NG

COUNTY OF RIVERSIDE
AUDITOR-CONTROLLER

Page 1 of 14



NG

Table of Contents

Table Of CONENES ....ooiiiiiiii e e e e e mnene s 2
DoCUMENT REVISION LOG ...ttt
L@ A< VT PSSP 3
Selecting the Advice or Check to be Re-printed. .............ccccovvvviiiiiiiiiiieiecieeeieieee 4
Printing the Selected Advice and/or Checks.............oeeeeee 7

EIrOr iN the PrOCESS ..covvviiiii i rrreee e e e e e e e e e 9..
Appendix A—Adding a New Run Control ID............ccccooiiiiiiiiieeeeeee 13

Page 2 of 14



NG

COUNTY OF RIVERSIDE
AUDITOR-CONTROLLER

Document Revision Log

Name Version Date Description
Yumeka Seabrooks 1 5/08/2009 | Original Created
Overview

The Auditor-Controller’s Office launched access for employee to their pay advices and pay stubs
through PeopleSoft Employee Self Service (ESS) in September 2005. Since that time employees
have been able to view, print and retrieve copies of their pay stubs every pay period. Along with
this benefit, the ACO continued mail copies of pay advices to employees every pay period.

Due to the economic emergency that the county began to experience at the close of 2008, the
ACO decided to discontinue the mailing of pay advices each pay period. This change affected all
employee bargaining units except: Laborers International Union of North America (LIUNA) and
Riverside Sheriff Association (RSA). These two groups require in their memorandum of
understanding that employees receive a mailed copy of their pay statement.

In an effort to provide good customer service the ACO has created a special security role for
departmental payroll representatives’ use in printing pay advices should an employee not have
the ability or access to obtain their pay advice online.

Employees will still have the option of requesting a reprint of a pay stub through the ACO office.
Terminated employees will receive a mailed pay advice if they are issued a Final Check through
the Final Check payroll process.

Note—terminated employees will not be able to access Employee Self Service after they have
been terminated in HRMS.

Limitations

Multiple reprints of the same advice/check cannot be processed in the same day. Once
you run the process once, you have to wait until the following day to run it again.

You cannot reprint an advice if the direct deposit account has been inactivated. In this
situation, the employee will have to obtain the reprint through Employee Self Service.

You cannot reprint your advice/check stubs. You must use Employee Self Service or
contact ACO Payroll.

Timing
Reprints are available for printing as early as the Monday prior to the pay day.

Security

Security to print duplicate pay advices or checks is provided through Oasis with prior Approval of
the Auditor-Controller’s Office.
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Selecting the Advice or Check to be Re-printed.

Navigation:

HOME>COMPENSATE EMPLOYEES>MANAGE PAYROLL PROCESS>USE>RV ADV/CHK
REPRINT DATA ENTRY

Home = Compensate Emplovees = Manadge Payroll Process (IUS) = Use = RV AdviChk Reprint Data Entry

RV Adv/Chk Reprint Data Entry

Find an Existing Value

Multiple Search
Parameters to choose
from.

Search By:| EmplID W

. |Company
EmpliD:
P EmpliD
Search | Marme -

Fay End Date
Faycheck Issue Date
Faycheck Number

Change the Search By field to EmplID.

Home = Compensate Emplavees = WManage Payvroll Process (US) = Use = RV Adv/Chk Reprint Data Entry

RV AdviChk Reprint Data Entry

Find an Existing Value

Search E|'y':| Company v|

Company:
Advanced Search

Enter the employees ID number, click Search.

RV Adv/Chk Reprint Data Entry

Find an Existing Value

Search El'y':| EmpliD v|

empin: |||
Advanced Search
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The search results will display the employee’s history of pay checks and advices that they have
been issued. This will include any checks issued based on your Online Warrant Request.

To see additional checks, expand the View All.

RV Adv/Chk Reprint Data Entry

Find an Existing Value

Search By:| EmpliD v|

EmpliD: | 110402 |

Search | Advanced Search

Search Results

04/18/2003

The employees history
of checks & advices will
appear.

