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Role (s):   Payroll BI Reporter Role
Purpose:  This is a financial report that provides a detailed account of each employee’s payroll activity per pay period. The report contains all relevant information regarding each employee’s pay, including:  Employee name, Employee vendor number, series/grade/step, employment type, hours worked, and the respective pay and benefit amounts.  It is used to reconcile detailed agency payroll transactions to budget execution reports, source documents, and entries made into payroll feeder systems. 

Menu Path:   Accounts Payable/BI Payroll Reports/Payroll Employee Level Detail Report
Help Hints:
The R/O column in the field description table represents the two types of data entry fields in FMMI:

· R is for required fields that must be populated to complete a transaction.

· O is for optional fields that are not mandatory to complete a transaction.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.

Steps to Generate the Payroll Employee Level Detail Report
1.  Login to FMMI Portal
2. Access the Accounts Payable Tab 
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3. Click BI Payroll Reports Tab
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4. Click the Payroll Employee Level Detail Report Task Link 
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5. Variable entry screen for report will appear.   Enter the desired parameters to execute the report. 
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6. Enter the required Prompts as indicator by asterisks (*).  Additional prompts may be entered to further filter the data returned.   Optional fields do not require a value to be entered.  However, if data is entered in optional fields, it will limit the data returned in the report output.
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7. As required, complete the fields as follows:
	Field
	R/O/C
	Description

	Business Area
	O
	An organizational unit of financial accounting that represents a separate area of operations or responsibilities within an organization and to which the value changes recorded in financial accounting can be allocated.  An element within FMMI that identifies USDA Agencies.  .

Example:  CF00

	Fiscal Year
	R
	An accounting period consisting of 12 months.  A fiscal year begins on October 1 and ends on September 30 of the following year.

Year Format:  YYYY

	Fiscal Period
	R
	A period within a fiscal year for which transaction figures are updated.  Every posted transaction is assigned to a particular posting period.  

	Pay Period Covered
	O
	The pay period number covering time recorded on the T&A. 


	Pay Period Processed
	O
	The actual pay period that the document applied to the database

	Budget Period
	O
	A 4-digit code which indicates both the beginning and ending budget fiscal years for a fund. Each budget fiscal year begins October 1st and ends September 30th. Budget periods can be annual, multi year or no year

	Fund
	O
	A Funds Management Master Data element within FMMI that represents a set of specific accounting elements for recognition of obligation (budget) authority.  A Fund is referenced whenever spending occurs.  A Fund is a 10-digit alphanumeric naming structure consisting of an agency identifier, a business area, and ending with an agency defined naming structure.

Example: AGDA00117D    DA AG BLDGS (DIR)


	Funds Center
	O
	The Fund Center represents an organizational unit/functional area used to establish budget/funding and administer funds control (budget authority assigned or distributed).

Example: AM00DCINV0   Safety and Sec Div

	Cost Center
	O
	An organizational unit of responsibility where costs can accumulate and be reported

Example: AMCADC3300  COMPLIANCE BRANCH

	WBS Element 
	O
	Structural element in a work breakdown structure representing the hierarchical organization of a project.  Also, a cost object with a one-to-one relationship with a funded program leveraged to support direct charge and cost allocation for financial, procurement, and reimbursable processes.

	Funded Program
	
	Funded Programs are master data elements that enable agencies to record budget and monitor performance at the project or program

	Functional Area
	
	This is used in mission critical programs without an end date.  These programs are core to the operations of USDA agencies and staff offices.



	Budget Object Code
	
	Budget object classification codes are used by the Federal Government to record its financial transactions according to the nature of services provided or received when obligations are first incurred. OMB establishes the major object class codes and titles for use by all Federal agencies. NFC-assigned codes must be used by Departmental agencies and other Federal agencies that are serviced by the USDA's CAS.


	GL Account
	
	A structure that records movements in a company code and represents the G/L account items in the chart of accounts


	Treasury Schedule Number
	
	The schedule number returned from treasury.

	Document Number
	
	A ten digit number or text string used to uniquely identify document information captured by the system.  Document numbers can be generated automatically or assigned by the agency when a new document is entered.  Most document numbers are system generated.


