adjusted

Enter Company: UND

Enter Accrual Process Date: Enter the Pay Period End Date
(MM/DD/YYYY) for the report you want to run. The Pay Period
End Date cannot be later than the last confirmed Pay Period
End Date.

. Enter SetID: UNDO1

Enter DeptID: Enter your four digit department ID
Click View Results.
The following information will appear:

Company: W Q

Accrual Process Date: M [5]

SetiD: [unpoT 2

DeptiD: [pzes @
View Results |

Download results in . Excel SpreadSheet CSV TextFile (14 Kb)

1-38 of 38

Empl Accrual |Jan1-Beginning| YTDHrs ¥TD Hrs ¥TD Hrs Current
I“ "e"“[’ Flen > Eamed | Taken | Agjusted | Balance

Click on Excel Spreadsheet to download into a spreadsheet,

where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this

feature.
NDU BN _MIL JURY_FNRL_LV



Information Provided by Query: Lists military, jury and funeral leave

for active department employees.

How to Run Query:

S T

11.

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_BN_MIL_JURY_FNRL_LV
The following screen will appear:

Bus Unit: Q

Calendar Year: 0
From Month {Jan-Deci1-12): 0

To Month {Jan-Dec/1-12): V]

View Resulls
[Tco| Shonibesc | EamCode | Peroa | Employeename | 1D | EmpiRcar | Depu | Depthiame | Howshia | _Hours viD_|

Enter Business Unit: UNDO1

Enter Calendar Year:

Enter From Month: Enter the beginning month as a number.
For example January = 1, December = 12.

Enter To Month: Enter the ending month as a number. For
example January = 1, December = 12.

Click: View Results. Information appears with department
employees that have reported military, jury and/or funeral leave
for each month within the period specified and the number of
hours per leave type, month-to-date and year-to-date.

Bus Unit: UNDO1 QY

Calendar Year: 2008
From Month {Jan-Dec/1-12): 1

To Month (Jan-Dec/1-12): 12

View Results

Download results in:  Excel SpreadSheet CSvV TextFile (1 kb)

[ [ o [ ShortDesc | EamCode [ Period | Employecname | 10| EmpiRoc# | Dopt | Depthame | Hours td | HoursYTD |
Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

NDU BN _LEAVE _TKN_BY_ERNCD




Information Provided by Query: Lists leave for active department
employees by specified Earnings Code.

How to Run Query:

"0 T®

12.

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_BN_LEAVE_TKN_BY_ERNCD
The following screen will appear:

Co: Q
Pay Period End: [2]

Plan Type {50,51,5X,5D): a,

View Results
[co | Hame 10| Empioor Pay Period En PlanTyp | Deptd | Dept | EamCode | Hours Taken |

Enter Company: UND
Enter Pay Period End. The last day of the pay period, NOT pay
date.
Enter Plan Type: The plan type options are:

1. 50 = Sick Leave

2. 51 = Annual Leave

3. 53 =FMLA

4. 5D = Comp Time

5. 5X = Dependent Sick Leave
Click: View Results. Information appears with department
employees that have reported the specified type of leave for the

ay period specified and the number of hours.

Co: UND| S,

Pay Period End: 01/31/2010 |[
Plan Type (50,51,5X,50): |51 |C,
View Results
Download results in - Excel SpreadSheet CSV TextFile (1 Kb)

[ [ Co|  tame | | EmpiRoo# | PayPerodind | Plantyp | DeptD | Dept | Eamcode | HoursTaken |
Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

NDU HR_PROBATIONARY_EE




Information Provided by Query: Lists active department employees
that are on probation.

How to Run Query:

~P oo op

13.

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_HR_PROBATIONARY_EE
The following screen will appear:

Bus Unit: Q

View Results
C1 company | musom | w | iwen Number of Jobs Sum sta s

Enter Business Unit: UNDO1

Click: View Results

Information appears with department employees that are on
currently on probation. If your department has no employees
on probation, the following screen will appear that states “No
matching values were found”.

Bus Unit: |UNDO1| @,

View Results

No matching values were found.

Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this
feature.

NDU_PY_REVERSED_PAYCHECKS



Information Provided by Query: Lists cancelled paychecks/advices
that were issued, cancelled and funding returned to department.

How to Run Query:

®PoOT®

Log into HRMS

Click: Reporting Tools

Click: Query

Click: HE Query Pages

Click: NDU_PY_REVERSED_PAYCHECKS
The following screen will appear:

Company: (&}

From Reversal Pay End Date: Q.
To Reversal Pay End Date; &}

View Results

[ | check# | checkot | CheckPayendbate | WelPay | ReversalCheckPayndbate | FomiD | Mame |
Enter Company: UND

Enter From Reversal Pay Period End. The last day of the first
pay period, NOT pay date, the reversal was processed.

Enter To Reversal Pay Period End Date. The last day of the
final pay period, NOT pay date, the reversal was processed.
Click: View Results. Information appears with the
checks/advices that have been reversed (cancelled) for the
specified period.

Company: UND| 2,

From Reversal Pay End Date: |01/15/2009 |C

To Reversal Pay End Date: | 12/31/2009 |3,

View Results

Download results in:  Excel SpreadSheet CSVTextFile (21 kb)

1-80 of 80

| chock# |_CheckDt_| _Check Pay End Date | NetPay | _Reversal Check PayEncDate | FomD | Mame | D |
Click on Excel Spreadsheet to download into a spreadsheet,
where data can be sorted and/or manipulated for review. You
must have the Excel software on your computer to use this

feature.




