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PC Products Overview

PC Products is a suite of complementary database reporting applications developed by Hess
and Associates. These optional applications are available individually or in combination to local
educational agencies (LEAs) that use LACOE’'s Human Resource System (HRS) and/or
PeopleSoft Financial System (PSFS) through a contractual agreement with LACOE.

PC Products includes three applications:

LACOE Systems

Human Resource System Human Resource System PeopleSoft
Employee Database (EDB) Payroll Data Financial System
A 4 A 4 A 4
PC Products Labels, Lists, and PC Products Labor Distribution PC Products PSFS
Letters (PC LLL) (PC Labor) (PC PSFS)

PC Products provide tools to help LEAs more efficiently analyze and utilize their employee,
payroll, and financial data extracted from HRS and PSFS. Below are some of the benefits the
applications provide:

e Create queries to easily obtain needed information

e Explore district employee, payroll, and financial data for multiple fiscal years

e Generate standard reports that answer “frequently asked questions” about the data

e Create custom reports to meet each agency’s unique requirements

e Easily transfer data to spreadsheet, database, and word processing applications

e Generate lists, form letters, and mailing labels

e Share the data with many users on the district’s local area network (LAN)

e Convenient data downloads to keep PC Products updated

e Agency control over application availability and access
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PC Labor Overview

PC Labor enables users to view and utilize payroll data from LACOE’s Human Resource
System (HRS). Features of the application include:

e Versatile access to agency payroll data including labor distribution, payroll balances,
earnings by earning type, voluntary deductions/reductions, and employer contributions
e Detailed payroll data for overtime, employee program, and fringe benefit cost analyses

e Reports to help meet Affordable Care Act (ACA), Medical Administrative Activities
(MAA), and other reporting requirements

e Easy export of data files in various file formats
e Weekly data updates available for download from LACOE’s RAD website

e Agency control over application availability and access

Human Resource
System (HRS)

Payroll Data

A 4

PC Products Labor
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Intended Audience for this Manual

This manual aims to provide users as much useful information as possible about the PC Labor
reporting database application.

The manual assumes users:
e Have basic computer navigational skills
e Know basic Windows terminology

e Are familiar with the agency’s payroll data and terminology



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Conventions Used in this Manual

When instructions state, “Select File | Exit from the menu”:

1. Click on the File menu of the application’s main menu bar. This is the horizontal list of
options displayed at the top of the PC Products Labor Distribution window. The program
will display a vertical list of menu options.

R PC Products Labor Distribution  Fiscal Year XX-XY!

Menu Bar » File | Explore Report Ch:nge FY Help
~TT Update Databases

System Info

Maintenance L4 | —

Menu Items < Sefup Submenu Shortcuts
Supervisor Menu » —

User Activity

T Ext

2. Select Exit option. Click Yes to quit Labor Distribution. PC Labor will close.

QUIT
Labor Distribution

3. Command buttons are accessed from the application’s main menus. There are two
ways to execute commands. Click a command button or press Alt + first letter of
command under these conditions:

I. First letter of command buttons have underscore, e.g., Save.

i. Command buttons are located in PC Labor windows and not within menu options
displayed, e.g., Alt + S for Save; Alt + C for Close; Alt + M for More in System
Setup window.

iR Systern Setup E3

District Mame [TRAINING DISTRICT |

Expert Path [CAPCPRODSYLABZIMAERPORTS |
Report Path [C\PCPRODS\LABZ0ARET |

Save | Close More |

Confidentiality

This manual includes real sample PC Labor screens and reports to provide a more
accurate view of the system. To protect employee confidentiality, training databases are
used for all PC Products applications. Sensitive data such as names, addresses, telephone
numbers, social security numbers, employee identification numbers, and insurance
information is fictional and does not represent real data.
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Technical Assistance and Support

The following resources are available to answer questions regarding PC Labor, provide
technical assistance, system support, and user training.

e Online Help is just a click away. Press the Help button found on most PC Labor
windows to access the online help menu.

e PC Labor User Manual (this document) answers many frequently asked questions and
provides detailed instructions for using key application features. Click the link below to
download the PDF version of the user manual from the Resources section of the
PC Products website.

https://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx

e Hess and Associates System Support Staff provide comprehensive system support
and technical assistance that extends beyond LACOE’s normal operating hours. Select
Help | Support from the application’s main menu for current system support staff
contact information.

R Support £%

System Support

Richard (626) 465-8957

rmzkaar@yahon. com
rek.aark FEgmail. com

Meus (626) 864-0336

poprodsi@yahon, com

[: QK ] Help |

e LACOE PC Products Support Staff provide administrative, system support, and
technical assistance. Staff also conducts regularly scheduled training sessions at
LACOE’s Education Center West (ECW). Please call (562) 922-8683 or email
PCBudgetPCProductsSupport@lacoe.edu for assistance.


http://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx
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Section 2
Getting Started

-1
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What Users Need to Get Started

To access PC Labor users need:

e PC Labor software installed on the user's PC and/or the district's local area network
(LAN)

e Avalid PC Labor user ID and password

Please contact your district’'s in-house technology support staff or PC Products System
Support if you have questions or need additional information about the items listed above.

-3



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Log In PC Labor

To log in PC Labor:

Double click the PC Labor icon on the computer desktop.
Select User ID from the drop-down list.

Enter Password.

Select the appropriate Fiscal Year.

Click Login.

ahwnE

Legin

PC Products Labor Distribution

Coprright Hiss & Asocistes Iaz 2015

Change
e TR

Login | Quit

The fiscal year can be changed in the application by selecting Change FY from the
menu and selecting the appropriate fiscal year from the drop-down list.
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Change User ID and Password

To change the user ID and/or password from the Login window:

1. Double click the PC Labor icon on the computer desktop.
2. Select User ID from the drop-down list.
3. Click Change.

Legin

PC Products Labor Distribution

Coprright Hiss & Associates Inc 2015

Change
e T

Login | Quit |

4. Enter old and new User ID and Password and click Change.

‘#H Change Information £3
OLD NEW
User|d[DEFAULT | [BEEHAPPY | Userld
Password [o =+ ¢85 | B | Passward
Cancel |

5. Enter Y at prompt to change your password.

Continue with change [ or M]

6. Click Login to access the application or Quit to exit when the Login window appears.
.I.pgin

PC Products Labor Distribution

Coprright Haas & Assscintes Ine 2015

User Id
A e

Fiscal Year | wu-xy  ~|

Login I Qi |

-5
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Verify System Setup and User Paths

The System Setup and User Paths display the district name and various paths for key system
files. The System Setup and User Paths windows share export and report paths. Changes to
either path on the System Setup window will be reflected on User Paths window.

To verify system setup:

1. Select File | Setup from the menu.

2. Review District Name, Export path, and Report Path.
3. Click Save if changes are made.

4. Click Close to exit.

il System Setup E3

District Mame [TRAINING DISTRICT |

Export Path [C\PCPRODS\LABZGAEXPORTS |
Report Path [C\PCPRODS\LABZ4MRPT |

Save | Close More |

To verify user paths:

1. Select File | Setup from the menu.

2. Click More on System Setup window. See illustration below.
3. Review the application, database, export, and report paths.
4. Click Close to exit.

B User Paths b

Application Path |Clpcprods\LAB2OXX
Database Path [C\pcprods LAB20XX\DATABASE
Export Path |C\PCFRODS) LABZ 0XX\EXPORTS
Fieport Path [C\PCERODS, LABZOXX\RPT

Close

-6
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Verify Last Data Update

To verify when PC Labor data was last updated:

1. Select File | System Info from the menu.

2. Review dates shown in the Last Update fields. These dates reflect when PC Labor was
last updated, not the data “as of” date. If you did not download today’s file, we suggest
you download it from RAD before proceeding with the update process to ensure you
have the latest file. Data in PC Labor is as of the close of business the previous Friday.

3. Click OK to exit.

i System Information - Version 6.0 £3
N\

Record Court/” Last Lipdate

Labos (41,247 0810/ XX

Emplopess 17,395 020/XK

Cument User Id DEFALLT
Oparating System windows NT £.01
CPU Type FPentium
Memom Awalable 1.073.741,824
HD Space Avalable 025,745,037.312
Network Machine # LOS770E\WPEC2135 #
Frirter Stabue  READY
Graphics Adapter [ nlor/Colos

Program Yersion Date; 097 372000

Help

-7
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PC Labor Update File

The data file containing the previous week’s payroll data is normally available for download
from the LACOE RAD website on Monday morning.

e The weekly data file contains new program updates. Following the correct download
and update process ensures that both data and program updates are implemented.

e Each agency should have a person who updates the district's PC Labor data each week
and at least one backup person with the necessary RAD security access to download
update files.

-8
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Update PC Labor Data

PC Labor uses district payroll data downloaded from the Human Resource System (HRS).
Below are instructions for updating PC Labor data.

File Download Procedure

Look for the LABOR.ZIP file in the appropriate PC Products folder before downloading the
latest data file. Users can rename the file to use as a backup before downloading the new file.
Otherwise, it will be overwritten when the new file is saved. Also make sure PC Labor is closed
before downloading the file.

To download the PC Labor data file:

1. Go to RAD website at https://rad.lacoe.edu in your web browser.
2. Enter your RAD UserName and Password.
3. Click Logon.

@ https://rad.lacoe.edu/transfer/default_a.asp

‘é,\ rad.lacoe.edu lig | -

x Google v |*4 Search ~ | 2§ Share | More »

sareery R And D,

Serving Students = Supporting Communities » Leading Educators

Authorized users only permitted on this system. All activity monitored and logged.
You are connected from 156.3.1.140 using MSIE under Windows 2000.

This system requires Microsoft Internet Explorer 5 x. or greater!

If you are no! ser, do not continue!

serName: ]

4. Click Click here to go to RAD Main Menu.

RAD Announcements

| Click here to go to RAD Main Menu |

\Dare \Message
ALL DISTRICTS:

The 4th Quarter Preliminary Interest Letter is now available online at LACOE's website:
8/7/20%X http://www.lacoe.edu/BusinessTechnology/SchoolFinancialServices/PeopleSoft/RevenueApportion.aspx:

If you have any questions, please call Nimfa Andres @ (562)922-6451 or e-mail Andres Nimfa@lacoe.edu
|All Districts:

g/25/20xx |[Have you heard of the Business Enhancement System Transformation (BEST) Project? What is it? To find out and
stay informed about the BEST Project, click on the link www.lacoe.edu/best.

-9
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5. Click Download.

Los Angeles County
Office of Education

Serving Students = Supporting Communities = Leading Educators

DepoAnd Data

Authorized users only permitted on this system Al activity monitored and logged.
User: from 156.3.1.140 using MSIE on Windows 2000,

Home:

For PeopleSoft reports and interfaces, please contact Jocee Panganiban (362-922-6165).
For HRS related issues.Districts A-L: please contact Yesenia Requena (562-222-6609); Districts M-Z: Linda Williams (362-922-6535); or Erwin
Labasan (362-922-6339).

Financial Services)
< Download

Report Access and Distribution (Report Selector Version 2.0_rl)

HRS Reports
TSA Reports

Set Password

Home | Download | Upload | Reports | Log Off

Los Angeles County Office of Education - Technology Services Division - A1l Rights Reserved

6. Click Data.

ca Los Angeles County
Office of Education

Serving Students = Supporting Communities = Leading Educators

A Do

Authorized users only permitted on this system. All activity monitored and logged.
User: from 156.3.1.140 uzing MSIE on Windows 2000,

Download:

@

Home | Download | Upload | Reports | Log Off

Los Angeles County Cffice of Education - Technology Services Division -

11-10
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7. Select PC Products-Labor for the appropriate fiscal year from Download Item list
and click Continue.

@‘JJ Los Angeles County eports

Office of Education
Serving Students » Supporting Communities » Leading Educators 4

Authorized users only permutted on this system. All activity monitored and logged
User: from 156.3.1.140 using Navigator on Windows 2000,

Dovwnload Data:

District:
|9‘35‘ - 10199 - Los Angeles County Office of Education e

Download Item :

PC Budgets data

PCB N : ]
Sacs Extract 01 F: |_Continue |
Actuals & Budgets Excel Extract

Ledger Actuals Excel Extract by Off

PC Products-LLL
Los Angeles County Office of Education - Technolagy Sei
dPEC Products-Labor [KY-XZ

PC PT -
PC Products-PSFS (XY-XZ)
Cash Flow Statement

8. Click Download.

Los Angeles County eports nd
Otfice of Education ata
Serving Sueres » Supporting Communite » Lnsding Educer

Austhonzed users only permunied on this system. All actroty monstored and logged.

TUser Fom 15601100 =g Navigator oo Windews 2000,

Domnbsad Dats Confirm:

[assrmenioe

| |PCPD_LAB XX-XY

:',Dmr:a:r [999 - 10199 - Los Angeles County Office of Education
Category |PLAB

[File Name| LAB XX-XY ZIP

(File Size | 4033073 bytes

l‘;‘:k Date |8/10/20XX 2:44:02 pm

&=

-11
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9. Click the drop-down arrow next to Save. When the download prompt appears,
choose Save as to save this file to the appropriate drive.

Los Angeies County Qﬂlmﬂ! ! — D
Ofice of Dducatbon
e Semberen = Byt et = Lo it aallan

A peal sensrn anly prammtied on the sveiem All acthivdy mondored and bogged
(A= P 081,180 wang Nevigeier on V5 dewy S909,

Do mlead [hans O oMo

(e T

Dhpericd |[#99 - 10199 . Lo Angeles County Offizs E‘I:l.llrllbﬂl:
|Categary |[FLAK

[Fire Nowrsl | LA KKK ZIP
LEite Size i'mj_m?_‘l by 1S

Fils Dare |[BA0200K 2:40:02 pom

L gy Cima iy T o I s s . Toms Pniingy emrin ek Cvems . A Flagfds St ol

D yovis bt A g o avew LARRY ZIP (B4 RN frarrs vl i oo
Crpae Farew - o gaen

10. Save the file to the PC Labor folder for the appropriate fiscal year on the PC or server,
e.g., C:\pcprods\lab20XX for 20XX-XY.

ﬂ Save As

n\;/-\_j- ‘ . v Computer » OS(C) » pcprods » Iab20xx ¢ '|‘f|| Search lab2016 ol

Organize * Mew folder 4= - @
S Favorites |- Mame Date modified Type Size
15l Recent Places . dg
Bl Desktop

& Downloads

| Pictures

8/7/2015 3:47 PM File folder
8/10/20XX 8:47 AM  WinZip File 3930 KB

|iCumxxrze )
O —

& Libraries
3 Documents
J? Music
le=| Pictures

B videos

18 Computer
& os(cC)

File name:  LABXX-KY.ZIP

-

)

Save as type: | WinZip File (*.ZIP)

“ Hide Folders

Save J [ Cancel ]

11. Click Yes to replace file if prompt appears.

11-12
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Update Procedure

To update PC Labor:
1. Make sure all other users are logged out of PC Labor.

‘ Select File | User Activity from the menu to display a list of users currently logged in.
Click Close to exit.

2. Select File | Update Databases from the menu.
3. Click Continue.
Irmportant Motice
WARNING a
system before perfon
Continue
4. Click File.
“# Update =
Last updated on 0810200 af 085503
Diata right now is az of 0810200 Cloze |

[ Peilorm Update on Loeal Drive Help
This option shoukd be wsed if your updates ae taking
& lang time of enois ate occueing duning the updabs.

5. Select data update file from the list.
6. Click Choose. The file path will appear in the gray box below File on the Update

window.
38 Open ﬁ
Losk: [ . 1ab20XX Rl = o
Marme : Date madifed Ty
cdotabnze EL020KK B30 AM  Fi
| [Ellaswcxvar BADRONN 247 &M W

’ ;
N
Whersisthe || ape oy 71p

Files of pypa [‘;m El g
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7. Click Update. The update may take a couple of minutes depending on the amount of
district data and the speed of the server.

£3

#A Update

Last updated on 08/10/20XX  at D8:56:03.
Data right now is a5 of 08/10/20%X Close
System Info
i opion o e e s pdes oty | —B® |
a long time of errors are occurring during the update.

8. Click Close when the following prompt appears.

Dione.. presz any key o continue

9. To verify the update, select File | System Info. The dates shown in the Last Update
field will reflect the most recent update. For more information refer to Verify Last Data
Update on Page II-7.

10. Click OK to exit.
11. Log out of PC Labor by selecting File | Exit and clicking Yes so that other users will not
be prevented from accessing the application.
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Close the Current Program Window

Close the current window before accessing another or exiting the application if a program
window such as Explore Labor Accounts or Report Builder is displayed.

Any option listed below can be used to close an open program window:

e Press ESC until no window is displayed.
e Click Close if available on the current window.

e Press Alt +C.

e Click the Close Preview icon on the Preview toolbar.

/
| <] | » Moo -] B¢ S g
Cloze Preview
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Exit PC Labor

To exit PC Labor:

1. Press ESC one or more times to close any open windows.
2. Select File | Exit.
3. Click Yes to exit PC Labor. PC Labor will close.

QUIT
Labor Distribution

I1-16



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Section 3
Report & Data
Overview

-1



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

This page intentionally left blank.

-2



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Reporting Options

Reports can be generated from PC Labor using the three methods listed below. Each method
includes the option to produce export files in various file formats such as Excel, DBF, and
ASCII.

Reporting Options Description
Explore Report writing tool for creating lists and export files quickly
and easily
Report Builder Report writing tool for creating reports and export files using

selection criteria, grouping definitions, and formatting
specified by the user

Fixed Reports Pre-formatted reports that are part of the application

-~ Census
Extra Pay & Overtime

Q:\ . .
N Z) ( Labor Statistics

Quarterlv Waaes

Monthly Totals

All Employees Individual Pay
Last Paycheck

Annual Work Hours — for ACA
Federal Taxes by Register

‘E Public Records Request

— GASB 67

Selection Criteria Fixed Reports
Groupina Definition
Format

Custom Reports =
Run Report

Explore Print
List

List Export
N Label

Letter
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PC Labor Data

PC Labor includes data extracted from HRS payroll reports including salary by earnings type,
employer benefit contributions, employee deductions, and employee reductions. Refer to the
Appendix on pages A-3 through A-5 for a complete listing of PC Labor report fields. These
fields can be used to filter data and build custom reports.

Labor Distribution

HRS salary labor distributions (accounts) determine the allocation of salary and employee
benefit amounts posted to the PeopleSoft Financial System (PSFS). Accounts are comprised
of the following segments or ChartFields.

ChartField Format Description
Fund XX Fiscal and accounting entity of business unit
Sub-Fund X Reporting at more detailed level than required by the state
Resource XXXXX Source of funding (federal, state, local, or other)
Fiscal Year (FY) or X Fiscal or grant year used to distinguish carryover grants with
Grant Year (GY) or end date other than June 30
Project Year (PY)
Goal XXXXX Population being served (K-12, adult, pre-school)
Function XXXXX Purpose of the transaction (instruction, pupil services,

general administration)

Object XXXX Type of expenditure, revenue, or balance sheet account

Location XXXXXXX | Physical structure or group of structures within a campus or
school defined entity

Please refer to the California School Accounting Manual (CSAM) or the California

‘ Community College Budget and Accounting Manual as appropriate for more
information about the account coding. Also refer to the appendices in this manual for a
detailed listing of data fields and object code derivatives.
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Explore Labor Data

PC Products Labor Distribution User Manual

The PC Labor Explore menu provides easy access to payroll and selected table data. There
are options for performing custom searches, viewing, printing, and exporting data to other
applications. The table below highlights Explore menu options and features.

Menu ltem

Description

Custom
Filter, Sort,
Sum?

Print?

Export?

Explore | Employees

Explore | Individual

Explore | Individual Net Pay

Explore | Individual Pay Records

Explore | Registers

Explore | Accounts

Explore | Detail

Explore | Cross Tabulate

Explore | Tables

Pay detail for individual
employees by register

Fiscal year-to-date salary
and benefits summary for
individual employees by
register

Fiscal year-to-date net
salary summary for
individual employees
calculated using salary,
cash in-lieu, and
deduction totals

Fiscal year-to-date salary
history with pay basis and
earning type for individual
employees by issue date

Salary and benefits
summary in Excel format
by register, resource,
fund, or fund and resource

Salary, benefits, and
liability accounts summary
with account filters and
custom display options;
employee detail not
included

Pay detail with account
filters, payroll filters, and
custom display options

Salary and benefits with
summary and detail for
any register and account
combination

Selected HRS table data

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes*

Yes

Yes

Yes

Yes

No

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

* This report can only be printed from Excel.
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Explore Pay History

PC Labor makes it easy to browse employee pay history including gross-to-net deduction
amounts. Users can access employee pay history using one of the following options.

By Marne
By EID

Last Referenced

Explore Gross Pay Amounts

To explore an employee’s gross pay amounts using the name search:

1. Select Explore | Employees | By Name from the menu.

2. Enter the employee’s last name or the first few characters of the last name in the field
provided on the Employee Search window.

3. Click Search to display a list of employees with the last name entered or those whose
last name begins with the characters entered.

i Employee Search B3

[JOHMNSOM

Search |

Search in ™ Last name or in{  Entire name . Cancel

PT9360799 JOHNSON, ALEXANDRR O.

12268 OH! O DA O
CU0408573  JOHNSON,MELISSE O. Hel
MREEE7713  JOHNSON,NEIL 0. 4‘3"

|

Diouble click on a name to browse pay higtory

4. Double click the employee’s name to view gross pay amounts on Employee History.
5. Click Print to send the list to a printer or PDF writer.
6. Click OK or press Esc to return to the Employee Search window.

i# Employee History EZ
ID# JJ1208268 Print oK
Mame JOHMEON LYMDA 0.
Accrual Date

lzsue Date Sch ‘Warrant Begin End Gross Pay
04/18/2014 E15 ZZ18211 04/01/2014 04/30/2014 1,840.00
0470472014 E1R 2158774 03/01/2014 03/31/2014 4,452.38
0372072014 E1Q 208475& 03/01/2014 03/31/2014 1,640.00
0370772014 084 7308331 11/01/2013 11/30/2013 1581.84
0370572014 E1P 2028658 0270172014 02/25/2014 4,452.38
0272072014 E10 1353170 0270172014 02/25/2014 1,640.00
0271172014 038 787230& 02/05/2014 02/05/2014 238.82
0270572014 EIN 1898342 01,/01/2014 01/31/2014 4,452.38
0171772014 E1M 1825515 01,/01/2014 01/31/2014 1,640.00 =
01/02/2014 E1L 1770231 12,/01/20123 12/31/2013 4,452.38
1272072013 E1E 1693727 12/01/2013 12/31/2013 1,619_00
12/05/2013 E1J 1€35533 11/01/2013 11,/30/2013 4,407.52
11/20/2013 E1I 1561582 11/01/2013 11/30/2013 1,813.00
Double Click on a line item to browse

Select Explore | Employees | By EID from the menu to search using the EID. The
employee’s gross pay amounts will be displayed if available.
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Explore Employee Pay History

Pay History displays an employee’s gross pay amounts for the fiscal year along with the
payroll issue and accrual dates, payroll register number, warrant number, employee benefit
contributions, voluntary deductions/reductions, corresponding accounts, and other pertinent
payroll detail.