	Document Type
	
	This is a two character key in SAP to differentiate business transactions. The following document types will be used in this report:

ZP - PACS Expense G/L

ZF- PACS Forced Release



	Employee Related Vendor 
	O
	A person or organization that provides services or goods to the USDA.
Example: 1100000093

	Shorthand Code
	O
	An accounting code used to identify a unique set of accounting elements needed to post financial transactions.


8. Button to execute the report. 
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9. The report will be displayed with the following data elements in the default layout. 
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10. Click Scroll Right button to view additional columns within the report. 
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11. Below are the report’s Default Columns and their descriptions :

	Column
	Detail/Measure) 
	Descriptions

	Business Area
	
	An organizational unit of financial accounting that represents a separate area of operations or responsibilities within an organization and to which the value changes recorded in financial accounting can be allocated. An element within FMMI that identifies USDA Agencies.

Example: CF00



	Fund 
	
	Fund is a 10-digit alphanumeric naming structure consisting of an agency identifier, a business area, and ending with an agency defined naming structure.

	Cost Center

	
	An organizational cost object that consumes, collects, allocates, controls, reports, and plans costs.

Example:  CF00000000


	Employee Related Vendor
	
	A ten digit number or text string used to uniquely identify a person or organization that provides services or goods to the USDA 



	Pay Grade
	
	The employee’s grade as provided under the pay plan for the position.

	Pay Series
	
	Identifies the exact occupational group to which the employee’s position has been classified.

	Pay Step
	
	A specific salary within a grade, level, class, rank, or pay band.

	PPP
	
	The actual pay period that the document applied to the database.

	PPC
	
	The pay period number covering time recorded on the T&A

	Pay Hours
	Pay Hours  1100-1199
	

	Regular Hours 
	Amount restricted by BOC- 

1100 -1149
	

	Overtime Hours
	Amount restricted by BOC- 

1170 to 1178, excluding 1172

BI Code

1170-1178
	

	Differential Pay
	Amount restricted by BOC- 

1165,1166,1172, and 1182

BI Code
1161-1169
	

	Benefits
	Amount restricted by BOC- 

1200 to 1289, excluding 1284.

BI Code

1201-1289

1284  Included
	


	Other Pay
	Amount restricted by BOC- 

1150 to 1159, 1160 to 1169, 1180 to 1199, 1179,1297,1298, 1284, 1301 to 1304, 4315, 8150, 8156, 0105, 0271, excluding 1165, 1166, 1182  

BI Code:

Excluding:

1100-1149

1170-1178

1161-1169

1201-1289

1166 Excluded

1165 Included

1182 Included
	

	Employee Total
	Regular Pay + Benefits + Overtime Pay + Differential Pay + Other Pay 
	


12. Below are Free Characteristic fields that can be dragged and dropped:

	Fields
	Description

	Application of Fund
	The name of the Treasury Account Symbol (TAS) in BI and serves as a grouping criterion of fund master records for evaluation purposes.

	Budget Object Code
	Budget object classification codes are used by the Federal Government to record its financial transactions according to the nature of services provided or received when obligations are first incurred. OMB establishes the major object class codes and titles for use by all Federal agencies. NFC-assigned codes must be used by Departmental agencies and other Federal agencies that are serviced by the USDA's CAS.

	Budget Period
	A 4-digit code which indicates both the beginning and ending budget fiscal years for a fund. Each budget fiscal year begins October 1st and ends September 30th. Budget periods can be annual, multi year or no year.

Example:  13XX

	Disbursement Office

	Code that indicates the disbursing office that issues the allotment check.

The code is system generated by matching on the state abbreviated name and the ZIP code table that contains the disbursing office code. (IR110, IR120, IR124, IR524)

The codes are as follows:

Code 1 Birmingham

Code 2 Chicago

Code 3 Kansas City

Code 4 Washington

Code 5 San Francisco

Code 6 Philadelphia


	Document Number
	A ten digit number or text string used to uniquely identify document information captured by the system.  Document numbers can be generated automatically or assigned by the agency when a new document is entered.  Most document numbers are system generated.

	Document Type
	This is a two character key in SAP to differentiate business transactions. The following document types will be used in this report:

· ZP - PACS Expense G/L

· ZF- PACS Forced Release

	Employee Name
	The surname by which the employee is known or designated on all official transactions. A whole or partial last name, a whole or partial first name, and middle initial may be entered. This allows the user to determine an employee’s SSNO and agency when only a partial last name is known.

