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Preface

Intended Audience

Welcome to Release 11i of the Oracle Human Resources Management Systems Payroll
Management Guide (UK).

This guide assumes you have a working knowledge of the following:
* The principles and customary practices of your business area.
* Oracle HRMS.

If you have never used Oracle HRMS, Oracle suggests you attend one or more of the
Oracle HRMS training classes available through Oracle University

¢ Oracle Self-Service Web Applications.

To learn more about Oracle Self-Service Web Applications, read the Oracle Self-Service
Web Applications Implementation Manual.

¢ The Oracle Applications graphical user interface.

To learn more about the Oracle Applications graphical user interface, read the
Oracle Applications User’s Guide.

See Related Documents for more information about Oracle Applications product
information.

See Related Documents on page kii for more Oracle Applications product information.

TTY Access to Oracle Support Services

Oracle provides dedicated Text Telephone (TTY) access to Oracle Support Services
within the United States of America 24 hours a day, seven days a week. For TTY support,
call 800.446.2398.

Documentation Accessibility

Our goal is to make Oracle products, services, and supporting documentation accessible,
with good usability, to the disabled community. To that end, our documentation
includes features that make information available to users of assistive technology. This
documentation is available in HTML format, and contains markup to facilitate access by
the disabled community. Accessibility standards will continue to evolve over time, and
Oracle is actively engaged with other market-leading technology vendors to address
technical obstacles so that our documentation can be accessible to all of our customers.
For more information, visit the Oracle Accessibility Program Web site at

Ettp: / /www.oracle.com/ accessibility/ .

Xi


http://www.oracle.com/accessibility/

Accessibility of Code Examples in Documentation

Screen readers may not always correctly read the code examples in this document. The
conventions for writing code require that closing braces should appear on an otherwise
empty line; however, some screen readers may not always read a line of text that consists
solely of a bracket or brace.

Accessibility of Links to External Web Sites in Documentation

Structure

This documentation may contain links to Web sites of other companies or organizations
that Oracle does not own or control. Oracle neither evaluates nor makes any
representations regarding the accessibility of these Web sites.

[ [Payrolls 1]

2/ Payroll Paymenjt/and Distributions

3 [Payroll Statutorly] Deductions and Reporting

@ [Payroll Processinhg and Analysis

B Payroll Event Rules

/Al Windows and their Navigation Paths

This section lists the default navigation paths for all the windows in Oracle HRMS as
they are supplied. You can use task flow windows directly from the menu, or from
the People and Assignment windows.

B[ Reports and Plocesses in Oracle HRMS

This section shows the default reports and processes in Oracle HRMS as they are
supplied. The responsibility that you use determines which reports you can use and
how you access them.

HRMS Glossary |

Related Documents

Xii

Oracle HRMS shares business and setup information with other Oracle Applications
products. Therefore, you may want to refer to other user guides when you set up
and use Oracle HRMS.

You can read the guides online by choosing Library from the expandable menu on your
HTML help window, by reading from the Oracle Applications Document Library CD
included in your media pack, or by using a Web browser with a URL that your system
administrator provides.

If you require printed guides, you can purchase them from the Oracle store at
http:/ /oraclestore.oracle.com.

Guides Related to All Products
Oracle Applications User’s Guide

This guide explains how to enter data, query, run reports, and navigate using the
graphical user interface (GUI). This guide also includes information on setting user
profiles, as well as running and reviewing reports and concurrent processes.

You can access this user’s guide online by choosing ”“Getting started with Oracle
Applications” from any Oracle Applications help file.



Guides Related to This Product

OA Personalization Framework and OA Extensibility Framework

Learn about the capabilities of the 5.6 Framework technologies.

Oracle Human Resources Management Systems Enterprise and Workforce Management
Guide

Learn how to use Oracle HRMS to represent your enterprise. This includes setting up
your organization hierarchy, recording details about jobs and positions within your
enterprise, defining person types to represent your workforce, and also how to manage
your budgets and costs.

Oracle Human Resources Management Systems Workforce Sourcing, Deployment,
and Talent Management Guide

Learn how to use Oracle HRMS to represent your workforce. This includes recruiting
new workers, developing their careers, managing contingent workers, and reporting on
your workforce.

Oracle Human Resources Management Systems Payroll Processing Management Guide

Learn about wage attachments, taxes and social insurance, the payroll run, and other
processes.

Oracle Human Resources Management Systems Compensation and Benefits
Management Guide

Learn how to use Oracle HRMS to manage your total compensation package. For
example, read how to administer salaries and benefits, set up automated grade/step
progression, and allocate salary budgets. You can also learn about setting up earnings
and deductions for payroll processing, managing leave and absences, and reporting
on compensation across your enterprise.

Oracle Human Resources Management Systems Configuring, Reporting, and System
Administration in Oracle HRMS

Learn about extending and configuring Oracle HRMS, managing
security, auditing, information access, and letter generation.

Oracle Human Resources Management Systems Implementation Guide

Learn about the setup procedures you need to carry out in order to successfully
implement Oracle HRMS in your enterprise.

Oracle Human Resources Management Systems FastFormula User Guide

Learn about the different uses of Oracle FastFormula, and understand the rules and
techniques you should employ when defining and amending formulas for use with
Oracle applications.

Oracle Self-Service Human Resources Deploy Self-Service Capability Guide

Set up and use self-service human resources (SSHR) functions for managers, HR
Professionals, and employees.

Oracle Human Resources Management Systems Deploy Strategic Reporting (HRMS;i)

Implement and administer Oracle Human Resources Management Systems Intelligence
(HRMSi) in your environment.

Oracle Human Resources Management Systems Strategic Reporting (HRMSi) User Guide

xiii



Xiv

Learn about the workforce intelligence reports included in the HRMSi product, including
Daily Business Intelligence reports, Discoverer workbooks, and Performance
Management Framework reports.

Implementing Oracle Approvals Management

Use Oracle Approvals Management (AME) to define the approval rules that determine
the approval processes for Oracle applications. Download this guide from Oracle
MetaLink, Note: 282529.1.

Oracle iRecruitment Implementation Guide

Set up Oracle iRecruitment to manage all of your enterprise’s recruitment needs.

Oracle Learning Management User Guide

Set up and use Oracle Learning Management to accomplish your online and offline
learning goals.

Oracle Learning Management Implementation Guide

Implement Oracle Learning Management to accommodate your specific business
practices.

Oracle Time and Labor Implementation and User Guide

Learn how to capture work patterns such as shift hours so that this information can be
used by other applications such as General Ledger.

Installation and System Administration

Oracle Applications Concepts

This guide provides an introduction to the concepts, features, technology

stack, architecture, and terminology for Oracle Applications Release 11i. It provides a
useful first book to read before an installation of Oracle Applications. This guide also
introduces the concepts behind Applications-wide features such as Business Intelligence
(BIS), languages and character sets, and Self-Service Web Applications.