View All 100 ofzt2 (M Last
110402 COR 0 08/27/2008 09/10/2008 Seabrooks Yumeka (Blank)
110402 COR 5308 062712001 07/11/2001 ReobersonYumeka CORADY
110402 COR 19134 071172001 07/25/2001 RobersonYumelka CORADY
110402 COR 33151 07/25/2001 08/08/2001 RobersonYumeka CORADY
110402 COR 47609 08/08/2001  08/22/2001 RobersonYumeka CORADY
110402 COR 64165 08/22/2001 09/05/2001 RobersonYumeka CORADY
110402 COR 75707 08/05/2001  09/118/2001 RobersonYumeka CORADY
110402 COR 35851 02/05/2003 02/19/2003 Seabrocks, Yumeka CORWRT
110402 COR 87107 02M9/2002  03/05/2003 Seabrooks Yumeka CORWRT
110402 COR 89099 03/03/2003 0319/2003 Seabrocks Yumeka CORWRT
110402 COR 90731 0319/2003 04/02/2003 Seabrooks Yumeka CORWRT
110402 COR 92018 04/02/2003 04/15/2003 Seabrooks Yumeka CORWRT
110402 COR 93666 04/30/2003

Seabrooks Yumeka CORWRT

Scroll through the list and select the advice or check you want to reprint by clicking on the

employee ID on the far left side

RV Adv/Chk Reprint Data Entry

Find an Existing Value

Search By:| EmpllD vl
EmplD: 402 |

‘Search I Advanced Search

Search Results
Siew All

110402 COR 3122741 09/24/2008
110402 3937207 10/08/2008
|"1'1'0402 COR 3161045 10/22/2005
T CoR 3178957 11/05/2008
110402 COR 3198290 11/19/2008
110402 COR 3217547 12/03/2008
110402 COR 3236756 12/17/2008
110402 COR 3255823 12/31/2008
110402 COR 3274882 01/14/20089
110402 COR 3293913 0112812009
110402 COR 3314413 02/11/2008

Click the EmpliD to
select the advice or

- Paycheck Issue Date Name

1000872008
10/22/2008
11/05/2008
11192008
12/03/2008
121712008
12/31/2008
0142009
01/28i2009
021112009
Dz/2siz009

First M 2012180218

Form Identificatios
Seabrocks Yumeka CORADY
Seabrooks Yumeka CORADY
Zeabrooks Yumeka CORADY
Seabrooks Yumeka CORADY
Seahrooks Yumeka CORADY
Seabrooks Yumeka CORADY
Seabrocks Yumeka CORADY
Seabrooks Yumeka CORADY
Seabrocks Yumeka CORADY
Seabrooks Yumeka CORADY
Seabrooks Yumeka CORADY
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Confirm that an A appears in the box if you are reprinting an Advice or C is in the box if reprinting

a check. Reference the Form |dentification field if unsure.

]( Ry Advice/Check Reprint \_

Report Request Parameters

EmpliD; 110402 Mame: Seabrooks Yumeka
Paycheck NHumber: 3137207

Pay End Date; 10/08/2008

Paycheck Issue Date: 10/22/2008

Home = Compensate Employees = Manage Payroll Process (US) = Use = RV AdviChk Reprint Data Entry

Form |dentification: CORADY

*Enter A for Advice or C for check: g

ﬁ Save QReturn to Search) +E Mextin List) +Z Previous in List)

Click Save.

If you want to print additional advices or checks, click Return to Search. This will take back to the
listing of checks for the employee. You can select another check for this employee or enter a
new employee’s Id number, paycheck number etc. Advices/Checks are stored back to June

2001.

RV Adv/Chk Reprint Data Entry

Find an Existing Value

Zompany: ’_ ]ﬂ

FPaycheck Mumber: :l

FPay End Date: |—|@

Paycheck Issue Date: | |@

EmplD: [ 121212 ] /

Name | /

[ case Sensitive

“Search | [ Clear |ElaS\cSearch

Search Results
2}

First [4 107208 or20e

Company Paycheck Number Pay End Date Paycheck Issue Date EmpliD Name Form kdentification
COR 1635144 07062005 072002005 Samsanseg - CORA

COR 1651167 08/03/2005 O = . |

COR 1667199 08/03/2005 08M17/2005 = tCORADY

COR 1683294 0817/2005 08/34/2005 s | CORADY

COR 1699363 08/31/2005  0914/2005 CORADY

COR 1715555 091452005  09/28/2005 T » EORADY

COR 1731753 02/28/2005 400122005 CORADY

S— S ——— —

Repeat this process for all advices/checks you wish to print.
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Printing the Selected Advice and/or Checks

After you select all the advices and checks, you need to print them.

