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Webinar Agenda

m An overview of regular and cross fund payroll
transfers

m How to enter a payroll transfer

m How to apply manual updates to a generated
payroll transfer

m How to use the payroll transfer merge function
m Analyzing the impact of payroll history reporting
m Using the Payroll Transfer Report

m Approving “unapproved” payroll transfers




Why use Payroll Transfers?

m Correct funding after the payroll has been run and
posted to GL by editing the source transaction (pay-
lines)

m Generate Transfer Transaction to reallocate gross pay
for labor and/or benefit expenses for a payroll warrant
after it has been posted

m Account changes reflected in Payroll History reporting

® You can merge multiple transactions to create single
consolidated transaction

m Transactions can be auto-approved or require approval
m Unapproved transactions can be deleted
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Required Security Setup Work
Payroll Transfers (PAYXFR

Module)

m  Add PAY597 to payroll update job stream to capture full benefit postings (System Admin
function)

m Setup QCC PAYXFR Module Security for accessing via QCC

m Define PGUPDT Program Option for transaction type codes definition (i.e., TF/TQ)

m  Add Payroll Transfer Odometer or Transfer number can be manually entered

m  Define PG0002 USERSEC for general setup options such as “Add Window” default values
m Define ATUPDT USERSEC for approving Payroll Transfers

m  Define TPRQST USERSEC for access to Payroll Transfer Report (TP0100)

m  Define GLNOTExx USERSEC for access to notes (xx=transfer type code)



Payroll Transfers Documentation

m Security parameters are defined In
Modules, Task and User Security Manual,
the current version is for QCC GS40
Release

m Traditional Documentation available In
Core Financial Supplement to GL4 release
09/2005



QCC Menu - Payroll Transfers

File View District Year Messages Window MNews Help+Video

-1 (39 Account Lookup

-39 Vendor Lookup

ﬂ Accounts Payable

ﬂ Journals, Transfers (DC, JE, TF, TV)
g Print Manager (LSPOOL)

-po Job Menu
—

@ Payroll Transfers

Absence Tracking
Emplayee Maintenance

Requisition Routing Master Files

Purchase Orders [ Requisitions
B o
i B Print Manager { Job Menu | Utilities
E? System Admin

EE}' Finance

AR. (AR, ¥R, RR. - Mo invaicing)

| AR {Invoicing and Biling Management - RI, RF)

------ Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

EE Finance Job Menu
B Journals, Transfers (DC, JE, TF, TV)
ﬁ Manual Payroll Encumbering
------ Payroll Transfers
ﬂ VLD Payment Processing

Warrant Management (Cancels, Hand Issues, Reconciliation)
E| AP [ Purchasing
ﬁ Accounts Payable




Main Screen

File  Options  Help+Video

pla g X Pi= B E

Application initialized
= _!'}1 F_aymll Transfers
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o
o
o
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Right click on
Payroll
Transfers

File

Add To Favorites

Window MNews

View District  Year Help+Video

Messages

|_——_|E,7 Favorites

@33 Account Lookup

-39 Vendor Lookup

G Accounts Payable

G Journals, Transfers (DC, JE, TF, TV)

=4
Print Manager (LSPOOCL)

.= Job Menu
-
Absence Tracking
Employee Maintenance

Requisition Routing Master Files

G Purchase Orders [ Reguisitions

EE,? Go

E? Print Manager / Job Menu / Utilities
E? System Admin

|_——_|E7 Finance

....... AR, (AR, ¥R, RR. - No inveoidng)

------- | AR (Invoicing and Biling Management - RI, RF)

...... Budget Development

------- Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
------- EE Finance Job Menu

------- ﬁ Journals, Transfers (DC, JE, TF, TV)

------- ﬁ Manual Payrall Encumbering

@w Launch Selected Module

||_- To Favorites | Add »

AP [ Purchasing
G Accounts Payable
AP Batch Maintenance

------- Purchasing Master Files
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Right clicking
allows you to
remove it from
favorites, order
it in favorites,
and also gives
you the option
to launch it as
soon as QCC
starts.

Favorites Options

File View District Year Messages Window News Help+Video

EB Favorites

...... 739 Account Lookup

...... 759 Vendor Lookup

....... ﬂ‘ Accounts Payable

....... ﬂ Journals, Transfers (DC, JE, TF, TV)
e

\#ﬁ' Print Manager (LSPOOL)

E Job Menu

------- ﬂ Purchase Orders f Requisitions

...... @ Payroll Transfers

EB Go

E? Print Manager  Job Menu / Utiities
E? System Admin
EE? Finance
- = AR (AR, %R, RR - No invoicng)
- 21 AR (Tnvoicing and Biling Management - RI, RP)
Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
EE Finance Job Menu
B Journals, Transfers (DC, JE, TF, TV)
ﬂ Manual Payroll Encumbering

@ Payrall Transfers

. IP% wnes Launch Selected Module

Top

| Move

Up
Down

Bottom

Remove from Favorites

Launch when QCC Starts

ounts Payable

Batch Maintenance




Restoring All Default Settings

Exit
w
o
]
o
o
!a




Single Click Option

File | Opticns | Help+Video
“§ Retrieve Data F3
Inspect F4
Add Ctrl+F6
Delete Ctrl+F2
Clear Ctrl+F1
Report Ctrl+R

Open on Single Click

Print Screen F11
Grid Qutput  Shift+F11




Viewing User Security

File  Options | Help+Video

= Shift+F12
Ctrl+U

Show User Security Settings for this program (Payroll Transfers)

Video: All available videos

Video: Payroll Transfers only

Doc: All available Documents

Doc: Payroll Transfers only

LY
B
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Viewing User Security

File  Options

ﬂCIose | ,Q

If you are
unsure of what Progrgm Oplion PGUPDT settings

your district’s Singe Fund Code: Cross Fund Code:| TR |
codes are for

Slngle fund and User Sec 123456785012 24567890122345678901234567890123456785012245678390
) T L = === A A m A sm ey
cross fund, the " h @

. PGEOZTQ FOOYY¥YNOYEQ Y rn o s s s s s s sssssnnssssssnsasnnns

can eaSIIy be DEOZTR B g g
found in this ATUPDT B g g T
screen! N =
GLNOTETQ R Rttt L R L B R et

CLNOTETR T A A AN AAAAAAAAAAASAAAsssssAsssssss
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Adding a Payroll Transfer

ile  Options  Help+Video

b 4 X P BE

Ch
& P b oyroll Transfers District Search Detail Description: [ ] Description: |
;:" Warrant # Range: | o | | DateRange: | vl o | v

o Transaction # Range: | [t | | AuditlD: |

il 5J Approval Search Information
af Lpproved: () Approved and Unapproved: () DateF{mge:| |v|tu | |v|
: e tomoriio [

Tran Warr Rudit App App

Type Ha . Na Description Date 1 Date 1
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If you know
the
employee,
but not the
warrant
number,
you can
easily look
it up!