Installing Oracle Applications

This guide provides instructions for managing the installation of Oracle Applications
products. In Release 11i, much of the installation process is handled using Oracle
Rapid Install, which minimizes the time to install Oracle Applications and the Oracle
technology stack by automating many of the required steps. This guide contains
instructions for using Oracle Rapid Install and lists the tasks you need to perform

to finish your installation. You should use this guide in conjunction with individual
product user guides and implementation guides.

Upgrading Oracle Applications

Refer to this guide if you are upgrading your Oracle Applications Release 10.7 or
Release 11.0 products to Release 11i. This guide describes the upgrade process and
lists database and product-specific upgrade tasks. You must be either at Release 10.7
(NCA, SmartClient, or character mode) or Release 11.0, to upgrade to Release 11i. You
cannot upgrade to Release 11i directly from releases prior to 10.7.

"About" Document

For information about implementation and user document, instructions for applying
patches, new and changes setup steps, and descriptions of software updates, refer



to the "About" document for your product. "About" documents are available on
OracleMetaLink for most products starting with Release 11.5.8.

Maintaining Oracle Applications

Use this guide to help you run the various AD utilities, such as

AutoUpgrade, AutoPatch, AD Administration, AD Controller, AD Relink, License
Manager, and others. It contains how-to steps, screenshots, and other information that
you need to run the AD utilities. This guide also provides information on maintaining
the Oracle applications file system and database.

Oracle Applications System Administrator’s Guide

This guide provides planning and reference information for the Oracle Applications
System Administrator. It contains information on how to define security, customize
menus and online help, and manage concurrent processing.

Oracle Alert User’s Guide

This guide explains how to define periodic and event alerts to monitor the status of
your Oracle Applications data.

Oracle Applications Developer’s Guide

This guide contains the coding standards followed by the Oracle Applications
development staff and describes the Oracle Application Object Library components that
are needed to implement the Oracle Applications user interface described in the Oracle
Applications User Interface Standards for Forms-Based Products. This manual also provides
information to help you build your custom Oracle Forms Developer forms so that the
forms integrate with Oracle Applications.

Oracle Applications User Interface Standards for Forms-Based Products

This guide contains the user interface (UI) standards followed by the Oracle Applications
development staff. It describes the Ul for the Oracle Applications products and how to
apply this UI to the design of an application built by using Oracle Forms.

Other Implementation Documentation

Oracle Applications Product Update Notes

Use this guide as a reference for upgrading an installation of Oracle Applications. It
provides a history of the changes to individual Oracle Applications products between
Release 11.0 and Release 11i. It includes new features, enhancements, and changes made
to database objects, profile options, and seed data for this interval.

Oracle Workflow Administrator’s Guide

This guide explains how to complete the setup steps necessary for any Oracle
Applications product that includes workflow-enabled processes, as well as how to
monitor the progress of runtime workflow processes.

Oracle Workflow Developer’s Guide

This guide explains how to define new workflow business processes and customize
existing Oracle Applications-embedded workflow processes. It also describes how to
define and customize business events and event subscriptions.

Oracle Workflow User’s Guide

This guide describes how Oracle Applications users can view and respond to workflow
notifications and monitor the progress of their workflow processes.

XV



Oracle Workflow API Reference

This guide describes the APIs provided for developers and administrators to access
Oracle Workflow.

Oracle Applications Flexfields Guide

This guide provides flexfields planning, setup, and reference information for the
Oracle HRMS implementation team, as well as for users responsible for the ongoing
maintenance of Oracle Applications product data. This guide also provides information
on creating custom reports on flexfields data.

Oracle eTechnical Reference Manuals

Each eTechnical Reference Manual (€TRM) contains database diagrams and a detailed
description of database tables, forms, reports, and programs for a specific Oracle
Applications product. This information helps you convert data from your existing
applications, integrate Oracle Applications data with non-Oracle applications, and
write custom reports for Oracle Applications products. Oracle eTRM is available on
OracleMetalink.

Oracle Applications Message Manual

This manual describes all Oracle Applications messages. this manual is available in
HTML format on the documentation CD-ROM for Release 11i.

Do Not Use Database Tools to Modify Oracle Applications Data

Xvi

Oracle STRONGLY RECOMMENDS that you never use SQL*Plus, Oracle Data Browser,
database triggers, or any other tool to modify Oracle Applications data unless otherwise
instructed.

Oracle provides powerful tools you can use to create, store, change, retrieve, and
maintain information in an Oracle database. But if you use Oracle tools such as SQL*Plus
to modify Oracle Applications data, you risk destroying the integrity of your data and
you lose the ability to audit changes to your data.

Because Oracle Applications tables are interrelated, any change you make using an
Oracle Applications form can update many tables at once. But when you modify Oracle
Applications data using anything other than Oracle Applications, you may change a row
in one table without making corresponding changes in related tables. If your tables get
out of synchronization with each other, you risk retrieving erroneous information and
you risk unpredictable results throughout Oracle Applications.

When you use Oracle Applications to modify your data, Oracle Applications
automatically checks that your changes are valid. Oracle Applications also keeps track of
who changes information. If you enter information into database tables using database
tools, you may store invalid information. You also lose the ability to track who has
changed your information because SQL*Plus and other database tools do not keep a
record of changes.
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Payrolls

Payrolls Overview

Using Oracle HRMS, you can set up payrolls to pay all your employees accurately
and at the correct time.

Payrolls in Oracle HRMS

A payroll is a set of employees whose pay you process with a single frequency, for
example, weekly or monthly. You can define as many payrolls as you require to meet
the pay policies of your enterprise. You put an employee on a payroll by making an
assignment to the payroll.

You can also assign employees to other employee groups: for example, groups to
indicate membership of a union or employment based sports club.

Key Concepts

To enable you to set up payrolls correctly, you need to understand these key concepts:
e Period types and calendars

e Consolidation Sets

e Assignment sets, page [IH5 1]

e Element sets and distribution sets, Oracle HRMS Compensation and Benefits
Management Guide

Reporting on Payrolls
See Reports and Processes in Oracle HRMS, page B58

Payrolls

You can use Oracle Payroll to define a payroll, or range or payrolls that best suit your
organizational needs.

Can you pay an employee with several assignments a single payment?

Yes, Oracle Payroll enables you to pay a single payment to an employee with several
assignments within your organization. You enable the payment by selecting the Multiple
Assignment check box on the Define Payroll form.
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Can you run payroll processes and reports multilingually?

Payroll processes and reports are always submitted and always run in the local language
only. This means that US and UK payroll reports can only be run in English. Canadian
reports can be run in English or Canadian French.
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Payroll Definition

Consolidation Sets

Consolidation sets are the means by which you label payroll runs for further
processing. This enables you to process the results from more than one payroll in a single
action. You need only produce one tape per payment method for several payrolls, one
set of reports and one set of costing for the whole set.

You can follow this procedure when scheduling additional runs. These are the runs
you make in addition to your regular payroll runs; for example, to pay leavers. You
can decide whether to consolidate an additional run with the regular run or switch
it to a special set.

