Cal AHSWQIS Getting Started with the Payroll Dashboard

Payroll Dashboard

The Cal Answers Payroll dashboard displays information from the Payroll Personnel System (PPS), UC Berkeley’s payroll source system. It replaces the existing BAIRS reports and enables HR
professionals to access information they need to submit a Payroll Expense Transfer, view benefits by employee, and access leave accrual information. Reports display the data in accounting
(credit/debit) signage. Once applied, dashboard filters persist between the two report tabs. Access the Payroll wiki for detailed report documentation as well as a data dictionary with definitions
for the fields featured in these reports. Access to the Payroll dashboard has been automatically granted to those who currently have access to this information in BAIRS. Due to the sensitive
nature of this data, access mirrors the org nodes and departments you specifically have access to in BAIRS. You may request access through SARA.

Accessing the Cal Answers Payroll Dashboard Siiduins AT

Home Recent Catalog Favoritesy  Dashboardks = AW Mew sy BROpen~  Signed In As Jeannine Miles v

1. Go to calanswers.berkeley.edu to log into the Cal Answers tool. Chrome UC Berkeley
or Firefox are the recommended browsers.
2. Click on the Log in to Cal Answers link on the Cal Answers Home page and

when prompted enter your CalNet ID and passphrase. This will take you to Explore Dashboards by subject area from the list below. Additional Dashboards are
available in a drop-down list on the blue menu bar above.

Cal Answers

the Home page of the Cal Answers application.
3. From the Payroll Dashboards section, expand the Payroll box by clicking on the

+ sign and then click the blue Payroll link to display the dashboard. RS ey TNtk are Flannis (HW) Desbpsds
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https://wikihub.berkeley.edu/display/calanswers/Payroll
https://wikihub.berkeley.edu/display/calanswers/Fund+Deficits+Reporting
https://wikihub.berkeley.edu/display/calanswers/Payroll+Data+Dictionary
https://calanswers.berkeley.edu/what-information-available-cal-answers-and-which-role-do-i-need-access-it#payroll
https://calanswers.berkeley.edu/home
https://calanswers-bi.berkeley.edu:9804/analytics/saw.dll?Dashboard&portalPath=%2fshared%2fMaintenance%2fHome
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1. Overview Tab

The Overview tab defines each of the report tabs in the Payroll dashboard and provides hyperlinks to access each report. From the Payroll Wiki you can find a comprehensive
review of the reports along with a dictionary of terms found in the reports. Check out the Cal Answers Basic Navigation Learning Map for links to Cal Answers navigation
resources. If you still have questions follow the link to the Cal Answers Help Desk email for additional support.
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Overview _] Expense Detail Leave Accruals

W

Payroll Dashboard

featured in these reports.

The reporting tabs in this dashboard include:
Report tab name hyperlinks and definition.

Payroll Expense Detail

The report features three views for different purposes. The Stand iew mimics the PPP5302 report from Page Center in PPS, which is the source system for the data in these
reports. The Transaction View contains all the columns i order needed to submit a Payroll Expense Transfer (PET). The Benefits Expanded View provides amounts for each
individual benefit, which are summed into groupiags in the other views. All three views contain detailed chartstring and Employee information for payroll expenses.

@ Leave Accruals

This tab provides information about all the types of leave an Employee may accrue. It is provided in a monthly pivot table format, showing for each month: the beginning balance,
accrual amount, usage and balance for each type of leave. The leave types are Vacation, Sick, Comp and Paid Time Off. For Vacation Leave, if any Employee is at or within three
months of exceeding the balance of allowable accrued hours, there will be an indicator in that month. Any vacation hours lost are also provided. For Comp Accrual, if the Employee
goes over a balance of 240, an indicator will appear for that month. Use this report to track employee leave balances and alert your staff if they are approaching an accrual

maximum.
< For questions or suggestions please email calanswers-help@berkeley.edu >
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https://wikihub.berkeley.edu/display/calanswers/Payroll
https://calanswers.berkeley.edu/sites/default/files/cal_answers_basic_navigation_learning_map.pdf
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2. Expense Detail Report

Comparable BAIRS Reports
The Expense Detail Report displays Payroll Expense Detail information for the prompted values from the PPS payroll source system to approved [Finandial Reports/080. Payrol
Cal Answers Financials Payroll reporting users. There are three available views that all include detailed chartstring and Employee information * | Name

D i
for payroll expenses. The benefits amounts are the costs for each employee and are consistent with PPS data at the PageCenter report portal. = B[S_PPS_A_pp{:_mtrfment.bqy
| | | BIS_PPS_Distribution_Curr.bay
| | [ BIS_PPS_Expense_Detai_Curr.bqy
Between filter option allows you to pull data for a | BIS_PPS_Expense_Detail_Hst.bqy

range of Dept IDs and Account and Fund Codes.