To explore employee pay history:

1.

2.

Select Explore | Employees | By EID from the menu. User can also search for an
employee by name as illustrated in the previous example.
Enter the employee’s EID in the field provided on the EID Search window.
Click Search to view the employee’s gross pay lines.

iR FID Search 53

JJ1208268

§earch| Close | Help |

Double click a gross pay line to view pay history detail.

i@ Employee History £3
D # JJ1208268 Print DK
Name JOHNSOH.LYNDA O

Accal Date

lssue Date  Sch “warmant Begin End Gross Pay
02/18/2014 E15 2218211 04/01/2014 04/30/2014 1,640.00
04/04/2014 E1R 2158774 03/01/2014 03/31/2014 4,452.58
03/20/2014 E1Q 2084756 0370172014 03/31/2014 1,640.00
03/07/2014 0€4 7308331 1170172013 11/30/2013 181.84
03/05/2014 E 20z& 02/01/2014 02/28/2014 4,452.98
02/20/2014 E 1,640.00
02/11/2014 238
02/05/2014 EIN 1898342 01/01/2014 0173173014 4,452.53
01/17/2014 E1M 18 01/01/2014 01/31/2014 1,640.00 —|
01/03/2014 E1L 17 12/01/2013 12/31/2013 4,452.98
12/20/2013 E1K 16 12/01/2013 12/31/2013 1,619.00
12/05/2013 E1J 1635533 11/01/2013 11/30/2013 4,407.52
11/20/2013 E1T 1561582 11/01/2013 11/30/2013 1,615.00 ¥
Double Click on a line item to browse

5. Click Print to produce a copy of the screen information.
6. Click OK to return to the list of gross pay lines (previous screen).

# Pay History 2

PC Products Labor Distribution User Manual

IDf JJ1200263
Mame JOHNSON LYNDA 0. _Prnt_|

Work Location 05000

Job Class 021700 TEACHER
Position 130027 Pay_basis M Barg TT Retire Plan 55
Full_time 100.00 Status M Spec_prog
Accrual Begin 04/01/2014 Issue Date 05/05/2014 Fiscal Year 2014
Accrual End 04/30/2014 Warrant_no 2292610

Batch # 214 Schedule E1T

Account Number Gitn & Description Amount
01.0-00000.0-00000-00000-9342-0000000 001 ESR
01.3-65000.0-57500-11100-1110-0003695 000 4,452.98
01.3-65000.0-57500-11100-3111-0003695 032 STRS CON 367.37
01.3-65000.0-57500-11100-3331-0003695 027 MEDCAR CON 36.98
01.3-65000.0-57500-11100-3411-0003695 150 BENEFITS 1,386.00
01.3-65000.0-57500-11100-3511-0003695 080 SUL 1.286
01.3-65000.0-57500-11100-3611-0003695 032 WORK COMP 276.08
01.3-65000.0-57500-11100-3711-0003695 237 OPEB 2 89.35 =
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Explore Individual Pay History

PC Labor has three individual employee pay history reports that can be viewed online, printed,
or exported to Excel or another available file format.

Menu | Menu Item Pay History Information Displayed

Explore | Individual Employee salary and benefits

Explore | Individual Net Pay = Employee salary, cash-in-lieu, deduction total, ESA,
and net pay

Explore | Individual Pay Employee salary, pay basis, earnings type history,

Record pay months, and retirement

Explore Individual Pay History

Explore Individual to view, print, and/or export the following:
e Employee salary by issue date
e Employee benefits by type and issue date
e Employee salary and benefits totals by issue date

e Year-to-date column totals

Explore Salary and Benefits History

To explore individual pay history detail:

1. Select Explore | Individual from the menu.

2. Select an employee from the drop-down list.

3. Select type of export from drop-down list. The first eight characters of the employee’s
name are automatically entered as the file name.

4. Click Go. There is not any pay history available for the employee if Preview and Print
are grayed out.

i#A Explore Individual =l @ | ==

Close
JOHNSON , LYNDA O. JJ1208268 ﬂl
3819 Employees I Go

Print ‘ File: name Type of Expart

Preview
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5. Click Preview to view pay history details online or click Print to produce a hard copy
of the report. See sample below.

SAMPLE SCHOOL DISTRICT

Tndividusl Pay History

JOHNSONLYNDA O KR

SRS PERS OMSD Metimrs ARP  H&W SO WC KD 3y 3%y

Funding Réd Isuedt Sabwy 3100 300 330 300 /O M0 0 340 80 Mx  ¥:r  SalBen
L 363000 (-3 7300-11100-1 1L 0-0003685 TG 0me1 mn M 0.00 0.0 1166 0w 0.0 0.4 L) L 18 0.00 NI ER)
0L 263000 (-37300-11100-1 11 0-0003695 I wE13 4478 a6 0.00 0.0 6391 0w 0.0 20 mn i} L) 0.00 a7
01 0-00000. (-DD000-D0000-8.342-0000000 LIEC m2013 161800 0.00 0.00 0.0 il 0o 0.0 0.0 0o L] 0.0 0.00 181900
0L 363000 (-37300-11 100~y rx-D003G03 EIEC m2013 0.0 0.00 0.00 0.0 14 0o 0.0 0.8 0o L] 0.0 0.00 un

161000 Lo Lo 000 24w (1] 08l 0.00 0.0 0w Lo 16429

6. Click the printer icon on the Print Preview toolbar to produce a hard copy of the report.
The report will print directly to the default printer.
7. Exit Print Preview to create a PDF copy of the report or utilize other print options.

Print Preview X

| |ﬁ3| I~|H||1unﬁz - EL

8. Click Print.

@ Explore Individual o] @ | ==
Close
‘:::TS];‘]:E;;::::SO JJ1208268 jl ED
[JOHNSOMN_ | [Excel -]
Preview File name Type of Export

9. Make desired print selections, e.g., change printer, print range or properties.
10. Click OK to print.

print =
Printer
Name: HP Color LaserJet 4700 ﬂ Properties

Status:

Type: HP Color Laserlet 4700
~ |Microsoft XPS Document Witer
Where: | Send To OneNete 2010
Comment: |TOSHIBA eStudio 5540C EC 217
TOSHIBA eStudio 656 EC 217

Frint range Copies
o Al MNumber of copies: 1 EI:
" Pages from: |1 to: [9999
123 2B # I
- ! !

OK | Cancel
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Explore Individual Net Pay History
View, print, and/or export the following:

e Employee salary, cash-in-lieu, deductions, ESAs, and net pay by issue date
e Year-to-date column totals

Explore Individual Net Pay History

To explore individual net pay history:

1. Select Explore | Individual Net Pay from the menu.

2. Select an employee from the drop-down list.

3. Select type of export from drop-down list. The first eight characters of the employee’s
name are automatically entered as the file name.

4. Click Go. There is not any pay history available for the employee if Preview and Print
are grayed out.

5. Click Preview to view net pay history details online or click Print to produce a hard copy
of the report. See sample below.

i) Explore Individual Net Pay =] & | =2
Cloze
JOHNSON, LYNDA O. JJ1208268 J
3819 Employees | Go

B Print File name Type of Export

Individual Pay History

JOHNSONLYNDA Qu

Pay Issue Cash
Funding Cwela Warrant Date Salary InLieu Deductions ESA Nat Pay

01.3-62000.0-57500-11 100-11 10-0003635 V1D 1138544 07/19/13 873.23 0.00 8252 0.00 790,71
01.3-65000.0-57200-11 100-11 10-0003625 - E1D 1158491 09/05/13 440752 0.00 42745 0.00 3.980.07
01.0-00000.0-00000-00000-9342-0000000 EIE 1307708 09/20/13 1,619.00 0.00 230,37 0.00 1.388.63
01.3-62000.0-57200-11100-11 10-0003628  EIF 1370454 10/04/13 440752 0.00 1,467.09 1,619.00 132143
01.0-00000.0-00000-00000-9342-0000000  E1G 1432688 10/18/13 1,619.00 0.00 1347 0.00 159553
01.3-62000.0-57500-11100-1110-0003625  E1H 1505382 11/05/13 440752 0.00 1467.09 1,619.00 132143
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N o

Click Print.

PC Products Labor Distribution User Manual

Exit Print Preview to create a PDF copy of the report or utilize other print options.

3R Explore Individual Net Pay

| JOHNSON, LYNDA O.

3819 Employeas ||

Print

el =
Close
331208268 ﬂl
Go
[JOHNSON_] | -1
File name Type of Export

Click OK to print.

Make desired print selections, e.g., change printer, print range, or properties.

.
Print

@ﬁ1

Printer
Name:

Status:
Type:
Where:
Comment:

Print range
+ Al

" Pages
o

HP Color Laseret 4700

HP Color LaserJet 4700

Microsoft XPS Document Writer
Send To CneNote 2010
TOSHIBA e5tudio 5540C EC 217
TOSHIBA eStudio 656 EC 217

=

Properties

from: |1 to: [9999

Copies

Number of copies:

3 3 i
22828
QK I

=

Cancel
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Explore Individual Pay Records History

View, print, or export the following:
e Employee salary by payroll issue date, warrant number, and payroll schedule

e Pay basis, earnings code, pay rate, pay amount, accrual beginning and ending dates,
retirement plan and rate, and work calendar

Explore Individual Pay Records History

To explore individual pay records:

1. Select Explore | Individual Pay Records from the menu.

2. Select an employee from the drop-down list.

3. Select type of export from drop-down list. The first eight characters of the employee’s
name are automatically entered as the file name.

4. Click Go. There is not any pay history available for the employee if Preview and Print
are grayed out.

5. Click Preview to view individual pay records detail online or click Print to produce a
hard copy of the report. See sample below.

i#H Explore Individual Pay Records El =] | &3

Cloze
JOHNSOHN , LYNDE O. JJ1208268 ﬂl
3819 Employeezs || Go

JOHNSON_

- - File name Tvpe of Export
Preview Print p p
SAMPLE SCHOOL DISTRICT
Individual Pay Records Name: JOHNSON.LYNDA O. EID: JJ1208268
Issue Date: 071972013 ‘Warrant No.: 1138544 Schedule: V1D
Pay  Posi Eam Pay Pay co----Acerual------ Ret Ra  Work
Basis __ No. Type Units Rate Amount Mo Begin End Plan_Stat Proj Rate  Cal
H 981360 REG 2.50 38.810 873.230 12 07/012013 07/152013 85 M 4971561 S
Issue Date: 09/052013 ‘Warrant it No.: 1258491 Schedule: EID
Pay  Posi Eam Pay Pay - Acerual - Ret Ret  Work
Basis _ No. Type Units Rate Amount Mo Begin End Plan_Stat Proj Rate  Cal
M 130027 REG 700 4407520 10520 11 08012013 085312013 5 M 140732 YM
Issue Date: 0972072013 ‘Warrant No.: 1307708 Schedule: EIE
Pay  Posi Eam Pay Pay oo Acemual------ Ret Ree  Work
Basis _ No. Type Units Rate Amount Mo Begin End Plan_Stat Proj Rate  Cal
L 130027 ESA 0.00 1619.000 1.619.000 11 09/012013 09302013 85 M 1.619.00 YM
IsmeDate:  10/042013 WarrantNo.: 1379454 Schedule: EIF
Pay  Posi Eam Pay Pay ce----Acerualo----- Ret Re  Work
Basis __ No. Type Units Rate Amount Mo Begin End Plan_Stat Proj Rate  Cal
M 130027 REG 20.00 4407.520 4.407.520 11 09/012013 09302013 85 M 4.407.52 YM
Issue Date: 10/182013 ‘Warrant it No.: 1432685 Schedule: E1G
Pay  Posi Eam Pay Pay - Accrual------ Ret Ret  Work
Basis _ No. Type Units Rate Amount Mo Begin End Plan_Stat Proj Rate  Cal
T 130027 ESA 000  1619.000 1619000 11 10012013 10312013 s5 M 1619.00 YM
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Click Print.

PC Products Labor Distribution User Manual

Exit Print Preview to create a PDF copy of the report or utilize other print options.

@R Explore Individual Pay Records

=lo =
Close

‘ JOHNSON , LYNDA O.

331208268 jl

3819 Employees I

FPrint

Go

[JOHNSOMN_ | [Excel -]

File name Type of Erport

8. Make desired print selections, e.g., change printer, print range, or properties.

9. Click OK to print.

-

Print

2. [ |

Printer
Name:

Status:
Type:
Where:

= Al

r

Comment:

HP Color LaserJet 4700

HP Color LaserJet 4700
Microsoft XPS Document Writer
Send To COneNote 2010
TOSHIBA eStudio 5540C EC 217
TOSHIBA eStudio 656 EC 217

j Properties

Print range

" Pages

from: |1 to: 9999

Mumber of copies:

3 3|
oK | Cancel

=
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Explore Payroll Registers

Create Excel export files with payroll register, issue date, salary, employee benefit sub object,

and payroll totals sorted by:

Payroll Register

Payroll Register and Resource

Payroll Register and Fund

Payroll Register, Fund, and Resource

To generate a payroll register export file:

1.

2.
3.
4

5. Open the export file. See example below of the Excel payroll register export file sorted

Select Explore | Registers from the menu.
Select the radio button in front of selected payroll register.
Enter the Export File Name in field provided.

Click Run. A system message will appear in the upper right corner of the screen once

the file is saved.

by payroll and resource.

i#l Registers

E=nHG]

(+ By Register

"' By Resource
" By Fund
"' By Fund and Resource

Export File Hame:

Cancel

REGISTER

_Aun |

23

PC Products Labor Distribution User Manual

A

006-C
007-N
023-N
031-C
036-N
037-N
038-C
038-N
10 045-C
11 055-C
12 059-C

[F-RL- R ERY- BT R SRR

B

register issue_dt

0140108
"20140109
20140127
20140204
20140207
0140210
0140211
0140211
0140220
20140226
20140204

£
amount
208.35
163.01
97.02
245.96
969.95
-161.95
1810.37
1307.42
456
114.51
1061.99

031
17.2

20.64
0

149.37
0
37.62
9.45
87.61

033

o
10.11
o

o
60.13
-10.04
o
59.29
o

o

0

G H
033a 033b
3.02 ]
2.37 ]
1.46 3.63
3.63 ]
14.06 ]
-2.35 ]
20.75 ]
19.16 13.16
6.61 ]
1.66 ]
15.4 ]

o
w
=

00 000000000

]
035
0.1
0.08
0.05
0.12
0.49

-0.08

0.91
0.66
0.23
0.06
0.53

K

L

M| N

036 037 038 039

12.92
10.11
6.02
15.5
60.14
-10.04
112.24
81.06
28.27
7.1
65.84

0

o0 00000000

0

o0 00000000

]
1]
1]
1]
1]
o
0
]
]
0

(0]

otot
241.59
185.68
108.18
289.85
1131.6
-184.46
2093.64
1614.22
528.73
132.78
1231.37
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Explore Labor Accounts and Labor Detail

Explore Labor Accounts and Explore Labor Detail provide drop-down lists to filter records and
customize the display format. Up to five columns of data can be displayed for each Labor
record. Lists with account balance data can be generated in the explore window or by using
defined selection criteria. Below is the default display format.

Explore Labor Accounts Default

3 Explore Labor Accounts 3
Close
I | 7| | N A - -
Fund SFund Resource FY Goal Function Object  Location Program Earingld  Gin Print
T
icomal Ending Dates |zsue Date Redister Schedule Export

Column 1 Column 2 Column 3 Column 4 Column 5
SACS_ACCT1 v sacs_acct2 ~||REIsTER [ 1s5uE paTE v | AMoUNT |
0 Records Sart By‘ SACS ACCT1 j‘ + ‘ S Ey| j‘ ca|.3| S J‘ 0.00

Change Columns in the List

Customize the display in the Explore Labor Accounts and Explore Labor Detail windows by
selecting fields from the drop-down lists at the top of each column. Build a custom report to
create a permanent format for displaying balance information or if more than five data fields
are needed.

User-Defined Format

Column 1 Column 2 Column 3 Column 4 Column 5

[sacs_accmi || sacs_accrz ~||REGISTER ~l|1ssuE pATE ~ [aMounT ~
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Explore Labor Accounts Using Data Filters

To explore labor accounts using data filters:

1.
2.

Select Explore | Accounts from the menu.

Select one or more account segment values from the drop-down lists. The list of

available values for each account segment will be displayed. Leave fields blank to

display all records.
Select earnings code, GTN, accrual dates,

issue date, payroll register and/or schedule

as appropriate from the drop-down list to indicate which account information to include
in the list. Leave fields blank to view all available accounts.

Select Sort By, Sum By, and/or Calculate values from the respective drop-down lists as

appropriate. Instructions for using these options are on pages IV-19 through 1V-20.

display in the column.
Click Go to display the list.

Click the drop-down arrows for Column 1 —

Column 5 fields to select a different field to

i Explore Labor Accounts

IS | I A=

] [
Frog

Fund  SFund Resource . Goal et F

B ] [ozn -]
Tesue Date Fegiler

[ ]

Accrual Ending Dates

Schedule

Column 1 Column 2 Column 3

Column 4 Column 5

[sacs_accT _~[[sacs_accrz _~|[REGISTER

_~ [[aMounT ~]

~[[1ssuE DATE

1 Records

Sot By[ sacs_accT1 ]+ ‘

Sum By| -] cae

9702

PC Labor retrieves and creates a list based on the filters selected. The list is displayed on Print

Preview.

e Filters selected are displayed on the top left corner of the list.
e The number of records meeting specified conditions is indicated in the
lower left corner of the Print Preview and Explore Labor Accounts windows.

Example 1 — Print Preview

SAMPLE SCHOOL DISTRICT

FILTERS USED

REGISTER = 023-N
OBJECT = 2%%x

SORTED BY

SACS_ACCT1, ascending

SACS_ACCT1 SACS_ACCT2 REGISTER

12/02/15
12:30:08

PAGE: 1

ISSUE_DT

01.2-82100.4-00010- 21000-2420-0006231 033N

01/27/14

s\ 4301 008 Record: EOF/1 ) Exclusive
> 4

g

Example 2 — Explore Labor Accounts

138 Explore Labor Accounts

£

Funetion

-
<o Dato

Object

023N~
Register

Schedule,

[ |

Aol Endng Dates

Column 1 Column 2 Column 3

I%“HR ﬂﬁ\ﬂ ﬂz“‘ﬂ\.l ﬂ Pr ﬂ

Close
Print

i

xport

™ Auto

B

Column 4 Column 5

[sacs_accmt ~[sacs_accrz ~ [reg1sTER

_~ [[AMOUNT ~|

~[[15SUE DATE

N\

§7.02

] eefr]

1 Records ’Sun By[sAcs_accry I
N
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Print from Explore Window

Print from the Explore Labor Accounts, Explore Labor Detail, or Print Preview windows. The
entire list prints directly to the default printer from Print Preview. Print selected report pages,

print to another printer, and/or change any print properties, or create a PDF file from the
explore window.

e | Explore Labor Accounts 23
Cloze
[ == == =0 == <] = P~ - =l
Fund SFund Resource FY  Goal Funition Dbject Location Program Earningld  Gin Print
| = = ~) [ozan -] [ -]
Accmal Ending Dates |zzue Date Reqister Schedule Export
[ Auto
Column 1 Column 2 Column 3 Column 4 Column 5
SACS_ACCT1 | sAcs_aAccT? ~||REGISTER ~[1s5UE DATE = [ AMDUNT |
1 Recards Sort Byl SACS_ACCTL j| + | S E_|,|| j| ca|c| T J| 97.02

Click Go if Print is grayed out on the explore window. The list will be displayed in Print
Preview. Click Esc to return to the explore window.

To print account or detail lists from the Explore Labor Accounts or Labor Detail window:

1. Click Print.
2. Make print selections as appropriate.
3. Click OK to print the list or create a PDF file.

Print |i|éj1
Printer
Name: HF Color Laserlet 4700 j Properties |
Status: :;\glfbe FDOF
Type:

Where: Microsoft XPS Document Writer
VNS | Send To OneMate 2010
Comment: |TOSHIBA eStudio 5540C EC 217
TOSHIBA eStudio 656 EC 217

Prirt range Copies
& Al MNumber of copies: ’q
" Pages from: ’1— to: IW 3 3
- 1128 122
OK | Cancel
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Print from Print Preview Window

To print from the Print Preview window:

1. Click Go to generate the list. The list will be displayed in Print Preview.
2. Click the printer icon on Print Preview toolbar. The entire report will print directly to the
default printer.

Print Preview Ed

| m| v | oo - 1)

3. Press Esc on the keyboard or click the X in the upper right corner to return to the
explore window.
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Export Lists from Explore Window

Export lists generated from Explore Labor Accounts or Explore Labor Detail in the following
file formats for use in other applications:

Excel

Lotus

Database (DBF) - use when spreadsheet file exceeds 16,383 lines
ASCII (text)

i Create a Spreadsheet

[ASSIGN ___]. xLS

File M ame Eut

Export

Lotus
|Database
Ascii

To export a list:

1. Click Go to display the list if Export is grayed out on the explore window. The list will
be displayed in Print Preview.

2. Press Esc or click the X in the upper right corner to return to the explore window.

3. Click Export.

4 Explore Labor Accounts

£
Close
I I R —
Fund SFund Resource FY Goal Function Object Lacation Program Eamingld Gt Print
| K| = L =0 [ =] a’
Accrual Ending Dates |ssue Date Register Schedule
[~ Auto |
Column 1 Column 2 Column 3 Column 4 Column 5
SACS_ACCT1 ~[[sacs_accrz ~[REGISTER ~[1ssuE pATE _~ [AMOUNT -]
9757 Fecords  SorBy[sacs_acera j+| sumay‘ j‘ Ealg‘.\‘ur\ J‘ 7.820,356.19

The Create a Spreadsheet window will appear.

Enter the File Name and Type from drop-down list. The file extension will change
accordingly.

Click Export to generate the file. The Excel export file will automatically open and save
to C:\pcprods\REPORTS or the designated path.

ﬂ Create a Spreadsheet B2
[EEET  |XLS| |Excel =]
File M ame Ext  Type
Export | Cloze |

¢

Excel.