	Employee Type
	Identifies the type of employee.

	Fiscal Period
	A period within a fiscal year for which transaction figures are updated.  Every posted transaction is assigned to a particular posting period.  

	Fiscal Year
	An accounting period consisting of 12 months.  A fiscal year begins on October 1 and ends on September 30 of the following year.  

	Functional Area
	A Funds Management Master Data element used in mission critical programs without an end date. These programs are core to the operations of USDA agencies and staff offices. A Program may be defined as an OMB recognized category B program, an OMB recognized program reporting category, agency specific programs, or a department wide program. Functional Areas will have 16-digits and will have one of two naming structures. For agencies that have defined a need for the functional area field, the nomenclature will be as follows: positions 1-2 = agency identifier; positions 3-4 = apportionment category, and positions 5-16 agency defined. For agencies that have not defined a need for the functional area field, the default value will be AGDEFAULT.


	Funded Program
	A program or project with a defined operational purpose and time frame for which, budget has been appropriated.  Funded programs are master data elements that enable agencies to record budget and monitor performance at the project or program level.  Funded programs can vary from simple activities to complex projects, and can cross an organization’s fiscal years.

Examples:

· FPDEFAULT
· USDA/AP.AQ.AIRC.01.2005.Q1 2005 – AGI AIR CRA

	Funds Center
	The Fund Center represents an organizational unit/functional area used to establish budget/funding and administer funds control (budget authority assigned or distributed).



	FM Area


	FMMI functional area, related to General Ledger, also known as Budget Execution. This functional area covers Funds Management Master Data, Budget Distribution, Budgetary Accounting and Funds Control. It is the organizational unit within which funds and budgets are planned, controlled, and monitored. The related FMMI module is also called Funds Management (FM).

	G/L Account
	Represents the Standard General Ledger account that is impacted when a transaction is posted.  

See Exhibit A

	ORG 2
	This is a two-position numeric field.

	ORG 3
	This is a two-position numeric field.

	ORG 4
	This is a four-position numeric field.

	ORG 5
	This is a two-position numeric field.

	ORG 6
	This is a two-position numeric field.

	ORG 7
	This is a two-position numeric field.

	ORG 8
	This is a two-position numeric field.

	ORG Structure Code
	The organizational structure code identifies the agency, by code, as assigned to the department of agriculture by office of personnel.



	Pay Plan
	The pay plan applicable to the employee such as the following: 

ES  Senior Executive Service

GS  Classification Act of 1949, as amended

WG  Nonsupervisory Pay Schedules, FWS

GT Gift and Trust

GW  Schedule a213.3102 GS Rate

	Shorthand Code
	An accounting code used to identify a unique set of accounting elements needed to post financial transactions

	TA Contact Point
	TA Contact Point City. Code that indicates the city for the T&A contact point. 

TA Contact Point State. Code that indicates the state for the T&A contact point. 

TA Contact Point Timekeeper. Code that indicates the timekeeper for the T&A contact point.



	Treasury Schedule Number
	The schedule number returned from treasury.


	Treasury Symbol
	An identification code assigned by the Department of the Treasury, in collaboration with the Office of Management and Budget and the owner agency, to an individual appropriation, receipt, or other fund account. (These accounts are defined in TFM Volume I, Part 2, Chapter 1500.) The term "Treasury Account Symbol" is a generic term used to describe any one of the account identification codes assigned by the Department of the Treasury. The term "Treasury Appropriation/Fund Symbol" (TAFS) is used to describe a particular type of TAS-one with budget authority. All financial transactions of the Federal Government are classified by TAS for reporting to the Department of the Treasury and the Office of Management and Budget.

	WBS Element
	Structural element in a work breakdown structure representing the hierarchical organization of a project.  Also, a cost object with a one-to-one relationship with a funded program leveraged to support direct charge and cost allocation for financial, procurement, and reimbursable processes. 




