9.2 Reprinting Checks

Purpose: Use this document as a reference to run the process to reprint checks.

Audience: Payroll Specialists.

@© 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.

Reprint Checks

Navigation: NavBar > Navigator > Payroll for North America > Payroll Processing USA >
Produce Checks > Reprint Checks

The Reprint Checks run control search page displays.

Enter an existing Run Control ID, or a user can Add a New Value.
Select the Add a New Value tab.

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

Lk wn =

Reprint Checks

Fimd an Existing Value Add a New Value

Run Control 1D I| I

Find an Existing Value | Add a Mew Value

6. The Reprint Checks page displays. These parameters will be used to define the processing
rules and data to be included when the process id run.
7. Inthe Form ID field, enter the ID for the type of form you want to reprint
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Enter CHECKS into the Form ID field.
9. Enter how many checks you need for manually aligning the check forms in your printer in

the Form Alignment Count field.
10. Select the Run button.

{ Employee Self Service Reprint Checks

Reprint Checks

o

Process Monitar Run

Run Control I REPT_GHKS_EX Report Manager

Process Request Parameter(s)

*Form 1D |CHECKS 1 Checks
Form Alignment Count

Reprint Range

First Check

Last Check

Paycheck |ssue Date

Motify Add Update/Display

11. The Process Scheduler Request page displays.
12. Select the OK button.

Process Scheduler Request E |
Help
User I CTC_JMERRILL Run Control I REFT_CHKS_EX
Server Name o Run Date | 10/ 472019
Recurrence v Run Time | 8:13:154M Reset to Current Date/Time:
Time Zone q
Process List
Select  Description Process Name Process Type “Type «Format Distribution
= Check Reprint PEPRPRNT COoBOL 50 (Mone} (Moma) Distribution
e

13. The Reprint Checks page displays.
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14. Notice the Process Instance number appears. This number helps a user identify the
process a user has run when a user checks the status.
15. Select the Process Monitor link.

Reprint Checks
Run Control I REPT_CHKS_EX Repart Manager T Run

I Process Instance: 158141 I

Process Request Parameter(s)

*Form ID | CHECKS a Checks

Form Alignment Count 15

Reprint Range

First Check

Last Check

Paycheck |ssue Date Q

Save Motify Add Update/Display

16. The Process Monitor page displays.

17. Use the Process List page to view the status of submitted process requests.

18. Select the Refresh button until the status is Success.

19. When the report has run successfully, select the Go back to Reprint Checks link.
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< Check Reprint Process Monitor

| Process List | Server List

View Process Request For

[+ -
User D |CTCLMERE -+ 4| pype ~ Last - 1 |pays
Server w Mame Q| instance From Instance To
Run v Distribution Status »| [ Save On Refresh
Status
Process List
B Q 1-20f2 ~ Wiew Al
Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status g:aiu; o Details
183141 COBOL QL PSPRPRNT CTC_JMERRILL 1V 14i2018 212:154M POT Sucoess Fosted Details
188128 S0QR Report PEYUNSHT CTC_JMERRILL 10r1372019 12:28-28PM PDT Success Posted Details

20. The Reprint Checks page will display.
21. Select the Report Manager link to view the report and print the checks.

Reprint Checks

Run Control ID  REPT CHKS EX Report Manager Process Momitor T Run

Process Request Parameter(s)

*Form 1D Q

Form Alignment Count

Reprint Range

First Check

Last Check

Paycheck Issue Date a

Save Return to Search Hotify Add Update/Display

22. The Report Manager page displays.
23. Select the Report name link from the List tab.

9.2 Reprinting Checks Page 4



< Check Reprint Report Manager

List Explorer Administration Archives

View Reports For

Foider | [N |  Instance to Refresh
Mame Created On Last v 1| | Days
Reports
B O 1-2 0f2 ~ Wiew All
_— , Process
Report Report Description Folder Hame Completion Date'Time Report D nstance
1] PSPRPRMT CHECHK REPRIMT General 1071418 B:31AM 172800 188143
2 | PAYLRMSHT PAYROLL UNSHEET General 1071318 12:20PM 17zEe2 188136

Go back to Reprint Checks

24. The Report Index displays.
25. Select the file name link.

€ List Report Index

Report
ReportlD 172509 Process Instance 183143 Mes=age Log
Mame PSPRPRNT Process Type COBOLSQL
Run Status  Success
Check Reprint
Distribution Details
Distribution Node  local Expiration Date 117132018
File List
Name File Size (bytes) Cratetime Created
CEL_PSPRPRNT_183142 /g 285 10142018 £:31:53.2816344M POT
Distribute To
Distribution ID Type Distribution 10
User CTC_JMERRILL

26. A new window opens displaying the results of the process run.
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Peoplesoft Payroll -- Version 9.2
Copyright (c) 2812, Oracle andfor its affiliates. ALl rights reserved.

Check Reprint started for Form: CHECKS
Skip: 5
From: Gobleooiopead
Thru: BEB2E0B2S0622G0
Date:
et 89:31:38.47.
Check Reprint ended using checks From:o2eo02888835228
Thru: BEEOBSEEHE15224
Check Reprint ended at 89:31:3E.79.

27. The process to reprint checks is now complete.
28. End of procedure.
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