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How to Copy Paylines

How to Copy Pay lines from the current FY to the next FY.

1. Launch QCC
2. Open Human Resources / Payroll folder
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3. Open HR Reporting and Downloading
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4. Open HR Report/ Job Selector
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5. Click on Show Jobs
6. On Category drop-down menu, choose Pay

90 - S.C.COUNTY OFFICE OF EDUCATION

File Options Help
H2 G XD ddble=8
@ Reports | Glabal Settings | Field Selection | Disticts | Emplayes Sekection | Custom Selection Screen | Schedue Job
‘ ™ Show Reports | * Show Jobs | ‘ Category ;I
D Name Description 'SEB Lrv Access -
¥[501 |PER680ST |Update Employee Experience M es |:|
PER |
502 |PER%305T |ResetJob Code --> Job Category R ip
503 |PER9345T |Update PER-PAY Data From Employee's Frime Position FER. Yes
504 |ABT5005T |RequestRepair of Orphaned Positions ABT Yes
505 |DED950ST |ResetDeduction Accumulators DED Yeg
506 PLOGDOST | Copy Paylines PAY Yes
507 |PCT900ST |Re-Calculate Employee Projections PAY Yes
508 |PCT9205T  |Update D-EMP-POSITION with Bonus Recalculations PAY Yes
509 |PLO402ST  |Load Payline Data from Position Control (ENH) PAY Yes
510 |ABT9345T |Update Employee Leave Fay Rate ABT Yes
511 |PERB10ST |Batch Employee Termination FER. Yes
512 |PER8045T |Reset Calendar Relationships PER. Yes
513 |PTI1005T  |Payrol Timesheet Import PAY Yes
514 |PCT9025T  |Re-Calculate Employee Projections (EH PosCH) PAY Yes
515 |PLO400ST  |Load Payline Data from Position Control {STD) PAY Yes
c1z  InenoaneT  [iindor Poe foe Mo e Eeeclosicn B all Do P ren o
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7. Click on first line, Copy Paylines

R Report/lob Selector 90 - S.C.COUNTY OFFICE OF EDUCATION :
i i ———

File Options Help

HPR e XE DO D=2
@ Reports | E_Iul:ualSetting&I Field Selectiu:unl D_istriu:t&l Employes Selectiu:unl Cugtom Selection Screen | Schedule Job

= ShowReports % Show Jobs Categor: IP"W j"

D Name Description (ategnrv Access
t 508 PLOS00ST  |Copy Paylines PAY Yes

'S07  [PCT900ST  |Re-Calclate Employee Projections PAY Yes

508 |PCT9205T |Update D-EMP-POSITION with Bonus Recalculations Py Yes

508 |PLO4025T  [Load Payline Data from Position Contral (ENH) PaY Yes

513 [PTI1005T  [Payroll Timesheet Import PaY Yes

514 |PCT9025T |Re-Calculate Employee Projections (EH PosCH) PaY Yes

515 |PLO400ST  |Load Payline Data from Position Contral (STD) PaY Yes

8. Click on Custom Selection Screen tab

90 - 5.C.COUNTY OFFICE OF EDUCATION E
File Options
B2 e XO 0@ D e=8

Beports I Global Setting: I Field Selection I Diistricts I Employes Selectio @ Custom Selection Screen | |Scheduls Job

Help

Jab: PLOSOOST - Copy Paplines
Rall Selected Pay Lings to Mew vear

Required Data 1 Optional Data
Report Title: I
""""""""ﬁ'ﬁ'ﬁ"ﬁade:‘ IUpda t Report Type: ISc-urc:efT arget ;l
FrumYear I— To'vear I— MoreTermninated Empl Only: [
Activeslnactive Paylines: IActive ;I Make Inactive Active: [
Poszition Mumnber 5election: IF'c'sitinn ;I Zero the Pos Mumber: [~
Exclude Al Pay Lines with SP-EP: [ Blark the SP-EF: [
Balance of Contract Pay Line Selection: IContract ;I
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9. Click on Retrieve Preset folder on menu bar

=
-+ HR Reportflob Sele 90 - S.C.COUNTY OFFICE OF EDUCATION ﬁ

B FEESEN P IEICEL]

Job: PLOADOST - Copy Paylines
Fioll Selected Pay Lines to Mew Year

Bepc"JF‘:eJEr_leve Presetﬁ[ Cltr_l +T]l59lection I Diigtricts I Emplayes Selection @ Custom Selection Screen | Schedule Job

FRequired Data T

Optional Data

Report Title: I

10. Double-click on line for desired preset

[ Preset Maintenance (SS) - Retrieve Preset

Fror “ear: I To'Year I Mon-Terminated Empl Only: [~

Activednactive Paylines: IActive ;I Make Inactive Active: [~
Position Mumber Selection: IPDSition ;I Zera the Pos Mumber: [~
Enclude &1l Pay Lines with SP-EP: [ Blank the SPEP: [~

Balance of Contract Pay Line Selection: Il:ontrac:t VI

Report Type: ISourcex’Target j

File Options
SE MR
Only list this Category

I‘All Categories 3 Ef'f_"jl
Ln |Name DI | Cat Description UserID |Date Level

#|001 | 1NMLLNOBEN 00 8251 03/20/2019 |S
002 |2 NML HD NO BEN 00 8251 03/20/2019 |S
003 |3 CSH CSHR 00 8251 03/20/2019 |S
004 |4 OTHER ACTIVEL 00 8251 03/20/2019 |S
005 |5 OTHER ACT HD 00 8251 03/20/2019 |S
006 |6 BEN ONLY 00 8251 03/20/2019 |s
007 |7 INACTIVE 00 8251 03/20/2019 |sS

11. Click on OK on Retrieve Preset confirmation box

Retrieve Preset x

Retrieve Preset for Line:l Name:l NML L MO BENT

0K I Cancel
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12. Change report title to reflect district, and leave Run Mode to Report Only

Qg HR Report/Job Selector

File Options Help+Video

90 - SCCOE Qss/0...