Select Database (DBF) as the report output type for spreadsheets exceeding 16,383
lines. Refer to the Appendix on Page A-8 for instructions on opening DBF file(s) with
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Explore Labor Accounts by Object

Filter data based on the object code and the associated major object and salary sub object
derivatives. Refer to the Appendix on Page A-6 to view the matrices for available object code
derivatives and descriptions.

To filter data using an object code or object code derivative:

1. Select the object code derivative from the Object drop-down list. For this example,
Major Object 2**** js selected. Fund and sub-fund filters are also selected.
2. Click Go. The list of labor account balances selected will display in Print Preview.

i# Explore Labor Accounts E3
LClose
03| 52| I | )| BT | I | P | - = - I =
Fund SFund Resource FY Goal Function Object Location Program Eamingld Gtn Print
I T L <[ -] -
Accrial Ending D ates lzsue Date Fieqister Schedule Export
[ Auto
Column 1 Column 2 Column 3 Column 4 Column 5
SACS_ACCT1 ~ [sacs_accT2 ~ [ REGISTER _~ [15SUE DATE _~ [AMOUNT ~]
10 Records Sort B}'j S By| ﬂ| ca|c| S J| 41,600.00

SAMPLE SCHOOL DISTRICT 12/02/15
FILTERS USED 11:46:22
f— — o PAGE: 1
SUB FUND = 5

OBJECT = 2%%+

SORTED BY

SRCS ACCT1, ascending

SACS ACCT1 SACS_ACCT2 REGISTER ISSUE DT AMOUNT
01.5-00000.0-00000- 21500-2411-0005805 ELB-N 08/05/13 4,760.00
01.5-00000.0-00000- 21500-2411-0005803 E1D-N 03/05/13 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 E1F-N 10/04/13 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 E1H-N 11/05/13 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 E1J-N 12/05/13 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 E1L-N 01/03/14 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 EIN-N 02/05/14 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 E1P-N 03/05/14 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 E1R-N 04/04/14 4,160.00
01.5-00000.0-00000- 21500-2411-0005803 EIT-N 05/05/14 4,160.00
RECORDS: 10 41,600.00
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Sort By groups related balances using the field selected.

PC Products Labor Distribution User Manual

i Explore Labor Accounts 3
Close
[ =00 = = ~[  ~[[1s10 ~]| =1 E3 - IET Y| =
Fund SFund Resource FY Goal Function Object Location Frogram Eamingld  Gtn Print
| = =~ | | [cec-] | -]
Accrual Ending Dates |zsue Date Fiegister Schedule Export
[ Auto i
Column 1 Column 2 Column 3 Column 4 Column 5
SACS_ACCT1 ~|sacs_acctz ~[1ssuE paTE ~ _~ [aMounT ~|
4 Fecords @TID}I @ sumBy| ﬂ| Cale [ 5w J G5.719.56

To sort the records:
1. Select the sort field from the Sort By drop-down list.

2. Click the sort direction button to reverse the sort order if necessary.

¢ Plus (+) - ascending (sort from lowest to highest value)
e Minus (-) - descending (sort from highest to lowest value)

3. Click Go. Print Preview displays the list. Filters used and sorting order, if any, will be

displayed in the upper left corner of the report.

SAMPLE SCHOOL DISTRICT 06/25/15

FILTERS USED 13:14:14
PAGE: 1

REGISTER = C2G-C

OBJECT = 1910

SORTED BY

LOCATICH, ascending

SACS_ACCT1 SACS_ACCT2 REGISTER ISSUE DT AMOUNT

01.0-07090.0-00000- 21000-1910-0000000  C26-C 01/30/15 6,824.83

01.0-07271.0-00000- 21400-1910-0000000 C2G-C 01/30/15 33,474.08

01.0-07392.0-00000- 21400-1910-0000000 C2G-C 01/30/15 7,828.33

01.0-65000.0-50600- 31200-1910-0000000 C2G-C 01/30/15 17,592.32

RECORDS: 4 65,719.56

To remove sorting:

1. Select the blank value from the Sort By drop-down list.
2. Click Go.
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Subtotal Balances
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Sum By groups related balances and displays the total, average, count, maximum, or minimum
values of balances in the group. Column 1 will automatically reflect the Sum By field selected.
The output reflects one subtotal row for each distinct field value selected.

i#l) Explore Labor Accounts E3
Cloze
[ 0 = =0 ~0[ ~Q[1;0 -] =11 =0 [ [ -] ==
Fund SFund Resource Fv Goal Function Object Location Frogram Eamingld Gt Print
| =] -] | -] [csc-] [ -] -
Aecrual Ending Dates lgsue Date Fiegister Scheduls Expont
[~ Auto Go
Column 1 Column 2 Column 3 Column 4 Column 5
LOCATION =] ~ ~ _~ |aMOUNT =]
4 Pecords sotby[ocarzan  [[3] ¢ sumBy[Location -] coc[sm | B5,719.56

To subtotal balances:

1. Select the subtotal field from the Sum By drop-down list. It is best to select the same
account or account segment field selected in the Sort By drop-down list. The field
selected is automatically reflected in Column 1, and Column 2 is left blank.

2. Select the calculate option from the Calculate drop-down list.

Field

Description

Sum

Totals the amounts in the group

Max or Min

Displays the largest or smallest value in the group

Count

Displays the number of records for the group

Avg

Calculates the average for the group

3. Click Go. Print Preview displays the list. Filters used and sorting order, if any, will be

displayed in the upper left corner of the report.

SAMPLE SCHOOL DISTRICT
FILTERS USED

REGISTER = C2G-C
OBJECT = 13510

CALCULATION
SUM

SUMMARTZED
LOCATICHN

SORTED BY BY

LOCATION, ascending

LOCATION NULL NULL WULL

06/25/15
16:03:04

PAGE: 1

0000000

To remove subtotals:

1. Select the blank value in the Sum By drop-down list.
2. Click Go.

IV-20

65,713 .56



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Explore Labor Detail

Explore Labor Detail provides the same flexible filtering and data display as Explore Labor
Accounts. In addition, it provides access to individual employee payroll data.

The Explore Detail window provides options for filtering:

Accounts or account components (fund, sub-fund, goal, etc.)
Earning codes and gross-to-net codes

Payrolls by register, accrual period, issue date, or schedule
Individual employees by name and EID

Groups of employees by job class, work location, or bargaining unit

i Explore Labor Detail £3
= = ~ - ~ ~ ~f =] B I =]
Fund 5SFund Resource F Gnal Function Obiject Location Program Eamingld  Gin
= =) = | -
Accrual Ending Dates Accrual Manth Barg Unit
= B = =
|szue Dates Range |szue Date |zzue Month
~f < [ =1
Job Clazz Wwork, Location Schedule
= =) ~1
1D Mumber Selection Criteria Fiegister
Column 1 Column 2 Column 3 Column 4 Column 5
[sACs_accTi ~|sacs_accT2 ~ |EMPLOYEE NAME  ~ [ISSUE DATE ~ |aMouNT ~|
0 Recards Sort By| sacs_accTi |+ | Sum By| ~| cale[se -] o.0o
Key Points

Select filters from drop-down list to indicate which labor detail to include in the list.
Leave fields blank to view all available detail.

Use custom selection criteria to find the exact data. Refer to Section 6 — Report
Components on pages VI-4 through VI-9 on creating and editing selection criteria from
the menu.

Select Sort By, Sum By, and/or Calculate values from the respective drop-down lists as
appropriate. Instructions for using these options are on pages I1V-19 through IV-20.
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Explore Cross Tabulate

Displays information listed below in the lower right corner of the Cross Tabulator window and
provides salary and employee benefits line item detail in a separate list that can be viewed
online, printed, or exported to another file format.

e Processed - records selected

e Employees — number of employees meeting filter and/or selection criteria
e Salary — salary total for employees selected

e Benefits — employee benefits total for employees selected

Explore Cross Tabulated Data

To explore cross tabulated data:

1. Select Explore | Cross Tabulate from the menu.

2. Use the filters to select pay records.

3. Click Go to view cross tabulation results on the window.

4. Click Preview, Print and/or Export as appropriate to view employee salary and benefit
detail by payroll schedule.

riﬂ Cross Tabulator EZ ]
~ =] = = = | || ~) -
Fund 5Fund Resource  FY Goal Function Object Location Program Prog
~| - | ~]
Accrual Ending Dates Schedule lzzue D ate
| ﬂ| |1?|:u:|1|:| PSYCHOLOGIS + | || | |
1D Mumber Job Class Work Location
S - S ~ |
aming ld — Gin Barg Lnit Selection Criteria
Processed: 1773 0f 1773
+ Letter  Legal |+ PrntID # [ Location Sort Eenefits: $366,270.75
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Explore Table Data

Other Table Data provides access to codes and related descriptions from selected HRS tables.
These codes identify available values that can be reflected on employee records in PC Labor.

From the Other Table Data window users can:

View descriptions for job class, work location, name, deduction, bargaining unit, and
earnings codes

Print the codes and descriptions

Export the codes and their descriptions to a spreadsheet or database file

View Table Data

To explore codes and descriptions:

1.
2.
3.

Select Explore | Tables from the menu.

Click the button for the desired table.

Select the radio button to sort data by code or description. The default sort order is by
code.

Scroll through the list to view the desired code or description.

Repeat steps 2 — 4 to view other table data.

i#l Other Table Data 3
Tables
Joh Class | Deduction | Copry Jabiz Job Class
Work Location | Barg Unit | E To ; |Em::e| ﬂ|
Mame | E arning | HRot
As LS
Order by " Description * Code I
Copy |

Cumrent Table Job Class Print Table |
100010  SUPERINTENDENT -
100020  SUPERINTENDENT - ELECT
101000  DEPUTY SUPERINTENDENT b
101010 A55T. SUPERIMTEMLDENT
103005 DIRECTCR
103030 PRINCIPLAL, COMTIMNUATION
103040 DIRECTOR-STUDENT SERVICES
103050 DIRECTOR - SP. EDUCATION
103080 DIRECTOR OF SP. PROGRAMS
103088 COQRDINATOR — ERICSE -

oK |

‘ Additional table data is included in the Job Class, Name, and Deduction export files.
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Print Table Data

To print a list of control table codes and descriptions:

1. Select Explore | Tables from the menu.
2. Click the button for the desired table.
3. Click Print Table.

Export Table Data

To export a list of control table codes and descriptions:
1. Select Explore | Tables from the menu.

PC Products Labor Distribution User Manual

2. Click the button for the desired table. The export file name is automatically populated.

The default name can be overwritten.

3. Select file type from the drop-down list in the top right corner. The file extension is

automatically populated.

4. Click Copy. The export file will be saved to C:\pcprods\REPORTS or designated path.

5. Click OK to exit the window.

il Other Table Data £2
Tables
5 Copy Table Job Clazz
Job Class | Deduction |
work Location | Barg Unit | To |Excel ﬂ
. Export
Hame | E arning |
As JOBCLASS HLS
Order by " Description * Code T
Copy ‘
Current Table Job Class Print Table ‘
1400010 SUPERINTENDENT -
100020  SUBERINTENDENT - ELECT
101000  DERUTY SUBERINTENDENT Za
101010 AS5T. SUPERINTENLENT
103005 DIRECTCR
103030 ERINCIPAL CONTINUATICN
103040 DIRECTCR-STUDENT SERVICES
103050 DIRECTCOR - S5P. EDUCATICN
103080 DIRECTOR OF 5P. PROGERAMS
103088 COORDINATOR - ERICS -
1] 4
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Section 5
Fixed Reports
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Fixed Reports

The following fixed reports are available in PC Labor. Additional reports are added as the
need arises.

Fixed Report Description

Census

Extra Pay and Overtime

Net Pay

Labor Statistics

Quarterly Wages
Monthly Totals

All Employees
Individual Pay

Last Paycheck

Annual Work Hours — ACA
(Summary & Detail)

Federal Taxes by Register

Public Records Request

GASB 67

Deductions & Contributions

Number of full-time and part-time employees and
payroll amounts grouped by user-defined
functional categories

Detail of pay and labor distribution for specified
earnings types

Employee net and gross pay for a specified issue
date range

Number of agency employees, women
employees, and faculty members for a specified
issue date range

Summary data by work location for a specified
guarterly date range

Employee pay by account

Employee pay detail by salary object with benefit
object contributions

Issue date of an employee’s last paycheck,
including employee who terminated during the
prior three fiscal years

Employee work hours by month with cumulative
calendar year totals. These reports can be used
to help meet Affordable Care Act (ACA) reporting
requirements.

Detail of federal and state taxes by payroll register
and issue date

Employee information commonly provided for
public records requests

Summary of year-to-date salary and employee
benefits by fund and object

Employee deduction and contribution amounts by
GTN
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Census Report

There are four Census Reports in PC Labor. Each report provides a summary of the number
of full-time employees and part-time employees and the associated payroll for each group. The
data is displayed in different formats for some reports and may include additional data such as
hours worked.

e Old Census Format
e New Census Format
e Census 2012

e Census 2013

To view or print the Old Census Format Report:

1. Select Report | Fixed Reports | Census | Old Census Format from the menu.

2. Enter pay period range.

3. Enter sub object codes as appropriate for each functional category. For the example
below, employees with payroll charged to object codes beginning with 11, 12, 13, 14,
15, 16, and 21 will be included in the instructional category.

4. Enter “00” for categories that do not apply. A blank field will cause the report process to
abort.

5. Click Preview to view report online or click Print to produce a hard copy of the report.

6. Click Cancel to exit.

ﬂ Census Data EI = £
Pay Period: | [01/01/2014 | [01/31/2014] Close
From To
Objects

Instructional: | [71" 12" 13 14" 15 "6 21"

Administrative: | ["17".18" 23"

Plant Dperation: | ["24"

Caferteria: | ['22"

Bus Transportation: | ["26"

Health & Recreation: | ["00"
Students: | ['00"
All Others: | [19"'29"

Cancel Preview Print |

See sample report on next page.
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Sample Old Census Format Report:

Issue Pay Period: From: 01/01/2014 To: 01/31/2014
Full-time Employess Part-time Employees
Hunber of Payroll Humber of Payroll Hunber of
Enpl oyees Amount Empl oyees Bmount Hoursa
Instructional Persormel 55 404,730 1 258 T

211 other School system employvess

Administrative and 1 3,086 o o o
Clerical Perscrmel

Plant Operation, maintenance z2 116,015 4 6,807 431
custodial persomel

Cafeteria employees 5 15,531 1 183 4
Bus transportation employees u] a u] u] a
Health & recreation employvees u] a a u] a
Student amplovess 0 o o 0 o
211 cother enployeses 4 34,303 iz 15,330 a7
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To view or print the New Census Format Report:

1. Select Report | Fixed Reports | Census | New Census Format from the menu.

2. Enter pay period range.

3. Click Preview to view report online or click Print to produce a hard copy of the report.
4. Click Cancel to exit.

# Census Data = & ]| 23

Pay Period:  [01/01/2014 |- [01/31/2014]
From To

Cancel ‘ Print ‘
Sample New Census Format Report:
Issune Pay Period: From: 01/01/2014 To: 01/31/2014
Fnll-time Employvees Part-time Employees
Munder of Payroll Hanber of Payroll Muander of
Empl oyees Zmount Enpl oyees Zmount Hoursa
Certificated 58 432, 678 10 17,699 696
Classified 23 153, 344 3 4,001 100
Total
87 586, 622 13 21, 699 797
Average Full Time Hours: 30.00
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To view or print the Census 2012 Report:

1. Select Report | Fixed Reports | Census | Census 2012 from the menu.

2. Enter pay period range.

3. Click Run to generate the report or Cancel to exit. This report is only available as an
Excel export file. A message indicating the report is processing will appear in the top
right corner of the screen. The Excel file will automatically open.

-

i Census Data By Job Class EI = | 2

Pay Period:  [01/01/2004 | [01/31/2014]
Fram Ta

Cancel |

Sample Census 2012 Report by Job Class in Excel Format:

A B c D E F G H I J

1 |job_class job_title emp_type schedule ft_emp fi_amt ft_hrs  pt_emp pt_amt pt_hrs

2 089400 ACCOUNT TECHNICIAN | M EiL 1 526733 176 0 0 0
3 (089500 ACCOUNT TECHNICIAN I-AE N EiL 1 5746.67 179 0 0 0
4 089505  ACCOUNT TECHNICIAN 1II-DI M EiL 1 4145 176 0 0 0
5 088500 ADMINISTRATIVE SECRETARY M EiL 2 1168852 280.18 0 0 0
6 080800 ASST PRINCIPAL INSTR. c EiL 5 4422812 581 0 0 0
7 081600 COUNSELOR C EiL 10 7371942 1078 0 0 0
8 (097800 CUSTODIAN | N EiL 3 1002037 528 0 0 0
9 080000 DAY TO DAY SUB c EiL 2 1016228 175 0 0 0
10 [080000 DAY TO DAY SUB c C5F 0 0 0 9 16438.68 738.76
11 (087000 FACILITY MANAGER M EiL 2 20356 528 0 0 0
12 1091805  LIBRARY MEDIA ASSISTANT N EiL 1 4202 176 0 0 0
13 091805  LIBRARY MEDIA ASSISTANT M H1iL 1 2806.86 163 0 0 0
14 (095900  MAINTENANCE WORKER 1| M EiL 1 6321.08 2345 0 0 0
15 [092000 OFFICE CLERK | M EiL 1 5188.67 176 0 0 0
16 (091900  OFFICE CLERK II M EiL 1 4160 176 0 0 0
17 [091900  OFFICE CLERK II N H1L 1 711.48 i 0 0 0
18 (091800  OFFICE CLERK Il M EiL 3 1165045 40047 0 0 0
19 [089000  OFFICE CLERK IV M EiL 1 4101.67 176 0 0 0
20 088005  PAYROLL TECHNICIAN | M EiL 1 8736.33 176 0 0 0
21 (080700  PRINCIPAL c EiL 4 377267 449 0 0 0
22 092800 RECEPTIONIST N EiL 3 964413 514 0 0 0
23 092800 RECEPTIONIST M HiL 2 328902 191 0 0 0
24 081700 TEACHER c EiL 35 25433046 367184 0 0 0
25 081700  TEACHER c ChF 0 0 0 1 1260 675
26 (086706 TECHNOLOGY SPECIALIST N EiL 4 30231.98 724 0 0 0
27 090101  TECHNOLOGY SPECIALIST II M EiL 1 5864.12 177 0 0 0
28 95700 WAREHOUSE CLK/DELIVERY DR N EiL 1 381267 176 0 0 0
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To view or print the Census 2013 Report:

1. Select Report | Fixed Reports | Census | Census 2013 from the menu.

2. Enter pay period range.

3. Enter certificated work hours per day as appropriate. The default setting is 7 hours.

4. Click Run to generate the report or Cancel to exit. This report is only available as an
Excel export file. A message indicating the report is processing will appear in the top
right corner of the screen. The Excel file will automatically open.

i Census Data By Job Class EI Bl || -3

Pay Period: [07/01/2014 ] - [01/31/2014]
Fram Ta

Certificated work Hours Per Day:

Cloze |

Sample Census 2013 Report by Job Class in Excel Format:

A B C D E F G H I J

1 |job_class job_title type schedule ft_emp ft_amt ft_hrs pt_emp pt_amt pt_hrs

2 089400 ACCOUNT TECHHNICIAN | 1 526733 176 0 0 0
3 089500 ACCOUNT TECHNICIAN II-AE 1 5746 .67 179 0 0 0
4 089505  ACCOUNT TECHNICIAN llI-DI 1 4145 176 0 0 0
5 088500 ADMINISTRATIVE SECRETARY 2 11688.52 280.18 0 0 0
6 080800 ASST PRINCIPAL INSTR. 5 4422512 581 0 0 0
7 081600 COUNSELOR 10 73719.42 1075 0 0 0
8 097800 CUSTODIAN | 3 1002037 52§ 0 0 0
9 080000 DAY TO DAY SUB CAaF 2 1016228 175 9 16438.68 689.76
10 (087000  FACILITY MANAGER 2 20356 52§ 0 0 0
11 091805  LIBRARY MEDIA ASSISTANT 2 7008.86 339 0 0 0
12 (095900  MAINTENANCE WORKER I 1 632108 2344 0 0 0
13 (092000 OFFICE CLERK | 1 518867 176 0 0 0
14 (091900 OFFICE CLERK Il 2 487148 253 0 0 0
15 (091800  OFFICE CLERK I 3 1165045 40047 0 0 0
16 (089000 OFFICE CLERK IV 1 410167 176 0 0 0
17 (088005 PAYROLL TECHNICIAN | 1 8736.33 176 0 0 0
18 (080700  PRINCIPAL 4 3717267 449 0 0 0
19 (092800 RECEPTIONIST 5 1293314 704 0 0 0
20 081700 TEACHER C5F 35 25438046 366984 1 1260 63
21 086706 TECHNOLOGY SPECIALIST 4 3023198 724 0 0 0
22 090101  TECHMOLOGY SPECIALIST Il 1 5864 12 177 0 0 0
23 095700 WAREHOUSE CLK/DELIVERY DR 1 381267 176 0 0 0
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Los Angeles County Office of Education

Division of School Financial Services

Extra Pay and Overtime Report

The Extra Pay and Overtime Report lists salary for the earnings type selected by the user.
Although the report is used primarily to identify extra pay and overtime earnings, any earnings
type can be selected. The report is sorted by amount in descending order. This report is also
available as an Excel export file.

To view or print this report:

Click Execute.

NoghkwhpE

Click Cancel to exit.

Accrual Dates

Extra Pay & Overtime

[07/01/2013 |-[06/30/2014 |

Begin End
Type of Pay
Cancel ‘Execute | Preview| Print | E xport |

PC Products Labor Distribution User Manual

Select Report | Fixed Reports | Extra Pay and Overtime from the menu.
Enter the accrual dates range for the reporting period.
Select the earnings code from the Type of Pay drop-down list.

Click Preview to view report online or click Print to produce a hard copy of the report.
Click Export to save Excel export file.

