Payroll Reports in Escape

> After logging into Escape, the Activity Tree on the left side of your Home Page should include a
blue bar called HR / Payroll with sub-categories of Reports and My Reports (see below.)
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» Select Reports, then Admin, to see the payroll report options (see next page.) The Labor
Distribution Detail (Pay10) lists detailed salary and/or benefit costs for the selected criteria (a
specific department or program, or a specific employee, for example) while the Labor
Distribution Summary (Pay09) summarizes salary and benefit costs for a specific budget code by
employee. Each report allows you to enter a variety of selection criteria such as fiscal year,
starting and ending pay dates, specific employees, and budget codes.

» You MUST enter a fiscal year, but the other information is optional. If you leave the starting and
ending pay dates blank, you will get year-to-date information for the fiscal year. If you leave the
employee ID blank, you will get all employees that fall under your area, or under the other
selection criteria that you input. If you leave the budget code blank, you will get information on
all accounts in your area.
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> Below is the Labor Distribution Detail (Pay10) request screen with sample selection criteria
entered (fiscal year, starting and ending pay dates, and program code.) This report can be
sorted three ways: a) By Account, b) By Employee or c) By Employee with Units as noted on the
right side of the screen. Hit GO when you are ready to run your report.
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> The following three screens show the report results for the section criteria listed above. Each

screen shows a different sort option: a) By Account, b) By Employee or c) By Employee with

Units and you can tell which option you are viewing by the report title at the top of the page
(Pay10a, Pay10b, or Pay10c.)

» Employee names have been blocked out in these examples, however employee names will

appear on the actual reports that you run.

» From this screen, you may print your report, save it to your network or hard drive, and even

search your report for specific data using the toolbar that appears directly above the report.
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Pay10a

Pay Date 07/01/2010 through 12/31/2010

Labor Distribution Detail

Fiscal Year 2010/11
Pay Cycle/

Employee (ID)SSN4 PayDate = - Source Amount
| 10-00-82-1315-0833-1110.00 Full Time-contr. Adaptive Pe Dsp & §
(012600)8273 0am12010  CEDA®I  341-2DISRESSP 727040
00312010 CEDA#2  241-2DISRESSP 727040
1002010 CEDA3  341-2DISRESSP 727040
11/30/2010 CEDA#4 341-2 DISRESSP 727040
12202010  CEDA#S  341-2DISRESSP 727040
Total for Account 3635200
| 10-00-82-1315-8420-1110.00 Full Time-contr Disability Reso,Dsp & $
1 (011003) 8823 0a/31/2010 CEDA#1 415-2 FACULTY 022320
09/30:2010 CEDA#2 415-2 FACULTY 022320
10202010 CEDA#3  415-2FACULTY 022320
11302010 CEDAS4  415-2FACULTY 922320
12202010 CEDA#S  415-2FACULTY 5.252.60
———— (018614) 3388 DA/312010  CEDAB1 863-2 FACULTY 870110
De3w2010  CEDA#2  863-2FACULTY 8701.10
10282010 CEDA#3 883-2 FACULTY 8.701.10
11302010 CEDA#4  863-2FACULTY 870110
12/20/2010 CEDA#S 863-2 FACULTY 8.701.10
———— (001485) 8043 11/30/2010  CEDA&M 3302 DISRESSP 4508.15
12/20/2010 CEDA#S 330-2 DISRESSP 4506.15
—— (010680)8008  D&/31/2010  CEOAM#1 3452 LEARNDSP 7.507.70
093WI010  CEDA#Z  345-2LEARNDSP 750770
10/20/2010 CEDA#3 345-2 LEARNDSP 7,507 70
11302010 CEDA#4  345-2LEARNDSP 7.507.70
12202010 CEDA®S  345-2LEARNDSP 7.507.70
—1 (0105TS)T184 _D/312010  CEDA¥1 _ M42-2DISRESSP 785810
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Account Number PayDate % Source Amount
I ] (021744) 9244 |

10-00- 82- 1315- 8424-2430. 00 09302010 STI2# TN 21600

10-00- 82- 1315-8424-3310. 00 1338

10-00-82- 1315-8424-3311. 00 313

10-00-82- 1315-8424-3510. 00 156

10-00- 82- 1315 8424-3610. 00 248
Total for Employee 23858
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10-00- 82- 1315- 0833-2435. 00 06312010 ADAM1 7622 INASSTSR 162587

