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Effort Certification
Payroll Report Quick Guide
Summary

The Payroll Report is a versatile report that can be run per grant, Pl, non-PI,
and department for a selected number of days. This report outlines every
transaction for the respective user and fund within the input date range.
Payroll Reports can be run quickly and directly from Project Statements for
the respective project and user(s).

Running the Payroll Report from a Statement

Fund Statement.. . Reporting Period from 10/1/2025 to 12/31/2025, due date 2/20/2026; ... =
=R
Object Payroll Total Ceruil )
rim heck A
Employee Department Code Dollars Percentage Percentage Checkboxes ction
S — - AS Biology General Admi... 20NO $226.13 25% 25 % Sh
AS Biology General Admi... 20NO $336.38 17% 17 % Sh
- — AS Biology General Admi... 20N0 $542.62 25% 25 % Sh
AS Biology General Admi... 20L0 $848.96 14% 14 % Sh
- — - AS Biology General Admi... 20J0 $1,081.50 100% 100 % Sh
AS Biology General Admi... 2060 $12,150.21 100% 100 % Sh
- - AS Biology General Admi... 20J0 $594.00 19% 19 % Sh
AS Biology General Admi... 20N0 $425.28 20% 20 % Sh
Pre Review Save Home

Select the dollar sign under the action column to run a payroll report. This
icon automatically runs a payroll report of every transaction for the selected
user on this grant within the statements fiscal quarter. You may also select
the paper icon to view the full summary of payroll distribution for a user.
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Running the Payroll Report from a Statement

Parameters Results

jod View
View

6 ite ind, displaying all items.

= Middle Department N o Employee Statement
Employee ID First Name Init. Last Name Department Number Grant Pay Period Payroll Pay % Pay Type Type Type
2VWT0 -
Collaborative
Research
Ranges
Building
AS Biology Capacity to  10/01/2025 5R- Project
General 048F Extend to $37386 3% 0480VG- Cerjtiﬁers Base
Administrative Mammal 10/31/2025 2060
Specimens
from
Western
North
America
10/01/2025 5R- -
to $3676.21 30% 0480VG- (P:?r‘t?ﬁcéis Base
10/31/2025 2060
11/01/2025 5R- .
to $56079 5% 0480VG- holeCt
11/30/2025 2060
11/01/2025 5R-
to $3,489.28 29 % 0480VG- Base
11/30/2025

12/01/2025
to $ 27 % Base
12/31/2025

12/01/2025
to
12/31/2025

Subtotal $12,190.21
Total Of All Certifiers E

6 items found, displaying all items.

Certifiers B2se

[BExcel | [@XML | [APDF | [RTF

1. The Parameters tab may be selected to adjust the search specifications.
A report may be run by grant, user, or both.

2. The other tabs outline every transaction per employee and grant.

3. Each transaction is listed by its pay period and amount.

4. The pay percentage indicates what portion of the total payroll this
transaction represents.

5. Subtotals and Totals are displayed on the bottom.

6. The report can be downloaded into excel!
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Adjusting Parameters
Parameters Results
©Employee:
©School /
Department:
Expand Search
@Account: @ Active O Inactive
©Search By Bas Non-IBS (] Other
Statement Type:
©ODate By: @ Dates (O Employee Type
ODates: Start Date: End Date:
[mm/dd/yyyy] [mm/dd/yyyy]

1. The Payroll Report must be run by either an employee, account, or
department. The matching ID/reference populates while typing your

search criteria to select.

a. If an account is inactive, select the inactive button to complete

search.

2. Dates may be individually entered. You may also select the employee
type button to choose one period at a time. To do so, select Employee

Type > Project Certifier > Correct Period.
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