Sample Extra Pay and Overtime Report:

SAMPLE SCHOOL DISTRICT Eamings Type CEL

Acerual Dates: Begin: 07/01/2013

End: 06:30/2014

Date: 12/03/72015

Name Account Issue Date Amount
LANGSTONRANDALL A DISTRICT OFFICE 01.3-65000.0-30013-27000-1310-0003693 08/05/13 125.00
01.3-65000.0-30013-27000-1310-0003623 08/05/13 125.00
DISTRICT OFFICE 01.3-65000.0-30013-27000-1310-0003623 09/05/13 125.00
01.3-65000.0-30013-27000-1310-0003693 09/05/13 125.00
DISTRICT OFFICE 01.3-65000.0-30013-27000-1310-0003693 10/04/13 125.00
01.3-63000.0-30013-27000-1310-0003693 10/04/13 125.00
DISTRICT OFFICE 01.3-63000.0-30013-27000-1310-0003693 11/05/13 125.00
01.3-65000.0-30013-27000-1310-0003693 11/05/13 125.00
DISTRICT OFFICE 01.3-65000.0-30013-27000-1310-0003693 12/05/13 125.00
01.3-65000.0-30013-27000-1310-0003693 12/05/13 125.00
DISTRICT OFFICE 01.3-63000.0-30013-27000-1310-0003693 01/03/14 125.00
01.3-63000.0-30013-27000-1310-0003693 01/03/14 125.00
DISTRICT OFFICE 01.3-63000.0-30013-27000-1310-0003693 02/05/14 125.00
01.3-65000.0-30013-27000-1310-0003693 02/05/14 125.00
DISTRICT OFFICE 01.3-63000.0-30013-27000-1310-0003693 03/05/14 125.00
01.3-63000.0-30013-27000-1310-0003693 03/05/14 125.00
DISTRICT OFFICE 01.3-63000.0-30013-27000-1310-0003693 04/04/14 125.00
01.3-63000.0-30013-27000-1310-0003693 04/04/14 125.00
DISTRICT OFFICE 01.3-63000.0-30013-27000-1310-0003693 05/05/14 125.00
01.3-63000.0-30013-27000-1310-0003603 03/03/14 125.00

Total for LANGSTON,RANDALL A. 2,500.00
Grand Total: 2,500.00

V-9



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Net Pay Report

The Net Pay Report displays gross salary, employee deduction detail, and the resulting net
pay. The report is sorted by name and issue date. This report is also available in several
export file formats. Additional field data is included in the export file.

To view or print this report:

1. Select Report | Fixed Reports | Net Pay from the menu.

2. Enter the issue date range for the reporting period.

3. Enter output file name and select export file type.

4. Click Go. The export file will be saved in the designated folder.

i Met Pay [ = | 22
Enter Izsue Date Range: Close
From: [01/01/2014 To: [06/30/2014 Go
Preview | | Print_| TEST I - |
File: narme:
Lotus

Asci
Databaze

5. Click Preview to view report online or click Print to produce a hard copy of the report.
" Net Pay =] @ | =

Enter 1ssue Date Hange: Close

From: |01/01/2014 To: |06/30/2014

Preview ‘ Print | |TEST | |E"’DE| ﬂl

File name Type of Export

The export file automatically saves to C:\pcprods\REPORTS or the designated folder.
Please see Verify System Setup and User Paths in Section 2 — Getting Started on
Page I11-6 to verify the export file path.

See sample reports on next page.
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Sample Net Pay Report:

Net Pay History

Issue Dt Reg Name Basis Hours Gross FWT SWT OASDI Medicare STRS PERS  Benefits  Deductions Net Pay

08/09/07 V2C-C EMPLOYEE1 H 23.00 9231 0.0 0.00 0.00 13.67 75.38 0.00 .00 0.00 853.26
09/07/07 V2D-C EMPLOYEE1 H 7.00 286.79 0.00 0.00 0.00 4.16 2.9 0.00 0.00 0.00 259.69
1071007 C3C-C EMPLOYEE1 H 44,50 1,84453 7544 13.87 0.00 26.74 147.56 0.00 50.35 0.00 1,530.57
11/09/07 C3D-C  EMPLOYEE 1 H 30.00 340720 291.09 42.62 0.00 4941 27257 0.00 5033 0.00 2,701.16
1271007 C3E-C EMPLOYEE1" H 70.25 299195 233.78 3498 0.00 4338 23936 0.00 5035 0.00 2,390.10
12/17/07 R23-C EMPLOYEE1 H 44.50 50.73 7.00 0.93 0.00 0.74 4.06 0.00 0.00 0.00 38.00
07/25/07 HIA-N EMPLOYEE2 H 16.00 242,08 1147 0.00 1501 351 0.00 16.95 0.00 0.00 195.14
08/10/07 HIB-N EMPLOYEE2 H 48.00 726.24 6918 .90 45.02 1053 0.00 50.83 0.00 0.00 54278
08/24/07 H1C-N EMPLOYEE2 H $8.00 133144 153.61 29.28 8255 1931 0.00 93.20 0.00 0.00 95349
09/10/07 HID-N EMPLOYEE2 H 88.00 1,331.44 153.61 29.28 8255 19.30 0.00 93.20 0.00 0.00 953.50
09/25/07 HI1E-N EMPLOYEE2 H 83.00 1,233.74 150.43 2631 8082 18.90 0.00 86.36 51.09 0.00 81333
10/10/07 HIF-N EMPLOYEE2 H 70.00 1,015.00 107.14 13.02 6725 1573 0.00 113.41 61.09 0.00 637.36
10/25/07 HIG-N EMPLOYEE2 H 77.50 1,123.75 115.96 1537 74.00 1731 0.00 163.39 6109 0.00 676.63
11/09/07 H1H-N EMPLOYEE2 H 77.00 111650 1241 1442 7354 17.20 0.00 17983 61.09 0.00 658.01
11720107 HII-N EMPLOYEE2 H 10534 1,177.68 128.57 18.73 7134 18.09 0.00 133.28 61.09 0.00 740.58
12/10/07 HLI-N EMPLOYEE2 H 77.00 1,082.90 111.29 1412 7147 16.71 0.00 153.70 61.09 0.00 654.52
12/20/07 HIK-N EMPLOYEE2 H 7100 1,015.00 102.77 12,12 67.25 15.73 0.00 142.60 61.09 0.00 613.44
07/25/07 HIA-N EMPLOYEE3 . H 2750 35640 230 0.0 22.10 5.17 0.00 0.00 0.00 0.00 32683
08/10/07 H1B-N EMPLOYEE3 . H 60.50 784.08 4507 10.08 48.61 1137 0.00 0.00 0.00 0.00 668.95
08/24/07 HIC-N EMPLOYEE3 o S 22.00 28512 0.00 0.00 17.68 414 0.00 0.00 0.00 0.00 263.30
10/10/07 H1F-N EMPLOYEE3 . H 64.50 83592 4359 9.99 51.83 1212 0.00 0.00 0.00 0.00 718.39
10/25/07 HIG-N EMPLOYEE3 i 60.50 784.08 38.40 8.96 48.61 1137 0.00 0.00 0.00 0.00 676.74
11/09/07 HIH-N EMPLOYEE3 wk 60.50 784.08 3840 3.96 43.61 1136 0.00 0.00 0.00 0.00 676.75
11/20/07 HIEN EMPLOYEE3 . | 66.00 85536 4553 1038 53.03 1241 0.00 0.00 0.00 0.00 7340
12/10/07 B13N EMPLOYEE3 CH 60.50 784.08 38.40 3.96 4862 1137 0.00 0.60 0.00 0.00 676.73
12/20/07 HIK-N EMPLOYEE3 woll 55.00 71280 3128 7.53 4419 1033 0.00 0.00 0.00 0.00 619.47
08/10/07 E4B-N EMPLOYEE4 M 22.00 411514 54235 145.55 25514 59.67 0.00 288.06 280.00 0.00 2,544.37
09/10/07 E4D-N EMPLOYEE4 M 32,50 445352 626.94 17598 27612 6457 0.00 288.06 280.00 0.00 274185

Sample Net Pay Report in Excel Format:

A B ¢ D E f G H I | K L M N[O | P Q R 51T
1 eid name schedule register refire pln issue_dt warrant_no pay basis units fwt  swt  medicare oasdi aeic strs  pers  benefits deductions cash tof
1 505018449 employeel Al EL & ’20140103 r17]’0615 M 15 5958 3808 762 0 0343 0 SlE2 210 0 136259
3 |NA308950 employae? L EHL 5 000103 073 M I 6075 0 634 0 078 0 B8 5 0 3HN8
4 30501849  employee3 (M EMC ’20140117 r1825900 L 0 476 M9 2 00 0 0 0 00161977
5 |NAS0S3950 employeed (M EMC 5 00107 186048 L 0 47187 24 00 0 0 0 0 0 28528
§ SDS018449  employees BN EINC S5 ’20140205 r1898?30 M 19 23958 3808 3762 0 0343 0 5182 210 0 136258
7 NAS088%50 employeef BN EINC 55 00005 1998881 M B %®8 0 619 0 078 0 WY 3615 0 363638
8 |S0501849  employee? (10 E0C 5 ’20140220 r1953555 L 0 4764055 2065 00 0 0 0 0 0161976
9 |NA9083950 employees (0 EOC § ’20140220r1953?01 L 0 Sds1 249 24 0 0 0 0 0 0 028339
10 /50501849 employeey (e HPC 8 r20140305 FZOE?OM M 1§ 2958 3808 362 0 033% 0 51L& 210 0136293
11 NA3088350 employeeld (P EPL 5 ’20140305 r202?"193 M Ho%® 0 619 0 078 0 Y 615 0 363638
12 /SD501849  employeell fQ  EQC % 00320 085137 L 0B Wws 28 00 0 0 0 0 0163927
13 |NA3038350 employeel2 fQ  EQC & ’20140320 r2035281! L 0 SMs1 249 24 00 0 0 0 0 028338
14/5D501849  employeel’ HR  ERC 5 00008 19054 W 103135 88 51T 0 0473 0 5182 an 0 20648
15 NA3038350 employeeld fR  ERC & ’20140404 r2],5‘3304 M a4 67n 0 63 0 07N 0 By 3615 0 3M8L
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Labor Statistics Report

The Labor Statistics Report is a three-line report that summarizes the number of agency
employees, female employees, and faculty members for a specific payroll issue date range.

To view or print this report:

Select Report | Fixed Reports | Labor Statistics from the menu.

Enter the issue date range for the reporting period.

Click Execute.

Click Preview to view report online or click Print to produce a hard copy of the report.
Click Cancel to exit.

arwnE

Labor Statistics

lzzue Date Range

(010142014 |-[D6/20/2014 |

Begin End
Cancel | Execute | Preview | Print |
Sample Labor Statistics Report:
Issue Date Range: Begin: 01/01/2014 End: 06/30/2014

All Employees: 4,108
Women Employees: 2.943

Faculty Members: 1.855

V-12



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Quarterly Wages Report

The Quarterly Wages Report provides quarterly wages by work location or pay location. This
report is also available in report and report detail as Excel export files. Additional field data is
included in the report detail export file. This report is often used to help complete Form DE-9.

To view or print this report:

1.
2.
3.

Select Report | Fixed Reports | Quarterly Wages from the menu.

Select the year from the drop-down list.

Select the radio button for the calendar year quarter. The period accrual dates will
automatically populate.

Select the radio button to sort by work location or pay location.

Click Run. A message indicating the process is complete will appear in the top right
corner of the screen.

Click Export Detail or Export Report to create an Excel file. The Excel file will
automatically open.

Click Preview to view report online or click Print to produce a hard copy of the report.
Click Close or press ESC to exit.

‘#l Quarterly Wage Report El = | oz |
vear [PTIIRNNI-] ~@ @2 a3 o4
Close
From: To: Title: Run

Period 1: 01407142014 0143142014 Januan Preview

Period 2: 02/01/2014 02/28/2014 February Print

Period 3:  (03/01/2014 03/31/2014 March Export Detail
Export Beport

+ By Work Location By Pay Location

See sample reports on next page.
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Sample Quarterly Wages Report:

Work Location QCT NOV DEC Total Quarterly Wages

ACCOUNTING 10 5 9 73,230
ADULT & CAREER EDUCATION 42 42 40 361,208
ALCOTTELEMENTARY SCHOOL ) 73 73 822 882
ALLISON ELEMENTARY SCHOOL 35 37 33 350,541
ALTERMNATIVE ED 3 3 3 21,750

Sample Quarterly Wages Detail Report in Excel Format:

A B c D E Foll

1 eid name emp_type work_loc work_title amount

2 TT9810511 employeel C 'DIDDD 13451.6
3 TT9810511 employee2 C ’01000 DISTRICT OFFICE 13451.6
4 5X2272817 employee3 N 'DIDDD 9945.06
5 SX2272817 employeed N 'DlDDD DISTRICT OFFICE 9945.06
6 FEG044558 employees N ’DIDDD 6318.58
7 FEB044598 employeeb N 'DIDDD DISTRICT OFFICE £6318.58
8 RF9183487 employee? C ’DIDDD DISTRICT OFFICE 9892.58
9 RF9183437 employeesd C 'DIDDD 9892.58
10 V04629122 employee9 C ’DIDDD DISTRICT OFFICE 11207.22
11 V04629122 employeeld C 'DIDDD 11207.22
12 EYD126063 employeell C ’01000 DISTRICT OFFICE 15613.62
13 EY0126063 employeel2 C VDIDDD 15613.62
14 UD2962808 employeel3 C 'DlDDD 3180.54
15 UD2962808 employeeld C ’DIDDD DISTRICT OFFICE 8180.54

Sample Quarterly Wage Report in Excel Format:

A B C D E F G
1 work_loc pay_loc work_title april may june tot_wage
2 102 99 1 0
3 rDlDDD o ] o 135555
4 '01600 o ] o 158164
5 02000 0 o o 154027
6 03000 o ] 0 115090
7 (04000 0 ] ] 38133
8 I’D'EvEI'EI'U' 0 o o 144860
9 rDErDDD 0 0 o 40943
10 'DBDDD o ] o 160140
11 'IDDDD 0 o o 11285
12 | PO300 0 o o 8508
13 |Q2300 o ] 0 13046
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Monthly Totals Report

The Monthly Totals Report provides year-to-date salary and employee benefit detail by
month including June and July accruals. The report has an option to include the employee’s
home address and can be sorted by account number or earnings code. This report is available
in several export file formats.

To view or print this report:

1.

Select Report | Fixed Reports | Monthly Totals from the menu.

2. Select the radio button in front of By Account Number or By Earnings Code.
3.
4. Enter the file name next to the All Names (A — Z) field to create an export file that

Check Include Address box to include the employee’s address in the output file.

includes all employees. Enter file name(s) as appropriate to select one or more of the
other file options. All four export files can be created at the same time.

. Select the export file type from the drop-down menu.

Click Run. A message indicating the process is complete will appear in the top right
corner when the report is ready.

Export files will be saved to C:\pcprods\EXPORTS or the designated export path.
Click Cancel to exit.

@0 Monthly Totals =] =2 | ==

+ By Account Number

" By Eamings Code

v Include Address

Export File Hames

All Mames [A - Z): ALLMON

Select Names [A - 1):
Select Mames [J - B):
Select Names [5 -Z): Sthrs

File Type:  (Eycel |

Cancel | Run |

See sample reports on next page.
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Sample Monthly Totals Report by Account Number in Excel Format:

*This report contains 30 columns of data.

A B £ D E F G H I 1 K L M N Q
1 id eid name street city state zip  account bargaining fund resource goal function object location
2 TT9810511 TT9810511 employeel 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36008-27000-1310-0003933 MM '01.3 '24100.0 'SSDDS 'ETDDD '1310 '0003933
3 |TT9810511 TT9810511 employee2 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36007-27000-1310-0003923 MM '01.3 '24100.0 'ESDD? ’27000 '1310 '0003923
4 TT9810511 TT9810511 employee3 9300 IMPERIAL HIGHWAY, DOWNEY, CA "30242 01.3-24100.0-36008-27000-3111-0003933 MM ‘1.3 24100.0 736008 27000 3111 ‘0003933
5 TT9810511 TT9810511 employeed 9300 IMPERIAL HIGHWAY, DOWNEY, CA "30242 01.3-24100.0-36007-27000-3111-0003923 MM 1.3 241000 736007 27000 3111 0003923
6 TT9810511 TTS9810511 employees 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 01.3-24100.0-36008-27000-3331-0003933 MM 1.3 241000 ‘36008 27000 3331 ‘0003933
7 TT9810511 TT9810511 employeed 9300 IMPERIAL HIGHWAY, DOWNEY, CA '50242 01.3-24100.0-36007-27000-3331-0003923 MM '01.3 '24100.0 '36007 'ZFDDD '3331 '0003523
8 TT9810511 TT9810511 employee? 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 01.3-24100.0-36007-27000-3411-0003923 MM '01.3 '24100.0 '36007 '27000 '3411 '0003923
9 TT9810511 TT9810511 employeed 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36008-27000-3511-0003933 MM '01.3 '24100.0 'SSDDS ’27000 '3511 '0003933
10 TT9810511 TT9810511 employeed 5300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36007-27000-3511-0003923 MM '01.3 '24100.0 'SSDD? VZ?DDD '3511 '0003923
11 TT9810511 TT9810511 employeeld 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 01.3-24100.0-36008-27000-3611-0003933 MM ‘1.3 241000 36008 27000 3611 ‘0003933
12 TT9810511 TT9810511 employeell 9300 IMPERIAL HIGHWAY, DOWNEY, CA "30242 01.3-24100.0-36007-27000-3611-0003923 MM 1.3 241000 736007 27000 3611 ‘0003923
13 TT9810511 TT9810511 employeel? 9300 IMPERIAL HIGHWAY, DOWNEY, CA '50242 01.3-24100.0-36008-27000-3711-0003933 MM '01.3 '24100.0 ’36003 ’27000 '3711 '0003553
14 TT9810511 TT9810511 employeel3d 9300 IMPERIAL HIGHWAY, DOWNEY, CA '50242 01.3-24100.0-36007-27000-3711-0003923 MM '01.3 '24100.0 '36007 'ZFDDD '3711 '0003523
15 TT9810511 TT9810511 employeeld 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36007-27000-3751-0003923 MM '01.3 '24100.0 'SSDD? 'ETDDD '3751 '0003923
16 TT9810511 TT9810511 employeel5 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 76.0-00000.0-00000-00000-9507-0000000 MM '76.0 'DDDDD.D 'DDDDD ’DDDDD '9507 'DDDDDDD
17 TT9810511 TT9810511 employeel6 9300 IMPERIAL HIGHWAY, DOWNEY, CA "30242 76.0-00000.0-00000-00000-9511-0000000 MM 76.0 'oooo0.0 "ooooo oooce 9511 ooooooo
18 TT9810511 TT9810511 employeel? 9300 IMPERIAL HIGHWAY, DOWNEY, CA "30242 76.0-00000.0-00000-00000-9512-0000000 MM 76.0 'oooo0.0 "ooooo oooce 9512 Tooooooo
19 TT9810511 TT9810511 employeel8 9300 IMPERIAL HIGHWAY, DOWNEY, CA "30242 76.0-00000.0-00000-00000-9514-0000000 MM 76.0 'oooo0.0 "ooooo oooco 9514 Tooooooo
20 TT9810511 TT9810511 employeelS 9300 IMPERIAL HIGHWAY, DOWNEY, CA '50242 76.0-00000.0-00000-00000-9560-0000000 MM '76.0 'DDDDD.D 'DDDDD 'DDDDD '5560 'DDDDDDD
21 TT9810511 TT9810511 employee20 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 76.0-00000.0-00000-00000-9565-0000000 MM '76.0 'OOOOD.D 'DDOOO 'DDOOO '3565 'DOODDDD

Sample Monthly Totals Report by Earnings Code in Excel Format:

*This report contains 32 columns of data.

A B C D E F G H | ] K L M N 0 P Q
1 id eid name street city state zip  account code desc bargaining fund resource goal function object location |
2 TT9810511 TT9810511 employeel 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36008-27000-1310-0003933 REG REGULAR MM '01.3 '24100.0 '36008 VZFDDD '1310 '0003933
3 TT9810511 TT9810511 employee2 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 01.3-24100.0-35007-27000-1310-0003923 REG REGULAR MM 1.3 241000 3600727000 1310 ‘003923
4 TT3810511 TT9810511 employee3 9300 IMPERIAL HIGHWAY, DOWNEY, CA ’90242 01.3-24100.0-36008-27000-3111-0003933 '032 STRS CON MM '01.3 '24100.0 ’SEDDS VZTDDD ’3111 '0003933
5 TT9810511 TT9810511 employeed 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36007-27000-3111-0003923 '032 STRS CON MM '01.3 '24100.0 '36007 VZFDDD '3111 '0003923
6 TT9810511 TT9810511 employees 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 01.3-24100.0-35008-27000-3331-0003933 027 MEDCARCON MM 1.3 241000 36008 27000 3331 ‘003933
7 TT9810511 TT9810511 employee6 9300 IMPERIAL HIGHWAY, DOWNEY, CA ’90242 01.3-24100.0-36007-27000-3331-0003923 '027 MEDCAR CON MM '01.3 '24100.0 ’36007 VZTDDD ’3331 '0003923
§ TT9810511 TT9810511 employee? 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36007-27000-3411-0003923 '121 UNUM LI MM '01.3 '24100.0 '36007 VZFDDD '3411 '0003923
9 TT9810511 TT9810511 employeed 9300 IMPERIAL HIGHWAY, DOWNEY, CA '30242 01.3-24100.0-35007-27000-3411-0003923 123 LINA MM 1.3 241000 3600727000 2411 ‘o03ez3
10 TT9810511 TT9810511 employeed 9300 IMPERIAL HIGHWAY, DOWNEY, CA ’90242 01.3-24100.0-36007-27000-3411-0003923 '131 UNUMLFE MM '01.3 '24100.0 ’36007 VZTDDD ’3411 '0003923
11 TT9810511 TT9810511 employeel0 9300 IMPERIALHIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36007-27000-3411-0003923 '150 BENEFITS MM '01.3 '24100.0 '36007 VZFDDD '3411 '0003923
12 |TT9810511 TT9810511 employeell 9300 IMPERIALHIGHWAY, DOWNEY, CA '30242 01.3-24100.0-35008-27000-3511-0003933 030 5UI MM 013 241000 36008 27000 3511 ‘003933
13 TT9810511 TT9810511 employeel2 9300 IMPERIAL HIGHWAY, DOWNEY, CA ’90242 01.3-24100.0-36007-27000-3511-0003923 'DBD sul MM '01.3 '24100.0 ’36007 '27000 ’3511 '0003923
14 TT9810511 TT9810511 employeel3 9300 IMPERIALHIGHWAY, DOWNEY, CA '30242 01.3-24100.0-26008-27000-3611-0002933 032 WORKCOMP MM 1.2 41000 36008 27000 3611 'onaoaz
15 TT9810511 TT9810511 employeeld 9300 IMPERIALHIGHWAY, DOWNEY, CA 30242 01.3-24100.0-365007-27000-3611-0003923 032 WORKCOMP MM 013 221000 3600727000 3611 ‘o03gaz
16 TT9810511 TT9810511 employeelS 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 01.3-24100.0-36008-27000-3711-0003933 '237 OPEB 2 MM '01.3 '24100.0 '36008 '27000 '3711 '0003933
17 TT9810511 TT9810511 employeel6 9300 IMPERIALHIGHWAY, DOWNEY, CA '30242 01.3-24100.0-36007-27000-3711-0002923 237 OPEB2 MM 1.2 41000 3600727000 2711 ‘oooaonz
18 | TT9810511 TT9810511 employeel? 9300 IMPERIALHIGHWAY, DOWNEY, CA 30242 01.3-24100.0-35007-27000-3751-0003923 033 OPEB1 MM 013 241000 3600727000 3751 ‘on3gaz
19 TT9810511 TT9810511 employeeld 9300 IMPERIAL HIGHWAY, DOWNEY, CA '90242 76.0-00000.0-00000-00000-3507-0000000 '026 MEDCARDED MM '75.0 'DDDDD.D 'DDDDD VDDDDD '9507 VDODDDDD
20 TT9810511 TT9810511 employeelS 9300 IMPERIALHIGHWAY, DOWNEY, CA 30242 76.0-00000.0-00000-00000-9511-0000000 081 FWT MM 76.0 oo000.0 ‘00000 'ooooo 3511 "doooooo
21 TT9810511 TT9810511 employee20 9300 IMPERIALHIGHWAY, DOWNEY, CA 30242 76.0-00000.0-00000-00000-3512-0000000 082 SWT MM 76.0 00000.0 ‘00000 ooooo 3512 "doooooo
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All Employees Individual Pay Report

The All Employees Individual Pay Report displays fiscal year-to-date salary and employee
benefits detail for a specified payroll accrual or issue date range. This report is also available in
several export file formats. Additional field data is included in the export file.