Consolidation sets are also used to label assignment sets when you use these for payroll
processing. The same choices apply to assignment sets as to payrolls. You can accept the
default consolidation set or select a new one when you set the run parameters in the
Submit Requests window. You can also change the consolidation set after the run in the
Update Payroll Run window.

Changes to a Consolidation Set

Consolidation sets also facilitate the selective post-run processing of different

payrolls. For example, after processing three payrolls in one consolidation set, you may
want to select just one for immediate post-run processing. To do this, transfer the one
you want to process to a new consolidation set.

You may also want to retry a payroll while continuing with prepayments for other
payrolls whose status is Complete. This too would require a change of consolidation
set for the first payroll.

Period Types and Calendars

Since a payroll has only one pay frequency, you must define at least one payroll for
each pay frequency you use. The following table shows the valid period types for
pay frequency.
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Period types and pay frequency table:

Payroll Period Types Periods per Year
Semi-Year 2

Quarter 4

Bi-Month 6

Calendar Month 12

Lunar Month 13
Semi-Month (not available for UK users) 24

Bi-Week 26

Week 52

Defining Exchange Rates

You can maintain daily exchange rates for use in foreign currency conversion, and you
can also specify a date range for a specific rate. In Release 11i, you maintain daily
rates in Oracle General Ledger.

See: Entering Daily Rates, Oracle General Ledger User’s Guide

A daily rate can be associated with a conversion rate type by using predefined rate
types such as Spot and Corporate. This means that the conversion rate associated
with the rate type will automatically be used whenever you perform foreign currency
conversions. Some rate types such as Spot and Corporate are predefined. You can also
use Oracle General Ledger to define additional rate types of your own.

See: Defining Conversion Rate Types, Oracle General Ledger User’s Guide

When a business group is created, the Corporate currency type is predefined

for HRMS Intelligence (BIS) and Core HRMS (HRMS Reporting and Payroll
Processes). However, you can modify HRMS User Tables so that the default value of
Corporate can be overridden for each of the following:

e BIS
¢ HRMS Reporting

* Payroll Processes

See Defining Exchange Rate Types for a Business Group, page 114 I

Selecting Exchange Rate Types for a Business Group

When you create a Business Group for BIS, HRMS Reporting or Payroll Processes the
exchange rate type is predefined as Corporate. This is effective from the effective date
of the Business Group.

However, you can set a different currency type for each Business Group. For
example, you can select:
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A spot rate for Payroll processes to reflect daily exchange rates.

A corporate rate for HR reporting to represent an end-of-month value.

You can define a different exchange rate type in the Table Values window.

To select an exchange rate type for a Business Group:

1.
2.
3.

Query the table, EXCHANGE_RATE_TYPES.
In the Exact field, select BIS, HRMS or PAY from the list of values.

Enter the new value for the exchange rate type. The value will usually be Corporate
(the default), or Spot, but you may also need to select other predefined GL Exchange
Rate Types.

Change the Effective Date for this rate type, or accept the default.

For details of available rate types, see Defining Conversion Rate Types, Oracle
General Ledger User’s Guide

Creating an Assignment Set

There are three uses of assignment sets in Oracle HRMS:

You can run a QuickPaint report for a set of assignments, rather than individual
assignments.

You can process subsets of the employees assigned to a payroll. Normally you
initiate payroll runs and other post-run processes for one or more payrolls at a
time. However, if you need to process smaller groups within a single payroll, you
define an assignment set.

You can use a BEE concurrent process to create an identical batch line for each
assignment in an assignment set.

There are three ways to define the set:

You can enter selection criteria, which the system generates into a formula. When
you use the assignment set, Oracle FastFormula runs the formula to find the
assignments that match the criteria. It checks all the assignments in the business
group or, if you select a payroll when you define the set, all the assignments to
that payroll. When you define the set you can also include or exclude individual
assignments to modify the set created by the formula.

See: Defining an Assignment Set Using Formula Criteria, Oracle HRMS FastFormula
User Guide

You can select individually all the assignments you want to include in the set.

You can start from a full set of all the employees in the Business Group or all
the employees assigned to a selected payroll. Then you can exclude individual
assignments from the set.

See: Defining an Assignment Set by Including or Excluding Assignments, Oracle
HRMS Enterprise and Workforce Management Guide
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Defining Consolidation Sets

You must always select a consolidation set before starting a payroll run. This is because
the consolidation set provides essential labelling for each payroll run. This applies even
if you are only processing one payroll or one assignment set.

When you have defined a consolidation set, it is then available for selection when
you start a payroll run.

You define consolidation sets in the Consolidation Sets window.

To define a consolidation set:
1. Enter the name of a new consolidation set and save.

To delete a consolidation set:
1. Query the consolidation set.

2. Choose Edit, Delete Record.

You can only delete a consolidation set if it is not the default set for a payroll and if it
is not associated with any payroll processes.

Changing Consolidation Sets

1-6

You change consolidation sets for payrolls in the Update Payroll Run window.

Note: Changes you make in this window are for the selected payroll
processes only. Default consolidation set and pay advice information
continue to apply to subsequent runs.

To change the consolidation set for a payroll:
1. Query the payroll whose consolidation set you want to change.

Tip: Optionally, select the period for which you wish to change the
consolidation set by providing a Period From date and a Period
To date. If you do not specify a period then the update action will
apply to all payroll periods for this payroll

Payroll run information for the payroll displays in reverse order from the last
completed run. The Set region displays whether the run was for an element set
and/or assignment set.

Note: You can update consolidation set and pay advice information
in this window regardless of the status displayed for the payroll run.

2. Enter a new consolidation set.
3. Update pay advice date and message information if required.

The pay advice date and message fields are for information only.
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Defining a Payroll

Use the Payroll window to define a payroll, including its calendar and valid payment
methods.

To define a new payroll:

1.

Set your effective date to a date early enough to handle any historical information
you want to enter. Your effective date must be on or before the first period start
date of the payroll calendar.

Enter the payroll’s name and select its period type from the list.

Enter the end date of the payroll’s first period, and the number of years for which
the system should initially generate the payroll’s calendar. You can increase this
number later to generate additional years.

Note: Be aware that some processes require the calendar to extend
into the future. For example, the PTO Carry Over process requires
payroll periods extending to the end of the new accrual term.

When you enter the First Period End Date, make sure that the corresponding start
date of the first period is after the start date of the payroll.

In the Date Offset region, you can change the zero default to a negative or positive
number of days before or after the period end date. For example, for a semi-monthly
payroll, the Cut Off date can be 3 days before the period end date (-3), while the
Scheduled Run and Check dates can be 5 and 7 days after this date, respectively.

e The Check Date, sometimes called Pay Date, is the date of constructive receipt of
pay, on which paychecks become negotiable.

® The Scheduled Run Date is the date scheduled for the Regular run of this
payroll each period.

e The Cut Off date, included for your reference, is the final date for entering or
changing payroll information before a run.