13. The Payroll Employee Level Detail Report has been successfully viewed.  This is the end of the procedure.  
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EXHIBIT A

GL Accounts within this report

	6100001101
	BASE PAY - US NON-WAGE BOARD-FULL-TIME PERM

	6100001104
	BASE PAY - US WAGE BOARD-FULL-TIME PERM

	6100001105
	EMPLOYEE INDEBTEDNESS

	6100001109
	TIME OFF AWARDS

	6100001121
	BASE PAY - US NON-WAGE BOARD-FULL-TIME TEMP

	6100001131
	BASE PAY - US NON-WAGE BOARD-PART-TIME

	6100001153
	OTHER AWARDS

	6100001160
	NIGHT DIFFERENTIAL

	6100001163
	SUNDAY DIFFERENTIAL - NON-WAGE BOARD

	6100001164
	SUNDAY AND NIGHT DIFFERENTIAL

	6100001170
	OVERTIME - NON-WAGE BOARD

	6100001171
	OVERTIME - WAGE BOARD

	6100001180
	HOLIDAY PAY - NON-WAGE BOARD

	6100001183
	LUMP SUM PAYMENTS - PERMANENT-NON-WAGE BOARD

	6100001205
	FEHB - EMPLOYEE SHARE PAID BY AGENCY

	6100001274
	TSP - GOVERNMENT-BASIC CONTRIBUTION

	6100001275
	TSP - GOVERNMENT-MATCHING CONTRIBUTION

	6100002106
	TRAVEL REIMBURSEMENTS

	6400001201
	FICA - AGENCY CONTRIBUTION

	6400001202
	FEGLI - AGENCY CONTRIBUTION

	6400001203
	FEHBA - AGENCY CONTRIBUTION

	6400001204
	CSRS 7% COVERAGE CODE 1 - AGENCY CONTRIBUTION

	6400001213
	HIT - AGENCY CONTRIBUTION

	6400001214
	TRANSITIONAL RETRMT CONTRI - CIVIL SERVICE

	6400001251
	TRANS OASDI CONTRI - CIVIL SERVICE

	6400001264
	FERS CONTRI - REGULAR

	6400001269
	FULL OASDI CONTRI - FERS (L)


	Business  Area
	Fund 
	Cost Center 


	Employee Related Vendor 
	Pay Grade 
	Pay Series
	Pay Step
	PPC
	PPP 
	Pay Hours  1100-1199
	Regular Pay

1100 -1149 


	Overtime Pay

BOC 1170-1180
	Differential Pay 

BOC 1160-1169
	Benefits

BOC 1201-1299 
	Other Pay

BOC 0271, 1150-159, 

1181-1199, 1301-1304, 1405-1406,2103, 2106, 2109, 4315, and 8156


	Employee Total

Regular Pay + Benefits + Overtime Pay + Differential Pay + Other Pay 

	 CF00
	CF0000000001
	CF01000000
	Jane D. Doe
	09
	034400
	09
	19
	19
	80.00
	$14,989.15
	$21,082.22
	$ 5,068.78
	$ 0.00 
	$ 3,195.27
	$ 1,873.51

	 CF00
	CF0000000001
	CF01000000
	Jane D. Doe
	09
	034400
	09
	19
	19
	80.00
	$14,989.15
	$21,082.22
	$ 5,068.78
	$ 0.00 
	$ 3,195.27
	$ 1,873.51

	 CF00
	CF0000000001
	CF01000000
	Jane D. Doe
	09
	034400
	09
	19
	19
	80.00
	$14,989.15
	$21,082.22
	$ 5,068.78
	$ 0.00 
	$ 3,195.27
	$ 1,873.51

	 CF00
	CF0000000001
	CF01000000
	Jane D. Doe
	09
	034400
	09
	19
	19
	80.00
	$14,989.15
	$21,082.22
	$ 5,068.78
	$ 0.00 
	$ 3,195.27
	$ 1,873.51

	 CF00
	CF0000000001
	CF01000000
	Jane D. Doe
	09
	034400
	09
	19
	19
	80.00
	$14,989.15
	$21,082.22
	$ 5,068.78
	$ 0.00 
	$ 3,195.27
	$ 1,873.51

	 CF00
	CF0000000001
	CF01000000
	Jane D. Doe
	09
	034400
	09
	19
	19
	80.00
	$14,989.15
	$21,082.22
	$ 5,068.78
	$ 0.00 
	$ 3,195.27
	$ 1,873.51
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