Warrant Lookup

File  Options

@ Process ﬂ Close g

Enter a warrant number or transaction number to use to create new payroll transfer.

Wamant
3 ‘warrant Mumber: I:I
Process Benefits 7

Include Benefit Credits?-

Force remap of benefit ohiects even if payroll obiects are not changed?:

Transfer

Copy from Transfer: I:I
Code:
fear:

15
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Warrant Lookup

File  Options

@ ﬂ Close ,g

This screen Search Pancl
should be very [Br SN T8, e ] o Mo |
. (CLINTON@ | [ ] Include Terminated

familiar to

people USIng Search Results [Double dick or F3 to view selected employees wamants]

Em P I oyee Name o Demal G Ty Sie BU RC LG  Teminated “

Maintenance_ S CLINTON, ADRIANA 106895 F (ST DODOD (00 (0D (5"
CLINTON, AGAPITO 104303 M (s2 [pooo o0 (oD (6}

A” Of the same CLINTON, ALAN 107658 M [(s2 (oooo (oo |oD (5

| k . CLINTON, ALAN 105226 M (so [pooo o0 (oD (6}

00 Up Optlons CLINTON, ALBARO 103479 M (40 |15%0 |02 |00 |2B (6t

are available CLINTON, ALENA 108127 F (so |oooo |00 (o0 (6
CLINTON, ALEXANDER S | 108522 M (S0 |pDODD |00 (OO (6t

here . CLINTON, ALICE E 100435 F |20 (3040 (01 (01 |6A (62
CLINTON, ALICE E 105712 F (20 (30 |01 |01 [eA (6!
CLINTON, ALICIA M 106543 F (s1 |oooo |00 (o0 (6!
CLINTON, ALISON L 106316 F (s1 [oooo |00 (o0 (6!
CLINTON, ALLISON A 104039 F (51 |oooo |00 (o0 (6t
CLINTON, ALLYCE K 109336 F (so [oooo |00 (o0 (6
CLINTON, ALYSSA 106773 F (so |oooo |00 (OO (6t
CLINTON, ALYSSA M 106887 F (so [oooo |00 (o0 (6
CLINTON, ALYSSE J 109227 F (so |oooo [oo (o0 (6}

‘ 1 IRITO R ARAY KA 1noo11 C (o | nenarsn nn nn .f;.‘[ e
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Warrant Lookup

File  Options

Eia.'i Retrieve Data @ Return ﬂ Close ,g

Enter the .
desired e (40 Y
ear: -zuln W
search |
. . Diate range: | |V| to |
criteria ]

Search Results [Double dick or F4 to retum selected warmant |
and then Warrant Date Paid PeriodEnd Status Amount
hit
Retrieve
Data to
display

results
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Warrant Lookup

If more
than one
result is
returned in
the grid,
select the
row with
the warrant
you would
like to
update,
and hit
Return.

Date range: |08/01/2009 |v| to |09/01/2009 |v |

Search Results [Double dick or F4 to return selected wamant ]
Warrant Date Paid PeriocdEnd Status Amcunt Comment

» 77003991 08/31/2009 08/31/7200%9

18



" M

What if you
select the
wrong
warrant for
the
employee,
or want to
edit
multiple
warrants
for the
employee
you just
looked up?

Warrant Lookup

File  Opticns

@ Process ﬂ Close "Q

Enter a warrant number or transaction number to use to create new payroll transfer.

Wamrant
- @ 3 Warrant Number: I:I
Process Benefits7:

Include Benefit Credits?:

Force remap of benefit obiects even if payroll obiects are not changed ¥

Transfer

Copy from Transfer: |:|
Code
Year:

19
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Warrant Lookup

This should

IlSt the File  Options B}
other Oren ¥ | B

Warrants Search Results [Double click or F3 to retum selected wammant]
th at We re Warrant Date Paid PeriocdEnd Status Imount Comment

77000600 | 07/31/2009 |07/31/20098 V] 5,536.463
returned On 77002517 |08/31/2009 |(0B/31/2009 4] 5,536.63

3 77051592 |09/30/2009 |09/3072009 5,536.63 |GRANT ALLISON A
the warrant

search you
did
previously,
SO you can
quickly
select
another
warrant for
the person
you looked

up.
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Adding using a Warrant Number

After entering
your warrant
number, and
selecting the
desired
options, press
Process to
continue
adding the
payroll
transfer.

Eile  QOpticns

@ Process ﬂ Close ,g

Enter a warrant number or transaction number to use to create new payroll transfer.

Wamrant

@ 3 Warrant Mumber: | 77051592
Process Benefits?: [y w

Include Benefit Credits?: [y w

Force remap of benefit obiects even if payroll obiects are not changed?: |y w

Transfer
Copy from Transfer:
Code: |TQ
Year: (2010 v

21
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Adding using a Warrant Number

Eile  Options

@Process ﬂCI:}se Show History Q _’ J u _l

AddMode
This
Employes: | 339-10-3854 ALLISON A GRANT

screen \Warrant. | 770515520 Date Paic: |09/30/2009 Period End: |09/30/2009
allows you

Gross: 9789.75 Fit: 53827 Sit: 168.00 Sdi: 000 Ded: 176227 SE: 0.00
to look

Oasdi: 000 Medi: 116.40 Ret: 733.18 Eic: 000 Tsa: 335.00 MNet: 553663
over all of

Mo History &vailable

the warrant || rae o
H H Go... -
information

PL Pasition # Rate Units RTS Ex-Gross Type St-Ded SP EE Ret Base AC-P-C
to make 1]} 0071591 5,783.75 1.00( |[LP 578375 (NML TSM - - ™ 9,789.7% 57141

Py-Sch S B Start End User Caontract
Sure you EOMI2 1 - 11647700
Accounts
have 3F Add Account Delete Account [ Account Copy Account Paste ~ | @ Next Payline With Account
Selected In FU RESC Y GOAL FUNC OBJT SCH MNGT BU Ldj Greoss Percent
» 1| |01.0097.0.0000.2700.1310.300.1100.30 ,?35.?5 |
the correct
warrant.
Payline Adjusted Gross: 5.789.75 Payline Total: 5789.75 Difference: 0.00
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A

Use the Go
option to
quickly
view all of
the
paylines.

This also
allows you
to view the
accounts
on each
payline by
hovering
over the
payline.