Navigation: HOME>COMPENSATE EMPLOYEES>MANAGE PAYROLL PROCESS>REPORT
1>RV ADVICE/CHECK REPRINT

Home = Compensate Employees = Manage Payroll Process (LS) = Report 1 = R\ ADVICE/CHECK REPRINT

RV ADVICE/CHECK REPRINT

Find an Existing Value

Run Cantrol ID:|
[]Case Sensitive

Search | Advanced Search

Add a Mew Value

Click iearch to use an existing Run Control. If you have no run controls, you need to Add a New
Value™.

‘r’ RV Advice/Check Reprint Reg \_

Run Control ID;  AdvicePrint Reports Infobox  Process Manitar Run

Please enter X for reprint: ‘(_

Message Text: Reprint \

[CLReturn to Search ] (45 NextinList) (1= EoAdd

Make sure an X is in the box and type Reprint in the message field. Click save, so you don’t have
to repeat these steps in the future.

! Adding a New Run Control—See Appendix A
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Click Run.

Home = Compensate Emplovees = Manage Payroll Process (US) = Report 1 = RV ADVICEICHECK REPRINT

RV Advice/Check Reprint Req \\_

Run Control ID:  AdvicePrint Repors Infohox  Process Wanito

Please enter X for reprint:

Message Text: Reprint

Bosve)  [QRetunto Semeh) (+EHestinList) (12 Bradd

The Process Scheduler will display:

Select the type of reprint you have.

Process Scheduler Request

User ID: E110402 Run Control ID: AdvicePrint

Server Hame: PSUNX *| RunDate: 05/08/2009 (i)
Recurrence: Run Time: 11:05:06AM
Time Zone: ~ Resetto Current Date/Time |

Select Description Process Name Process Type *Type *Format Output Destination

[0 Acvice ReprintProcess  RVDDPO33 SOR Report File OTHER
[0 CheckReprintProcess  RVPAYD33 SOR Report File OTHER

OK_] [Cance |

If you have both types, select both boxes.

Process Scheduler Request

User ID: E110402 Run Control ID: AdvicePrint

Server Name: PEUINX *| Run Date: 05/08/2009 ]
Recurrence: Run Time: 11:30:554M
Time Zone: v Resetto Current Date/Time |

Select Description Process Name Process Type *Type *Format OQutput Destination
Advice Reprint Process RVDDPO33 SOR Report File OTHER |weh |
Check Reprint Process RVPAYD33 SOR Report File OTHER |weh |

oK |

Click OK.
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You will return to the Run Control panel. The process instance will display for the number of

reprints you are processing.

J{’ RV Advice/Check Reprint Req \_

Run Control ID:  AdvicePrint Reports Infobox | Process Monitor Run |

Frocess Instance:1726820,1726821

Please enter ¥ for reprint:

Message Text; Reprint

Click on Process Monitor to check on the status of your process.

You should see your process instance numbers listed. Verify your Run Status is success. If

pending, click Refresh to update the status.

J(’ Process List " Semver List

Type:
Y T e O e
Run 5tatus:

Viggv Job Items Save On Refresh

Server
Hame:

First (4] 14 ora [ Last
Run Status  |Details

View All
Run DateTime
05/08/2009 11:30:554M

Process Type Process Name User

1726821 ¥ SQR Report RVPAY033 E110402 2200 Success  |Details
e e

1726820  SOR Report RVDDPO33 E110402 E,E#B"D”g T30S g ccess Details

1723817  COBOL SOL PSPCNFRI E1104gp DI/0572008 T0ATABAM o\ eae Details

DL

Error in the Process

If your Run Status is error, DO NOT run the process again. Contact the Oasis Help Desk and
notify them of the error you received along with the process you were running and the instance

number. They will assist you in resolving the error.