These offsets are the defaults for the calendar. You can manually make date changes
in the calendar, for example when an offset date falls on a weekend or holiday, by
choosing the Period Dates button.

Select a default payment method for employees who have no valid personal
payment method. You cannot select a method using magnetic tape because this
requires information about employees’ bank accounts.

Select a default consolidation set for this payroll. One consolidation set is created
automatically when you define your Business Group. Oracle Payroll users can create
other consolidation sets for payroll processing.

In the Costing region, you can enter information about the set of books and suspense
account holding costing information for this payroll.

The information you enter here depends on the setup of your Cost Allocation
key flexfield.

See: Setup of the Cost Allocation Key Flexfield, Oracle HRMS Enterprise and Workforce
Management Guide
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8. Check the Negative Payment Allowed check box if you want the PrePayments
process to include negative payments. If you leave the box unchecked, the
PrePayments process ignores negative payments.

9. Check the Multiple Assignment check box if you want an employee to receive a single
payment, for multiple assignments carried out within your organization. However, if
a PrePayments process, which runs prior to your effective processing date, already
exists you cannot go back and change the Multiple Assignment check box. This box
is only visible if the functionality is enabled for your localization.

Note: If you check the Multiple Assignment check box, make sure
it remains checked throughout your payroll processing. Oracle
Payroll reports in error if some of your payroll processes support
multiple assignment processing and others do not.

10. If you are an Oracle Payroll user, enter the Statutory Information field to open the
Statutory Information window.

Your Oracle localization team may have created fields in this window.

Note: The Statutory Information field is not visible if your HR:User
Type profile option is set to HR User.

11. Save your work.

12. Choose the Period Dates button to view the calendar generated for your payroll. In
the Period Dates window:

*  You can view the default offset dates for every period, and you can manually
override any of these dates in any record.

*  You can change the payroll’s default Open status in any period to Closed to
prevent further element entries. You can also reopen the period if necessary.

Important: Use this feature with caution. When you perform certain
important tasks in Oracle HRMS, the system may automatically
create or delete element entries. These tasks include hiring and
terminating people, and updating assignments. You cannot change
any element entries that span a closed payroll period, and so you
may be prevented from performing these tasks.

13. Choose the Valid Payment Methods button to add valid payment methods for
this payroll.

In the Valid Payment Methods window, the default payment method for the payroll
appears automatically. You can add other methods. First set your effective date to
the date you want the method to become valid.

Note: An employee assigned to this payroll can have any number
of personal payment methods chosen from those you enter here
for the payroll.

See: Entering Payment Methods for an Employee Assignment in Managing Your
Workforce Using Oracle HRMS.
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Deleting Payrolls

You can delete a payroll if there are no active employee assignments or element links to
it. However, if you have run processing for a payroll it is not advisable to delete it. If
necessary, define a new payroll and simply discontinue use of the old payroll.

To delete a payroll:
1. Remove any element links or employee assignments to the payroll.

2. Query the payroll in the Payroll window, choose Delete Record and Save.
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Payroll Pay ment and Distributions

Payroll Payment and Distributions Overview

Using Oracle HRMS you can define payment methods for your enterprise and define
any rules for validating or processing the distribution of pay.

Payroll Payment and Distributions in Oracle HRMS

You provide for payment and distribution by defining payment methods for your
enterprise and then specifying which of these organizational payment methods are
valid for the payrolls that you create. This enables you to set up a flexible pattern of
payment in which you can pay individual employees by a single payment method, or by
a combination of valid payment methods.

Key Concepts

To enable you to set up payment and distributions correctly, you need to understand
these key concepts:

e Payment methods for the enterprise, page 243 |

e Cash Management and Oracle Payroll, page 243 |]

Reporting on Payroll Payment and Distributions
See Reports and Processes in Oracle HRMS, page B58

Payroll Payment and Distributions

You can use Oracle Payroll to calculate the payments and distributions for all your
employees

Can you verify that payments have been made?

Yes. Oracle Payroll is fully integrated with Oracle Cash Management. This enables you to
use Oracle Cash Management to verify that payments have been cashed. Reconciliation
can be applied to payroll checks/cheques and third party checks/cheques. You can
identify which checks/cheques have been cleared and the date on which they were
cleared. You can also view a reconciliation report which shows if voided checks/cheques
appear to have been cashed.
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Can Oracle Payroll handle different pay frequencies?

Yes--you can set up different pay frequencies, for example weekly or monthly, so that
you can pay different sets of employees at different intervals. Each payroll can only have

a single pay frequency and you must set up at least one payroll for each pay frequency
that you define.

Multiple payrolls in a Business Group

Payroll Groups
Monithly Paid Bamitmonthly Weaakly Faid

i
susnisulizy

£
3

| Fayecll Processing Praqueney |

Note: Semi-monthly is not a valid frequency for UK payroll users.

Can you group employees according to payroll categories in your organization?

You can assign people to any work structure such as an employment category or a
particular location. You can also define a special grouping for your organization. For
example, you can create a group to indicate membership of a union.

Can you set up a payroll to process multiple assignments for an employee?

Yes. If the Multiple Assignment Prepayments has been enabled for your localization, you
will see the Multiple Assignment check box on the Payroll window. The process is
activated by selecting the Multiple Assignment check box.

Do you have flexible control over payment methods?

You can define a payroll to include different types of payment method - for
example, payment by bank transfer, payment by check/cheque, and so on. When

you process the payroll you can then pay the set of employees for that payroll in any
of the following ways:

* All employees receive payment by a single default payment method for their payroll.

¢ Employees receive payment by a combination of the payment methods that you
have defined for their payroll.

¢ Individual employees receive payment that can be distributed between the defined
payment methods in proportions different from those applying to other employees
belonging to the same payroll.
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Payment and Distributions

Using Oracle Payroll with Cash Management

Oracle Cash Management manages and controls the enterprise cash cycle. Cash
Management auto reconciliation program matches Oracle Payroll against bank statement
lines if the transaction meets the following criteria:

¢ The Oracle Payroll payment number matches the statement line payment number.
* The Oracle Payroll payment amount matches the statement line payment amount.

Cash Management accesses a view of payments generated by Oracle Payroll and
compares it against the information on the bank statement. This process generates error
messages on mismatched transactions.

Each time a new payment method is created, the bank details transfer to Oracle Accounts
Payable. When defining a payment method, you must enter the GL Cash Account
field to work with Cash Management.

Important: Because payment method details are passed to Accounts
Payable from Payroll, it is very important to ensure that you are
entering this information correctly. If you inadvertently enter incorrect
details, you could end up with reconciliation issues later.

Cash Management is only available for Payroll payment methods of Checks. It is not
available for electronic fund transfers (such as NACHA).

Important: If you want to use Cash Management fully, you must install
Oracle Accounts Payable and Oracle Accounts Receivable due to the
interdependency in the products. All accounting functions take place in
AP and PR and Cash Management provides the engine for reconciliation
and forecast.