Eile  Options

@ Process ﬂ Close

Show History Q J l_j D l_J

dding using a Warrant Number

AddMode
Employes: | 333-10-3854 ALLISON A GRANT
‘\warrant: | 770515320 Date Paid: |09/30/2009 Peried End: |09/30/2009
Gross: 5789.75 Fit: 538.27 Sit: 168.00 Sdi: 0.00 Ded: 1762.27 0.00
Dasdi: 000 Medi: 116.40 Ret: 783138 Eic: 0.00 Tsa: 885.00 563663
Mo History Available
Payline 1af 1
Go -
|® o01/01 m oo1591 EOMIZ v 01.0097.0.0000.2700.1310.300.1100.30 9,789.75 I
01 001591 9,789.75 TO0] |CP 9.789.75) WML TSH = S 9.789.75] |5/-1-1
Py-Sch s B Start End User Contract
ECQM12 1 - 116.477.00| ¢
Accounts

=k Add Account Delete Account ‘_‘ Account Copy Account Paste ~ |- Next Payline With Account

In FU RESC ¥ GOAL FUNC QBJI SCH MNGT BO hdj Gross Percent
» 1| |01.0097.c:.r:uc:uc:.2700.1310.300.1100.30 ,?39.?5 |
Payline Adjusted Gross: 5789.75 Payline Total: 578975 Difference: 0.00
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Adding using a Warrant Number

File  Options
@ Process ﬂ Close Show History ,Q J J E J

To add or P
d e I ete an Employes: |99%-10-3854 ALLISON A4 GRANT
accou nt Warrant. | 770515320 Date Paid: |09/30/2003 Period End: | 09/30/2009
J ust press

Gross: 9789.75 Fit: 538.27 Sit: 168.00 Sdi: 0.00| Ded: 1762 27 SE: 0.00
th e Ad d Qasdi: 0.00) Medi: 116.40 Ret: 783.18 Eic: 000 Tsa: 885.00 Net: 5536.63

ACCO u nt Or Mo History Available
the Delete S

Gouew. =

ACCO u nt PL Position # Rate Units RTS Ex-Gross Type St-Died SP EE Ret Base AC-P-C
t- f o 001591 9.789.75 1.00| |[LP 9.789.75| |NML TSM i = |z 9.789.75| |571-1
O p I O n ro m Py-Sch s B Start End User Contract
the toolbar EOM12 1 = 116, 477.00| ¢
) Accounts
4k Add Account 3 Delete Account ': Account Copy Account Paste - |7l Next Payline With Account
ILn FO RESC Y GOAL FUNMC OBJT 35CH MNGT BO Adj Gross Percent
1 01.0097.0.0000.2700.1310.300.1100.30 9,789.75
I (| 0.00

Payline Adjusted Gross: 9.789.75 Payline Total: 5789.75 Difference: 0.00
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Adding using a Warrant Number

File  Options

@ Process ﬂ Close

Employee: | 995-10-3854
\warrant. | 770515920

ALLISOM A GRANT

Date Paid: |09/30/20059

Pericd End: |09/30/2009

Fet Base

0.00
553663

AC-P-C
9.789.75( |57-1-1

Gross: J783.75 Fit: 538.27 Sit: 168.00 Sdi: 0.00, Ded: 176227
YO u Can Oasdi: 0.00|  Medi: 116.40 Ret: 783.18 Eic: 0.00 Tsa: 885.00
easily Copy | s aoase
and paste Payline 1 of 1
Gh... ™
aCCO u ntS [ Pasition # Rate Units RTS Ex-Gross Type St-Died 5P EFP
. [ 001551 5.789.75 100f [LP 578575 |NML T5M . - ™
using the Psn S B Sen o User Conract
EOM12 1 - 11647700 ¢
toolbar.
Accounts
F Add Accou [ Account Copy |E Account Paste - ||':$ Mext Payline With Account
Ln FO RESC ¥ FUNC OBJT SCH MN 01.0057.0.0000.2700.1310.300.1100.30 l"EI‘CEnt

b | 1)

01.0057.0.0000.2700.1510.300.1100.30 9,789.75

Payline Adjusted Gross:

9.789.75

Payline Total: 9789.75

Difference:

0.00
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Adding using a Warrant Number

If you have ===
File  Options
an account @Process ﬂCIose Show History .;-.;] _' J u _I
that needs AddMode
Changes Employee: [999-10-3854 ALLISON A GRANT
O N al I Of \warrant; | 7/0915520 Date Paid: |09/30/2005 Period End: | 09/30/2005
the | | |
Eross: 9789.75 Fit: 538.27 Sit: 168.00 Sdi: 0.00 Ded: 176227 SE: 0.00
payl Ines Oasdi 0.00]  Medi 11640 Ret: 78318 Ec 000 Tsa: 88500/  Net 5536.63
for th e Mo History Available
Payline 1of 1
warrant, —
yO u can PL  Posiion#  Rate Units RTS ExGross  Type  StDed sp EP  RetBase  AC-P-C
. 1] 001551 578975 100 [LP 578575 MNML TSM e N 578575 57141
q U I C kly Py-Sch 5 B Start End User Contract
EOM12 1 - 11647700
aCCess R—
them USIng 3F Add Account Delete Account 52 Accoun ste v | Next Payline With Account
. Ln FUO BESC Y GOAL FUNC CBJT Adj Gross Percent
the Optlon » 14 ) 01.0097.0.0000.2700.1310.300.1100.30 9,789.75
to find the
next
payline
with the
Payline Adjusted Gross: 9.789.75 Payline Total: 5789.75 Difference: 0.00

account.
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Adding using a Warrant Number

Eile  Options

@Process ﬂCIose Show History Q J d E |.J

TO CO ntl n u e Employes: |995-10-3854 ALLISOM A GRANT

. Warrant: | 770515520 Date Paid: |09/30/2009 Period End: |09/30/2009
adding the

Warrant, Gross: it: 538.27 Sit:

Casdi: 116.40 Ret:
select the .

Mo History Available

Process Payline 1of 1
button from | -

FL Position # Rate Units RTS Ex-Gross Type SF EF Ret Base AC-P-C
the tOOlbar 0 001591 5.789.75 100| [LP 9,789.75| [NML = . B 9,783.75| |57-1-1

Py-Sch s B Start End Contract
after EOM12 1 116.477.00( }
1 Accounts

deSIred =k Add Account 3¢ Delete Account ..": Account Copy Account Paste - |7 Mext Payline With Account
Changes Ln FII RESC Y GORL FUNC OBJT SCH MNGT BU Ldj Grosa Percent

1 01.0097.0.0000.2700.1310.300.1100.30 9,78E.75
are made- 2 01.00%7_.0.0000.2700.12310.050.1100.20 1.00

Payline Adjusted Gross:
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Adding using a Warrant Number