To view or print this report:

1. Select Report | Fixed Reports | All Employees Individual Pay from the menu.

2. Enter an accrual date range or issue date range.

3. For optional filtering by account code segments, input values as appropriate. For
example, input 01.0 to limit report to Fund 01.0.

4. Select report sort order.
5. Select paper size for output report.
6. Enter export file name and select export file type.
7. Click Go.
Explore Individual
Enter Accrual Date Range:
From: To _Ciose |
Enter lzsue Date Range: Go
From: To:
Select Fund Rezource Goal Function Object Location
1| | | | | | | | | |
Sort Order:
[+ Mone " Account#  MName " Position

~ Legal Erewew‘ Print ‘

File: narne Tuype of Export

Select MAA Employees | Bun MAA

8. Click Preview to view online report or click Print to produce a hard copy of the report.
9. Click Close or press ESC to exit.

Do not use account filters if you want to include employer paid Medicare, OASDI, and SUI
for earned salary advance (ESA) payrolls.

See sample reports on next page.
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Sample All Employees Individual Pay Report:

Individual Pay History
OASDI  Medicare
Name Funding i Ref Issue_dt Salary 3100 3200 2300 3300 3400 3500 3600 3700 3500 3900 Sal&Bon
EMPLOYEE 1 01.3-65000.0-57500-11100-2111-0003695 10060 R29  01/28/08 47439 0.00 60.09 15,54 27.02 0.00 093 11554 0.00 0.00 0.00 79351
EMPLOYEE 2 01.2-34103.8-57500-11990-2111-0003120 100.00 KB 08103/07 42146 0.00 53.40 26.13 611 0.00 021 2613 0.00 0.00 0.00 533.44
EMPLOYEE 2 01.3-65000.0-57500-11100-21 110003695 8571 EAB 08/03/07 1,767.93 0.00 22397 109.61 25.63 0.00 088 109.61 0.00 0.00 0.00 2,237.63
2,189.39 0.00 27137 135.74 3074 0.00 109 13574 0.00 0.00 0.00 277107
EMPLOYEE 2 01.3-65000.0-57500-11100-2111-0003695 85,71 EAD 09/05/07 27681 0.00 35.06 1716 401 0.00 0.14 17.16 0.00 0.00 0.00 350.34
EMPLOYEE 2 01.3-72400.0-57500-36000-2221-0005615 14.28 EID 09/05/07 46.15 0.00 - 585 2.86 0.68 0.00 0.02 2.36 0.00 0.00 0.00 S8.42
32296 0.00 40.91 20.02 469 0.00 0.16 2002 0.00 0.00 0.00 408.76
EMPLOYEE 2 01.3-20000.0-D0000-21000-2960-0000000 100.00 HID 09/10/07 859.13 0.00 108.85 5327 1245 0.00 043 5327 0.00 090 0.00 1,087.40
EMPLOYEE 2 01.3-65000.0-57500-11100-2111-0003695 8571 BIF 1005107 2,197.93 0.00 278.46 135.10 3160 800.70 110 13627 0.00 0.00 0.00 3,581.16
EMPLOYEE 2 01.3-72400.0-57500-36000-2221-0005615 14.28 EIF 10005007 36645 0.00 46.42 2252 527 133.50 0.18 22.72 0.00 0.00 0.00 597.06
2,564.38 0.00 32488 157.62 3687 934.20 128 158.99 0.00 0.00 0.00 4,178.22
EMPLOYEE 2 01.3-65000.0-57500-11100-2111-0003695 $5.71 EIH 110507 2,197.93 0.00 278.46 13511 31.59 800.70 110 13627 0.00 LX) o000 3,581.16
EMPLOYEE 2 01.3-72400.0-57500-36000-2221-0005615 1428 E1H 110507 366.45 0.00 46.42 22.52 527 133.50 0.18 2272 0.00 0.00 0.00 597.06
2,564.38 0.00 22488 157.63 36.86 934.20 128 155.99 0.00 0.00 000 4,178.22
EMPLOYEE 2 01.3-65000.0-57500-11100-2111-0003695 8571 EAJ 12005007 2,197.93 0.00 278.46 135.11 3160 800.70 110 13627 0.00 0.00 0.00 3,581.17
EMPLOYEE 2 01.3-72400.0-57500-36000-2221-0005615 14.28 EIJ 1205007 366.45 0.00 46.42 2.52 5.27 13350 018 272 0.00 0.00 0.00 597.06
2,564.38 0.00 324.88 157.63 3637 934.20 128 15899 0.00 ¢ 000 0.00 417823
FMPLOYEE 2 01.3-65000.0-57500-11100-2111-0003685 100.00 R29  01/28/08 446.88 0.00 58.57 0.00 0.00 0.00 000 0.00 0.00 000 000 50545
EMPLOYEE 2 01,3-72400.0-57500-36000-2221-0005615 1428 R29  01/28/08 5646 0.00 278 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 59.24
503.34 0.00 6135 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 564.69
EMPLOYEE 3 01.2-33101.5-57502-11300-1110-0003907 100.00 261 09/20/07 1,834.28 15133 0.00 0.00 26.60 0.00 0.92 11373 0.00 0.00 0.00 2,126.86
EMPLOYEE 3 01.2-33101.8-57502-11900-1110-0003907 100.00 E1H 110507 1,93255 159.45 0.00 0.00 28.02 0.00 097 119.83 0.00 0.00 0.00 2,240.82
EMPLOYEE 3 01.3-65001.0-57502-11900-1110-0003508 40.00 E1H_11/05107 3,446.80 284.35 0.00 0.00 49.98 373.68 172 213.70 0.00 0.00 0.00 437023

Sample All Employees Individual Pay Report in Excel Format:

*This report contains 48 columns of data.

A B c b e[| F ] 6 ] 0 1] k|1 M N 0 P a RS
eid name schedule fund _code sfund resource sresource goal function object location issue_dt acc_dt beg acc dt end warrant_no register amount 031 03l o g
SDS018449 employesl EIM 01 [ o000 0000 342 'oooooo 20140117 70140101 om0t ‘s2si0  Emc 20 o
NA9OSE950 employee2 EIM 01 000000000 9342 'Doooooo 010117010100 oot sz mwc s 0
SDS018449 employee3 EIN 01 3700210000 1110 'ooo370s 2014005 010101 010131 'sssm0  EINC 480445 396373111
NAOSBIS0 employeed EIN 01 600131200 1211 003527 20140205 2040101 0140131 ‘msvsssr  EINC g21031 677.353111
501849 employees EIR 01 00210000 1110 0003704 owamas00r0r oot Tsorse  ERC 13326 1099311
TIoB10511 employess EIM 01 %0000 00000 5342 'oooooo 20140117 70w40101 00131 saeoss  Em-c 4o o
980511 employes? EIN 01 600727000 1310 0003923 0140205 00101 oo mssss  ENC om0 7425731
SAMBM2B employess EIM 01 %0000 00000 342 'oooooo 20140117 0w0t01 o3t s Emc Bu 0
10(5AM484423 employeed EIN 01 5750011100 1110 003695 2014005 20140101 70140131 1898346 EINC 750098 618513111
11TY1256250 employeeld EIM 01 00000 00000 3342 000000 20140117 20140101 010131 1826389 EIM-N 2830 0

r

00000
79000
30250
79000

I R R e
S WY e w & w oY W S =™
-
e e e e e e T e R R
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Last Paycheck Report

The Last Paycheck Report lists the issue date of an employee’s last paycheck. Employees
terminated within the last three fiscal years are included in the report. This report is only
available as an Excel export file.

To view or print this report:

1. Select Report | Fixed Reports | Last Paycheck from the menu.
2. A message indicating the system is opening an Excel spreadsheet will appear in the top
right corner of the screen.

Sample Last Paycheck Report in Excel Format:

A B C D E F G H I

1 |name eid emp_type empl_stat job_title prime_job pay basis last_issue hire_date

2 employee MP0619837 C A ADULT SCH TCHR HRLY 07/05/2016 10/23/1995
3 |employee2 Bx7567429 C A TEACHER K-8 2 M 02/09/2018 08/30/2001
4 |employese3 PZ6BTBT25 N T NOON SUPW/CHILD CARE SUPV 10/23/2015 05/08/2015
5 |employesd MP3371330 S T STUDENT HELPER 07/10/2015 04/01/2015
6 |employeeb FB6482109 N T NOON SUPW/CHILD CARE SUPV 10/23/2015 08/31/2015
7 |employee6 DM2201278 C A TEACHER K-8 2 M 02/09/2018 08/31/1990
8 |employes? X¥KB332804 C A COUNSELOR E M 02/09/2018 08/29/1991
9 |employeeB NB8293179 C A TEACHER HRLY 07/06/2016 07/29/2010
10 |employeed BQBISTOBO N A DIFFERENTIAL-CLASS 07/08/2016 09/16/1998
11 |employee10 GC5163998 C A ADULT SCH TCHR HRLY 07/05/2016 08/22/2006
12 |employeeid EH8377310 N A INSTR AIDE- SPEC EDUC g H 02/09/2018 12/13/2017
13 |employeei2 AM1954042 S T STUDENT HELPER 07/17/2014 05/21/2014
14 |employeei3 ERT7862667 N T FOOD SRVS ASST | SUB 11/10/2015 10/20/2014
15 |employee14 RQ7980844 N T INSTR AIDE- SPEC EDUC g H 11/09/2017 09/25/2017
16 |employee15s UHT7959205 N T COUNSELING ASST 07/08/2016 08/31/2015
17 |employee16 RUB015599 C A ASST PRINCIPAL-MIDDLE SCH g M 02/01/2018 09/27/1993
18 |employee1? AMTE31483 C A TEACHER SUB-LONG TERM 07/05/2016 11/119/2015
19 |employee18 FQ4355246 N A SECRETARY 1 [ M 02/09/2018 09/04/1996
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Annual Work Hours Reports

The Annual Work Hours — For ACA Summary Report provides a summary of hours worked
each month along with information regarding medical plan coverage and W-2 wages. The
report can be generated for one to 12 accrual periods during any period of time beginning
July 1, 2013. We recommend users carefully review report information for accuracy and
suitability before placing reliance on the data. This report is only available as an Excel export
file. It can also be produced in the comma delimited format to accommodate districts that
interface report data to other systems.

To view or print this report:

1.

2.
3.

Select Report | Fixed Reports | Annual Work Hours — For ACA | Summary from the
menu.
Enter the accrual date range for any accrual period not exceeding 12 months.
Enter certificated hours per day or certificated substitute hours per day in the field
provided as appropriate. The hours per day entered will override all certificated
assignment hours extracted from the payroll file.
Check the box in front of Display Hours by Pay Cycle to display hours worked by pay
cycle.
e This will move the information from Columns K — AB one column to the right
ending at Column AC. Column K will display the pay cycle from EDB Salary/Pay
Rate Screen 005. Column L will display the permanency indicator.
e Pay cycles are sorted in ascending order for each employee.
e Supplemental schedules are coded XX.
Make sure the LLL Database Location field is completed. If you need assistance
completing this field, please contact Richard Skaar at (626) 465-8957 or Meus Binsol
at (626) 864-0336.
Click Run to generate the report or Cancel to exit.

il Annual Work Hours E\ [=] || EZ

Accrual Date Range

[09/01 72013 |- [08/31/2014 ]
Begin End

The date range zhould be one year. Example could be
A01/20012 - 1243142012 or 11/01/2017 - 10437142012,

Uze this to overide the hours in ok Hours Paid for an employes.

Certificated Hours Per Day: 7.000
Certificated Substitute Hours Per Day: 0.000

[ Dizplay Hours by Pay Cycle

LLL Database Location |
|C:‘-,PCF"RDDST‘-,LLLBE"-,DATABASE"-,

Cancel |
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7. A message indicating system is creating summary report will appear in the top right
corner of the screen.

8. Click the Save in: drop-down arrow to select where to save the report. Users can
change the report file name and type before clicking Save.

9. The Excel file will automatically open after saving to designated location.

7 5
il Save As LJ&
Savein: | B Desktop j EF '
Size MName ’ 'S

2KB [al' UPDATE - Shortcut
1,208 KB E]HOURS.XLS
1KB [z EXPORTS - Shortcut
1KB [a) EXCEL - Shortcut
2KB 2l Drive C (ek30485gessnerk) - Shortcut

4 T

HLS file: [Fours ]
Save as type: |XLS j Cancel

Help

Fekl-

Sample Annual Work Hours — For ACA Summary Report in Excel Format:

See field descriptions on next page.

A B CID|E|F]G|H]|I | S S O O A D S O R R R R R
1 PG Produts Labor Disruton
2 Sample of Annual Work Hours - For ACA Summary Report
3
Lol mme o ennype biedie bbb wmdme gnd bevsly e pemJnd med phn oot vLvages tobous toted 0 e 20 mac 2 ap O ma O e 20 IO g 2O cep 01D e 2000 non 200 o S Fedd bkt pesion polh wolkche
5 AT encedd & 0 COSONSORUTMRRE P THHER O R A NN N T A T 7k A v 1
O ABUCHTEN) emcoeel 4 W TAOSHT CTONNES NP HImOSTOM PO T oS ASH T T 17 R 1
T WEISHLAE encoeed & 3 OGNS OB PP STOBIVRER BEIE S 1S Eo® % & ® 15 % 0 0 0 0 0 WEHE Mmom o om
B Vs nchest 4 N OHBADS TRUAR NP IERODMAT 0 R M MR IR WY M M 85 Wm0 0 W 8 % 5 oamum fwem am
§ WRITEC e A O O3S DB PP OTNMRREOARMR B AT T T T 1) 0 1
1D EoBemeh st & N OO (4D FoooF TYRATCLERC P T amu o BoF n % 4 @ 0 0 % & & ¢xuam Sawn am
(L OPese oyl T N DN DA MM F P MVENCM P B M MR D W - T T T 1
1] OB sl & N DS OO0 FooF AR O I N N N AN TN A AN A /T (1
13 PEOusd anchesd & N ORISR DYG PP HUSRMY PR o WM W WER Mm% B m o Woo®m W % W B % anTm oo mo
1 oA el T CPARM ORESHARL PP OTHDERETR PR T mmE W (I N S/ N - . 2 A7 1
19 BHSHENT enphoeslth W CEDBEDGE OGNS PP ODFMRE 0 R MR MR W 0 ® & W B B W W B W amem e omoam
10 9B enpheclT W CROURS OO UBEMF R ROFOEMRER POm B GER BB WRL 8BS W WR W BS B W W B U RS RSN MW
}Z RASRT enghpeel? A W 220006 CABAETL no P IBHENER P W M oEM e R T A N /A VA N D v 1 1
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Annual Work Hours for ACA Summary Report Field Descriptions

Column Field Field Description Source
A EID Employee Identification Number HRS EDB/Screen 003
B Name Employee Name HRS EDB/Screen 003
C Status Prime Job Status HRS EDB/Screen 004
D Emp_Type Prime Job Type HRS EDB/Screen 004
E Hire_Date Original Hire Date HRS EDB/Screen 003
F Birth_Date Date of Birth HRS EDB/Screen 013
G Term_Date Prime Termination Date HRS EDB/Screen 004
H Gender Sex HRS EDB/Screen 013
I Ben_Elig Benefit Eligibility HRS EDB/Screen 020
J Job_Title Prime Job Class Description HRS EDB/Screen 004
K Perm_Ind Permanency Indicator HRS EDB/Screen 003
L Med_Plan Benefit Plan Code HRS EDB/Screen 020
M Plan_Cover Benefit Coverage Level HRS EDB/Screen 020
N W2_Wages Total Gross-P (Code 5580) HRS EDB/Screen 034
0] Tot_Hours Total Hours Paid Report Calculation*
P Tot_Sal Total Salary Paid Report Calculation*
Q Jan_20YY January Hours Paid Report Calculation*
R Feb_20YY February Hours Paid Report Calculation*
S Mar_20YY March Hours Paid Report Calculation*
T Apr_20YY April Hours Paid Report Calculation*
U May 20YY May Hours Paid Report Calculation*
\Y/ June_20YY June Hours Paid Report Calculation*
W July _20YY July Hours Paid Report Calculation*
X Aug_20YY August Hours Paid Report Calculation*
Y Sept_20YY September Hours Paid Report Calculation*
Z Oct_20YY October Hours Paid Report Calculation*
AA Nov_20YY November Hours Paid Report Calculation*
AB Dec_20YY December Hours Paid Report Calculation*
AC | Fed YTD ngg'rlggfggzggzggo'Date HRS EDB/Screen 034
AD Barg_Unit Bargaining Unit HRS CDB/Screen 028
AE Position Prime Position Number HRS EDB/Screen 004
AF Pct_Ft Percent of Full-Time Service HRS EDB/Screen 005
AG Work_Loc Prime Work Location HRS EDB/Screen 004

*  Monthly and daily accrual hours paid are calculated by multiplying the units paid on the Pay History Earning Detail

Screen (003) by the work hours per day reflected on the EDB Salary/Pay Rate Screen (005) at the time payroll is
produced. Additional system calculations are performed for monthly assignments that are less than 100% full-time.
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The Annual Work Hours — For ACA Detail Report provides detail for each pay line by
earnings code type. The report can be generated for one to 12 accrual periods during any
period of time beginning July 1, 2013. We recommend users carefully review report information
for accuracy and suitability before placing reliance on the data. This report is only available as
an Excel export file. It can also be produced in the comma delimited format to accommodate
districts that interface report data to other systems

To view or print this report:

1. Select Report | Fixed Reports | Annual Work Hours — For ACA | Detail from the
menu.

2. Enter the accrual date range for any accrual period not exceeding 12 months. Users
can enter up to 12 accrual periods. It is best to generate the report monthly to reduce
the file size.

3. Enter the appropriate job type in the Employee Type field to view data for only one job
type. For example, enter “C” in the Employee Type field to view pay detail for
certificated assignments. It is best to leave the field blank to view all pay lines unless all
assignment job types in HRS are coded correctly.

4. Enter certificated hours per day in the field provided as appropriate. The hours per day
entered will override all certificated assignment hours extracted from the payroll file.

5. Click Run to generate the report or Cancel to exit.

iﬂAnnualWorkHourS-Detail E = 3

Accrual Date Range Employee Type

07/01/2014 |- |07/31/2014
Begin End

Use this to override the hours in work Hours Paid for an employee.

Certificated Hours Per Day: 7.000
Certificated Substitute Hours Per Day: 0.000

6. A message indicating system is extracting labor years will appear in the top right corner
of screen.

7. Click the Save in: drop-down arrow to select where to save the report. Users can
change the report file name and type before clicking Save.

8. The Excel file will automatically open after saving to designated location.

1l Save As =
Savein [ Desitop -] o B~

XLS e G ours ]

Save
Save astype: [XLS | Cancel
Help

See sample report on next page.
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Sample Annual Work Hours — For ACA Detail Report in Excel Format:

See field descriptions on next page.
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Annual Work Hours for ACA Detail Report Field Descriptions

Column Field Field Description Source
A Name Employee Name HRS EDB/Screen 003
B Emp_Type Job Type HRS EDB/Screen 004
C Job_Title Job Class Description HRS EDB/Screen 004
D Accrual_Mo Accrual Month HRS Payroll/Screen 003
E Tot_Line :::** z gltj)r?wtut}zic;?rrgg ITotaI Report Generated
F Calc_Hours Calculated Hours Report Calculation*
G Units Units HRS Payroll/Screen 003
H Pay_ Basis Pay Basis HRS Payroll/Screen 003
| Hrs_Per_Dy Work Hours Per Day HRS EDB/Screen 005
J Issue_Dt Warrant Issue Date HRS Payroll/Screen 003
K Acc_Dt_Beg Beginning Accrual Date HRS Payroll/Screen 003
L Acc_Dt_End Ending Accrual Date HRS Payroll/Screen 003
M Earning_lId Earnings Code Type HRS Payroll/Screen 003
N Earn_Desc Earnings Code Description Earnings Code Table/Screen 010
0 Amount Amount HRS Payroll/Screen 003
P Full_Time Percent Full Time HRS EDB/Screen 005
Q Pay Rate Pay Rate HRS Payroll/Screen 003
R Schedule Salary Schedule HRS EDB/Screen 005
S Pay_Months Pay Months HRS Payroll/Screen 003
T Work_Cal Work Calendar HRS Payroll/Screen 003
U Wrk_Title Work Location Description HRS EDB/Screen 005
\% EID Employee Identification Number HRS EDB/Screen 003
w Job_Class Job Class Number HRS EDB/Screen 004
X Work_Loc Work Location Number HRS EDB/Screen 004
Y Position Position Number HRS EDB/Screen 004
Z Hr_Adj HRS Adjustment Report Generated — See note below

*  Monthly accrual hours paid are calculated by multiplying the units paid on the Pay History Earning Detail Screen (003)
by the work hours per day reflected on the EDB Salary/Pay Rate Screen (005) at the time payroll is produced. Additional
system calculations are performed for monthly assignments that are less than 100% full-time and indicated by 3 asterisks
(***) in the Hr_Adj column.
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The Federal Taxes by Register Report shows federal and state tax detail by payroll register
and issue date. This report is only available as an Excel export file.