Payment Methods for the Enterprise

Within the predefined payment method types, you can define as many payment
methods as you require for your enterprise. When you create a payroll you can select
which of these methods are valid for employees assigned to that payroll. You select one
of these methods as the default method for the payroll.

Usually, you can select from the payment types cash, check/cheque, and your local direct
deposit system, for example, NACHA in the US, BACS in the UK, or BECS in Australia.

Employees can be paid by one or more of the valid methods for their payroll. You select
the appropriate methods and enter bank account information, if required, in the Personal
Payment Method window. If you do not enter any personal payment methods, the
employee is paid using the default method for the payroll.

You can also define payment methods for third party payments, such as court-ordered
wage attachments. Third party payments are always made by cheque/check, so methods
for these payments must have the type Cheque (Check).
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Defining a Payment Method

Define payment methods for the enterprise in the Organizational Payment Method
window.

You can define multiple payment methods for the same type. For example, you might
have different source bank accounts for payments.

Note: After you define your Payment Methods, you can enter the
appropriate methods for each payroll you define.

After you assign an employee to a payroll, you can enter payment
details for each employee in thePersonal Payment Method window. For
example, for employees who work overseas, you may want to record
more than one payment method with different percentages and
currencies.

To define a payment method:
1. Set your effective date to the date you want to begin using the payment method.

2. Enter a name for the payment method, and select its type.

You can create as many payment methods for each type as you require. For
example, if you have different source bank accounts for different payrolls, you
must create separate payment methods.

For a third-party payment method, select the type Check.

Canada users: Canada has many specific Bank formats from which you can
choose. If the bank you need to use is not listed below, then you need to create a
custom design:

* Bank of Montreal

¢ Bank of Nova Scotia

* CPA Standard 005

¢ Canadian Imperial Bank of Commerce

* National Bank of Canada

* Royal Bank of Canada

¢ TD Bank Financial Group

China users: The approved payment method types are:
¢ Direct Deposit

¢ Cash

¢ Cheque

Korea users: The approved payment method types are:
¢ KR Court Order Payments

¢ KR Direct Deposit

3. The base currency for the Business Group appears. For some payment methods, you
can select another currency.
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4. If this method controls payments to a third party such as a benefits carrier or
garnishment receiver, check the Third Party Payment box.

5. Enter the Bank Details field to open the Bank Details window. Enter information
about the account from which payments are coming.

If you are using Cash Management, you need to include the following information:
¢ Account Name

e Account Number

e Type

e Bank Name: if this already exists, enter the name exactly as it appears in
Accounts Payable.

e Branch: if this already exists, enter the name exactly as it appears in Accounts
Payable.

Warning: You should review the account setup for Accounts Payable
prior to defining the Payment Method in Oracle Payroll. You must
enter this information exactly as it appears in Oracle Accounts
Payable. If not, you could end up with duplicate accounts. What
you enter in Oracle Payroll creates an entry in Accounts Payable

if it does not match an existing entry exactly. This error leads to
reconciliation issues.

Note: French Payroll users: If you have already saved two or more
payment methods of this type, you can create a payment method
with no bank details. When the PrePayments process handles an
assignment that uses this payment method, it selects one of the
payment methods of the same type that do have bank details to use
for the assignment. This removes the need to maintain personal
payment methods when employee assignment changes require the
employee to be paid from a different source bank account.

6. Enter Further Information if your Oracle localization team has defined extra fields in
this protected flexfield.

Note: US users: The Further Information field is not activated for
US installations.

Note: Saudi users: The Further Information field is enabled to select
the payment method formula.

7. Select Set of Books to indicate the set of books to use if you intend to reconcile
payments using Oracle Cash Management.

Note: Cash Management may not be set up for your localization.

8. Select GL Cash Account to indicate the cash account to use for the reconciliation of
payments.

The entry for Description is entered by default, depending on what you enter as
the GL Cash Account details.
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9. To use the Journal Entry Line reconciliation feature from the Payroll Bank Accounts
in Cash Management, specify a cash account and set of books.

See:Journal Entry Line Reconciliation, Oracle Cash Management User Guide

Note: The set of books specified here should be the same set of
books assigned to the following:

* GL: Set of books Name profile Option
See: GL Set of Books Profile Option, Oracle Cash Management User Guide

*  MO: Operating Unit Profile option for the Cash Management Responsibility
See: MO Operating Unit Profile Option, Oracle Cash Management User Guide

Note: The organization defined as the Operating Unit for Cash
Management must be the same organization defined as the business
group. This sets the Org ID to "0", as it must be for the records in the
AP_ACCOUNTS_ALL table.

Note: If bank accounts are missing from your Cash Management
responsibility, correct any problems with the bank account
information in the Payment Method window.

Cash Management Setup Steps:
The following setup steps must be performed in Cash Management.

1. The Bank Account set up in Payroll can be viewed in Cash Management only if the
Cash Management Bank Account Security Access Profile Option is set up.

2. The following Transaction Codes need to be set up in Cash Management:
¢ Payments
* Stopped Payments
* Miscellaneous Receipts
See: Misc. Receipts, Oracle Cash Management User Guide
* Miscellaneous Payments

3. Save your work.

Viewing Statement of Earnings

Oracle Payroll enables you to view an employee’s statement of earnings (pay advice)
without having to run the Pay Advice report.

You do this using the Statement of Earnings window.

There are various ways to access statement of earnings information. The information
that is displayed may vary depending on whether PrePayments process has been run, or
if a payroll run only has been processed.

The information that is displayed in the Statement of Earnings window reflects the
information in the printed pay advice.
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If you are processing Multiple Assignment Payments then the PrePayment Statement of
Earnings will display consolidated earnings and deductions information. The header
information displayed on the Statement of Earnings is obtained from the primary
assignment, however if this assignment is not processed then the header information
will be taken from the first assignment processed in the PrePayment process.

To view the last payroll with PrePayments run against it:

From the Assignment window, choose the Others button and select Statement of
Earnings.

You can also view this information by choosing the Statement of Earnings window
in Fastpath.

To view the most recently run QuickPay results:
1. From the Assignment window, choose the Others button and select QuickPay.

2. Choose the View Results button and select Statement of Earnings from the View
Results window.

To view the statement of earnings information without runni ng
PrePayments:

See: Viewing Assignment Process Results for an Assignment or Viewing Assignment
Process Results for a Payroll Assignment.

Setting Up Payslip Information and Generating Payslips

You need to identify any additional information you want to appear on your payslips
using payslip balances and elements. Once you've identified the information to archive
and display, you run your regular payment processes and then generate your payslip
for printing or viewing online.

To set up your payslip:
1. Select the payslip balances and elements to be included in your payslips.