File  Options

H Save ﬂﬂose 1) Show Offset Q

. AddMode
This screen .
District: (40 w
aIIOWS you Transfer Number: Transfer Code: | TG
to manually Copied From: Waran
Year: |10
make any
. Date: |06/30/2010 |w
adJUStmentS Description: |GRANT  09/30/09 77051582
deSIred to Transfer Accounts
a4 Add Account 3¢ Delete Account @ Reverse
the tranSfer In FU RESC Y GORL FUNC OBJT SCH MNGI EBU Debit Credit Dist Description A
that was » 01.0097.0.0000.2700.1310.300.1100.30 0.00 1.00/| 40
2 01.0097.0.0000.2700.1310.050.1100.30 1.00 0.00/| 40

generated 3 01.0087.0.0000.2700.3101.300.1100.30 .00 0.08| 40
b the 4 01.0097.0.0000.2700.3601.300.1100.30 0.00 n.02| 40

y 5 01.0087.0.0000.2700.3321.300.1100.30 0.00 o.01| 40
System_ 6 01.0087.0.0000.2700.3701.300.1100.30 0.00 0.01| 40

7 01.0097.0.0000.2700.3101.050.1100.30 0.08 n.00/| 40 v
Total Transfers: 1.12 112

Difference:
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Adding using a Warrant Number

Like the

H File  Qptions
previous = = -
. H Save ﬂCIose 11 Show Offset “E:);
screen, this —
also gives Distict: [40 v
you the Transfer Mumber: | “New™ Transfer Code: | TQ
chance to e From: Haren
Year: |10
Add or Date: |06/30/2010 |w
Delete an Description: [GRANT 09730709 77051592
Transfer Accounts
4F Add Account 3 Delete Account [E5 Reverse
In FU RESC Y GOAL FUNC OBJT SCH MNGT BU Debit Credit Dist Description ”

Account’ Th 01.0097.0.0000.2700.1310.300.1100.30 0.00 1.00| 40
along W|th 2 01.0097.0.0000.2700.1310.050.1100.30 1.00 o.o00| 40

. 3 01.0097.0.0000.2700.3101.300.1100.30 0.00 0.08| 40
the Op'[lOﬂ to 4 01.0097.0.0000.2700.3601.300.1100.30 .00 0.02| 40

5 01.0097.0.0000.2700.3321.300.1100.30 0.00 o.01| 40

Reverse the F 01.0097.0.0000.2700.3701.300.1100.30 0.00 o.01| 40
amounts N 7 01.0097.0.0000.2700.3101.050.1100.30 0.08 o.oo0l| ao v
the Total Transfers: 112 112

columns.
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Adding using a Warrant Number

Pressing
Save will
generate
the new
Payroll
Transfer,
and display
the Transfer
number that
was added.

B Payroll Transfers 40 - QS5 DEMONSTRATION DISTRICT Qss/.. - B
File ~ Options
H Save r'"sFCInse \ ) Show Offset Eg
AddMode
District: |40 w
Transfer Number: | “New” Transfer Code: | TQ
Copied From; | Wamant
Year: |10
Date: |06/30/2010 | w
Description: |GRANT  09/30/09 77051552
Transfer Accounts
4P Add Account ¢ Delete Account [ Reverse
In FU BRESC ¥ GOAL FUNC OBJT Dist Deacription 2
» 01.0097.0.0000.2700.1310. 40

2 01.0097.0.0000.2700.1310. 40
3 01.0097.0.0000.2700.3101. a0
4 01.0097.0.0000.2700.3601. 40
5 01.0097.0.0000.2700.3321. 40
[ 01.0097.0.0000.2700.3701. a0
7 01.0097.0.0000.2700.3101.050.1100.30 0.08 .00 40 o

Total Transfers: 112 112

Difference:
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Viewing the Transfer

File Options  Help+Video

PR FXPE|DE

=2

2 District Search Detail Description: || Description: | |
;ﬂ Wma'\'t#ﬂznge:l |1D | | DﬂbBHﬂ"QB1| |"'|t° | |V|

- A Tla'rsacﬁm#F{mge:l |t0 | | Audit ID: I:I

= Approval Search Information
=3l Payroll Transfer Report Approved: (@) Approved and Unapproved: O Date Range: | v| o | vl
3 Unapproved: O soproval D: ||

Tran Warr L. Audit App Lpp
Ho Ho Description Date o Date o

One way to
view the
transfer that
was just
created is to
run a
Payroll
Transfer
Report.

Type

31



"

Viewing the Transfer

This brings _ _
up our File  Options
P 5
standard HEP8 G
report
Payroll Transfer Report
|au nCh Main Selection
screen,
. District: | 40 - Q5SS DEMONSTRATION DISTRICT

which |

Repaort title: | |
allows the

Trans Code: |:|
user to |

Daterange.| |v|tn | |v|
enter and Transferd range: I:I to I:I
retrIeVe Dateenteredrange:| |V|tﬂ | |V|
presets, and Report format: | 1- Disrct Transfers v]
quickly Sortby: [1-Date vl
launch the Report type: |1 - Approved Only v|
report.
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Viewing the Transfer

| enter a
report name
that is

File  Optio

# O

meaningful
Payroll Transfer Report
to me! along Main Selection
with my .
. District: | 40 - Q355 DEMONSTRATION DISTRICT
Single Fund |
. Feport title: |'IEE|1:. Report |
Transaction Trans Code.
Code, and Date range | Vo | V]
the Transfer Transfers range: o [ |
Numbel‘ I Date entered range:; | |"~"|tﬂ | |""|
Want tO Report format: |‘I - District Transfers V|
V|eW Sort by |1 - Date “’|
Report type: |1 - Approved Only V|
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Viewing the Transfer

Make sure you correctly select the different options for the
report.

m With Report Format, if it is in district, you will use option
1, but for cross fund transfers you have the option to run
the report by Seg# (option 2), or by district (option 3)

m The Sort By option gives you the choice of sorting by
date (option 1), by transfer number (option 2), and by
date entered (option 3)

m The Report Type lets you select if you want to view
Approved (option 1), Unapproved (option 2), or both
(option 3)
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Viewing the Transfer

File  Options

' HE2o B Zor
Report request processed successfully. Job No: 1227

Once | Payroll Transfer Report

submit the o Stn|

JOb W|th the District: ' 40 - Q55 DEMONSTRATION DISTRICT

settings | Report fitle: |Test Report |

choose, it T[:EM: | o | g

returns a o o :
Transfer# rangs: | 100046 to

megsage Date entered range: v |to ::I M

Iettlng me Report format: | 1 - District Transfers v

.knOW the Sortby: |1-Date vl

jObbWif ; Reporttype: |3- Al v

submitte

with a Job

Number.
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Viewing the Transfer

File View District Year Messages Window News Help+Video
Q@ Vendor Lookup

ﬂ Accounts Payable

ﬂ Journals, Transfers (DC, JE, TF, TV)

------- ':.:ﬁ Print Manager (LSPOCL)

E Job Menu

Absence Tracking

Now | will
go back to
th e m al n EB Print Manager / Job Menu  Utilities
Q C C m e n U : “ﬁg Print Manager (LSPOOL)

and choose = |
. : @ Upload / Download Files (QSSXFR)
tO run P Il nt EHB System Admin

Manager. 7 e

| AR (AR, ¥R, RR - No invoicing)

= AP / Purchasing
ﬁ Accounts Payable
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Viewing the Transfer

Here | can
quickly find
my report
using the
Job
Number,
and Report
Title | gave
the report in
the Payroll
Transfer
Report
screen. You
can quickly
open it by
double
clicking the
line.

