9.2 Running the Employees Not Processed
Report

Purpose: Use this document as a reference for running the Employees Not Processed
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 Employee Not Processed Report

Navigation: NavBar > Navigator > Payroll for North America > Payroll Processing USA >
Produce Payroll > Employees Not Processed Report

The Employees Not Process Report 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~

Employees Not Processed Report

Find an Existing Value Add a New Value

Run Control 1D | |

Find an Existing Value | Add a New \alue

5. 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.
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6. Select the Run button.

Employees Mot Processed Report

Run Contrel I ENRTEST
Language | English b

Report Request Parameter|s)

s

Report Manager Process Monitor

Add Update/Display

7. The Process Scheduler Request page displays.

8. Select the OK button.

UserlD CTC_MMERRILL

Co]) o

Process Scheduler Reque st

Server Mame ’ Run Dafe | 10/152019
Recurenoe Run Time | 10:21:21AM
Time Zone Q
Process List
Select  Deseription Process Neme Process Type
= Erployess Mot Processed In Cur FErn10 S0R Repan

Help

Run Contral ID  ENRTEST

(&

Reset to Curment Date/Time

9. The Employees Not Processed Report page displays.

10. Select the Process Monitor link.

Employees Not Processed Report

Run Control I ENMRTEST

Language | Englich il

Report Request Parameter(s)

Pay RunID 0542018880 SBCTC 054 Payroll 2018

Return to Search Motify

Report Manager l Process Monitor]| : Hun

IF'ru:-c,esa nstance: 188152 I

Add Updzte/Display

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

Posted.
13. Select the Details link.

¢ Employeec Nol Piocessed Rapon Prooess Monitor

Process List Server List

View Process Reqssst For

Usarin [TELIMERRS - | gypg Last . 1 [oap Hedrech
[ Tm— Hame B eralarce From s lamce T
Rus ' Diwbribulion Stalus v & 2 On Rafras
Status
Propess Lest
B O 14 of 4
Prodass DHstribaon
Selmct  Inzhance Seq. Process Type Mame [ET Run Date Time Run Stxtus Ha
LL-1-gloF S Repart PEYmo CTC_JMERSILL POFIS0Ts 1 20AM FOT Suatess Pasted
138151 SR Fapoit PEYTHD CTC_JMERRILL POPSE0E 1001 Gl AM FOT Sunmaas P
1aeed S Report Py 06 GTC_JMERSILL TS0 EaiiAM POT Suaoemy Pasted
128185 SOF Raport PEYTHE CTC_JMMERRILL POVI0E 1121055 FOT Sunmass Pogimd

14. The Process Detail page displays.

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

tools to modify the process run, as needed.
16. Select the View Log/Trace link.

Process Detail x
Help
Process
nstance 188152 Type S0OR Report
Mame PAYD10D Descripfion  Employees Mat Processed In Cur
Run 5tatus Sueccess Distribution Status  Ppsted
Run Update Process
Run Control I ENRTEST Hold Request
Request
Location Server Queue Reques
Cancel Request
Server PEBUNX {#Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 10152019 10:21:484M POT Paramaters Transfer

Messane Log
Run Anytime After 100152010 10:21-21AM FOT Mlessage Log

Batch Timings
Began Process At 10015:2010 10:22-05AM POT

Ended Process At 10152010 10:22:21AM POT

OK Cancel

17. The View Log/Trace page displays.
18. To view the report, select the PDF link in the File List section.

9.2 Running the Employees Not Processed Report

Page 3



View Log/Trace

Report

ReportID 172000 Process Instance 188153 Message Log
MName PAYD10
Run Status Success

Process Type SQR Report

Employees Not Processed In Cur

Distribution Details

Distribution Node local Expiration Date | 11/14/2018

File List

Name File Size (bytes) Datetime Created

SQR_PAYD10_188153.eg 1,813 10/16/2010 10:34:22 B53766AM PDT

o

pay010_188153.0ut

101572010 10:34:22 853766AM FDT

43 10V1572018 10:34:22 B53768AM PDT
Distribute To
Distribution ID Type -Distribution ID
User CTC_JMERRILL
Return

19. The report opens in a separate window.
20. View results of the report, and close the window when finished.

Feoplelafe
Bepere ID:  ELEDAD Erployees Mot Frocessed ir Corress Fapsall
Company: 30 Tacoma Community Tollege
Fay Perisd Esd:01,18/2017

Pay Gzoup ©21 Classified: Bami-Manthly

Fage No. 1
Ran Dace 10/13/301%
Ran Tims 10:34:08

Buasicess

L= BEGUTLAR -—-=---= > = CERTIME -» E———————— OTHER, =========== =
Explogpes Hame Erplopes 10 Cape Id Uniz Page/Lire/A441 Houre Earnirige Houre Typs  Hours Earmings
Mo Zsta Jelegced for Fay Fwcup <31

Pay Groop Tocal a.00 [ -1 4.00 0.00 [

21. You have successfully run the employees not processed report.
22. End of procedure.
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