Payroll Home | Catalog Favorites v Dashboards~ |§ New~ | BB Open~ | SignedIni
Overview Expense Detail Leave Accruals = 3
= Payroll Expense Detail Prompts
¥ Period End Dt Setwies (&% (9 Emplover Ly : § w Babes r. - -l - ] =
g Manh <= 18 May = Ermpitsgas L523 Name |8 egualte | = n wl  Level -l Py " = & et Cod l_._ od j_ = l £l Poce |5 B5uS 1 ) £ B =| =
/ —
Ledger Start and End J
M gth defa altns o Please remove or replace the '-' in the Dept ID prompt and then click Apply.
on ! Any query that runs for more than 10 minutes will be cancelled. If this occurs, please narrow your search and click Apply again.
most recent closed
month. Payroll Expense Detail
 /’ Select View Standard (PPP5302) ¥ |
Standard (PPP5302)
3 Select View Options: Transaction View (PET) Select the desired
e Standard (PPP5302) mirrors the BAIRS Payroll PPP5302 report :Iﬁf__*p_eritsl Expanded | dashboard prompts

and then click the

. . . . Apply button to update
Like your filtered and/or edited table report view? the data table.

Create a Saved Customization to

e Transaction View (PET) displays all required Payroll Expense
Transfer information in the order needed
e Benefits Expanded uncouples all individual benefit elements

You'li2 apply again and again.

July 2018 3

Berkeley o e


https://calanswers.berkeley.edu/sites/default/files/saved_customizations_job_aid.pdf
https://www.youtube.com/watch?v=PyDWN2Zjarw&list=PL2ltCHC7l_6LuKyzMooD-6LrGq7x4yXgl&index=4
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a. Standard (PPP5302) view default Column Labels

Payroll Expense Detail

| Benefits Expanded

Pay |Pay

Et Et Appt Employee Employee

Monti Et Page e Cﬂtl gl.:t ‘T BU |Account [Fund |Org  |Program |Project |Flexfield Last Na First Nai

| Pavroll Payroll [

|Employee |Title Earn Mthby/Hrly Payroll Retirement

= Cod &eriod End C4/DOoS Pet/Hrs? | PetfHrs oo TransJ s At |mn Matching_Contrib/FSS/SMSP
L Cd/AD I t - | —

GSTR/IAPOF/UCRPSU |OSDI/MEDCR | DENT/HLTH/VIS/OPEB | UI/GSH |WC/ESP/GSPF2 | LIFE/UCDI/GSFR IAP!LEAVE Y Periad 9

b. Transaction View (PET) view default Column Labels

Payroll Expense Detail
Select View T nsacﬂ n View (PET) ¥ |

|Employee Last Name |Employee First Name |Emplwee D |'r1tre Code |Til:le Desc |Earn Cd/DOS | Et Month |
|Et Page [Et Line |BU [Account [Fund [Org  |Program [Project |Flexfield | Pct/Hrs [Mthiy/Hrly Rate [Payroll Gross Amt |

[Beneﬂt Gross Amt !Matching_(:onmbess,-'SMSP [GSTRJI&POFIUCRPSU ]DSDI,-"MEDCR |
| DENT/HLTH/VIS/OPEB |U1/GSH |WC/ESP/GSPF2 | LIFE/UCDI/GSFR | IAP/LEAVE |

c. Benefits Expanded view default Column Labels

Payroll Expense Detail

Office of the

Bel‘keley Vice Chancellor of Finance

Transaction View (P
Beneﬂtstpanded
Hide a column by right-clicking on the Lock Nome [Firet Name. [I5° /" |Code [Dese  [Ga/DOS |Month [BY |Account [Fund [0rg  [Program [Project
column and selecting Exclude column.
. . o . . Benefit i
To bring it back, right-click in the table P e MY Rt | Benet G oo $m oo g | [fone  [Beneft Jooneft oot . 3 Rows1-25
and select Include column to place the amt o AT e e pi R ( Print -Expart
cqu.rTm the right of the current r st | < e sl At 2Tt e Postic Cradsh [Workers posdoc Blue arrows under the data tables allow
position. Medical |[pER2! [OPCD I SISION. |\ jgqi |LE02 lm"""“ Broker |Health [Comp | Workcomp
L At Amt(Amt o AmtAmt you to scroll up or down the rows of the
Benefit _[Benet [Benefit | oM geneft Banefit (Benefit [Benet Beneflt [Beneit|o, o data table or click the double sided
Employee |Gradstu [Uc Paid paid Core |Postdoc |Postdoc |Gradstu [Benefit |Leave 2016 2016 . )
el il TN el sl e U i il e arrow to displav all rows of available
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3. Leave Accruals Report