To view or print this report:

1. Select Report | Fixed Reports | Federal Taxes by Register from the menu.

2. The Excel file will automatically open.

Sample Federal Taxes by Register Report in Excel Format:

A B C

1 register issue_dt salary

2 |006-C Ir20'1-’-10'108 208.35
3 |007-N I"2EI'1¢'II3'1LTEI 1683.01
4 023-N Ir2E|'140'127" 97.02
5 |021-C Ir2EI'1-’-1I3'2L'IAI 249.96
& 036-N '2014020? 969,95
7 037-N Ir20l1-’-10l21[|' -161.95
g 038-C I"2EI'1¢'II3'211 1810.27
g 038-N I'2EI'140'211 1207.42
10 049-C Ir20'1-’-10'220 456
11 |050-C r20140221 2036
12 055-C Ir2E|'1-’-ID'226 114.51
13 |059-C '20140304 1061.99
14 062-C '20140305 1111.5
15 064-C Ir20'1-’-10'30? 1309.08
16 |065-C I"2EI'1¢'II3'31L" 970
17 069-C Ir2E|'140'312 506
18 |078-C Ir2EI'1-’-1I3'321 610.74
19 084-C '2014032? 5551.74
20 092-C Ir20'1-’-10~rflﬂél B667.56

F

D
fed_tax

19.17
40,75
9.33
34.49
184,39
-115.04
216.89
164,39
104.88
278.82
15.8
121.86
118.63
204.59
107.97
69.82
0
1000.24
61.41

E F G H I
state_tax oasdi_ded ocasdi_con med_ded med_con
4.21 ] 0 3.02 3.02
14.24 10,11 10.11 2.37 2.37
o ] 0 1.46 1.46
10.11 0 ] 3.83 3.63
60.58 60.13 60.13 14.06 14.06
-52.8 -10.04 -10.04 -2.35 -2.35
74.47 0 ] 20,75 20,75
0 59.29 59.29 19.16 19.16
28.85 ] 0 6.61 6.61
53.59 0 ] 29.52 29.52
4.63 ] 0 1.66 1.66
38.93 0 ] 15.4 15.4
20,32 0 ] 16.12 16.12
70.03 ] 0 18.98 18.98
29.91 0 ] 14.07 14.07
10.24 ] 0 ] 0
0 0 ] 8.85 8.85
397.23 0 ] 80.5 80.5
9.65 ] 0 9.68 9.68
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Public Records Request Report

The Public Records Request Report provides employee information frequently provided to
respond to public records requests. This report is only available as an Excel export file.

To view or print this report:

1. Select Report | Fixed Reports | Public Records Request from the menu.

2. Select calendar year from the drop-down list.

3. Enter life insurance GTNs as appropriate. The report will reflect all applicable GTNs if
fields are blank.

4. Make sure the LLL Database Location field is completed. If you need assistance
completing this field, please contact Richard Skaar at (626) 465-8957 or Meus Binsol
at (626) 864-0336.

5. Click Run to generate the report. The Excel file will automatically open.

i#H Public Records Request =] =@ | ==

Calendar Year:

Life Insurance GTMs: | | | [ | | | |

LLL Databaze Location |

CAPC_TRAINLLLYDATABASEY

Cloze

6. Click the Save in: drop-down arrow to select where to save the report. Users can
change the report file name and type.
7. Click Save. The Excel file will automatically open after the file is saved.

il Save As [-é&-]’
Savein: ! j L] & B

-~ Libraries

»

[ L Fomput_er

XL file: |prds Save

Price_Tiffan
I s v

Save as type: |XLS j Cancel
Help

addh

See sample report on next page.
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Sample Public Records Request Report in Excel Format:

*This report contains 35 columns of data.

Woa =R W e

10

12
13
14

16
17
18
19
20
21

eid
BS3484757
RC3962393
XX5938858
UB7352354
CAB389528
SA0319876
VN5121810
CZ5555235
(3531183903
QC4157657
FG3041658
FB7221110
¥51728535
1¥Y9176936
GC0593572
ZW5804269
JU3032295
GY0B89264
ZV1697442
TT9810511

name
employeel
employee2
employee3
employeed
employees
employee6
employee?
employeed
employee’
employeeld
employeell
employeel2
employeel3
employeeld
employeels
employeelf
employeel?
employeeld
employeel’
employee20

E

barg_unit retire_pln multi_job job_title

MG
DE
DE
Cs
MG
DE
DE
DE
DE
DE
DE
Cs
MG
Cs
DE
Cs
CN
CN
CN
MGG

s1
S35
S5
P9
g5
S35
55
S5
S5
S5
55
P9
S35
P9
S5
P9
P9
P3
P9
S35

ASST PRINCIPAL INSTR.
COUNSELOR

COUNSELOR

CUSTODIAN I

PRINCIPAL

TEACHER

TEACHER

TEACHER

TEACHER

TEACHER

TEACHER

CUSTODIAN I

PRINCIPAL

RECEPTIOMIST

TEACHER

ACCOUNT TECHNICIAN |
ACCOUNT TECHNICIAN 111-D1
ADMINISTRATIVE SECRETARY
ADMINISTRATIVE SECRETARY
ASST PRINCIPAL INSTR.

work_title

APPLE HIGH SCHOOL
APPLE HIGH S5CHOOL
APPLE HIGH 5CHOOL
APPLE HIGH SCHOOL
APPLE HIGH SCHOOL
APPLE HIGH SCHOOL
APPLE HIGH SCHOOL
APPLE HIGH SCHOOL
APPLE HIGH SCHOOL
APPLE HIGH S5CHOOL
APPLE HIGH SCHOOL
ARROWHEAD HIGH SCHOOL
ARROWHEAD HIGH S5CHOOL
ARROWHEAD HIGH 5CHOOL
ARROWHEAD HIGH SCHOOL
DISTRICT OFFICE

DISTRICT OFFICE

DISTRICT OFFICE

DISTRICT OFFICE

DISTRICT OFFICE

H 1

sal_min sal_max
111523 118784
50206 89648
50206 89648
32700 45984
115425 127676
47337 86796
47337  B6796
45394 74086
47337 86796
47337 86796
50206 89648
32700 45984
111822 122827
29676 41784
45394 74086
37860 53292
45456 64176
64176 67440
64176 67440
106690 113831

J

salary
35828.8
25179.04
44878.9
17437.68
45072
29870.77
8120
39892.05
24539.2
35957.2
25736.82
18229.51
52947.35
5892.16
34101.2
28639.65
22578
23671.85
39345
48979
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GASB 67 Report

The GASB 67 Report provides a year-to-date summary of payroll expenditures by fund and
object. This report is only available as an Excel export file.

To view or print this report:

1. Select Reports | Fixed Reports | GASB 67 from the menu. A message indicating the
GASB 67 data is processing will appear in the top right corner of the screen.

2. Click the Save in: drop-down arrow to select where to save the report. Users can also
change the report file name and type.

3. Click Save. The Excel file will automatically open after saving to designated location.

il Save As B
Savein: | B Deskiop j |‘=_°F "
Libraries -
= Systemn Folder
J Price_Tiffany
& Systemn Folder
5 L (_Zomput_er. . -
HLS file: |Iaborjasb5?:ds Save
Save as type: |)(LS j Cancel
Help
[

Sample GASB 67 Report by Fund and Object in Excel Format:

A | B C
1 fund object labor_amt
2 01 1110  2238935.6
3 01 130  29119.69
4 lo1 1140 13517.3
5 01 1211  801644.66
6§ 01 1214  73678.05
7 o1 230 1446.38
g 01 1310  728773.41
s 01 1914  315550.96

F L
10 |01 15930 3042
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Deductions & Contributions Report

The Deductions & Contributions Report is based on the PAYR121 Deduction Register. It
displays employee deduction and contribution amounts based on GTN code and accrual end
date or warrant issue date. This report can be submitted to common remitters as payment
back-up documentation.

To view or print this report:

1.

no

oA

Select Report | Deduction & Contributions from the menu. If Deduction &
Contributions does not appear on your menu, exit PC Labor and log back in.

Enter Deduction GTN and or Contribution GTN using the drop-down menu.

Enter Accrual Ending Dates or Accrual Month or Schedule or any combination of the
three using the drop-down menu.

To filter by issue date, enter Issue Date Range using the drop-down menu.

Check Include Address box to include the employee’s address in the output file.

Click Run to generate the report or Close to exit. The 9-digit SSN will appear in Column
C of the output file if your user security includes SSN access.

i Deductions & Contributions = =] &2 I

Sample Deductions & Contributions Report:

Deduction GTN

Contribution GTN

|056 - APPLE ARP |

|057 - APPLE ARP |

[0s/15/2m9  ~[[ossmizome ~] | ~] | =]
Accrual Ending Dates Accrual Month Schedule
[05/0172019  ~[[osr2972019  ~] | ~] | ~|
|ssue Dates Range |zzue Date |ssue Motth
Aun Clasze

7. Click Save. The Excel file will automatically open after the file is saved.

A B T D 3 F G H | J K L M N
1 |EID NAME EMP_S5N SCHEDULE GTN ISSUE_DATE END_DATE ACTION DED_AMT CON_AMT STREET cITy STATE ZIP
2 |AB1234567 ALEMANJUDY  xxx-xx-1111 41 057 05-23-2013 05-15-2019 CONTRIBUTION 0.00 3.51 1234 COASTHWY  HARBORCITY CA 90710
3 |AB1234567 ALEMANJUDY xxx-xx-1111 HIU 057 05-24-2019 05-15-2019 CONTRIBUTION 0.00 23.46 1234 COASTHWY  HARBORCITY CA 90710
4 |AB1234567 ALEMANJUDY  xxx-xx-1111 41 056 05-23-2019 05-15-2019 DEDUCTION 3.51 0.00 1234 COASTHWY  HARBORCITY CA 90710
3 |AB1234567 ALEMAN,JUDY  xxx-xx-1111 HIU 156 05-24-2019 (05-15-2019 DEDUCTION 2346 0.00 1234 COASTHWY  HARBORCITY CA 90710
6 |CD8912345 BROWN,JANE  xxx-xx-2222 41 157 05-23-2019 (05-15-2019 CONTRIBUTION 0.00 4,21 1723 W, 1515T GARDENA CA 90249
7 |CD8912345 BROWN,JANE  xxx-xx-2222 HIU 057 05-24-2013 05-15-2019 CONTRIBUTION 0.00 2747 1723 W. 1515T GARDENA CA 90243
8 |CD8912345 BROWN,JANE  xxx-xx-2222 41 056 05-23-2013 05-15-2019 DEDUCTION 421 0.00 1723 W, 1515T GARDENA CA 90243
9 |CD8912345 BROWN,JANE  xxx-xx-2222 HIU 056 05-24-2019 05-15-2019 DEDUCTION 2747 0.00 1723 W, 1515T GARDENA CA 90248
10 EF7894612  JONES,MICHAEL xxx-xx-3333 HIU 057 05-24-2019 05-15-2019 CONTRIBUTION 0.00 12.87825GOLDMANDR COMPTON CA 90220
11 |EF7894612 JONES,MICHAEL xxx-xx-3333 HIU 156 05-24-2019 (05-15-2019 DEDUCTION 12.87 0.00 825GOLDVMANDR COMPTON CA 90220
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Report Components

This section covers the three primary components needed to create a report definition (report):
selection criteria, grouping definition, and format. All three components are needed to
successfully generate reports, labels, letters, or export files. The selection criteria component
is also used to filter certain PC Labor explore output.

Report Component Description

Selection Criteria (Records) | What records do you want to see? (e.g., classified employees on
payroll schedule E1D)

Grouping Definition (Rows) | How do you want to arrange records? (e.g., sort, total, and page
break by pay location)

Format (Columns) What data do you want to see in columns on the report? (e.g.,
employee name, issue date, accrual beginning and ending dates)
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Selection Criteria

Selection criteria determines which payroll records to include in a list or report. Create
selection criteria to limit the data to a specific group of records or include all records. In
simplest terms, selection criteria is one or more pre-defined conditions saved with a specific
name. It does not impact sorting or formatting of data.

Create New Selection Criteria

There are two options for creating new selection criteria. The first option is covered in this
section of the user guide. The second is covered in Section 7 — Building & Viewing Custom
Reports.

Menu | Menu Item Description

Report | Selection Criteria Build selection criteria for use with Explore features
or the Report Builder

Report | Report Definition Build selection criteria within the Report Builder as
a component of the report

To create a new selection criteria:

1. Select Report | Selection Criteria from the menu.
2. Highlight New and click Select.

il Library List 23

| 13 Selection Criterias

]

E4R

EMPLID WO
EMPLOYEE PAY_SC
FUND 01 O%T
FUND =01

ISSUE DATE
MOMTHLY WaGE
0BJ 2 TEST
OBJECT MAJOR 1
ovT

REGULAR P&y FOR 10/01/37
SwT

Select | Cancel | Help

VI-4



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

3. Enter a name for the selection criteria. There is no set naming convention for report
components. Users can enter any name.

i# Selection Criteria =

[EMPLOYEE PAY_SELECTION CRITERIA ]
Available Fields

List Yalues
ACCOUNT PERCENT -

Valid 0K
Conditions Join | F10 Save
Equal To - OR
Help
c | Tables
Insert \

Remove Al Remove | WP| |

4. Select a field from the Available Fields drop-down list. Refer to the Appendix on
pages A-3 through A-5 to view the list of fields available.

Available Fields

ACCOUNT PERCENT ﬂ
BATCH NUMBER

EARNINGS CODE
EID

EMPLOYEE TYPE

TnEert

5. Select a comparison operator from the Conditions drop-down list. Refer to the
Appendix on Page A-7 to view the complete list of operators and descriptions.

Conditions

Greater Than Equal To
Less Than

Less Than Equal To
Belween

6. Click Valid under List Values to display available field values. Select a value from the

drop-down list or enter the value for the condition in the 3 Character Example box.

3 Character Example
[OwT

c |

7. Click Insert to add this condition to the selection criteria.

EABNINGS CODE  Equal To OVT

8. Repeat steps 4 - 7 to add additional conditions.
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9. Click E10 — Save or press F10 when finished.

ﬂ Selection Criteria

E3
[EMPLOYEE PéY_SELECTIOM CRITERILA, |

Available Fields List ¥alues
[REGISTER ~| Valid | LS
Conditions Join F10 Save
[Equal To ~| OR |

Help
5 Character Example

H Tables
Ingert |

ERRNINGS CODE Equal To ovT

Remove Alll Remove |! Q

10. Click Save.
i save ]

Save Selection Criteria As

[EMPLOYEE PAY_SELECTION CRITERIA, |

Save Cancel

11. Click OK or Esc to exit Selection Criteria.
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Other Selection Criteria Features

A selection criteria contains one or more conditions. Each condition limits the records that
appear in the report or in the explore list.

Create a Condition with a List of Values

Create a condition to select records with values that match or do not match a list of example
values. The In List operator selects records with values that match the example values.
The Not In List operator selects records with values that do not match the example values.

To create a condition to match a list of values:

1. Select a field from the Available Fields drop-down list.

2. Select In List from the Conditions drop-down list.

3. Click Valid to display available values for the selected field.

4. Double-click the condition values. The values will appear in the Example box.

il Selection Criteria 3
[FAYROLL REGISTERS |
Available Fields List Walues
[REGISTER ~] Valid | LS
Register Val
Conditions Join E1BLC ST omer . F10 Save
[in List ] oR | leen
__Help_|
% Character Example E1C-M J
C3C-CE1CC C E10-C Tables
E10-M
Insert | E1E-C -

Remove Alll Remove |!£

5. Click Insert to add the condition.

C3C-C,E1C-C
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Create a Condition with a Range of Values

Create conditions to select records with values that include a range of values or exclude a
range of values. A Between operator will select records with values between the beginning
and ending range boundaries as well as values equal to the two boundary values. A Not
Between operator will select records with values outside the boundary range.

To create a condition to select records within a range of values:

1. Select a field from Available Fields drop-down list.

2. Select Between from the Conditions drop-down list.

3. Click Valid to display a list of possible values for the selected field.

4. Double-click the beginning range value in the Valid drop-down box. If the value is not
listed, type it in the Example box.

Double-click the ending range value in the Valid drop-down box. If the value is not
listed, type a comma (,) followed by the value.

6. Click Insert to add the condition to the selection criteria.

o1

BATCH NUMEER Between 800, 850 [ « |

Condition Connectors

Condition connectors join two or more selection criteria conditions. By default PC Labor joins
multiple conditions with an invisible AND. The first condition must be true, AND the second
condition must be true, AND so on for a record to be selected.

Conditions can also be joined together using OR to create more complex selection criteria.
When OR is used, only one condition must be true for a record to be selected. If there is a
condition set (more than one condition) preceding or following OR, only one condition or
condition set must be true, but all conditions within the set must be true for a record to be
selected.

To join conditions using OR:

1. Create the first condition and insert it in the selection criteria.
2. Click OR.

3. Create the second condition and insert it into the list.

4. Repeat steps 2-3 to join additional conditions using OR.

BEEISTER Between E1B-M, E1H-N
BLTCH NUMBER Equal To 21z
REGISTER Less Than E1J-M,EL1L-N
BATCH NUMBER Equal To 814
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Edit Selection Criteria

Remove Conditions from the Selection Criteria
Remove conditions from selection criteria:
e Click Remove to delete only the selected condition
e Click Remove All to clear all of the conditions
Remove

Remove All

Change Condition Order

Use the up and down arrow buttons to change the order of the conditions. In most cases, the
order of the conditions will not affect search results.

e Click the down arrow button to move the selected condition down one position

e Click the up arrow button to move the selected condition up one position

hdlrN

Change Existing Selection Criteria

To edit conditions after selection criteria has been saved:

Select Report | Selection Criteria from the menu.

Highlight the selection criteria to edit and click Select.

Double-click to edit a condition line. Insert will change to Overwrite.

Make changes to the condition.

Click Overwrite to update the condition.

Repeat steps 2-4 to insert, remove, or arrange other conditions as needed.

Click Save if using the same selection criteria name. Otherwise, enter a new name and
click Save.

Press “Y” to overwrite the existing selection criteria.

NoakswNE

o

Mame already exizts. overwnte Y or H ?

‘ The message above will not appear if the selection criteria is saved using a new name.
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Delete Selection Criteria

To delete selection criteria:

1. Access the Report Builder by selecting Report | Report Definition from the menu.

2. Select the desired selection criteria to delete from the Selection Criteria drop-down list.
3. Click Delete at the bottom of the window or press Delete on the keyboard.

4. Click Yes.

il Delete £3

Delete Selection Criteria

TEST I

VI-10



Los Angeles County Office of Education PC Products Labor Distribution User Manual
Division of School Financial Services

Grouping Definition

Grouping definition determines the following elements of a report:
e Sort order
e Subtotaling
e Placement of page breaks

There are two options for creating new grouping definitions. The first option is covered in this
section of the user manual. The second is covered in Section 7 - Building & Viewing Custom
Reports.

Menu | Menu Item Description
Report | Grouping Definition Build grouping definition for use with the Report
Builder
Report | Report Definition Build grouping definition within the Report Builder
as a component of the report

Create New Grouping Definition

To create a new grouping definition:

1. Select Report | Grouping Definition from the menu.
2. Highlight New and click Select.

i Library List £2

| 9 Grouping Defimtions

200EMPLOYEE MAME

ACCOUNT, EMPLOYEE MAME
ACCOUNT, SCHEDULE, ISSUE DATE
CLASS MM SORT

CUSTOM ExPLORE TIME

EMPLOYEE NAME, ACCOUNT
EMPLOYEE MAME, ISSUE DATE
EMPLOYEE PAY_GROUPING DEFINITION
SCHEDULE EMPLOYEE MAME

Select| Eancel| Help |
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No o

10.

Enter a name for the grouping definition.

Double-click a field in the Available Fields drop-down box to add it to the Sort Order
drop-down box.

Repeat Step 4 to include additional fields.

Use the up or down arrow to change the sort order.

Click Ascending or Descending to establish the sort order of the selected field.

e A plus sign (+) appears in front of fields with records sorted in ascending order.

e A minus sign (-) appears in front of fields with records sorted in descending order.
Highlight a field name in the Sort Order drop-down box and click Remove to remove it
from the sort order. Click Remove All to remove fields from the Sort Order drop-down
box.

Click E10 — Save.

i# Grouping Definition £3
[EMPLOYEE P&Y_GROUFING DEFINITION |
Available Fields Sort Order
ACCOUNT PERCENT | Ascending |+
ACCRUAL BEG. DT _ _—T
ACCRUAL EMD. DT Descending |-
Page Breaks| [smouUMT
BARG UNIT DESC
F10-Save | BARGAINING INIT A VY
L CANCEL DAT Remove
EARMINGS CODE
Help EARMINGS TITLE Remove All
EID hd
Click Save.
il save £3

Save Grouping Defimtion As

[EMPLOYEE PaY_GROUPING DEFINITION |

Save | Ean-::el|

11. Click OK or press Esc to exit Grouping Definition.
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Other Grouping Definition Features
Create Subtotals

Subtotal amounts on the report when the subtotal field value changes.
To create report subtotals:

1. Click Sub Total on Grouping Definition to access Sub Totals. The subtotals definition
name will be the same as the grouping definition name.

2. Double-click a field in the Available Fields drop-down box to add it to the
Sub Total drop-down box. Only fields listed in the Sort Order drop-down box on
Grouping Definition can be used to subtotal data.

3. Repeat Step 2 to include additional subtotals.

4. Use the up or down arrow to change the subtotal order.

5. Click OK when finished to return to Grouping Definition.

i Sub Totals 3

[EMPLOYEE Py GROUPING DEFIMITION |

Available Fields Sub Total

[ Grand Totals

Al vl
Remove

Help Aemove All

6. Click F10 — Save on Grouping Definition to save the change.
7. Click OK to exit Grouping Definition.
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Create Page Breaks

Create a page break when the page break field value changes.
To create page breaks:

1. Click Page Breaks on Grouping Definition to access Page Breaks. The page breaks
definition name will be the same as the grouping definition name.

2. Double click a field in the Available Fields drop-down box to move it to the Page
Breaks drop-down box. Only fields listed in the Sort Order drop-down box on Grouping
Definition can be used to create page breaks.