File View Options Help+Video

Pxe@fpaxyE gdeE T8

@ Print Files | Spool Fikes/SSTOLIST | Local Print Fiks | Session History | Server Commands |

B3 MGR Ret. |IN |Slct|R [P |File # Date/Time

Beg/End (Lines)

Repott Title

Program Title

(0 Al Files b (% Joor [N v N [o01251 10/18/2013 11:35 AM

11 (30)

Test Report

PAYROLL TRANSFER TRANSACTI(

D Dates
27 Jabi

D Program Title
&[] Report Tille

User Preference Setting: Months to look back for print files set to 1 Months

Y2010 Dist40 Site:0 GS:W | 10/18/2013[1:44PM
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Viewing the Transfer

File Options

Pe@Fbaxa o c@A@A@AN LB

AsS
expected,
| can see

040 QS5 DEMONSTRATION DISTRICT PLYROLL TRANSFER TRANSACTIONS J1227 TP0100  L.00.01 10/18/13 PAGE 1
Teat Report Date last used from: 00/00/0000 To 99/99/999%
that a” Of Transaction Number from: 100044 To 999999 Trans Code: IQ
Date entered from: 00/00/0000 To 99/99/999%
the LPPROVED AND UNAPPROVED TRANSACTIONS
HNumber Date Entered Description
accou ntS IN. Di Detail descr FU RESC Y GOAL FUNC OBJT SCH MNGT BU Debit Credit
Were 100046 TQ 06/30/2010 10/18/2013 GRANT 09,/30/09 77051592 Entered by: MGR Unapproved
1. 040 01.0097.0.0000.2700.1310.300.1100.30 1.00
Correctly 2. 040 01.0097.0.0000.2700.1310.050.1100.30 1.00
3. 040 01.0087.0.0000.2700.3101.300.1100.30 0.08
4. 040 01.0087.0.0000.2700.3601.300.1100.30 0.02
genera’ted 5. 040 01.0087.0.0000.2700.3321.300.1100.30 0.01
6. 040 01.0097.0.0000.2700.3701.300.1100.30 0.01
7. 040 01.0097.0.0000.2700.3101.050.1100.30 0.08
for the 8. 040 01.0097.0.0000.2700.3601.050.1100.30 0.02
9. 040 01.0097.0.0000.2700.3321.050.1100.30 0.01
Pa.er” 10. 040 01.0097.0.0000.2700.3701.050.1100.30 0.01
TOTAL AMOUNT 1.12% 1.12%
Transfer DISTRICT TOTAL 1.12%% 1.12%+
entered GREND TOTAL 1.12%#% 1.12%#%
.
£ ¥
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Viewing the Transfer

File  Options  Help+Video
|-G e

N
.= Parol T Diet e |
]
7] Waﬁ.l'\t#ﬂznge:| |11‘J | | DEERH'QB1| |V|t° | |v|

A much T:-;mimmlm o | | AuditD: ||
quicker way poprores: O hgproved and npprors: O Dt e Ve ]
Unapproved: (®) Approval ID:

to view the
transfer
would be to
select the
Single Fund
lookup,
choose to
view
Unapproved
transfers
and do a
search.

Tran Warr . kudit App App
Type o - No Description LDate 0 Date o0

|u TQ 100046 77051592 | GRANT 09/30/09 06/30/2010 | MGR
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Viewing the Transfer

X
File  Options  Help+Video
PR FXP= | HE
.
F e Pl T it [10 ] Sorch Dot Doscipion: ] Descrpion | |
5| arant e | o | | DtoRrge | Ve | V]
o Transaction # Range: | | | | pugtiD: ||
. . =t ]
Right click § = Aoprova Seach Kfomaton
3 Approved: () Approved and Unapproved: O Date Range: Em E

on the i vt @ o

desired — .
transaCtlon Tvee o “ ¥o Deacription Date - el -t
! ‘u o) 100046 77051592 GRENT LLYELYEE TR
an d se I e Ct Add Transfer For This Warrant
Inspect

to use the Delete

i i Notes
Quick View. o

Show Transfer History
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This gives
you a quick
report with
all of the
detail from
the transfer.
As with all
InstaPrint
screens in
QCC you
can export
or print the
file.

Viewing the Transfer

File  Export Format

&EH %%ﬁm% * | Portrait ~ Font Size: 10 + Left Margin: 1

Total Lines: 28

| Pavroll Transfer Quick View

Year: 2010 District: 40 Code: TR Transfer Number: 100046 Date: &/30/2010
Desc: GRANT 09/30/0%9 77051592 LApproval Date: 12:00:00 AM

FO RESC Y QDAL FUNC CBJTI 5CH MNGT EBU Debit Credit
01.0097.0.0000.2700.1310,.300.1100.30 0. 1.
Di=st: 40 Desc:
01.0097.0.0000.2700.1310.050.1100.30 1. 0.
Dist: 40 Desc:
01.0097.0.0000.2700.3101.300.1100.30 0. 0.
Dist: 40 Desc:
01.0097.0.0000.2700.3601.300.1100.30
Dist: 40 Desc:
01.0097.0.0000.2700.3321.300.1100.30
Di=st: 40 Desc:
01.0097.0.0000.2700.3701.300.1100.30
Dist: 40 Desc:
01.0097.0.0000.2700,.3101.050.1100.30
Dist: 40 Desc:
01.0097.0.0000.2700.3601.050.1100.30
Dist: 40 Desc:
01.0097.0.0000.2700,.3321.050.1100.30
Di=st: 40 Desc:
01.0097.0.0000.2700.3701.050.1100.30
Dist: 40 Desc:
Transfer Total &
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Adding using a Transfer Number

File Options
To add @ Process [9f Close h‘g
using an AddMode _:
existing
transfer Enter @ warrant number or transaction number to use to create new payroll transfer.
instead of a e
warrant, s Lﬁi Y v
simply enter Include Benefit Credits? |y v
the transfer Force remap of benefit obiects even if payroll obiects are not changed? |y w
number into
the Copy Transfer
frO m - Copy from Transfer:
Transfer Code: 2
field. =
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Adding using a Transfer Number