See: Entering Payslip Information, Oracle HRMS Enterprise and Workforce Management
Guide

If you are in the UK, the Netherlands or South Africa, enter the information balances
and elements through the following:

See: Identifying Balances for the Payslip, Oracle HRMS Enterprise and Workforce
Management Guide

See: Identifying Elements for the Payslip, Oracle HRMS Enterprise and Workforce
Management Guide

2. You need to enter self-service preference information to indicate you want to view
your payslip online.

See: Entering Self-Service Preference Information, Oracle HRMS Enterprise and
Workforce Management Guide

3. To configure your online payslip to view through Oracle Self-Service.

See: Online Payslip, Oracle HRMS Deploy Self-Service Capability Guide
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Generating the Payslip

You must have completed the payroll runs, prepayments and payment processes prior to
generating the payslip.

4. Run the archive process to gather the latest payroll information.

See: Extracting Information to Appear on the Payslip, page 248 \
5. You can view the payslip online through Self-Service.

6. Print your payslips in the usual way. Users in the Netherlands and China, run
the payslip report to produce a formatted report ready for printing and sending
out to your employees.

See: Printing the Payslip, page 4414

Extracting Information to Appear on the Payslip

You run the payslip archive process to extract and gather relevant information to appear
on your employees payslip. The archiver accesses the payslip information for the dates
you select, and copies the information across to storage archive tables, where it is
picked up and converted into a format for printing and distributing to employees, or
for viewing online through the self service application.

You should run this process after each payroll period to enable Self-Service, and
Netherlands paper users to view their current payslip. You must complete the payroll
runs, prepayments and payment processes before you run the payslip archive process.

You run the payslip archiver from the Submit Request window.

To run the payslip archiver:

1. Select your country’s payslip archive process in the Name field. If in the
Netherlands, China or Canada select the Payslip Archiver.

US users see: Running the External Process Archive, Payroll Processing Management
Guide (US)

UK users see: Payslip Generation Self-Service, Payroll Processing Management
Guide (UK)

South African user see: Pay Advice Generation - Self Service (South Africa), Payroll
Processing Management Guide (South Africa)

2. In the Parameters window, select a payroll name and consolidation set. This selects
the employees for whom you want to run the report. When you select a payroll, the
default consolidation set is displayed.

3. Enter the start and end dates for the period of time you want the information
extracted. You typically run this process for the same dates you ran your payroll.

4. Choose the Submit button.
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Payroll Sta tutory Deductions and Reporting

Statutory Deductions and Reporting Overview

Oracle Payroll enables you to calculate employer’s tax liability and deduct the
appropriate sums from employee earnings. You can calculate employer and employee
tax liabilities for all the taxes and statutory deductions that are applicable to your
country.For example, this includes employer liability for state taxes such as State
Unemployment Insurance and employee liability for federal, state and local taxes in the
US, PAYE and NIC in the UK, PAYE and PRSI in Ireland, Social Security, Unemployment
and Complementary Pension in France, Standard and Special tax and Social Insurance
in the Netherlands, and so on.

For example, this includes employer liability for state taxes such as State Unemployment
Insurance and employee liability for federal, state and local taxes in the US, PAYE

and NIC in the UK, PAYE and PRSI in Ireland, Social Security, Unemployment and
Complementary Pension in France, Standard and Special tax and Social Insurance

in the Netherlands, and so on.

In each instance, Oracle Payroll enables you to enter details of the tax liability and
process it at regular intervals.

Statutory Deductions and Reporting

Oracle Payroll allows you to process tax and insurance deductions for employers and
employees, and helps you comply with the legislative requirements applying to your
organization.

Is Oracle Payroll flexible enough to calculate taxes according to different legislative
needs?

Yes. Oracle Payroll supports many country specific models of taxation, including the
local, federal and state tax requirements of organizations operating in the US.

Is the entry of tax and social insurance details sufficiently flexible to meet the needs
of my organization?
Yes. You can calculate taxes for different types of employer to represent the diversity

of your organization. You can also make retrospective adjustments to allow for
overpayments and underpayments.
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Is Oracle Payroll capable of implementing the latest updates to taxation and social
insurance?

Yes. The details of taxation policy and social security entitlements are constantly
changing, but Oracle Payroll is always promptly updated so that your processing
includes the most recent updates.

Using Oracle Payroll, is it possible to transmit PAYE information electronically to the
Inland Revenue ?

Yes. EDI allows two-way electronic transmission of documents between the Inland
Revenue and employers. Oracle UK Payroll has developed a specified formatted file
that, if used in conjunction with third party software, can be transmitted electronically
to the Inland Revenue.

Can you record P11D details for your employees and submit an annual return to the
Inland Revenue? (Oracle HR)

You can use Oracle HR to update your records throughout the year to show all the Class
1A National Insurance contributions for which your organization is liable. You can make
this information available to employees so that they can their NI liabilities. You can then
generate a report to view the final details and you can submit the complete and validated
records to the Inland Revenue to comply with all reporting requirements.
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Understanding and Using PAYE

PAYE: Legislative Details

PAYE is the system used to collect income tax from all taxable income paid to employees
under Schedule E.

The amount of PAYE calculated depends on earnings subject to tax, including taxable
benefits. Taxable pay can be reduced by employee payments made to authorized
company pension schemes, or by employee donations to charities, to an agreed
maximum. For more information on the definitions of earnings subject to tax, see The
Employer’s Further Guide to PAYE and NICs. CWG2.

What Tax Codes Are Available for PAYE?

The Tax Office with which your enterprise is registered administers the tax records of
your employees. This office issues a tax code for each employee which determines how
the tax is to be collected, and whether the basis for calculation is to be cumulative or
non-cumulative. Valid tax codes are as follows:

Suffix codes - numbers followed by a letter

The number, when multiplied by ten and nine added, represents the total tax free
pay available in the year calculated by the system. The letter denotes what type of
allowance is applicable:

Current valid codes for 00/01 are A, H, J, L, P, T, V or Y. These may change for each
Tax Year.

Prefix codes - K followed by a number

The number, when multiplied by ten and nine added, represents the additional taxable
pay for the year.

Special codes
Codes and meanings:

e DO0: taxed at higher than basic rate
e NT: no tax deducted
¢ BR: tax deducted at the basic rate with no tax free allowance

e NI: exempt from PAYE but not NIC, for students working during the vacation when
NT should not be issued without prior permission of the Tax Office.

e S:indicates liability to the Scottish Variable Rate which the Scottish Parliament may
choose to implement from 6th April 2000. The S code will precede the code number
or code prefix. The layout of the tax code information file supplied by the Inland
Revenue has been changed to accommodate the S indicator.

What is the Tax Calendar for PAYE?

The tax year starts on 6 April one year and ends on 5 April the following year. Each
tax year may be referred to as a combination of the two partial calendar years, for
example, 95/96. The calendar can be based either on a weekly frequency or on a
calendar month frequency.
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The first tax week, known as Week 1, runs from April 6 -12. Week 2 runs from April 13
-19, and so on through the year.

As the year is not perfectly divisible by 7, an extra week is necessary. For non-leap years
Week 53 is April 5, and for leap years Week 53 is April 4 -5.

Monthly calendars also start from 6 April. Month 1 is from April 6 - May 5, and so on
through the year.