3. Repeat Step 2 to include additional page breaks.

4. Click OK when finished to return to Grouping Definition.

il Page Breaks 22

|EMPLOYEE P& GROUPING DEFIMITION |

Available Fields Page Breaks

BATCH NUMBER SCHEDULE &

A v

(1] 4
Q Hemove
Help Remove All

5. Click E10 — Save on Grouping Definition to save the change.
6. Click OK to exit Grouping Definition.
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Output Formats

Format determines which fields appear on reports, labels, letters, export files, and the order in
which the fields appear. Each column on reports and in output files represents a data field.
Each row represents a record that matches selection criteria conditions.

There are four functional output formats in PC Labor. List Format and List Export are the
output formats most often used. The label and letter output types are not used as often
because many users find it easier to export data from the application to create letters and
labels using the mail merge feature in Microsoft Word or other software.

List Format
List Export

Label Format

e [etter Format

Report Builder
Top af Page Title for List

Reports
New
Last Run | Hi I | I
Selection Criteria Yiew Box
-]

Sorts/Subtotals/FPagebreaks

Lizt Format

Export File Mame Type ﬂ

[ Format

|abel Format

Letter Format

— - o
M
B e o o - - - - o -

laraph Format

Edit Delete
F3 DEL F10 F11 F1

Cloze
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List Format

List Format determines which field data appears as columns on a report and the order in which
the fields appear. The number of columns displayed on a report depends on the page
orientation, paper size, font size, and page width. Up to three lines of field data per record can
be reflected on a report. The format does not affect the sort order.

Create List Format

To create a new list format:

1. Select Report | Report Definition from the menu.
2. Select the blank value from the List Format drop-down list in the Report Builder.
3. Click Edit or double-click the Nothing in Here line in the View Box to go to List Format.

Report Builder
Top of Page Title for List

Reports
| ﬂ Hew |
29

Lazt Run | I I | I

Selection Criteria Yiew Box
lecthiug In Here
Sontz/Subtotals/Pagebreaks |
Lizt Format
Export File Namel:l Tupel hd
Label Format | Fommat Jl
Letter Format |
Graph Format
Edit Delete | Save | Bun Dutput Close
Fa DEL F10 F11 F1
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4. Enter a name for the list format.

5. Double-click a field name(s) in the Available Fields drop-down box to add it to the
Line 1 drop-down box.

6. Repeat Step 5 to include additional fields.
7. Click Line 2 and/or Line 3 as appropriate to add additional lines of field data.
8. Click F10 — Save.
A List Format 23
[EMPLOVEE PaY_FORMAT |
Awailable Fields Line 1 Length 77
ACCOUNT EGETT . - |
Line 2 ACCOUNT PERCENT 1l e
ACCRUAL BEG. DT ISSUE DATE
Line 3 ACCRUSL EMD. DT || [EARMINGS TITLE ﬂ ﬂ
- AMOUNT REGISTER Suppress
Options BARG LMIT DESC BATCH MUMBER F
F10- Save | [PAFGAINING UNIT
oK CANCEL DATE Remove
Help FAHN‘lNGS EDDF Remove All
9. Click Save.

ﬂ Save =3

Save List Format As

[EMPLOYEE PAY_FORMAT

Save | Eam::el|

10. Click OK or press Esc to exit List Format.
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List Format Options
Suppress Report Data

Suppress prevents the field value from repeating on subsequent lines. If an account appears
on a report 20 consecutive times, the account will only print on the first line. The next 19 lines
in the account field will be blank.

To suppress field data:

1. Highlight the field and click Suppress. Two asterisks (**) are displayed next to fields
with the suppress option.

Line 1

EMPLOYEE MAME
ISSUE DATE

ArACLUNT

2. Click F10 — Save to update the format.

List Options

List Options provides additional format features. The option(s) selected will be applied to all
reports.

Option Description
Double Space on Account Adds an additional line between each account
Summary Mode Only reflects total lines

Skips the number of records entered in the

Skip Records adjacent drop-down box

To select additional format features:

1. Click Options on List Format to display format options.
2. Check the box next to the selected option(s).
3. Click OK to save the settings and return to List Format.

B
[ iDouble Space on Account
[~ Summary Mode

" Skip Records | 1|=
| 0K I

4. Click E10 — Save to update the format.
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List Export

List Export creates electronic output files in various file formats. Export files contain the same
fields and records reflected on the formatted report but do not include subtotals, totals, page
breaks, report titles, or other grouping and format features.

List Format

Export File Name| | T.VDGI

| Format

KN KN

Create List Export File

To create a list export file:

1. Select an existing report from the Reports drop-down list.
2. Type the export file name in the Export File Name field. Do not include spaces or
symbols as part of the file name.
3. Select the export file format from the Type drop-down list. The following file formats are
available:
e Excel
e Lotus 123
e Database (DBF) - use when spreadsheet file exceeds 16,383 lines
e Text
e Tab Delimited (Tab)
e Comma Delimited (Comma)

4. Check the Format box to produce text in its proper case. Otherwise, the text is in capital
letters.

The case for acronyms or abbreviations may not reflect accurately if the Format box is
‘ checked. Refer to the Appendix on Page A-8 for instructions on opening DBF file(s)
with Excel.
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Label Format

Label Format creates mailing labels with up to five different lines. One or more lines can be left
blank.

Create Label Format

To create a label format:

1. Select Report | Report Definition from the menu.

2. Select the blank value from the Label Format drop-down list in the Report Builder.

3. Enter a name for the label format.

4. Double-click a field name in the Available Fields list box to add it to the Line 1 list box.
Most labels have one field per line except address labels which usually have the city,
state, and zip code reflected on the same line.

5. Select the appropriate radio button at the bottom of Label Format and repeat Step 4 to
add a field to one or more of the remaining lines.

6. Click E10 — Save or press F10.

il Label Format X

Label Famat [EMPLOYEE PaY LABELS |

Available Fields Line 1 Line 4

FUMCTION -
FUMD

GOAL

GROSS TOMET

GTH DESCRIPTION Line 2 Line 5
[SSUE DATE —
JOB CLASS #

LOCATION
Loc 2 Line 3
LOC_4
OBJECT - A BRemove

W Bemove All

0K | F10-Save
Help T Linel © Line2 * Line3 { Lined ' Line5

7. Click Save.

il save 3

Save Label Definition Az

[EMPLOYEE PAY _LABELS |

Save Cancel

8. Click OK to exit Label Format.
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Letter Format

Letter Format enables users to select fields to include in a mail merge. This feature is rarely
used in PC Labor. Please contact Technical Support staff if you need assistance setting up a
letter format.

Graph Format

Graph Format is not currently available. Most users create graphs and charts in Excel or other
software using data exported from PC Labor.
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PC Labor Report Builder

The PC Labor Report Builder is a powerful tool for creating a wide-range of on-demand custom
reports using HRS payroll data available in the application. In the Report Components Section
of the user manual, the three primary building blocks of reports (selection criteria, grouping
definition, and format) are covered in detail.

In this section, we demonstrate how to:

Create a report using existing report components
Create a report using new report components
Edit an existing report

Generate a report to create report output

Preview, print, and export report output
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Create Reports Using the Report Builder

Create Report Using Existing Report Components

To create a report using existing report components:
1. Select Report | Report Definition from the menu.

Report Builder
Reports Top of Page Title for List
Hew | |
24 )
Last Run [7 7 N | <€ Number of user’s custom reports
Selection Criteria View Box
Sorts/Subtotals/Pagebreaks
=
|Lisl Format
Export File Mame Type] hd
Label Format | Fomat |
Letter Format
Graph Format
~|
Edit | Delete | Save | Bun | Dutput | Cloze |
F3 DEL F10 F11 F1

2. Select a selection criteria from the Selection Criteria drop-down list.
EMPLOYEE PAY_SELECTION CRITERIA is selected for this illustration.

Report Builder

Reports Top of Page Title for List
| j New |
24

Last Fun | I I | I
Selection Criteria View Box
e T W - [oves oo _auar ov:
|Snrls!Subtnlals!Paqehleaks | : = - .
|List Format
Expart File Name Type hd
|Lahe| Format | Farmat |
Letter Format
| ~|
Graph Format

Edit Delete | Save | Bun DOutput Cloze
F3 DEL F10 F11 F1
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3. Select a grouping definition from the Sort/Subtot
(grouping definition is the same as sort/subtotals/
PAY_GROUPING DEFINITION is selected for thi

PC Products Labor Distribution User Manual

als/Pagebreaks drop-down list
pagebreaks). EMPLOYEE
S illustration.

Report Builder

Reporis Top of Page Title for List

| ﬂ New |

[ 24

Lazt Run | Iy | | |
Selection Criteria Yiew Box

EMPLOYEE PAY SELECTION CRITERIA j| SORT CN BATCH NUMBER RESCENDING
Sontz/S5ubtotals/Pagebreaks — .
List Format
Export File M anne Tupe hd
L abel Format [ Format |
Letter Format
Graph Format

Edit Delete | Save Bun Dutput Close
F3 DEL F10 F11 F1

4. Select a list format from the List Format drop-down list. EMPLOYEE PAY_FORMAT is

selected for this illustration.

Report Builder
Reports Top of Page Title for List
| ﬂ Hew |
[ 24
Lazt Bun | I | | |
Selection Criteria Yiew Box
EMPLOYEE PAY SELECTION CRITERIA ﬂ| LINEL EMPLOYEE NRME
LINEL EID
ﬁ::’s;msUI:D];:I;JPG:DTQBI::;;‘?:SDEFINITION ﬂ| LINEL ISSUE DRIE
— LINEL ERZBNINGES TITLE
Lizt Format LINEL REGISTER
Expaort Filz Name: Type hd
| abel Format [ Format |
Letter Format
~|
Graph Format
| |
Edit Delete | Save | Bun Output Cloze
F3 DEL Fi0 F11 F1
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5. Enter the Export File Name and select the Type from the drop-down list.
6. Enter a report title, message, or note in Top of Page Title for List as appropriate. It will
appear in the upper left corner of the formatted report.
7. Click Save or press F10.
8. Enter the report name when prompted. PC Labor will suggest a name for the report
based on the selection criteria name.
9. Click Save.
10. Click Run to generate report output.
11. Click Qutput to preview, print and/or export report.

/
Report Builder /
Reports Top of Page Title for List
Owertime E arnings
|E]>.IPL.UYEE PAY REPORT j Hew |
29
Last Run [09/11/2018) [15:32:18 |
Selection Criteria View Box
|EMPUDYEE PAY SELECTION CRITERIA ~|
Sortz/Subtotalz/Pagebreaks
|EMPUDYEE PAY_GROUPING DEFINITION _:J
List Format
|E]>[PL.CIYEE PAY_FORMAT hd
Export File Name|EMPLODY T}'l:lel Excel hd
Label Format | Fomat
~|
Letter Format
Graph Format
~]
Edit | Delete | Save | Bun Output Close
F3 DEL F10 F11 F1

Report Sample

EMPLOYEE HAME EID IS5UE DATE EARN DESC REGISTER BATCH HO
SHELIOH , CLAIRE H. BPOTR221Ee 11/05/713 O IM & HE ELH-N 212
SHELTOW,CLAIRE H. BFO7422316 OQES05513 O TH & HF ELB=NW 212
SHELTON,CLAIRE H. BPOT42216 10/04/13 OT TM & HF ELF-H 212

Users can enter titles or other information that will be displayed in the upper left corner on
‘ formatted reports. Titles, messages, and notes are not included in Excel or other export
files.
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Create Report Using New Report Components

To create a report using new report components:
1. Select Report | Report Definition from the menu.

Report Builder
Beports Top of Page Title for List
Hew
Last Fun | il | | |
Selection Criteria Yiew Box
=
Sorts/Subtotals/Fagebreaks
=
List Format
Export File Mame Type] z
| abel Format | Fomat
I <
Letter Format
| -]
Graph Format
T -]
Edit | Delete | Save | Bun | Dutput | Close |
F3 DEL Fi0 F11 (=

2. Select the blank value from the Selection Criteria drop-down list.
3. Click Edit or double-click the Nothing in Here line in the View Box to go to Selection
Criteria.

Report Builder
Top of Page Title for List

Reports
j Hew |
29

Last Run | I I | |

Selection Criteria Yiew Box

j Nothing In Here

Sorts/Subtotals/Pagebreaks |

List Format
Expart File Mame Type |
[~ Format

Label Format

l

Letter Format

Le|

Graph Format

|

Edit | Delete | Save | Bun Output Close
F3 DEL F10 F11 F1
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4. Enter a name for the selection criteria. PAYROLL EARNINGS CODE _
SELECTION CRITERIA is entered for this illustration.

il selection Criteria

3
[PAYROLL EARMINGS CODE_SELECTION CRITERIA |

Available Fields List Yalues
[ACCOUNT PERCENT ~| Valid | UK
Conditions Join F10 Save
[Equal To -] o |

Help

g Tables
Inzert |

HemoveAII| Remove |!£

5. Select a field from the Available Fields drop-down list.
Available Fields

ACCOUNT PERCENT ﬂ
SACS_FUND

SACS_RESRC

SCHEDULE

SEx

SFUND

SPECIAL PROG.

STATUS 7

6. Select a comparison operator from the Conditions drop-down list.

Conditions

EqualTo_Jd

Lezs Than -
Less Than Equal To
Between

Mot Between

Mot in List
Anywhere in -

7. Click Valid to display available values.

List Values
Yalid
Schedule ¥alues
343 -
346

38 |

Cac
Cak
C3E =
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10.

11.
12.

13.
14.
15.
16.

Double-click the beginning range value in the Valid list box. If the value is not listed,

type it in the Example box.

3 Character Example
L3030 c |

Double-click the ending range value in the Valid list box. If the value is not listed, type a

PC Products Labor Distribution User Manual

comma (,) followed by the value.
Click Insert to add the condition to the selection criteria.

In List

38, C3C

Repeat steps 5 — 10 to add additional conditions.
Click E10 — Save when finished.

Click Save.

Insert

i Selection Criteria 23
[P&vROLL EARNINGS CODE_SELECTION CRITERIA |
Available Fields List Values
[SCHEDULE ~] Valid | OK
- 5 Schedule Yalues

Conditions Join 3 " F10 Save
[1n List -] or | [

C3a Help
3 Character Example C3E

Tables

FlemnveAII| Remove |!£

Click OK or press Esc to return to the Report Builder.

Select the blank value from the Sorts/Subtotals/Pagebreaks drop-down list.
Click Edit or double-click the Nothing in Here line in the View Box to go to Grouping

Definition.

Report Builder
Reports

=] New |

23

Top of Page Title for List

Selection Criteria

View Box

|DBYRDL.L. EARNINGS CODE_SELECTTION E'.RITIﬂ| Nothing In Here

Sorts/S uhlulals!Fai ebreaks J

List Format
=

E=port File Mame Type| d

| abel Format [ Format
~|
=

Graph Format
=]

Letter Format

Edit | Delete Save

Bun

Output LClose

F3 DEL F10

F11

F1
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17. Enter a name for the grouping definition. PAYROLL EARNINGS CODE_GROUPING
DEF is entered for this illustration.

18. Double-click a field name in the Available Fields list box to add it to the Sort Order list
box.

19. Repeat Step 18 to include additional sort fields.

20. Click Sub Totals on Grouping Definition to include report subtotals.

i Grouping Definition £2

[P&YROLL EARNINGS CODE_GROUFING DEF |

Available Fields Sort Order

ACCOUNT PERCENT |/ |+ scHEDULE
Sub Totals | larcRusl BEG. DT | |
ACCRUALEND. DT Descending |-
Page Breaks| |AMOUNT —_———
BARG UNIT DESC
F10-Save | [gARGAINING UNIT ﬂ ﬂ
BATCH NUMBER
LS CANCEL DATE Remove
EARNINGS CODE
Help EARNINGS TITLE Remove All
EID M

Ascending |+

duilid

21. Double-click a field in the Available Fields list box to add it to the Sub Total list box.
22. Repeat Step 21 to include additional subtotals.
23. Click OK when finished to return to Grouping Definition.

i Sub Totals 2

[FAYROLL EARNINGS CODE_GROUFING DEF |

Available Fields Sub Total
| Grand Totals

SCHEDULE

Al v
Remove

Help Remove All

24. Click E10 — Save.
25. Click Save.
26. Click OK to return to the Report Builder.
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27. Select the blank value from the List Format drop-down list in the Report Builder.
28. Click Edit or double-click the Nothing in Here line in the View Box to go to List Format.

Report Builder

Reports Top of Page Title for List
| j Hew |
29
Last Run |/ / | | | L=
Selection Criteria View Box

PAYROLL EARNINGS CODE SELECTION I:RI'[‘]ﬂlNc:thing In Here

Sortg/Subtotals/Pagebreaks
PAYBOLL EABNINGS CODE_GROUPING DEF jl

Lizt Format

I -
Export File Name: Type hd
Label Format | Foimat
-]
Letter, Format
~|
Graph Format
-
Edit | Delete | Save | Bun | Output | Close |
e DEL F10 F11 F1

29. Enter a name for the list format. PAYROLL EARNINGS CODE_FORMAT is entered for
this illustration.

30. Double-click a field name in the Available Fields list box to add it to the
Line 1 list box.

31. Repeat Step 30 to include additional fields.

32. Click Line 2 and/or Line 3 as appropriate to add additional lines of field data.

33. Click E10 — Save.

i List Format 2

[PEYROLL EARNINGS CODE_FORMAT |

Availahle Fields Line 1

Length 80
ACCOUNT
Line 2 ACCOUNT PERCENT || [I155UE DATE —
Q ACCRUALEEG. DT SCHEDULE ﬂ ﬂ
Line 2 ACCRUAL END. DT —1| [EARMINGS CODE
- B EARMINGS TITLE Suppress
DOptions BARG UNIT DESC AMOUNT =
BARGAINING UMIT
M BATCH NUMBER: .
0K CANCEL DATE 4’“‘”“
Help ’ Remove All

34. Click Save.

35. Click OK or press Esc to return to the Report Builder.

36. Enter the export file name and select the file type from the drop-down list.
37. Click Save.
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38. Enter a name for the report. PAYROLL EARNINGS CODE REPORT is entered for this

illustration.
39. Click Save.
40. Click Run.

41. Click Qutput to preview, print, and/or export report output.

Report Builder
Top of Page Title for List

Reports
|pm:RoL.L. EARNINGS CODE REPORT ﬂ |
29
Last Fun [06/15/2015) [16:35:45 |
Selection Critena Yiew Box

PAYROLL EARNINGS CODE_SELECTION ERIT]jl

Sorts/Subtotals/Pagebreaks
|P.&YRDL.L. EARNINGS CODE_GCGROUPING DEF j|

Lizt Format
|P.&YRDL.L. EARNINGS CODE_FORMAT -
b

Export File Mame|EARMNINGS | Type| Excel

| abel Format | Format |
Letter Format
Graph Format |
Edit Delete ‘ Save | Bun DOutput Close
F3 DEL Fi0 F11 Fi

‘ There is no set naming convention for reports and report components. Some users
prefer to use names such as “Sum by Barg Unit” to describe the report component.
See the Report Builder illustration on Page VII-15.
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Edit an Existing Custom Report

To edit an existing custom report:

1. Select Report | Report Definition from the menu.

2. Select the PAYROLL EARNINGS CODE REPORT from the Reports drop-down box.
3. Use the cursor to click the Selection Criteria drop-down box.

4. Click Edit or double-click a line in the View Box to go to Selection Criteria.

Report Builder

Reports Top of Page Title for List

‘PAYROL.L. EARNINGS CODE REPORT j| Hew ‘

29
Last Bun [06/15/2015) [16:35:45 \

Selection Criteria View Box
PAYROLL EARNINGS CODE SELECTION ﬂ SCHEDULE In List C3R,C3C .

Sorts/Subtotals/Pagebreaks
PAYROLL EARNINGS CODE_CROUPINGC DEF ﬂ

List Format
PAYROLL EARNINGS CODE_FORMAT

Export File Name|EARMNINGS | Type| Excel

L« [«

Label Format | Format
]
Letter Format
]
Graph Format
Edit | Delete | Save | Run | DOutput Close
[ DEL Fio F11 Fi

5. Select a field from the Available Fields list box.

Available Fields

=
BATCH NUMBER A
CANCEL DATE

EARNINGS CODE

6. Select a comparison operator from the Conditions drop-down list.

Conditions

EqualTo M
Equal To

Mot Equal To

Greater Than

Greater Than Equal To
Less Than

Less Than Equal To
Between
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7. Click Valid to display available values.
8. Double-click the value in the Valid list box. If the value is not listed, type it in the
Example box.
Lizt Values
Valid |
Earnings Code ¥alues
CEL —
E30 b
E45
EED
EC&, -

9. Click Insert to add the condition to the selection criteria.

SCHEDULE In List C3R, C3C
. oD qua DE

10.Click F10 — Save when finished.

gl Selection Criteria X
[FAYROLL EARMINGS CODE_SELECTION CRITERIA |
Available Fields List Values
|[EARNINGS CODE | Valid | K |
- 5 Earnings Code Values
Condit Join F10 Save |
[Equal To | OR
Help |
3 Character Example
Tables |
Insert

SCHEDULE In List C3n,C3C
e oD gua DE

HemoveAlll Remove |!IAI

11.Click Save if using the same selection criteria name. Otherwise, enter a new name
and click Save.

12.Press “Y” to overwrite the existing selection criteria.
13.Click OK or press Esc to return to the Report Builder.
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View an Existing Custom Report

To view an existing custom report:

1. Select Report | Report Definition from the menu.

2. Select the report to view from the Reports drop-down menu to display report
components.

3. Place the cursor in the selection criteria, grouping definition, or format detail drop-down
box to display report component elements in the View Box. List Format detail is
displayed in the View Box in the illustration below.

Report Builder
Top of Page Title for List

Reports
|PERS CONTRIBUTION REPORT j Hew |
27
Last Run [06/15/2015) [16:4613 |
Selection Criteria View Box
||:I43 GTH ﬂ LINEL EMPLOYEE MAME
LINE1 EID
Sorts/Subtotals/Pagebreaks LINEL ISSUE DATE
||:L'3!LSS 1af SORT ﬂjl LINE1 REGISTER
LINE1 ETHN DESCRIETION

Lizt Format

Export File Mame|FERS T_l,lpe LIN=1 AMOUNT

Label Format ~ Fomat
-

Letter Format
]

lGraph Format
-

Edit | Delete | Save | Bun | Output Close
F3 DEL F10 F11 F1

‘ To run a report, a selection criteria, a grouping definition, and either a list, label, or
letter format must be selected. After clicking Run to generate the report, the Last Run
date and time appear in the upper left corner of the Report Builder. Last Run refers to
the most recent date and time the report was generated, not the data “as of” date.
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Create Output Files Using the Report Builder

Create a Formatted Report

To create a formatted report:

1. Select Report | Report Definition from the menu.
Select a report from the Reports drop-down box in the Report Builder.

