Payroll Gross and Fringe Report Information

The Gross and Fringe Payroll Report shows payroll expense by combo code and provides detailed information on which employees were paid, how much they were paid, and the funding source from which they were paid.

The report can only be run by accounting period, and may be run for all fund sources or for specific funding. The report is sorted by combo code (with the full fund strip to the right), and itemizes actual expenses by pay end date. The employee name, job code, position number, the check number, gross pay and fringe benefits are provided.

The information provided by the gross and fringe report will be updated after each payroll is posted. Notice of new payroll postings will be placed on the PeopleSoft portal under Communications. If you do not see this link – click on Content above Enterprise Menu. This will take you to Personalize Content page – click on the Communications box to check – click save. This will put the link on your PeopleSoft home page.

Who can access the Gross and Fringe report: Any person who processes or approves payroll.

It is advisable to run a copy for each period to keep as a reference.

Accessing the report in PeopleSoft:

Navigating to the report:

HCM HRPRD>Payroll for North America>Payroll Distribution>GL Interface Reports>Gross
and Fringe
To create for the first time:
· Click on add a new value.
· Create a run control ID.
· Name the report: Gross_Fringe_Payroll_Report. Click add.
· Enter the fiscal year wanted and the accounting period.
· In the set ID type share. Put in your department number.
· In all Funding Sources, if you leave checked, you will get everything for the period selected. If you uncheck the box, you have the option of putting in a specific combo code for that period. You can also use this option to select a specific program.
· Click run and click ok.
· Click process monitor.
· Click refresh until you see “success” in the run status field and “posted” in the distribution status field.
· Click on details.
· Click on view log/trace in the action section.
· Click on the .pdf file in the file list section.
To run the report after the initial report is created:
· Navigate to the Gross and Fringe Report:
· At the “Run control ID” you can type in Gross and search.
· This will take you to the Gross and Fringe Payroll Report.
· Click on “Add to Favorites” and then you can click on “My Favorites” in your menu as a short cut.

Pro-ration of Payroll between Months when the Pay Period Crosses Months:

When a pay period crosses months, the pro-ration spreads the expense evenly between the two pay periods, regardless of the actual pay date. For instance, if a substitute works one day in the pay period, that one day will be prorated according to the number of days that fall in each month.

To Make Payroll Corrections:

If employees have been paid incorrect, payroll corrections will need to be submitted. Please verify that your school or department was the originator of the time entered or submitted for payment. To process the correction, please submit Omni Form PBSD 0121, Payroll Time & Attendance Correction form to the Payroll department.

· Important Note: Once the corrections are processed, the corrections will post against the funding strip to which they were originally charged. The corrections will be reflected in the Gross and Fringe Payroll report.

To Resolve Expenditures Charged to the Wrong Funding:

Follow the instructions as outlined in the Requesting Payroll Transfers hand-out

· Important Note: Once the expenditures are moved, the changes can be viewed on the budget overview screen in FN. The corrections will not be reflected in the Gross and Fringe Payroll report.