Key dates

These dates are subject to change for specific Tax Years

6 April - start of year

19 May - last date for sending year end returns

31 May - last date for delivery of employees’ P60 forms

6 July - last date for sending P9Ds and P11Ds

19 July - last date for payment of Class 1A NICs on cars and fuel
5 April - end of tax year

Payment date
The tax period to use for calculating PAYE is the period in which the payment date
falls. For example, the weekly payment date April 14 is in Week 2, and the monthly
payment date April 5 is in Month 12.

Which Tax Tables Does Oracle Payroll Use?

Tax tables are provided in either printed or computer version, and sometimes there is a
small difference on the amount of tax calculated. Both are correct.

Oracle Payroll calculates PAYE using the formula issued by the Inland Revenue to
computer users. This formula is incorporated in the startup data for the product.

What is the Identification Format for a PAYE Scheme?

Your local Tax District has a three figure tax district reference number, and each PAYE
scheme administered by your enterprise has an individual employer’s reference
number. This is normally a letter followed by up to seven alphanumeric characters.

PAYE in Oracle Payroll

Oracle Payroll provides as startup data all the elements, balances and other components
you need to correctly administer PAYE. It also provides legislative upgrades to keep
your payroll processing up to date with current legislation.

If you include employees in more than one payroll run each processing period, Oracle
Payroll’s calculations for tax deductions take into account the sums already deducted in
that period.

The system provides balances for Taxable Pay and PAYE, both of which include
dimensions that correctly sum up all the necessary run results. The PAYE balance
is fed only by the amount of PAYE paid. The run results passed to the Taxable Pay
balance, however, are identified by balance feeds that you define.

If you have payrolls that are reported under different tax reference numbers, you may
sometimes have the requirement to transfer employees between these payrolls. In such
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cases, both the tax balances will restart from zero, and you should issue P45s for the
employees concerned.

Note: If you transfer employees between payrolls having the same tax
reference number, the balances continue to accumulate as before.

Implementing Startup Data

The following table shows the tax deduction elements defined by Oracle Payroll for
PAYE administration and supplied as part of startup data.

Element Name Processing Type Classification Processing Priority
PAYE Details Recurring PAYE 5001
PAYE Nonrecurring PAYE 5002
PAYE Refunds Nonrecurring Information 5003

You must link these elements to the appropriate payrolls before they can be given
to employees and included in payroll runs. If you have set up segments of the Cost
Allocation key flexfield to receive entries at the element level, you should enter these

account codes in the Element Link window when you link the PAYE elements to your

payrolls.

The recurring element PAYE can process after termination to allow for payments to
employees who have left, but who may still be entitled to receive late payments.

You can include the PAYE elements, along with NI elements, in an element set, then

select this set in the HR:Non-Updateable Element Set user profile option. This prevents
users changing the entry values of these elements in the Element Entries window. They

should use the Statutory Details window instead.

1.

Entering Statutory Details for a New Starter

Use the Statutory Details window to enter P45 or P46 details for a new starter. You can

also specify that this information should be sent to the Inland Revenue by EDIL

To enter P45(3) details for a new employee:
1. If you want to send these details by EDI, check the Send EDI check box.

2. Enter the Previous Tax District for this employee

3. Enter the date on which this employee left the previous employer.
4. Enter the Previous Tax Code and Previous Tax Basis.
5

Enter the Last Payment Period Type and Last Payment Period.

To enter P46 Information:
1. Enter the P46 Statement type. Select from:

e A -- First regular job since leaving full-time education.
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¢ B -- Only or main job.
e C-- Receives a pension as well as the income from this job.

2. If you want to send this information to the Inland Revenue by EDI, check the Send
EDI check box.

To enter P46 Pension Information:
1. Enter the Date Pension Started.

2.  Enter the Annual Pension amount.

3. If you want to send this information to the Inland Revenue by EDI, check the Send
EDI check box.

Entering Employee PAYE Details

The Statutory Details window lets you enter and view an employee’s PAYE and NI
information on one screen. You can inspect the check box information displayed at the
top of the window to show whether the employee has:

¢ NI multiple assignments
¢ PAYE aggregated assignments

If you want to change the entries in the multiple assignment and aggregated assignment
check boxes, make your changes on the Employment tab of the Person window. You
cannot change them in the Statutory Details window.

However, you can manually check the Excluded from WNU check box to specify that
this employee should not be included in future Works Number Updates. This typically
occurs in response to an Inland Revenue notification that they do not need further
updates for this employee.

Link the PAYE Details element to your payrolls. You can enter defaults at the link level
for the input values so that no assignment is processed without a valid code being
present. It is important to ensure that you enter a valid code because validation is not
available at this point.

To enter tax details for an employee:
1. Query the employee assignment and choose the Tax Information button.

2. Choose the PAYE Details tab. The P45 information indicates:
e That a P45 has been issued, and the date on which it was issued
*  Whether the P45 was manually issued

e The override date, if one exists, for the P45. You can set an override date to
indicate that you want to produce a P45 for a terminated assignment at an earlier
date than the date previously scheduled by Oracle Payroll.

*  Whether the P45 has been sent by EDI
¢ If the P45 has been printed off and submitted to a different tax office.
3. Change your effective date if required.

Note: The Statutory Details window is now datetracked.
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4. Enter the employee’s tax code.

When you enter the tax code a validation formula is run to ensure that it is in the
correct format.

Note: At the start of a new tax year there may be a statutory
requirement to either uplift or reduce particular suffix codes
because of budgetary changes. New codes that are introduced will
not validate until you are datetracked to the effective period. For
example, you cannot enter a P code prior to 6 April 1999.

5. Enter Cumulative or Non Cumulative as the employee’s tax basis.

At the start of a new tax year all tax codes except DO that have a tax basis of N
should be changed to C.

6. Record new employees’ previous taxable pay and tax paid with previous employers
in the current tax year.

Note: If you subsequently receive a P6 with different figures, enter
the new figures. These are included in the PAYE calculation for
cumulative based employees and reported separately on the End
of Year Reports. They are not included in Taxable Pay or the
PAYE balances.

7. If any tax is refundable, select the refundable category from the list. There are
four choices:

Yes: Make the refund.

Starter: The refund, which is greater than the allowed maximum for a new starter, is
withheld pending authorization.

Trade Dispute: The refund is withheld as the employee is currently involved in
a trade dispute.

Starter/Trade Dispute: The employee has one refund withheld for starter reasons
and another withheld for trade dispute reasons.

Note: The categories Starter and Starter/Trade Dispute are no
longer applicable after 6 April 1996. If you select them after this date
they have no effect on the system.

8. Enter the Authority - for example, P6, P45 etc and the Message Date and Issue
Date. Note that these fields also automatically update to display the latest authority
for the PAYE Details.

Setting Up Working Tax Credits

From 6th April 2003, Working Tax Credits replace Working Families” Tax Credits. Oracle
Payroll provides the necessary elements, balances and formulas to enable you to process
the new credits. You should complete each of the following setup activities before you
attempt to process working tax credits for your organization.