2.
3. Click Run.
4

Click Qutput to preview or print report output.

Report Builder

Repaorts Top of Page Title for List
New

Last Run [06/15/2015] [12:31:50 ]

Selection Criteria View Box

|mMPLOYEE PAY_SELECTION CRITERIA ||

SortsfSubtotals/Pagebreaks

EMPLOYEE PAY_GROUPING DEFINITION j|

Lizt Format

| EMPLOYEE PAY FORMAT

Export File Mame|EMPLOY | Type| Excel |=

Label Format | Farmat
-]
Letter Format
=
Graph Format
-
Edit | Delete | Save Bun Output Cloze
F3 DEL F10 Fi1 F1
5. Select the radio button in front of List.
6. Click Continue.
= | Output E\ = | 2R
« List
" List Export
[ Labels
[ Letters
" Graph
Cancel Continue
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7. Click Preview or Print from the List Output to view the report. If the line width exceeds
the page width, adjust the Paper Size, Orientation, and/or Print. Refer to List Output

Features on Page VII-20 for more information on formatting report output.

List Qutput
Line Width | 129 | Too Long
Page Width | 127 | Heeds Adjusting
Paper Size Orientation Spacing
@+ letter: | Portrait * Single
" Legal *+ Landzcape | " Double
Titles Print Left Margin
 Every page + Regular
~
" First Page S_mall
" Fine
Preview | Print Yiew Cancel Help
Approximate page count 011

print selected pages of the report or print to another printer.

Print

Preview

x|

|| @[ »[»1] [T =] "1

SAMPLE SCHOOL DISTRICT

Report Sample

8. Click Preview to review the report in Print Preview. The complete report can be sent to
the default printer by clicking the printer icon on the toolbar. Return to the List Output to

Date Ran 12/03/15
Time Ran 10:31:10
Data as of 10/08/14

EMPLOYEE MNAME EID ISSUE DATE EARN DESC REGISTER BATCH NO
SHELTCN, CLATRE H. EP0742216 11/05/13 0T TM & HF E1H-N 212
SHELTCN, CLATRE H. BPOT42216 0B/05/13 0T TM & HF EI1B-N 212
SHELTON, CLAIRE H. BEPO0T42216 10/04/13 CT TM & HF EIF-N 212
BLACEWELL, WARREN L. ET3008382 10/04/13 0T TM & HF EI1F-N 212
BELACEWELL, WARREN L. ET9008382 09/05/13 T IM & HF EI1D-N 212
BLACEWELL, WARREN L. ET3008382 08/05/13 0T TM & HF EI1B-N 212
BLACEWELL, WARREN L. ET3008382 11/05/13 0T TM & HF E1H-N 212
CREECH,MALCOLM R. UB7352394 09/05/13 T IM & HF EI1D-N 212
CREECH,MAL.COLM E. UBT3523%94 11/05/13 0T TM & HF E1H-N 212
CEREECH,MAL.COLM ER. UB73523%94 10/04/13 0T TM & HF EI1F-N 212

BATCH NC (212) 10 Record(s)

9. Press Esc to return to List Output.
10. Click Cancel to return to the Report Builder.
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Create an Export File

To create an export file:

1.
2.
3.

Select Report | Report Definition from the menu.

Select a report from the Reports drop-down box in the Report Builder.

Enter the Export File Name in the field provided. Do not include spaces or symbols as
part of the file name.

Select the file format from the Type drop-down list.

Check the optional Format box to display text in the proper case. Otherwise, all text is in
capital letters. The case for acronyms or abbreviations may not reflect accurately if the
Format option is selected.

Click Run. The export file automatically saves to the designated export path. Refer to
Verify System Set Up and User Paths in Section 2 — Getting Started on Page 11-6 to
verify path for export file format.

Lizt Format
|E.b[PLﬂYEE PAY FORMAT ﬂ

Export File Mame|ERFLOY | Typs

Label Format ........

¢

Select Database (DBF) as the report output type for spreadsheets exceeding 16,383
lines. Select Excel (XLS) for spreadsheets with 16,383 or fewer lines. Refer to the
Appendix on Page A-8 for instructions on opening DBF file(s) with Excel.

Report Builder
Reports Top of Page Title for List
|Em>LmrEE PAY REPORT j| New |
27
Last Run |06/15/2015 [17:08:45
Selection Criteria View Box
|ELIPL.OYEE PAY_SELECTICON CRITERIA =]
Sorts/! B
[mupLoves av_croupmwe pEFINITION ~|
List Format
|ELIPL.OYEE PAY_FORMAT j‘
Evpait File Name[ EMPLOY | Type] Excel =]
L abel Format b iFoimat ‘
Letter Format
Graph Format
Edit ‘ Delete Save ‘ BRun Output Close
B DEL F10 F11 F1

See sample export file on next page.
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Report Sample in Excel Format

A B C D E F
1 name eid issue_dt earn_desc register batch_no
2 | 5HELTOM,CLAIRE H. BPO742216 r201311EI'5 OTTM & HF E1H-N IIIr212
3 |SHELTOMN,CLAIRE H. BPO742216 Ir2III'13III'E»III'5 OTTM & HF E1B-M Ir212
4 |SHELTOM,CLAIRE H. BPO742216 FEDIEIDEIEI OTTM & HF ELF-N IIIr212
5 |BLACKWELLWARRENMN L. ETS008382 rEDIEIDDAI OTTM & HF E1F-M Ir212
o BLACKWELLWARREM L. ETS008332 FEDIEDEDS OTTM & HF E1D-M IIIr212
7 BLACKWELL,WARREMN L. ETS008382 r20130805 OTTM & HF E1B-M Ir212
& |BLACKWELL,WARREN L. ET9008332 FEEI'1311EI'5 OTTM & HF EL1H-M IIIr212
9 |CREECH,MALCOLM R. UB7352354 IrZIZI'13III'5IIII'5 OTTM & HF E1D-N Ir212
10 | CREECH,MALCOLM R. UB73523%94 r201311f.'l'5 OTTM & HF EL1H-M .-212
11 CREECH,MALCOLM R. UB73523%4 :20131004 OTTM & HF E1F-M :212

Create Label Output

Refer to Section 6 — Report Components on Page VI-20 for creating label output files.
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List Output Features

List Output provides features to adjust the report format before previewing or printing it. Output
cannot be viewed or printed if the line or page width requires adjustment. These features can
be used to create a PDF file, change the paper size, report orientation, spacing, titles, print

size and/or left margin.

List Qutput
Line Width | 129 | Too Long
Page Width | 127 | Heeds Adjusting

ize Orientation Spacing
] £ Portrait ** Single
" Legal  Landscape " Double

Titles Print Left Margin
+ Regular
i+ Eyery page
~
" First Page ~ ﬁ-mall
ine

IPIeviewI Print I View I Cancel I Help I

Approximate page count 011

Below is an overview of List Output features.

Features Description

Line Width Number of characters reflected on a report line. The line width
must be less than or equal to the page width.

Page Width Current maximum available page width based on the output
settings. Change the paper size, orientation, and/or print size to
adjust the page width.

Paper Size Letter (standard 8.5” by 11”) or legal (standard 8.5” by 14”)

Orientation Portrait for the lines to span the short side of the page, allowing
for more lines per page or landscape for the lines to span the
long side of the page, allowing for greater line width

Spacing Single or double

Titles Print on every page or only on the first page of the report

Print Regular (10 point font) Small (9 point font) or Fine (8 point font)

Left Margin Adjust left margin

The status message at the bottom of the window indicates an estimated page count

which may change as the report format is adjusted.
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Report Utilities

The three report utilities listed below are very useful for report and output management. These
utilities are accessed by selecting Report | Report Utilities.

e Report Lister
e Change Column Names
e Report Synchronizer

Report Lister

The Report Lister is a repository of a user's custom reports, selection criteria, grouping
definitions, and formats. It can be used to view or print report definitions and report component
detail stored within the application on the user’'s computer. The Report Lister is a good tool for
organizing PC Labor reports and components.

To print or view libraries:

1. Select Report | Report Utilities | Report Lister from the menu.
2. Select the radio button for the desired library.

3. Click Preview or Print.

4. Click Cancel when finished.

| Report Definition Printer £3

o

:Report Definitions:

: . Cancel
Selection Criterias

Groupings Definitions Help
Lizt Formats

Previ
Label Formats review

Letter Formats Print

Aliele

.. BB 9 9

Graph Formats
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Change Column Names

Change the field name reflected in the column header on formatted reports. The original
database field name and the header name in export files will not change.

To change a column header name:

1.
2.
3.

o g s

Select Report | Report Utilities | Change Column Names from the menu.

PC Products Labor Distribution User Manual

Identify the field name to change in the User name column.

Place the cursor in the corresponding field of the Format column name and overwrite

the existing name.

Uzer name Format column name
ACCOUNT ACCOUNT MUMEBER
ACCOUNT PERCENT:ACC_PERC
ACCRUAL BEG. DT :ACCRUAL BEG
ACCRUALEMD. DT ACCRUAL EMD
AROUMNT AROUMNT
BARG UMIT DESC  iBARG_DESC
BARGAIMING UMIT :BARG UMIT
BATCH MUMEBER BATCH_MO
CAMCEL DATE CAMCEL_DT
EARMIMGS CODE EARMIMG_|D

Press Enter on the keyboard to save the change.

Repeat steps 2 through 4 to change additional column names.
Press ESC or click X in the upper right corner when finished.

Column name changes are temporary. Modified column names will revert to the system
default name whenever the system is updated, which is weekly for most agencies.
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Report Synchronizer
The Report Synchronizer enables users to share their custom reports with other users.

To share reports:

1. Select Report | Report Utilities | Report Synchronizer from the menu.
2. Make sure all other users are logged out of PC Labor.

Important Motice

WARNING alo

zystem befare performir

Eunﬁnue|

3. Click Continue.
4. Double-click the name of the report(s) to share or click Select All to share all reports
listed.
e A minus sign (-) appears in front of reports that will not be shared.
e A plus sign (+) appears in front of reports that will be shared.

e | Report Synchronizer 77

DEFAULT ~ !
User [oEFAILT <] Reports

- CiI

- E4R Available Users Recipients
- EMPL SALARY TNFO BEHAPPY TEST
- EMPLOYEE LIST i

- EMPLOYEE PAY RPT WiILL

- EMPLOYEE PAY REPORT

LR

Select Al | Deselect All | Synchronize ‘

5. Select the user(s) that will get a copy of the report(s).
e To add recipients: Select the User ID from the Available Users drop-down
box and click the right arrow or double-click the User ID.
e To remove recipients: Select the User ID from the Recipients drop-down
box and click on the left arrow or double-click the User ID.
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6. Click Synchronize when finished.
7. Click Yes.

e You Supe

Ho

8. Click Close when synchronization is complete.

Click Select All to include all the reports listed. Click Deselect All to exclude all the
reports listed.
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PC Labor Report Fields

The following matrix lists fields available in PC Labor. These fields can be used to filter data
and build custom reports. The matrix includes available payroll, employee, and table data
fields. Click the link below to download the Excel version of the matrix from the Resources
section of the PC Products website.

https://www.lacoe.edu/BusinessServices/SchoolFinancialServices/PCProducts.aspx
PC Labor Fields

. . HRS
Labor Selection . List HRS -
Name Type Table Criteria Sorting Format Length i —— Manual / Description
Reference
Labor Distribution,
e.g., 01.0-00000.0-00000-72000-1100-
ACCOUNT C LABOR N Y Y 22 - 111-38-40 0000001
I11-40 /
ACCOUNT PERCENT N LABOR Y Y Y 14 - 1V-36 Account percent
ACCRUAL BEG. DT D LABOR Y Y Y 8 07/003 1V-36 Begin accrual pay period
ACCRUAL END. DT D LABOR Y Y Y 8 07/003 1vV-36 End accrual pay period
07/003, 1v-147 /
AMOUNT N LABOR Y Y Y 14 07/005 IV-151 Earning amount/Contribution amount
BARG UNIT DESC C BARG N Y Y 25 16/028 11-84 Bargaining unit code description
111-27 /
BARGAINING UNIT C LABOR Y Y Y 2 - 1v-37 Bargaining unit code
BATCH NUMBER C LABOR Y Y Y 3 - Iv-13 Batch number
CANCEL DATE D LABOR Y Y Y 8 - - Cancellation date
I11-32 /
EARNINGS CODE C LABOR Y Y Y 3 07/003 1V-38 Earnings code
EARNINGS TITLE C EARNING N Y Y 10 16/010 11-30 Earnings code abbreviated description
Bulletin
343,
EID C NAME Y Y Y 9 04/003 06/01/10 Employee Identification Number
111-2 / III-
EMP_SSN C NAME Y Y Y 11 04/012 236 XXX-XX-9999
EMPLOYEE NAME C NAME N Y Y 30 04/003 111-19 Employee name
EMPLOYEE TYPE C NAME Y Y Y 1 04/003 111-20 Employee type
Bulletin
152,
ETHNIC C NAME Y Y Y 1 04/013 10/29/09 Ethnicity
FISCAL YEAR C LABOR Y Y Y 4 - - Fiscal year
I11-33 /
FULL TIME PRCNT N LABOR Y Y Y 6 - 1V-36 Percent full time
FUNCTION C LABOR Y Y Y 5 111-40 XX X-XXXXXXXXXXX- 2100 0-XXXX-XXXXXXX
FUND C LABOR Y Y Y 2 - - 01 XX X=XXXXX=XXXXK-XXXK-XXXXXXXK
GOAL C LABOR Y Y Y 5 - 111-40 XX X-XXXXXX-3 8000 -XXXXX-XXXX-XXXXXXX
GROSS TO NET C LABOR Y Y Y 3 07/004 IV-151 Gross To Net number
GTN DESCRIPTION C DEDUCT N Y Y 10 16/002 1I-13 Gross To Net number description
Payroll
ISSUE DATE D LABOR Y Y Y 8 07/001 Schedule Issue date printed on warrants
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PC Labor Fields (Continued)

PC Products Labor Distribution User Manual

. . HRS
Labor Selection ] List HRS -
Name Type Table Criteria Sorting Format Length i —— Manual / Description

Reference

111-26 /
JOB CLASS # C LABOR Y Y Y 6 - 1v-37 Job class number
JOB CLASS TITLE C JOBCLASS | N Y Y 25 16/004 11-20 Job class title
LOC_3 C LABOR Y Y Y 3 - - XX X=XXXXX . X-XXXXX-XXXXX-XXXX-000OXXXX
LOC_4 C LABOR Y Y Y 4 - - XX X-XXXXX . X-XXXXX-XXXXX-XXXX-XXX6603
LOCATION C LABOR Y Y Y 7 - 111-40 XX X-XXXXXX-XXXXX-XXXXX-XXXX-0006603
0OBJ_2 C LABOR Y Y Y 2 - - XX X-XXXXX . X=XXXXX-XXXXX-XX L L-XXXXXX
OBJECT C LABOR Y Y Y 4 - 111-40 XX XXXXXX XXX XXXXX -1 3 1 1 -XXXXXXX
OBJECT MAJOR C LABOR Y Y Y 5 - - XX XXXXXKX-XXXXX-XXXXX = XXX -XXXXXXX
OBJECT SUB MAJR C LABOR Y Y Y 5 - - XX XXXXXKX-XXXXX-XXXXX - L XX-XXXXXX

I11-31/
PAY BASIS C LABOR Y Y Y 1 07/003 1V-38 Pay basis
PAY_LOC C NAME Y Y Y 3 04/003 I11-20 Pay location

I11-31/
PAY_MONTHS C LABOR Y Y Y 2 07/003 1v-37 Pay months
PAY_RATE N LABOR Y Y Y 14 07/003 V-39 Pay rate

I11-25 /
POSITION C LABOR Y Y Y 6 07/003 1V-36 Position number

PBAS account string, e.g. xx-xxxxx-65057502-

PROGRAM C LABOR Y Y Y 8 - - XXXX
PROGRAM SUB C LABOR Y Y Y 3 - - XX X-XXXXXX-3BOXX-XXXXX-XXXX-XXXXXXX
RECORD CD C LABOR Y Y Y 1 - - Record number
REGISTER C LABOR Y Y Y 5 - - Register number
RES_FY C LABOR Y Y Y 1 - - XX X-XXXXX . 0-XXXXX-XXXXX-XXXX-XXXXXXX
RESOURCE C LABOR Y Y Y 5 - - XX.X=29000. X-XXXXX-XXXXX=-XXXX-XXXXXXX

1I1-35 /

I11-166 /
RETIREMENT PLAN C LABOR Y Y Y 2 07/003 V-39 Retirement plan
SACS_ACCNT C LABOR Y Y 37 - - 01.3-29000.0-38000-21000-1311-0006603
SACS_ACCT1 C LABOR Y Y 19 - - 01.3-29000.0-38000-XXXXXX-XXXX-XXXXXXX
SACS_ACCT2 C LABOR Y Y 18 - - XX X-XXXXX.X-XXXXX-21000-1311-0006603
SACS_FUND C LABOR Y Y Y 4 - 111-40 01, 3-XXXXX. X-XXXXX-XXXXXX-XXXX-XXXXXXX
SACS_RESRC C LABOR Y Y Y 7 - I11-40 XX.X-29000.0-XXXXX-XXXXXX-XXXX-XXXXXXX
SCHEDULE C LABOR Y Y Y 3 07/001 1v-142 Payroll schedule
SEX C NAME Y Y Y 1 04/013 111-48 Gender
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. . HRS
Labor Selection . List HRS -
Name Type Table Criteria Sorting FeriiEn Length I —— Manual / Description
Reference
SFUND C LABOR Y Y Y 1 - - XX 3-XXXXXK X=XXXXX-XXXXX-XXXX-XXXXXXX
I11-36 /
SPECIAL PROG. C LABOR Y Y Y 1 07/003 IV-153 Retirement special indicator
STATUS C LABOR Y Y Y 1 07/003 111-36 Retirement status
07/003,
STD_PAY_RT N LABOR Y Y Y 14 04/005 111-34 Retirement rate
SUB_IND C LABOR Y Y Y 1 - Retirement subject indicator
UNITS N LABOR Y Y Y 14 07/003 1v-38 Units of time
WARRANT NUMBER C LABOR Y Y Y 7 07/001 1v-179 Warrant number
WORK LOC TITLE C WORK_LOC | N Y Y 25 16/029 11-38 Work location description
WORK LOCATION # C LABOR Y Y Y 8 - 111-26 Work location number
111-35 /
WORK_CAL C LABOR Y Y Y 2 07/003 1v-37 Work calendar
ZIP C NAME Y Y Y 9 07/012 111-45 Zip code
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Major Object and Sub Object Codes

California School Accounting Manual

Major Object — account type defined by the first digit of the object code

Major Object | Object Range Description
i 1000 — 1999 | Certificated Personnel Salaries
2xx% 2000 — 2999 | Classified Personnel Salaries
il 3000 — 3999 | Employee Benefits
4rrx 4000 — 4999 | Books and Supplies
Brxk 5000 — 5999 | Services and Other Operating Expenditures
6*** 6000 — 6999 | Capital Outlay
T 7000 — 7999 | Other Outgo & Other Financing Uses
8r** 8000 — 8999 | Revenues
Qrx* 9000 — 9999 | Balance Sheet

Sub Object - account type defined by the first two digits of the object code

Sub Object | Object Range Description
11** 1100 - 1199 | Certificated Teachers’ Salaries
12** 1200 — 1299 | Certificated Pupil Support Salaries
13** 1300 — 1399 | Cert. Supervisors' and Administrators'
Salaries
14** - 18** 1400 — 1899 | Not Defined
19** 1900 — 1999 | Other Certificated Salaries
21 2100 - 2199 | Classified Instructional Salaries
22%* 2200 - 2299 | Classified Support Salaries
23** 2300 - 2399 | Classified Supervisors’ and Administrators’
Salaries
24 2400 - 2499 | Clerical, Technical, and Office Staff
Salaries
25%* - 28** 2500 - 2899 Not Defined
29** 2900 - 2999 | Other Classified Salaries
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Conditions List

The following operators are used to build selection criteria conditions.

Comparison Operator

Description

Equal To (=)

Selects one field value to include

Not Equal To (#)

Selects one field value to exclude

Greater Than (>)

Selects field values greater than the selected
value

Greater Than Equal To (2)

Selects field values greater than or equal to the
selected value

Less Than (<)

Selects field values less than the selected value

Less Than Equal To ()

Selects field values less than or equal to the
selected value

Between

Selects field values within a range including the
beginning and ending values

Not Between

Selects field values outside a range of values

In List Selects one or more values to include

Not In List Selects one or more values to exclude from the
field chosen

Anywhere In Selects field values with a specific string of

values in a specific order. If “mas” is the value
selected to filter by last name, names such as
Thomas, Massey, Masters, and Comast will be
selected.
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Open Database (DBF) Files with Excel

Below are two options for opening database output files in Excel format when the spreadsheet
file exceeds 16,383 lines.

Option 1
1. Open Excel.

2. Locate folder with the file.

3. Make sure the Excel spreadsheet and the directory where the DBF file is located are
visible.

Use the left mouse button to select the file.

Drag and drop the file onto the Excel spreadsheet to open the file.

Save as an Excel file.
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Option 2
1. Open Excel.

2. Select File>Open.

3. Locate folder with the file. You will not initially see file listed.

4. Select All Files (*.*) from drop-down list in lower right corner of screen. The DBF file will
now be listed.

Highlight the file and click Open.

Save as an Excel file.

oo

(] Open i)
@\Jv‘ ¥ Computer b 0S(C) » PC_TRAIN » EXPORTS b [ 4 ][ searcn ExPORTS )
Organize = New folder #- 0 @

(& MicrosotEccel ~ MName Date modified Type Size

:‘ ¥ ASSIGN.DBF 3/7/20161043 AM DBF File % KB i‘

i Favorites ) bencfitsls 224/2006 1059 AM  Microsoft Excel97.. 1,080 KB
& Downloads &) activesls Microsoft Excel 7. 37 KB
& Pictures 2 prozats AM  Microsoft Bxcel O7... mKe
I Desktop - Shortcut B proratesds 7. 210KB
I Desktop B trans.ds 890 KB
% Recent Places ) budgetads M 110KB
B assignl.xls 2/22/2016 2:25 PM 18KE

il Libraries =] detail.ds 2/22/201611:33 AM Microsoft Ex
3 Documents B activedals 2/22/2016 10:50 AM  Microsoft Excel 97..,
A Music T B2 2 1R artive vic 2/72M1R 1022 AM  Mirenenft Furel 07

5,326 KB
11KB

File name:  ASSIGN DBF
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