9.2 Running the Deductions in Arrears
Report

Purpose: Use this document as a reference for running the Deductions in Arrears report in
ctcLink.

Audience: Payroll Administrators.

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

« ZZ Payroll Processing

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

Run the Deductions in Arrears Report

Navigation: NavBar > Navigator > Payroll for North America > Payroll Processing USA >
Pay Period Reports > Deductions in Arrears

The Deductions in Arrears run control search page displays.
Select the Add a New Value tab.

Enter the desired information into the Run Control ID field.
Select the Add button.

PN~

Deductions in Arrears

Find an Existing \ialus Add a Mew Valus

Run Control 1D | |

5. The Deductions in Arrears Report page displays.
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6. Enter the desired information into the Pay Run ID field. You may use the look-up tool
(magnifying glass icon) to select the correct ID.

7. Select the On-Cycle radio button.

8. Select the Run button.

Deductions in Arrears Report

Run Control I DRATEST Report Manager Procass Monitor Run
Process Reguest Parameter(s)
On-Cycle Run Off-Cycle Pay Calendar
Pay Run 1D E Company o
Pay Group q
Pay End Date o
Process Page Thiru

Payroll Cycle
O Off-Cycle I Both

Matify Add Update/Display

9. The Process Scheduler Request page displays.
10. Select the OK button.

Process Scheduler Request *
Help
User D CTC_JMERRILL Run Control I DIATEST
Server Name ’ Run Date | 10/15/2019
Recurrenca . Run Time | 11:03:54.2M Reset to Current Date/Time
Time Zone o
Process List
Salect  Description Process Name Process Type -Type -Format Distribution
= Deductions in Amears FaYDOT S0R Report Wb FOF o Distribution
=

11. The Deductions in Arrears Report page displays.
12. Make note of the Process Instance number.
13. Select the Process Monitor link.
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Deductions in Arrears Report

Run Control ID  CHATEST Repon Manager

IF'r:»c,esa nstance: 158154 I

Process Reguest Parameter(s)

On-Cycle Run Off-Cycle Pay Calendar
Pay Run ID | 1252018880 Q Company
BED 12419 Pay Group

Pay End Date

Process Page Thru

Payroll Cycle

® On-Cycle 2 Off-Cycle O Both

- o

Update/Display

14. The Process Monitor page displays.

15. Select the Refresh button until the Run Status is Success and the Distribution Status is

Posted.
16. Select the Details link.

¢ Deductions in Arrears Report Process Monitor

| Process List | Server List

View Process Request For

User 1D W Type w Last v 1| |Days v Refresh
Sarver . Mame @ Instance From Instance To
Run v Distribution Status w | [ Save OnRefresh
Status
Process List
B Q 16 of @ v
Select Instance Seq. Process Type nraunt_l'.:ss User FRun Date/Time Rum Status g{:&:uﬁo"
138154 SQR Report PAYOOT CTC_JMERRILL 10/15/2019 11:03:5344M PDT Success Pasted
138153 SQR Report PAYD10 CTC_JMERRILL 10152019 10:32:404M FOT Succezs Paosted
138152 2QR Report FAYDID CTC_JMERRILL 10152019 10:21:21AM FOT Success Posted
138151 SQR Report PAYD10 CTC_JMERRILL 10/115/2019 10:10:40AM PDT Success Posted
138150 SQR Report PAYODE CTC_JMERRILL 10/115/2019 9:45:25AM PDT Success Posted
188145 SQR Report PAYD1E CTC_JMERRILL 107142019 11:21:054M PDT Success Pasted

Go back to Deductions in Amears

= e

Frocess List | Server List

Wiew All

Details

Deetails

Details

Details

Details

Details

17. The Process Detail page displays.
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18. Select the View Log/Trace link.

Process Detail

Restart Request

Process
Instance 188155 Type  SOR Report
Name PAYDOT Description  Deductions in Arrears
Run Status Swuccess Distribution Status  Posted
Run Update Process
Run Control ID DIATEST Hold Request
Locafion  Server Queue Request
Cancel Request
Server  PSUNX ¥Delete Request
Recurrence Re-send Content
Date/Time Actions
Request Created On  10V15/2018 11-2T:21AM FOT FParameters Transfer
Messan o
Run Anytime After  10V15/2018 11:27-104M FOT Message Log

Began Process At
Ended Process At

I oK “ Cancel |

Batch Timings
10152018 11:27:42AM POT

1152018 11:27:56AM POT

19. The View Log/Trace page displays.

20. To view the report, select the PDF link in the File List section.

Report
Report ID 172012
Name PAYDDT
Run Status Success
Dieductions in Arrears

Distribution Details

Distribution Node  kecal

View Log/Trace

Process Instance 188158 Message Log
Process Type S0OR Report

Expiration Date | 11142018

« |

Help

File List

Mame File Size (bytes) Datetime Created

SQR_PAYDDT_188158.kg 1813 10A15/2019 11:30:13.0429724M POT
3018 1015(2019 11:30:13.048972AM FOT

payl07_122136.0ut 29 1071502019 11:30:13.042978AM FDT

Distribute To

Distribution |0 Type -Distribution 10

User CTC_JMERRILL

Return |

21. The report opens in a separate window.

22. View results of the report, and close the window when finished.
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Beport ID: FAYOQO0T
Company: 220 Tacoma Community CTollage
Fay Peariod End:01/15/2017

Ded. Deducticn Flan

Code De=cription Typ=
000040 TUniform Cla=sic Medical
000070 Long Term Dimability Opt LID
0020598 Flexible Spending Account F34 Health

Peopledoft

Deduction= In Errears Beport

On Cycle CONEIBRMED

Ben=fitc
Employe= ID BRed Mbr

101005345 220
101006015 220
101006141 220
101006141 220

Hame

Gupta,datish
MeLlaren, Eevin Patrick

Deduction Total

Young,Christin= I.

Deduction Total

Young, Thristin= DO.
Deduction Total
Company Total

Grand Total

FPage Ho. 1

Run Date 10/15/201%
Bun Tim= 11:25:58

Errears
Balance

113.00
107.00

21200

s.32

s.32

10000

10000

224.32

224.32

23. You have successfully run the deductions in arrears report.

24. End of procedure.
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