9.2 Running the Tax Deposit Summary
Report

Purpose: Use this document as a reference for running the Tax Deposit Summary 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.

Print this report for information required for making each pay period tax deposits.

Run the Tax Deposit Summary Report

Navigation: NavBar > Navigator > Payroll for North America > Pay Period Tax Reports
USA > Tax Deposit Summary

The Tax Deposit Summary 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.
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Tax Deposit Summary

Eind an Existing Value Add a New Value

Run Control ID | TAX_DEP_SUMM,|

Add

Find an Existing Value Add a New Value

5. The Tax Deposit Summary Report page displays.
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.

Tax Deposit Summary Report

Run Control ID  TAX_DEP_SUMM Report Manager Process Monitor RIS

Process Request Parameter(s)

On-Cycle Run Off-Cycle Pay Calendar
Pay Run ID 0142016170 Q Company
170 01A 16 Pay Group

Pay End Date

Procass Page Thru

Payroll Cycle

& on-Cycle Off-Cycle Both

Save | Notify Add Update/Display

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

Process Scheduler Request x
Help
UserID CTC_GFULMER Run Control ID  TAX_DEP_SUMM
Server Name | PSUNX v Run Date 07/24/2019 =]
Recurrence v Run Time  8:45:03FM Reset to Current Date/Time
Time Zone Q
Process List
Salact Dascription Process Mame Process Type “Type ‘Format Distributian
o Tax Deposit Summary - U.S. TAXO0 S0R Report Wk v POF L Distribulion

| OK | Cancel

11. The Tax Deposit Summary Report page displays.
12. Make note of the Process Instance number.
13. Select the Process Monitor link.

Tax Deposit Summary Report

Run Control 1D TAX_DEP_SUMM Report Manager Process Monitor I Run |
Process Instance: 187723
Process Request Parameter(s)
On-Cycle Run Off-Cycle Pay Calendar
Pay Run ID 01A2016170 Q Company
170 01A 16 Pay Group
Pay End Date
Process Page Thru
Payroll Cycle
® On-Cycle Off-Cycle Both
| Save | Notify Add 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.
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Process List Server List

View Process Request For

UseriD CTC_GFULME Q Type ' Last v Days . Refresh
Server Name Q  instance From Instance To
Bun Distribution Status # Zave On Refresh
Status
Frocess List
B Q 1 o = A
Py e ian
Select Instance Seq. Process Type CCkES Uger Run Date/Time Run Status Distributio Detalls
Hame Status
187723 S0R Repont TAXDO1 CTC_GFULMER 07242018 B:4503FM PDT SUCCEES Poaled
1ck T I
Save Notity

17.
18.

The Process Detail page displays.

tools to modify the process run, as needed.

19. Select the View Log/Trace link.

Process Detail

Process
Instance 187723 Type SOQR Report
Name TAXO0D1 Description
Run Status  Success Distribution Status Posted
Run Update Process

Hold Request
Queue Reguest

Run Control ID  TAX_DEP_SUMM

Location Server
Cancel Request
Server  PSUNX {Delete Request
Recurrence Re-send Content

Date/Time Actions

Parameters
Message Log
Batch Timings

Request Created On  07/24/2019 8:47.31PM PDT
07i24/2019 8:45:03PM PDT
07/24/2019 8:4T7:54PM PDT

07/24/2019 8:4&09PM PDT

Run Anytime After

Began Process At

View Log/Trace
Ended Process At

Most of the items on the Process Detail page are view only; however, you can use some

Help

Tax Deposit Summary - U.5.

Restart Request

Transter

20. The View Log/Trace page displays.

21. To view the report, select the PDF link in the File List section.
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Report
ReportID 172529
Name TAX001
Run Status  Success
Tax Deposit Summary - U S

Distribution Details

Distribution Node local

Process Instance

View Log/Trace

187723 Message Log

Process Type SQR Report

Expiration Date

08/23/2019

File List

Name File Size (bytes) Datetime Created
SQR_TAX001_187723.lcg 1,822 07/24/2019 8:48.09 289751PM PDT
tax001_187723.PDF 3,104 07/24/2019 8:48:09.289751PM PDT
tax001_187723 out 90 07/24/2019 8:48:09 289751PM PDT
Distribute To

Distribution ID Type Distribution ID

User

Return

CTC_GFULMER

Help

22. The report opens in a separate window.
23. View results of the report, and close the window when finished.
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24. The process to run the tax deposit summary report is now complete.

25. End of procedure.
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