Comparable BAIRS Reports

Use the Leave Accruals Report to pull leave accrual balance and usage data by Employee Home Department as well as for individual [Finandial Reports/080. Payrol
employee(s). Leave (Vacation, Sick, Comp, Paid Time Off) Accruals, Begin & Ending Balances, and Usage information is available only ! *'"Efe;ve_mﬂme_mnmm
in this dashboard. The vacation accrual max is also included. 9] Leave_Employee_tistory.bay

|9 Leave_Reported_Usage_For_Month. bay

Payroll Home Catalog Favortes~ | Dashboards~ | New~ BB Open~  Signed In As Jeannine Miles ~
o g
* =
Leave Accruals Prompts
Payrall Period End Dt Between 07/11/2017 @B -p7/1ijz0i8 @ Employee Home Dk =l
Show Only Vac Over within 3 Mos: Yes Employee Last Name begins with| —-Saiacr Value |
Employee ID [—Select Value =l
. Empl Skatus |—Sefact Valve | .
Check the Show Only Vac Over within ] S Select the desired
. D eS8l v
3 Mos box to display the most recent Please remove or e the '-"in the E ee Home De and then click , = dashboard
closed period’s data for only the Any query that runs for more than 10 minutes will be cancelled. If this occurs, please narrow your search and dick Apply again. prompts and then
employees within three months of click the Apply
approaching or already exceeded Employee Leave Accruals br:Jtton to ut;))ldate
. . . the data table.
thelr maXImum allowed Vacatlon 2017 | 2017 | 2017 | 2017 | 2017 | 2017 | 2018 | 20158 | 2018
Full Name Ermployee 10| Employes Status Desc | Employee Home Degt Med Cont Base Cur |Med Cont Base Next 7 B 9 10 11 12 1 2 3
aCCFU8| ba |ance 1 Active Vac Begln Balance 76 82 71.77| B3A6| BA0B| 77.77| B7.92| OB.O7|107.77|102.38 11161
Active Vac Accrual 76 82 969 10.62| 9.69| 10.15| 10,15 969 10.62| 923 10.15
Active Vac Lisage Fi: 82 0,00 B.00| 16.00 0.00 .00 0.00 | 16.00 n.on n.oon
Active Vacatlon Lost Hrs 76 82 000 000 000 000 000 000 000 0.00 0.00
Active ac Balance 76 82| B146| 86.08| 77.77| 8792 98.07|107.77 (102.38|111.61 | 121.77
Active Vacation Accrual Max il 82 240,00 | 240,00 | 240,00 | 240,00 | 240,00 | 240,00 | 240,00 | 240.00 | 240.00
Active Vac Over within 3 Mos 76 82
Active Sick Begin Balance 76 82 372,62 |388.37 | 388.806 | 396,62 | 404.74 | 404.86 [412.62 |421.11 | 420.49
Active Sick Accrual Fi:l 82 JJ75 BA49| AJ5| B2 812 f75) B4R 438 B12
1 Active Sick Usage 76 82 000 000 000 000, 800 000 000 B.O00, 0.00
. N . Acti Sick Bal 76 82 | 380.37 | 306.80 | 390.62 [404.74 | 404.86 |412.62 |421.11 [420.49 | 428.62 . .
Click the Print link and select j v Gomp Begi Beonce 3 B[ 6oo[ 0] o0] o[ 06| ool 00[ 6o0] 65 Click the Export link to
Printable PDF for printing or —__ : he o = P o) oo DX DM o) omy oo o Eﬁ// send the data to Excel.
. . . \ Active Comp Balance 76 82| 000 000 000 000/ 000 000 000l 600 0.00
Prlntable HTML for VIeWIng _\Aﬁliw Comp Ower 240 76 "2 |_— SeleCt EXCG' format to
H H I TPisthug Pd Time Off Begin Balance 76 82| 0.00| 000 0.00 MOO 0.00| 000 000 0.00
and printing from your _ e e = a0l osi-ob~800[ 6o0] aoo| o000] 60e| t0 download formatted data.
H +1 | Artive P Time OFF Usage Fii /HL xii] 0.00 n.oo 0.o0 .00 0.00 .00 n.oon n.oo _
browser with additional B - e (et = e T B Select Data->CSV format to
. . \ . A/
formatting options. Print -Export download raw data.
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