10-00- 82- 1315- 0833- 2435, 00 LoNG 120

10-00- 82- 1315- 0833-2435. 00 09302010 (AQA®2 7622 INASSTSR 162587

10-00- B2- 1315- 0833-2435. 00 HOL2 w084

10-00- 82- 1315- 0833- 2435. 00 LONG 120

10-00- 82- 1315- 0833-2435. 00 10202010 ADA®3  702-2 INASSTSR 162587

10-00-B2- 1315- 0833-2435. 00 LONG 8129

10-00- 82- 1315- 0833-2435. 00 1BI2010 ADAMS 7622 INASSTSR 162587

10-00- 82- 1315- 0833-2435. 00 HoL2 29052

10-00-82- 1315- 08323-2435. 00 LONG 8129

10-00- 82- 1315-0833-2435. 00 12/20/2010 IADARES 762-2 INASSTSR 1,62587

10-00- 82- 1315-0833- 2435. 00 HoL2 48020

10-00-82- 1315- 08323-2435. 00 LONG 8129

10-00- 82- 1315- 0833-3210. 00 091312010 (ADAR 18278 I
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Pay10c Labor Distribution Detail by Employee with Units
Pay Date 07/01/2010 through 12312010 Fiscal Year 2010111
Pay Cyclel
Account Number Pay Date P"'. Source Hours Days Other Amount
[ ] m2174s) 5244
10-00- 62 1315- 64222430, 00 Taeone  STizes ST Ziem
10-00- 62- 1315- 6424-3310. 00 1333
10-00-82- 1315- 6424-3311. 00 13
10-00- 82- 1315- 6424-3510. 00 156
10-00-82- 1315- 6424-3810. 00 23
TotaiTor Empioyes )
L Jioo1c28) 4156 ]
10-00- 82- 1315- DE33-2435. 00 [ZEIT IADAF TE2-2 INASSTSR 1.625.87
10-00-62- 1315- 0833-2435. 00 Lone 1m0 a123
10-00- 82- 1315- DB33-2435. 00 L3300 IADA®Z T62-2 INASSTSR 1.625.87
10-00-62- 1315- 0833-2435. 00 HoLz Er
10-00-82- 1315- 0833-2433. 00 Lone 1 a1z
10-00- 82- 1315- DE33-2435. 00 1029410 IADAES TE2-2 INASSTSR 1.625.87
10-00-82- 1315- 0833-2435. 00 Lone 10 o1z
10-00- 82- 1315- DE33-2435. 00 13010 IADAEL T62-2 INASSTSR 162587
10-00-82- 1315- 0833-2435. 00 Howz mes2
10-00-62- 1315- 0833-2435. 00 Lone 1m0 a1z
10-00-82- 1315- 0833-2435. 00 NG MOASS  TE22INASSTSR vi62s.87
10-00-62- 1315- 0833-2435. 00 HoLz 40220
10-00-62- 1315- D33-2435. 00 Lon 10 o123
10-00-62- 1315- 0833-3210. 08 a1 @278
10-00- 82- 1315- DE33-3210. 00 IADAEZ 18273
10-00-62- 1315- 0833-3210. 00 w278
10-00-82- 1315- 0833-3210. 00 1A w273
10-00-62- 1315- 0833-3210. 08 oass w278
10-00-82- 1313- 0833-3310. 08 s a2
10-00- 52- 1315- DE33-3310. 00 8851 I
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[~ Inbox - Microsaft Outlook || /A Escape Online 5 - TES...  ©!]Document1 - Micrasoft ... Search Desktop L P siaeam



> Below is the Labor Distribution Summary (Pay09) request screen with sample selection criteria
entered (fiscal year, starting and ending pay dates, and program code.) This report is sorted by
budget code, as noted on the right side of the screen. Hit GO when you are ready to run your
report. The report results are also listed below, again with the employee names blocked out.
Note that in the benefit columns, FICA and Medicare are combined in one column for the time
being; they will be split out at some point in the future.
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Fund 10 - General Fund, Object 1110 - Full Time contr_ |
10-00.82-1315-0833-1110.00, Full Tima-contr Adaplive P.o_Dap & &
(012600)9273 35,352.00 2,9%9.08 52230 10.514.85 28935 41425 £1,081.80
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> All reports are stored for 30 days in Escape. You may access these reports by selecting My

Reports on the Activity Tree (see below.) A list is displayed of your reports in date order, most
recent on top. Select a specific report and hit OPEN. The report will display on the screen, just
as it did when you first called it up. Once open, you may print your report or save it to your

network or hard drive as desired.
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