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Header/Event Tracking/Action Buttons: Track
HRGL Requst number, and staus of PET actions.

Paycheck Search Criteria:
A: At least one:
Empl ID | Position Number | SpeedType
B: At least one:
Pay date range | Earnings date range

Paycheck Search Results: A separate row
appears when any field has a different value than
the previous entry.
Pay Date Range: Use for paycheck dates.
Earnings Range: Paychecks may contain
earnings from more than one earnings
period, such as leave periods, check
pulls/reissued pay, late pay,
overpayments, manual check (job data)
changes, additional pay, and mid-month
funding entry begin/end dates.
Off Cycle: Confirming if the entry was
entered after on-cycle for the pay period.
Empl ID/Employee Name: Confirming the
correct employee is chosen.
Empl Rec#: Confirming which record
number was used.
Department/Position Number: This
combo determines the DBT to be used.
Job Code: Confirming the correct type of
position.
Pay Group: Confirming the correct
eligibility rules.
Total Earnings: Confirming the total check
amount.

Ad Hoc Department Approvers: Additional
approval beyond self-approving/grant defaults.
Attachments/Comments: Important additional
documentation for audit trails.
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lines:
B: Paycheck Total Gross
C: Job Data Comp Rate
D: Current Check Total
E: Earn Code Total

Hint: Too many paycheck lines
to add? Export to Excel:
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2. Click cell below amount.
3. Click AutoSum. )

Check Distribution Fields:
Separate lines display when a
field has a different value.

LD

Group by 100% funding changes
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| &
Funding End Dads
Amount Disirib 3% (¥ Appiy Fulure =
as)

in field values including:
End Dates: Pay and Earnings

Earn Codes: Leave, additional
pay, special pay, work study
Funding Template: Apply
complicated funding updates
accurately with a single click.

Special Features:
F: Apply Funding to
Future: Create new

funding entry for current
pay period.

G: Prorate Date: Apply
template funding for
artial period.
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Taxes
Taxes and Deductions:

Recalculates for all the
lines included in the
PET.

Paycheck lines that are
excluded from the PET
will be excluded from
PET funding updates.

First 4 to0r1 e °

Based upon the campus
set up rules in the
Department Budget
Table.

Account codes follow set
up rules.

Fin Aid/Controllers Office: Any
changes to the taxes and
deductions pages may only be
made with this special access.
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Deductions
Taxes and Deductions:

Firt 4 1011 b Lt

e Recalculates for all the
lines included in the
PET.

e Paycheck lines that are
excluded from the PET
will be excluded from
PET funding updates.

e Based upon the campus
set up rules in the
Department Budget
Table.

e Account codes follow set
up rules.

Fin Aid/Controllers Office: Any
changes to the taxes and
deductions pages may only be
made with this special access.
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Summary
Click Save to update totals.
PET Combo Summary:

Displays amount of funding
changes only.

PET Detail:
Click the dropdown arrow.

Expands all the fields/lines with
the PET details of credits and
debits.

Sort by credit ot debit to confirm
R new distribution.

Hint: Export to Excel to
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download complete transaction
detail for the PET.

1. Click icon. =

2. Save with the HRGL #
for reference.

3. Use AutoSum ) or
subtotal for review.