File  Options

Unllke the H Save ﬂﬁose \3) Show Offset “Q
Add, thIS District : (40 w

screen dOES Transfer Number: “New® Transfer Code: | TG
not show the Copfe From: 22
Year: |10
Warrant Date: |06/30/2010 |w
screen. Description: |GRANT  09/30/09 77051592
! Transfer Accounts
InStead It 4 Add Account 3¢ Delete Account %Reverse
takes you In FU RESC Y GOAL FUNC OBJT SCH MNGT BU Dist Description
: » 01.0097.0.0000.2700.1310.300.1100. 30 . . 40
Stralght to 01.0097.0.0000.2700.1310.050.1100. 30 . . 40
the screen 01.0097.0.0000.2700.3101.300.1100. 30 . . 40
h 01.0097.0.0000.2700.3601.300.1100. 30 . . 40
where yOU 01.0097.0.0000.2700.3321.300.1100. 30 . . 40
enter manual 01.0097.0.0000.2700.3701.300.1100. 30 . . 40
. 01.0097.0.0000.2700.3101.050.1100. 30 . . 40
adjustments.
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Adding using a Transfer Number

Just like
adding
from a
warrant
number,
you will
see a
screen
giving you
the new
transfer
number
after you
save your
changes.

& Payroll Transfers 40 - QSS DEMONSTRATION DISTRICT Qss/.. - H
File  Options
H Save r"sFClose 11} Show Offset :)-g
AddMode
District: |40
Transfer Mumber: | "New™ Transfer Code: | TQ
Copied From: | 100046
Year: (10
Date: |06/30/2010 |w
Transfer Accounts
4 Add Account 3¢ Delete Account 25 Reverse
In FO BESC ¥ GOAL FUNC OBJT Dist Description =
1 01.0087.0.0000.2700.1314Q. 40
2 01.0097.0. 40
’ Transfer Nurmber: 100048 has been added.
3 01.0097.0. 40
4 01.0097.0.0000.2700.3601. 40
] 01.0097.0.0000.2700.3321. 40
[ 01.0097.0,0000.2700.3701. 40
7 01.0087.0.0000.2700.3101.050.1100.30 0.08 0.00| 40 v
Total Transfers: 212 212

Difference:
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Approving Transfers

Eile  Options  Help+Video

PEFEXPEIRE

e
=

TO approve District : |Sea'c|hDe|.iilDasui|:|uﬁm:D Desm‘pﬁm:: o | :

\Warrant £ Range: to Date Range: v to v
a paer” 5 Transaction # Range: | o | | pugitiD: ||
transfer you | i e

Approved: (@) Approved and Unapproved: () DateRalge:| |v|to | |v|

need to 3| Aoprove Unapproved Payroll Transfers napproved: O soproval 0 ||
Unapproved
Payroll
Transfer
option from
the menu.
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Approving Transfers

Eile  Options
@ Search || Approve ﬂ Close g
[ChangetMode .
Enter the
IOOkup District : |40 w
information TransactonTyps: [T v| TR w|[
needed to Transaction Number: (Leave blank to approve a range of transactions)
Transaction Date: v - W

find the Diate Entered: e ha

Transaction Mumber: | 100046 - (100043
payroll [ooods_|
transfers & Select All &) Clear Al
th a.t yOU Dist FY L':n Type  Entersd Date Desc %Jdit nge T’SD Message
want to
approve,

and then hit
the Search
button.
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Approving Transfers

Eile  Options

€739 Search @ Approve ﬂ Close ,g

ChangeMode .:

The transfers
that meet your Disict: (a0 <
ente red Transaction Type: |[TQ w| | TR » w
Crlte ri a Wl I I be Transaction Number: (Leawve blank to approve a range of transactions)
returned in the Transzction Date: o -

. Date Entered: hd hd
g rld . Transaction Mumber: | 100046 -

& Select All | #] Clear All
You Can use Dist FY -lh—‘l':n Type Entersd Date Desc 'ra"dﬂ 'Spa?e f[q?p Message
» 040 | 20710 (100046 | TQ 1041872013 | 06/307°2010 | GRANT 09/30/09 77051592 MGR

the SeIeCt A” 040 | 2010 | 100048 | TQ |10/18/2013 |D6/30/2010 | GRANT 09/30/09 77051552 MGR
or Clear All
buttons to
select all

returned items
for approval,
or simply click
the checkbox
of items you
want to
approve. 47
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Approving Transfers

Options

@ Approve ﬂ Close ,g

[ChangeMode .
When you
checkmark District : [40 v
the transfers Trovsacton Type: {10 | (TR ¥|| ¥
you Wish tO Transaction Number: (Leave blank to approve a range of transactions)
Transaction Date: bl S W
be approved Date Entere: v v
. . ransaction Number: [ 100046 - 100048
showing in Tremsestentiumes R
the grid’ ‘&7 Select All [2] Clear All
S|mp|y preSS Dist FY L’f” Type Entered  Date
040 | 2010 | 100046 | TQ |10518/2013 | D6/307.2010 09/30/09 77051592
the Approve 040 | 2010 | 100048 | TG |10A18/2013 |D6/305°20010 09730709 77051552
button.
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Approving Transfers

The InstaPrint screen will be displayed listing the results of all the approved
transfers. Just as with the Quick View we saw earlier, this can be printed, made
into a PDF, or exported to Excel or Word.

File  Export Format

@H %@Iﬁm% * | Portrait ~ Font Size: 10 = Left Margin: 0.5

LPPRCVAL TRARNSACTICHS
AUTCMATED APPRCVAL Transaction Types: TQ TR
NUMBER RANGE: 100046-100048

Total Lines: 13

DATE
ENTERED DESCRIFTICH MESSAGE

TQ - Payroll Transfer (Single Fund)

100046 10/18/2013 10/18/2013 GRANT 09/30/08 77051532 User ID: MGR 10/18/2013 MGR APFRCOVED
100048 10/18/2013 10/18/2013 GRANT 09/30/08 77051532 User ID: MGR 10/18/2013 MGR APFRCOVED
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Approving Transfers

In QCC the approval process does not
create a job in LSPOOL like the
traditional software. If you want a copy
to keep, you will need to save it or print it
from the InstaPrint window that Is
displayed after the save.
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Merging Payroll Transfers

Eile  Options Help+Video

Pl X P=E

=+ Payroll Transfers
',Z|| Paymoll Transfers
- | Payroll Transfers (Cross Fund)
Ll | Merge Payroll Transfers
.1 | Merge Payroll Transfers {Cross Fund)
Misc Functions / Jobs

TO merge : =l | Analyze Payroll and Transfer Detail etict: [0
ﬁlPWd'TmEferRepod istrict : v

th e tWO R Transfer Code: | TG

single fund =

tran Sfe rS Create transfers with: | Detail Accourts W

that were Rerge o

Created ’ Transfer #

select

Merge
Payroll
Transfers
from the
menu.
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Merging Payroll Transfers

When merging payroll transfers, make sure you determine
which value you want to use for the Copy Transfer with
field.

m The Detail Accounts option creates a detailed transfer in
which lines from each transfer are copied into the
merged transfer without any summarization

m The Summary Accounts option creates a summarized
transfer in which each account is listed only once with a
summary of debits and credits
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erging Payroll Transfers

Enter the
transfer
numbers in
the fields,
or enter a
range of
transfers to
merge.
After you
enter your
desired
data, press
the Add
button.