Oasis Help Desk (951) 358-6100
Email: OasisHelpDesk@co.riverside.ca.us
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With a successful Run Status, scroll down and click Return to RV Advice/Check Reprint.

l( Process List % Sener List

Type:
server Process instance: | o] |
Hame: Run Status:
View Job Items Save On Refresh

First (1] 14074 [¥] L

Instance Seq. Process Type Process Name User Run DateTime Run Status  Details
1726821  SQRReport RVPAY033 E110402 g%ﬁw”“g TT3055AM qecess  Details
1726820  SORReport RVDDP023 E110402 g%fgsxznug TT3059AM qccess  Details
1723817  COBOL SQL PSPCHFRI E110402 g%xgsxzuug 10AT49AM g ccess  Details

1723800  COBOL SGL PSPPYREV E110402 g%xgsxznug 1008084 g icess  Details

Go backto RV ADVICE/ICHECK REFRINT (

ﬁ Save

Frocess List | Server List

This will return you to the Run Control panel.

Haime = Compensate Emplayess = Llanage Payroll Process (WS = Repad 1 = RV ADVICE/CHECK REPRINT

l( RY Advice/Check Reprint Req ‘\_

Run Control 10: AdvicePrint Reports Infobox JProcess Maonitor Run

Please enter X for reprint:

Message Text: |Reprint

Click on Reports Info box to open your Dazel Info box.
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The reprints will appear in under the section

On-Demand.

ol S el R

[=] Fri May 08, 2009 [=]

HRMS Warrant Validation
» Warrants Paid Inbound Interfac
[Source: repoits; 08 Mayv 2008 10:530 AM |

» Warrant Stale Date Report
[Source: reports, 08 May 2000 12:14 AM ]

On-Demand <
» Advice Reprint Process
[08 May 2009 11:32 AN ]

» Check Reprint Process
[08 May 2008 11:32 AN |

This program and its accompanving de
and contain information proprietary to
documentation are all governed by tha
documentation is expressly prokﬂbitedi

The reprints look exactly the same as the mailed advices and check stubs.

County of Riverside Pay Cooup SL2-Mmogament Fxampt Salaned Bounew Umt: RIVCO
Robert E. Byrd, CGFM, Counry Auditor-Controller Fay Bogm Dam: 1215
Fay Enod Das: b ;D14
Kerry Kringle 2,‘_"3_,‘:““" o
RIVERSIDE, CA 525+ Location: 440 Lemca St
Stp Insas Dats: S
CodaStey
Tt YTD IO
Coda Duscription Taxx Tax Tz Em
TEC Rogar X % F = == o0
ANY Azl Lame Uiod 220 453 §2227 | Fod MEDEE 134 136 2545
HLE Holidey Eamed 20 L] [ WEE e MR 254588
HOL Hehiday 774 200 B8 T30 | CA Wittissling 456 1 20108
FLY Flaxiblo Banafit 37564 THH
Toal L TET0 51000 | Teal EEE] I
BEFORE-TAX DEDUCTIONS AFTER-TAY DEDUCTIONS EAFLOYER PAID BENEFITSAISCELLANEOLS
Descripion G YD | Desciption Couraar Descriti e 1D
Cowty Blus Shiad MO0 0 170 | Exployos Compum 1w 100 | Veson Sani X
2135 an Sopp Pansicn Vali 10020
S000 Bacic Lil 1050
4000 Long Tem Tisahilify Chaes T 4040
kL] FSA Halh Cam 40
Mie. Rotimment TR Paid ELETS
MCRU EPMC na
Tramsporation Afmin Fas 200
Toal- TEET0 LU | Tow i) B
TOTAL GROSS TANABLE EARMINGS TOTAL TAXES  TOTAL DEDUCTIONS
[ 25504 2003 563 w0
¥ID; 515008 4000 288 118140
GENE HOURs PREV BAL - FARNED  USED'SOLD  +-ADJ  CURR Bal] NET PAY DISTRIBUTION
Vacatioa ] 00 AR )
HVacason L] oo
Sick 9025 39025
Comp EX] £
Mzt Comp o oo
Holidsy W 0 aET
Adwin Tva o o0
r——— 104167 1200 200 it
Pomoml Lvs oo 00
MESSAGE: Rapriat
County of Riverside Date Advice No.
0171472008 333333

A\
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If you selected multiple checks or advices, they will be grouped in the one file by their type. If you
want an individual file, you need to run the reprint one at a time.

This is useful if you want to email a duplicate to an employee.
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Appendix A—Adding a New Run Control ID

Click Add a New Value

Type a name for your Run Control Advice_Check_Reprint.

Note—you have to use an underscore( _) for all spaces.

Click Add.
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The new Run Control Panel will display:
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