‘H@TE‘,*H}@ xXOad®e=8

Reports | Global Settings | Field Selection | Districts | Employes Selection @ Custom Selection Screen | Scheduile Job

Job: pl0S00st - Copy Paylines

Roll Selected Pay Lines to New Year

Required Data T Optional Data
| HeporlT\l\e] 1 DISTRICT %< NML L NO BEN 4[
Im Report Type: lSnurce/Talgel L]
From Year: IT ToYear |2|J_ Mon-Terminated Empl Only: [
Activedlnactive Paylines: Ihl Make Inactive Active: [~
Postion Number Selection: [Both ~~~ _+] Zer the Pos Number. [~
Exclude All Pay Lines with SPEP: [~ Blark the SPEP: [~
Balance of Contract Pay Line Selection: lh]

13. Click on lightning bolt icon to submit the report

% HR Repart/Job Selector

File Options Help+Video

90 - SCCOE

3

X O3 @ =8

Reports | Global Settings | Field Selection | Districts l Employes Selection @ Custom Selection Screen | Schedule Job

Job: pl0900st - Copy Paylines

Roll Selected Pay Lines to New Year

Required Data T Optional Data

Report Tit\e‘§|1 DISTRICT 50 NML L NO BEN

Balance of Contract Pay Line Selection: IBolh -

Run Mode: |Report Oy =l Report Type: |Source/Target |
From Year: IT ToYean IZIJ— Non-Terminated Empl Only: [
Active/Inactive Paylines: IAcLive j Make Inactive Active: [~
Position Number Selection: IBoLh ﬂ Zero the Pos Number. [~
Exclude All Pay Lines with SP-EP: [~ Blank the SPEP: [~
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14. Open Print Manager and locate report that was run

Q55 ControlCenter 90 - S.C.COUNTY OFFICE

File View District Year Messages Window MNews Help+Video
E;_} Favorites

Go
EE? Print Manager / Job Menu / Utilities
-

g Job Menu

-
@ Upload / Download Files (QS5%FR)

File View Options Help+Video

PXe®F hakaE g0 EE% 3

User Preference Settings: Load Print Manager Users? Only my user. Automatic load of Job List{$STDLIST)? Load on demand.

© Brint Fies. | Spool Files/SSTDLIST | Local Print Fies | Session tistory | Server Commands |

I B 1 RAMIREZR | Ret. |u | slet |R| P|File # |Date/Time |Job# | Beg/End (Lines) | Report Title Program Title |Program |User |Group |Account |PFile |
w2 Al Files | |N |Y‘N|5€5091|05f13,’2013 B:30AM|J05089 ‘UIE (222) |1DISTRJ::Txx NML L NO BEN ||PAYROLL LOAD/COPY REPORT |PLU§90 |RAMIRE‘DIST92 |RTC5C |Emsm |

=[] Dates
[l P-4y 20130513 i

15. Click folder on report line to open report, then review Old and New paylines for each Fiscal Year.

090 SCCOE PAYROLL LOAD/COPY REPORT J29068 PL0O990 L.00.02 03/22/19 PAGE 1
1 DISTRICT 90 NML L NO BEN

Report Source: PL0%00
Mode: Report

e -

FY |POSN D RATE UNITS RIS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
(01 19 903651 2,852.51 1.00 L P 2,852.51 NML TFSP L 3,042.68 08-1-1
PY-SCH S B F START END USER ANN. CONTRACT SRC COPY AUDIT INFO
E11B07 1 = 31,377.60/00 L 12/06/18 BO90O
PERCENT Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr SBFAT EX-GROSS FTD PAID
1. 0.00% 820-6500-0-2110-00-5750-1110-318900-000-5700 0.00 8,557.53
0.00% ** TOTALS ** 0.00 8,557.53
NEW FY | POSN D RATE UNITS RIS EX-GROSS TYPE ST-DED SP EP RET-BASE AC-P-C WsC
ADD* 20 j003651 2,852.51 1.00 L P 2,852.51 NML 3,042.68 08-1-1
PY-SCH S B F START END USER SRC CCPY AUDIT INFO
E11B07 1 = c 03/22/19 8251
PERCENT Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr EX-GROSS FTD PARID
1. 0.00% 820-6500-0-2110-00-5750-1110-318900-000-5700 0.00 0.00
0.00% *%* TOTALS ** 0.00 0.00
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16. If all looks good, go back to Preset screen and change Run Mode to Update/Report.

17. Click on lightning bolt icon again to submit the job that will copy the Paylines to the next Fiscal Year. This
will also generate a new report as well.

% HR Report/Job Selector 90 - SCCOE QSS5/(C

File Options Help+lidea

HeERZeXO 03 @ e=8

Job 29068

Beports | Global Settings I Field Selection | Districts | Employee Selection @ Custom Selection Screen | Schedule Job

Job: pl0300st - Copy Paylines

Roll Selected Pay Lines to New Year

Required Data ] Optional D ata
Beport Title: 11 DISTRICT S0 NML L NO BEN
v | Report Type: ISourceJTalgel |
From Year. |19 ToYear |20 Non-Terminated Empl Only: v
Active/Inactive Paylines: IAchve EI Make Inactive Active: [~
Position Number Selection: IBoth EI Zero the Pos Number. [~
Exclude &ll Pay Lines with SPEP: [~ Blank the SP-EP: [~

Balance of Contract Pay Line Selection: |Both vI