M

(e Options  Help+Video

B

Eh
. 71| Payroll Transfers

. i1 Payroll Transfers (Cross Fund)

. 5| Merge Payroll Transfers (Cross Fund)

Payroll Transfers

Mizc Functions / Jobs

.| Analyze Payroll and Transfer Detail

----- | Payroll Transfer Report

Range:

Transter #:

District: |40 w

Transfer Code: | TG
Dater |D6/30/72010  |w

Description;

Create transfers with: | Detail Accounts v

to

oo [ oo
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Merging Payroll Transfers

Eile

Save ﬂﬂose @Show Offszet g

Options

This will

bring up -

Transfer Code: | TQ

the merged pae: (063072010 |
transfer so Descrigion: |FII 100046, 100048
you Can Create transfers with: | Detail Accounts W
. . Accounts
review It. If Ln FU RESC Y GOAL FUNC OBJT SCH MNGT BU Debit Credit Dist Description A
it’s as Th01.ncm.u.nuuu.z?un.1310.30u.11nn.3u 0.00 1.00| 040 |GRANT 09/30/09 77051592
deSired, 2|01.0097.0.0000.2700.1310.050.1100. 30 1.00 0.00| 040 |GRANT 09/30/09 77051592
3|01.0097.0.0000.2700.3101.300.1100. 30 0.00 0.08 | 040 |GRANT 09/30/09 77051592
press the 4(01.0097.0.0000.2700.3601.300.1100.30 0.00 0.02 | 040 |GRANT 09/30/09 77051592
Save 5|01.0097.0.0000.2700.3321.300.1100. 30 0.00 0.01| 040 |GRANT 09/30/09 77051592
&|01.0097.0.0000.2700.3701.300.1100. 30 0.00 0.01| 040 |GRANT 09/30/09 77051592
button. 7|01.0097.0.0000.2700.3101.050.1100. 30 0.08 0.00| 040 |GRANT 09/30/09 77051592
8|01.0097.0.0000.2700.3601.050.1100. 30 0.02 0.00| 040 |GRANT 09/30/09 77051592
9|01.0097.0.0000.2700.3321.050.1100. 30 0.01 0.00] 040 |GRANT 09/30/09 77051592 v
Total Transfers: §5.65 55.65
Difference: $0.00 $0.00
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Merging Payroll Transfers

@ Merge Payroll Transfers 40 - QS5 DEMONSTRATION DISTRICT Qss/.. - B
File  Options
H Save ﬂﬂose \ 1} Show Offset Q
ChangeMode
After you District: |40 w
hlt the Transfer Code: |10
Save o (G (L7 A
button, you
WI” be Merge Transfer Okay transfer number is: TQ/100050
. Accounts
glven a 1n FU RESC Y GOAL FUNC OBJT SCH M Description &
message » 01.0097.0.0000.2700.1310.300.11 2 08/30/09 77051592
. 2(01.0097.0.0000.2700.1310.050.11 zH 09/30/09 77051592
with your
3(01.0097.0.0000.2700.3101.300.1100.30 0.00 0.02 | 040 |GRANT 09/30/09 77051592
new 4(01.0097.0.0000.2700.3601.300.1100.30 0.00 0.02 | 040 |GRANT 09/30/09 77051592
transfer 5(01.0097.0.0000.2700.3321.300.1100.30 0.00 0.01| 040 |GRANT 09/30/09 77051592
6(01.0097.0.0000.2700.3701.300.1100.30 0.00 0.01| 040 |GRANT 09/30/09 77051592
number- 7(01.0097.0.0000.2700.3101.050.1100.30 0.08 0.00| 040 |GRANT 09/30/09 77051592
8(01.0097.0.0000.2700.3601.050.1100.30 0.02 0.00| 040 |GRANT 09/30/09 77051592
9(01.0097.0.0000.2700.3321.050.1100.30 0.01 0.00| 040 |GRANT 09/30/09 77051592 v
Total Transfers: 8565 5565
Difference: $0.00 50.00
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Merging Payroll Transfers

After you save the data on this screen, the
system deletes the transfers that you have
selected for merging. You can no longer
display them individually on the Inspect
Payroll Transfer screen, or report them
individually. The only transfer number that
you can use Is the number assigned to the
merged transfer.
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Searching for Transfers

Eile  Options  Help+Video

PR FXPERE

-

' | Payroll Transiers Distict: Search Detail Description: [ ] Description: | |
A Werrant# Range: | o | | DoteRonee | Ve | v
From the A i rr——il I .
menu, first Approved: O Agproved and Unapproved: @ Dote Range: | v | v]
choose if e fopoii>: ||
you want e T 4 gy Descripvion N e
to look up
the single
fund
transfers,
or the
cross fund
transfers.
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Searching for Transfers

Eile  QOptions  Help+Video

PR X P= | B E

=4 Payroll Transfers
= Payroll Transfers District : Search Detail Description: | Description:
- | Paymoll Transfers (Cross Fund)

A1 =15 \Warrant # Range: to Date Range:

After 5 e et Tt

-7/ | Merge Payroll Transfers (Cross Fund) Tremwsaction # Henge: o Audit ID:
Mizc Functions / Jobs
-l | Analyze Payroll and Transfer Detail
S | Payroll Transfer Report Approved: ) Approved and Unapproved: ®)  Date Range:
| Appro

wve Unapproved Payroll Transfers Unapproved: ()

Approval Search Information

entering

you r Approval 1D:
SearCh ipe Tran |, Warr Audit App Zpp "™

Description Date

. . . No No ID Date D
criteria, hit TQ | 100002 00000000 GIULIANI  08/31/09 06/30/2010 MGR | 08/03/2011 MGR
the Seal’Ch 19 100003 | 00000000 |GIDLIANT 08/31/09 06/30/2010 [MGR | 08/03/2011 |MGR

9 100004 | 00000000 |GIULIANT 08731709 06/30/2010 |[MGR | 08/03/2011 |MGR
button and 0 100005 | 00000000 |GIULIANT 08/31/09 06/30/2010 |MGR 08/03/2011 |MGR
9 100008 | 00000000 |FM: 100007, 100006 06/30/2010 |[MGR | 08/04/2011 |MGR
the I‘eSU|tS 9 10000%| 77003854 |GIULIANI 08/31/09 06/30/2010 [MGR | 08/04/2011 |MGR

