[bookmark: _GoBack]Obtaining individual payroll information for specific departments
This query should be ran monthly.

1. In self-service, click on the Finance Tab.
2. Click on Budget Queries
[image: ]

3. Click on Payroll Expense Detail, then Create Query.  3a. If you want to save the query so you don’t have to enter the information again, name the query and the basic information is saved.  It will give you fiscal year to date information, but you can sort it by period.
[image: ]
Fiscal Year Periods 

	1 = July
	2 = August

	3 = September
	4 = October

	5 = November
	6 = December

	7 = January
	8 = February

	9 = March 
	10 = April

	11 = May 
	12 = June

	14 = Entire fiscal year (Including accrual period)
	




If you don’t want to pull benefits into the query, you can put “61%” in the Account block and it will just pull salaries that are paid.  If you want to pull a series of Orgs with the same 3 beginning numbers, you can do that as well.  For example, 224% in the org field will give you all the different orgs that you have access to in one query.  (If for some reason you are not getting any information, be sure that the “Account Type” field is blank.)
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3a. Retrieving a saved query.
[image: ]








4. Once you retrieve your desired information, at the bottom left, you can click on “Download All Columns” and it will pull the information into Excel.  It will include both salary and benefit expenses if you leave the account code blank.  If you find any discrepancies, please let the payroll office know so that corrections can be made.

[image: ]
If have problems retrieving information or retrieving your department, please contact the payroll department.  You can email Becky.Abuorf@nscc.edu or Deanna.Jackson@nscc.edu.
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Payroll Expense Detail

¥ Select the Download option to download Payroll Expense data to a Microsoft Excel spreadsheet.

Report Parameters

[Chart of AccountsH Nashville State Community College]
[Fund Jan
lorganization
[Program [l
[Aactivity Jan
|Account Jant
lLocation Jan
[From Date bul 01, 2017
[To Date bun 30, 2018
Query Results
[Account|account Title [Employee [Last Name] Finance [Rule [Earn Code[Hours [Amount
IDocument(Class|
61301 [Full Time Fiscal Year Supporting| i g Jpan 31, 2018 [Foo14562 [HGNL|oos 81.25 [Debit
1,290.79|
61301 |Full Time Fiscal Year Supporting| i e Jpan 31, 2018 [Foo14562 [HGNL|008 s1.25 [Debit
1,344.31]
61301 |Full Time Fiscal Year Supporting| i )|Feb 14, 2018 |Foo14616 |HGNL|008 s1.25 [Debit
1,290.79|
61301 [Full Time Fiscal Year Supporting| i T )|Feb 28, 2018[Fo014649 [HGNL|oo8 s1.25 [Debit
1,344.31]
61301 [Full Time Fiscal Year Supporting| i T )|Feb 28, 2018[Fo014649 [HGNL|oo8 s1.25 [Debit
1,290.79|
61301 |Full Time Fiscal Year Supporting| i e )[Mar 15, 2018|F0014698 |HGNL|008 s1.25 [Debit
1,344.31]
61301 [Full Time Fiscal Year Supporting| i T )[mar 15, 2018[Fo014698 [HGNL|008 s1.25 [Debit
1,290.79|
61301 [Full Time Fiscal Year Supporting| i T )[mar 31, 2018]Fo014738 [HGNL|oos s1.25 [Debit
1,344.31]
61301 |Full Time Fiscal Year Supporting| i T )Mar 31, 2018|F0014738 |HGNL|008 s1.25 [Debit
1,290.79|
61301 |Full Time Fiscal Year Supporting| i e pr 15, 2018 |F0014795 |HGNL|008 s1.25 [Debit
1,344.31]
61301 [Full Time Fiscal Year Supporting| i T J|per 15, 2018 [F0014795 [HGNL|oos s1.25 [Debit
1,290.79|
61301 |Full Time Fiscal Year Supporting| i e 2|apr 30, 2018 [F0014872 |HGNL|008 s1.25 [Debit
1,344.31]
61301 |Full Time Fiscal Year Supporting| i T J|per 30, 2018 [Fo014872 [HGNL|008 s1.25 [Debit
1,290.79|
61301 [Full Time Fiscal Year Supporting| i T 2[may 15, 2018|F0014919 [HGNL|008 s1.25 [Debit
1,344.31]
61301 [Full Time Fiscal Year Supporting| i )[may 15, 2018|Fo014919 [HGNL|oos s1.25 [Debit
1,290.79|
[Screen Total 1218.75|
19,736.49|
[Running Total 1218.75|
19,736.49|
[Report Total (of all records) l6155.37]
159,881.29)
Next 15>
Download All Columns
Another Query

[ Budget Queries | Encumbrance Query | Requisition | Purchase Order | Approve Documents | View Document | Budget Transfer | Multiple Line Budget Transfer | Delete Finance Template ]
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Budget Queries

¥ To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select Retrieve Query.

Create a New Query
Type Payroll Expense Detail

Create Query

Retrieve Existing Query
saved Query None Vi

Retrieve Query
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Budget Queries

@ For a Payroll Expense Detail query to be successful, a user with Fund Organization query access and Payroll Detail access must enter a value in either the Organization or Grant fields as well as the Fiscal Year, Period, and Chart of
Accounts fields. If Grant information is queried, all retrieved information Is Grant Inception to Date. Otherwise, all information retrieved is through the Fiscal Year to Date.

Fiscal year: 2018 v|  Fiscal period: [01 v
Chart of Accounts | [H Index
Fund 110001 Activity
Organization 25400 Location
Grant Fund Type
‘Account ‘Account Type
Program
Save Query as:
[] shared
‘Submit Query
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¥ To create a new query choose a query type and select Create Query. To retrieve an existing query choose a saved query and select Retrieve Query.
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