9.2 Creating Paysheets

Purpose: Use this document as a reference for creating Paysheets in ctcLink.

Audience: Payroll Specialists.

@© You must have at least one of these local college managed security roles:

« ZZ Payroll Processing
« ZZSS Payroll

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Create Paysheets

Navigation: NavBar > Navigator > Payroll for North America > Payroll Processing USA >
Create and Load Paysheets > Create Paysheets

1. The Create Paysheets search page displays.

2. Enter an existing Run Control ID or select the Add a New Value tab to enter a new a Run
Control ID.

3. Select the Add button.

Create Paysheets

Find an Existing Value Add a New Value

Run Control ID | Paysheeti

e

Find an Existing Value Add a New Value
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4. The Create Paysheets page displays.
5. Enter Pay Run ID or Select the Pay Run ID lookup icon to select the desired pay run ID.
6. Select the Run button.

Create Paysheets

Run Control ID  Paysheeti Report Manager Process Monitor “

Process Request Parameter{s)

*Pay Run ID | 0282018220 Q| fracoma 02B Payroll 2018

Save Notify Add Update/Display

N

The Process Scheduler Request page displays.
8. Select the OK button.

Process Scheduler Request x
Help
User 1D CTC_GFULMER Bum Contral 1D Payehaat
Sarver Name : Run Date 100152018 |
RECLITERS Run Time | 11583140 Reset to Current Date(Time
ime Zone =1
Process List
Salect  Deseriptian Process Mame Procass Typse “Typa -Format Diatritaticn
| Craake Payeheaed PSPPYELD COBCL SOL (Mona) - Toma) Dviztribuc

oneet

9. The Create Paysheets page displays.
10. Select the Process Monitor link and make note of the Process Instance.
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Create Paysheets

Fun Control ID Payshesti Reparl Manager Procass Monillor Hun______:

Frocess nsfance 135092

Process Reqguest Parameter(s)

*Pay Run ID | 02E2048220 Q Tacoma 026 Payroll 2018

Save Moty Add Update/Display

11. The Process Monitor page displays.
12. Select the Refresh button until the Run Status is Success and the Distribution Status is
Posted.

Process List Seepaea Lisk

View Procass Requaest For

userip TCGFULMER Q| .. - Last -. 1 | Caps | Hafreen
Sarvar - Mame Q.| Ins@nce From Instance To
Feun k Mhistiskmdion S FA Sawis On Rusfuizs
Status
Frocess List
B Q 1-J083 Wi Sl
; Disdribuzicn
Solact  Uneterce Seq. Hromese Type Frocess Name  Uasar Kun LateTima Heun Gtabes Sisbus Ustaile
TR} Lt L g FEFEYELD CTC_GSFULMEH TS 12Tk POT Uueuad 2 Jalaly
135052 COBCL Eal FSFPYBLD CTC_GFULMER 10HEEHE 155314 POT [ Eurcess Hi& ]clals
135050 CONOL 3L FSPCLELD CTC_EULMER 1IN0 B3k28aM POT TEror HiA TCelals

3o back B Creale Payshesis

sani| oty

Frocess List Server Lisd

13. The process to create paysheets is now complete.
14. End of procedure.
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