” b 0 100011 | 00000000 |¥YOSSARIEN — 09/30/08 06/30/2010 [MGR | 08/04/2011 |MGR
Wi € 9 100012 | 17051155 |CLINTON 09730709 06/30/2010 [MGR | 06/26/2013 | MGR
disp|ayed 0 100013| 17051155 |CLINTON 09/30/09 06/30/2010 |MGR | 06/26/2013 |MGR
] ) 0 100025 | 17050062 | SEWBRD 09/30/09 06/30/2010 [MGR | 10/31/2011 |MGR
n the gnd. 9 100026| 17050001 |ZENDA 09730709 06/30/2010 |[MGR | 11/01/2011 MGR

o] 100027 | 17050005 |ZENDA 09/30/09 06/30/2010 |MGR 11/01/2011 |MGR
0 100028 | 17050062 | SEWARD 09/30/09 06/30/2010 |MGR 11/01/2011 |MGR
o] 100029 | 17050062 | SEWARD 09/30/09 06/30/2010 |MGR 11/01/2011 |MGR

T 100020 775701 & | RIISH N9/30/049 A& 7202010 1 WeD 11 /01 72011 [WeD
>
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Searching for Transfers

File  Opticns  Help+Video

PEFXP=BE

= Payroll Transfers

. | Merge Payroll Transfers
Rl ht . “rl| Merge Payroll Transfers (Cross Fund)
g = Misc Funclions / Jobs
Analyze Payroll and Transfer Detail

clicking on | poe et

any [OW -1 | Approve Unapproved Payroll Transfers
will give

you

options

that are

very

useful.

District: |20 w Search Detail Description:[ | Description:
\warrant # Range: to Date Range: v to e

Transaction # Range: to Audit 1D

Approval Search Information

Approved: () Approved and Unapproved: @ pate Range: v fo W
Unapproved: () Approval 1D:

Type Iqua.n - Ezrr Description Date ?Edit ﬁgﬁe ?Ep
TQ 100002 00000000 GIULIANI 08/31/09 06/30/2010 MGR | 08/03/2011 MGR
0 100003 | 0000000 Add Transfer For This Warrant 06/30/2010 |MGR 08/03/2011 |MGR
0 100004 | 0000000 inspect 06/30/2010 |MGR | 08/03/2011 |MGR
Q0 100005 | 0000000 e N6/30/2010 |MGR | 08/03/2011 |MGR
0 100008 | 0000000 Notes N6/30/2010 [MGR | 08/04/2011 |MER
T 100009 | 7700385 el 06/30/2010 |MGR | 08/04/2011 |MGR
0 100011| 0000000 e ] 06/30/2010 |MGR 08/04/2011 |MGR
T 100012 | 17051155 |CLINTON 09/30/09 06/30/2010 |MGR | 06/26/2013 |MGR
ko) 100013 | 17051155 |CLINTON 09/30/09 06/30/2010 |MGR | 06/26/2013 |MGR
T 100025 | 17050062 |SEWARD 09/30/09 06/30/2010 [MGR | 10/31/2011 |MGR
ko) 100026 | 17050001 |ZENDR 09/30/09 06/30/2010 |[MGR | 11/01/2011 |MGR
T 100027 | 17050005 | ZENDR 09/30/09 06/30/2010 [MGR | 11/01/2011 |MGR
0 100028 | 17050062 |SEWARD 09/30/09 06/30/2010 |[MGR | 11/01/2011 |MGR
i) 100029 | 17050062 |SEWARD 09/30/09 06/30/2010 |[MGR | 11/01/2011 |MGR
T A nAnen 77nc2n1 . | RITSH ng9/30/N49 NEH20 2010 | WeD 11 #01 F2011 | uco
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Searching Transfers

>i| Add Transfer For This Warrant
] Inspect

Delete

Motes

Quick View

Show Transfer History

Selecting the Add Transfer For This Warrant, will quickly
bring up the add screen with the warrant number already
filled in for you, using the warrant number shown in the grid.
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Searching Transfers

Add Transfer For This Warrant
| Inspect
Delete

Motes
Cuick View
Show Transfer History

Selecting Inspect allows you to view the Payroll Transfer,

and if you have the correct security, you'll be allowed to
make changes to it.

61



"
Searching Transfers

Add Transfer For This Warrant
:: : Inspect
| Delete
Motes

Quick View
Show Transfer History

The Delete option allows you to delete an entered Payroll

Transfer. This option is only available for transfers that have
not been approved yet.
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Searching Transfers

Add Transfer For This Warrant

Inspect

[Delete
| Motes
Cuick View

Show Transfer History

The Notes option allows the user to enter a note for the
entered transfer.

Note: If the transfer already has a note entered, then the
word Notes will be in bold letters so you can quickly see that
a note exists.
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Searching Transfers

This screen allows
you to enter a note
for the selected
transfer, and also
view all notes that
have been entered
previously.

File  Opticns

@Sﬂve and Return H Save ﬂ Close | ‘g

Type: TQ Dist: 40 Year: 10 Ref: 100046

Time Whio Note

'1-:|_.-'1:3_.-'z-:|15: 17:53 | MER |I azdded this transfer because

bkeen charged to school 0500

some of the funds should hawve
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Searching Transfers

Add Transfer For This Warrant
Inspect

[elete

Notes
| Quick View
Show Transfer History

The Quick View will bring up a quick summary of the payroll

transfer. (We viewed this earlier in the presentation.)
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Searching Transfers

—)

Add Transfer For This Warrant
Inspect

Delete

Motes

Ouick View

Show Transfer History

The Show Transfer History option allows you to view all the

transactions for the warrant number displayed in the

selected row.
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Searching Transfers

File  Options

ﬂ Close B’ ,g

Employee: 999-10-2903 JAMES T KIRK
Warrant: 770502270 Date Paid: 09/30/200% Period End: 037302009

Ch Reference Date Description Audit Approwved

05 TR-100043 0&6/30/10 HARRISON 09/30/09 77050227 MGR 12/03/12 MGR
04 TQ-100042 0&6/30/10 HARRISON 09/30/09 77050227 MGR 12/03/712 MGR
03 TR-100099 06/30/10 HARRISON 09/30/09 77050227 MGR 11701712 MGR
02 TQ-100038 06/30/10 HARRISON 09/30/09 77050227 MGE 11701712 MGR
01 TQ-100037 06/30/10 HARRISON 09/30/09 77050227 MGR 1030712 MGR

Here you can quickly view any transfers that were created
for the Warrant that was used for the selected transfer.
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"
? Questions?

At this time, you can raise your hands if you'd
like us to answer any questions.
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We'd Like Your Feedback
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