9.2 Creating a Deduction Register

Purpose: Use this document as a reference for creating a deduction register 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.

Create a Deduction Register

Navigation: NavBar > Navigator > Payroll for North America > Payroll Processing USA >
Pay Period Reports > Deduction Register

The Deduction Register 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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Deduction Register

Find an Existing Value Add a New Value
Run Control ID | DEDUCTREG

Find an Existing Value Add a New Value

5. The Deduction Register page displays.
6. Enter the desired information into the Pay Run ID.

* 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.

Deduction Register

Run Control ID DEDUCTREG

Process Request Parameter(s)

On-Cycle Run
Pay RunID | 12B2018220 Q
22012818
Payroll Cycle
@ On-Cycle O Off-Cycle

Repaort Manager Process Monitor

Off-Cycle Pay Calendar
Company
Pay Group
Pay End Date

Process Page Thiru

O Both
Add

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

Process Scheduler Request x
Help
UserID CTC_DHEMBRY Run Comtrol I DEDUCTREG
Server Mame -. Run Date | 11/08/201& ’_.
Recurrence v Run Time | 2:30:38PM Reset to Current Date/Time
Time Zane Q
Process List
Select  Description Process Name Process Type ‘Type ‘Farmat Distribution
=] Deductions Register Pay 001 SOR Report Web FOF 4 Dhstributicn

@ Cancel

11. The Deduction Register page displays.
12. Make note of the Process Instance number.
13. Select the Process Monitor link.

Deduction Register

Run Control ID DEDUCTREG Report Manager Process Monitor Run

Process Instance: 135634

Process Request Parameter(s)

On-Cycle Run Off-Cycle Pay Calendar
Pay Run D 1282018220 Q Company
22012B 18 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. Use this page to view the status of submitted process
requests.
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15. From the Process List tab, select the Refresh button until the Run Status is Success and
the Distribution Status is Posted for the Process Instance number previously assigned.
16. Select the Details link.

Process List Server List

View Process Request For
User I | CTG_DHEMER Q

Server -

Run
Status

Process List

B Q
Select Instance Seq.

135634

G back to Deduction Register

e

Process List

Server List

Type
Name

Distribution Status

Process Type

SO Report

Last o

Q.| Instance From

. =l Sawve On Refresh

Process
Name User
PAY D CTC_DHEMBRY

Instance To
1-10f1 ~ Wiew All
Run Date/Time Run Status  Somou®e1 pengilg
110872018 2.30.38PM PST Success Posled D anls

17. The Process Detail page displays.

18. Select the View Log/Trace link.

Process Detail

Type SQR Report

Description Deductions Register

Distribution Status  Pgsted

Process
Instance 135634
Name PAYOOM
Run Status  Success
Run
Run Control ID DEDUCTREG
Location Server

Server PSUNX

Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

| oK Cancel

11/08:2018 2:42:03PM PST
11/08/2018 2:30:38PM PST
11/08/2018 2:42:18PM PST
11/0872018 2:42:32PM PST

Update Process

Hold Request
Queue Request
Cancel Request
O Delete Request
Re-send Content

Actions

Farameters
Message Log
Batch Timings

View Log/Trace

Transfer

Help

Restart Request

19. The View Log/Trace page displays.
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20. Select the PDF link in the File List section.

View Log/Trace X
Help
Report
ReportID 120894 Process Instance 135634 Message Log
Mame PAY001 Process Type SQR Report
Run Status  Success
Deductions Register
Distribution Details
Distribution Node local Expiration Date  12/08/2018
File List
Name File Size (bytes) Datetime Created
SQR_PAY001_135634 log 1816 11/08/2018 2:42:32 891478PM PST
pay001_135634 PDF 2,870 11/08/2018 2-42-32 891478PM PST
pay001_135634.0ut 90 11/08/2018 2:42:32.891478PM PST
Distribute To
Distribution ID Type *Distribution ID
User CTC_DHEMBRY

Return

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

PeopleBafs
CEDOTTIONS REGTETER Fage Ba. 1
Bun Dave 11/08/201%
Cr Cyols CONFIRMED Fun Time 14:43:18
Baz Curean: Fagund Aer. Fzem  msms Bazren Manck Quartar Yaar Gaxl
Emgloges T0 Mame Red Amsunt. 2msunt, Areears  MWou Taken Wou Taken Te-Tane To-Dase To-Dan R
Deduzzicm Temal ] 0.00 .00 .00 0.0¢ .00 )
Tay Srosp Tesal 2 .00 o.oe (X4 0.0¢ .00 a0
Tay Pariod Teval a o.e o.oe (X4 .08 .00 850
Company Tatal bl .00 0.0 (X 0.00 o.00 0.00
Grand Total ] 0.00 0.00 .00 0.00 o.00 .00

Bt - am ¢ imdisazes 82 sysis
Exd of Bepest

23. The process to create a deduction register is now complete.
24. End of procedure.
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