9.2 Running the Paysheet Hourly Rate Adjust
Process

Purpose: Use this document as a reference for how to run the Paysheet Hrly Rate Adjust
process in ctcLink. This custom process will override the Average Hourly Rate for specific
Time Reporting Codes in the Payline.

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.

Running the Paysheet Hourly Rate Adjust Process

Navigation: NavBar > Navigator > Payroll for North America > CTC Custom > CTC
Processes > Paysheet Hrly Rate Adjust

1. The Paysheet Hrly Rate Adjust search page displays.

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

3. Select the Add button.
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Paysheet Hrly Rate Adjust

Find an Existing Value Add a New Value

Run Control ID 1|

Add I

Find an Existing Value | Add a New Value

U

N

The Paysheet Hrly Rate Adjust page displays.

Select the Company lookup icon and select the appropriate company or enter the number if
known.

Select the Pay Period End Date from the lookup or enter the appropriate pay period.
Enter Classified pay group in the By Pay Groups section.
Select the Run button.

Paysheet Hourly Rate of Pay Adjust

Run Control ID 1 Repart Manager Process Monitor

Process Request Parameters

* Spedific Eamings are mainiained in the Crosswalk | Mapping Table

‘Company [l Q| EEEEColege

“Pay Period End Date 06/30/2021 |0

By Pay Groups (Optional) Personalize | Find | &2'| i..i; First ‘& 1 of1 ‘&' Last
Pay Group
1 CHll Q Classified: Semi Monthly 1+ [=]
[ii] Save | [3* Returnto Search | [=] Notify % Add F]  Update/Display
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9. The Process Scheduler Request page displays.
10. Select the OK button.

Process Scheduler Request

X
Help
User ID _ Run Control ID 1
Server Name| v ] Run Date |07/27/2021 1
Recurrence w Run Time 9:09:164AM Reszet to Current Date/Time
Time fone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
Hourly Rate of Pay CTC_HROP_AE Application Engine | Web w || THT v | Distribution
Ok Cancel
£ >

11. The Paysheet Hrly Rate Adjust page displays.

12. Select the Process Monitor link and make note of the Process Instance number.

Paysheet Hourly Rate of Pay Adjust

Run Control 1D 1

Process Hequest Parameters

* Spediic Earnings are maintainad in the Crosswali | Mapping Table

*Company | B Collegs
*Pay Period End Date 06/30/2021 @
By Pay Groups (Optional) Personalize | Find | LY [
Pay Group

1(CJ |, Classified: Semi Monthly

i Save 2" Return to Search =] Motify

Report Manager Process Monitor

Process Instance: 341100

First ‘A" 1of1 ‘&' Last

+ Add

Run

13. The Process Monitor page displays.
14.

and the Distribution Status field is Posted.
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From the Process List tab, select the Refresh button until the Run Status field is Success
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15. Select Details to review Process Detail.

Process Monitor

MNew Window | Help |

Process List Server List

View Process Request For
User ID _ Q Type v Last w 4 Days - Refresh

Server h Name Q Instance From Instance To Report Manage

Run Status - Distribution Status hd Save On Refresh

Process List

H Q 1-17 of 17 ~
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2::2:"“"'
341100 Application Engine CTC_HROP_AE B o000 5444980 POT Success Posted

Personalize Page *

View All

Datails

16. Process Detail pagelet displays.

17. Select the View Log/Trace to review the Log file.

Process Detail

Process
Iﬁswn ce 341100 Type Apphcation Engine
Name CTC_HROP_AE Description Hourly Rate of Pay
Run Status Success Distribution Status Posted
Run Update Process

Run Control ID 1

Hold Request
Queue Request

Location Server
Cancel Request
Server PSUNX .
O Delete Request
Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At
Ended Process At

OK Cancel

Re-send Content

Actions
07/27/2021 8:44-44AM PDT Parameters
07/27/2021 8:44:42AM PDT Message Log
Balch Timings

07/27/2021 8:45:03AM PDT
07/27/2021 &.47:02AM PDT

Transfar
Wiew Locks

Restart Request

18. The View Log/Trace page displays.
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View Log/Trace

Report
ReportID 311441 Process Instance 341100 Message Log
Mame CTC_HROP_AE Process Type  Application Engine
Run Status  Success
Hourly Rate of Pay
Distribution Details

Distribution Node  local Expiration Date  08/26:2021

File List
Name Datetime Created

AE_CTC_HROP_AE 341100 log 071272021 8:4702 916722AM PDT

I AL b PLATE 0 B AR LT 07/27/2021 8:47:02.916722AM PDT

Distribute To
Distribution ID Type

User

|

19. Asample Log file is shown below.

R

Proceas / Interface Log
e
Frocess Instance : 341100 Operator ID H _
Process Name : CTC HROP KE Ron Date/Time : 07/27/2021 08:45:03

o o e e R ol oo o o o e

Run Control Farameter
L LR L R R R LR R R R R R R R R R R R s T T I T I R R R R R R R R s S ST NI I I I I ITITI ™Y

Run Control ID {RUN_CHTL_ID) : 1
Company {COMBANY) : N
Pay Peried End Date (PAY_END DT) + 0&/30/2021

Kumber of Pay Sheet Hourly Rates Changed = 4

ruerio [, =c: voo 0, Pay Greup CE, Page Number 3, Line Nusber 5, ADDL Nbr 1, Hourly Ratea adjusted frem 33.082750 te 33.508581
evFLID [ =Fr om0, Fay Groop CM, Page Number 27, Line Nuwber 2, ADDL Mbr 3, Hourly Rates adjusted from 24.632184 to 24.352273
evrn1o [ =vrr RoD O, Bey Group CEB, Fage Number 27, Line Number 2, ADIL Nbr

even1o I, exrr RcD 0, Poy Group CEMl Page Wumber 27, Linc Number 2, ADDL Nbr

2, Hourly Rates adjusted from 24.632184 to 26.787500

1, Hourly Retes edjusted from 24.632184 to 24.352273

20. The process to run the Paysheet Hrly Rate Adjust is now complete.
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