Use the Element Link window to establish the links for new working tax credit elements
and remove the links for obsolete tax credit elements. However, you can only remove
links for those obsolete tax credit elements that do not have element entries
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To enable links for new working tax credit elements:
1. Select the working tax credit element

2. Link it to the correct payrolls for your organization
3. Save your work

See Defining an Element Link, Oracle HRMS Compensation and Benefits Guide

To remove links for obsolete tax credit elements :
1. Select the tax credit element that you want to obsolete.

2. Choose an end date for this element link
See Defining an Element Link, Oracle HRMS Compensation and Benefits Guide

You should also update all customized reports to include the new Working Tax
Credit elements and balances. If your SOE report displays the tax credit balance prior
to April 6th 2003, you should replace it with the new Working Tax Credit balance.

Setting Up Aggregated PAYE

You can calculate and report on PAYE for those employees who have multiple
assignments. You can specify that multiple assignments for an employee should be
aggregated as a single PAYE assessment.

If you do not want your assignments to be processed as aggregated for PAYE you can
continue to process separate assignments as currently. You do not need to make any
changes to the way in which you work.

To set up aggregated PAYE:

1. You use the Employment tab on the Person window to indicate that assignments for
this person are to be processed as aggregated

See Entering Employment Information for Employees and Applicants, Oracle HRMS
Workforce Sourcing, Deployment and Talent Management Guide

Once you indicate on the Person window that assignments are to be processed as
aggregated, then this applies to all assignments for this person within this tax
district. You cannot exclude any one of these multiple assignments from the
aggregated processing.

2. Define the employee’s PAYE information.

See Entering Employee PAYE Details, page BH6 |

You can produce a P45 as soon as an assignment has ended rather than waiting until
a later default date. You do this by setting an override date to specify the date at
which you want to produce the P45.

Note: Do not use the Element Entry Values window to update
the PAYE information. If you make your changes in the Element
Entry Values window, they are not automatically updated in the
aggregated assignments.

3. Run the Start of Year process to upload tax code changes for the aggregated
assignments.
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See Running the Start of Year Process, page 381

Maintaining Working Tax Credits

Use the Element Entries window to start a working tax credit for an employee, amend
a working tax credit and stop a credit.

If any tax credit start, or amendment request does not allow for three consecutive
payments before your employee’s termination date, then you must return the request to
the Inland Revenue without applying it.

Entering or restarting a working tax credit

When you receive a Start Notice from the Inland Revenue you can enter the working tax
credit details for your employees. You can also restart a credit that has previously been
stopped. You do both from the Element Entries window:

To enter or restart a working tax credit:
1. Select the Working Tax Credit element

2. Enter the Start Date for payments
3. Enter the Daily Rate

Amending a working tax credit

You can amend a working tax credit twice within one month. This means that you can
have three different rates in the same month. If you receive a further request for a
third amendment in the same month you can decide whether to apply it or return it
without applying.

You amend working tax credits from the Element Entries window.

To amend a working tax credit:
1. Query the element that you want to amend

2. Enter the Amendment Date
3. Enter the new Daily Rate

Stopping a working tax credit

When you receive a stop notice or emergency stop notice from the Inland Revenue, you
can stop a tax credit. Do this by entering a stop date and a stop reason. Do not attempt to
end date the element - it must remain in place at the end of the month.

You do this from the Element Entries window.

To stop a working tax credit:
1. Query the tax credit that you want to stop

2. Enter the Stop Date

3. Select the Stop Reason. This can be one of:
e Stop Notice
¢ Emergency Stop Notice

e Termination
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Viewing Obsolete Tax Credits

To view information about obsolete tax credits, select the Tax Credits window. This only
applies to those tax credits that existed before April 2003. If you want to view information
about the new tax credits introduced in April 2003, use the Element Entries window

To view obsolete tax credits:
1. Scroll horizontally to display the Paid To Date amounts:

2. View the Paid To Date amounts for the obsolete tax credits

Maintaining Student Loans

You can enter details of Student Loans that are to be repaid, provided that you are not
attempting to do this in conjunction with Council Tax Orders or Scottish Arrestment
Orders. You maintain student loans from the Student Loans window.

To maintain student loans:
1. Enter the Start Date in the format DD-MON-YYYY

2. Enter the End Date in the format DD-MON-YYYY
3. Enter the Subpriority

These are the only changes that you can make to the Student Loan information. The
amounts for Paid This Period and Paid This Year are derived from the payroll run
and you cannot change them.

4. You can modify the Subpriority for the Court Order. This is the only change that you
can make to the Court Order information.

Running the Tax Payments Listing

This report shows details of employees”:

¢ PAYE and National Insurance deductions

e Working Tax Credits

e Statutory Paternity Pay and Statutory Adoption Pay

From 6th April 2003 NI rebates do not appear as a separate category on the Tax
Payments Listing. This is because rebates are now included as part of a single net
contribution value.

You run the report in the Submit Requests window.

To run the Tax Payments Listing:
1. In the Name field, select the report name.

2. In the Parameters window, select a payroll and payroll period for which you want to
see the information.

3. If you want to see information just for a consolidation set, select the name of the set.

4. You can see the information listed either by employee name or assignment
number. Select one of these as your sorting classification.
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5. Choose the Submit button.
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Understanding and Handling NIC

National Insurance Contributions: Legislative Details

Primary Class 1 National Insurance Contributions(NIC) are payable by every
employee, on earnings subject to NIC, unless exempted because of age or employment
contract. Secondary Class 1 National Insurance contributions are payable by the
employer. National Insurance is collected by the Inland Revenue through the PAYE
system.

If your enterprise runs an occupational pension scheme, employees in the scheme may
contract out of the State scheme, SERPS. In this case both the employee and employer
pay reduced National Insurance contributions.

Calculation of the Amounts Payable
The amount of NIC payable by employees can depend on the following factors:

¢ NI category

e Earnings subject to NIC

e Age

¢ Pension arrangements

e Earnings period

*  Method of calculation

e Number of occurrences of the earnings period

e Arrears

What NI Category Codes are Available?

The most commonly used category codes are: A, B,C,D, E, ], FE G, L, S, and X. Use
them as follows:

Standard Rate Contributions:

Employees between the ages of 16 and the state pension age pay standard rate
contributions in these categories:

e A -- not contracted out
e D -- contracted out for members of COSR schemes
e E -- contracted out for members of COSR schemes

e F -- contracted out for members of COMP schemes

Reduced Rate Contributions

Married women and widows who have a valid Certificate of Election pay reduced rate
contributions in these categories:

¢ B -- not contracted out

e G -- contracted out for members of COMP schemes
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Deferred Contributions
Deferred categories are:

e J-- Not contracted out, and has deferment.
* L -- Contracted out in salary related scheme, and has deferment.

e S - Contracted out in COMP scheme, and has deferment.

Employer Only Contributions
Employees over state pension age.

e C-- Contracted in only.

Oracle Payroll no longer records the notional employee contribution for NI category
C. Make sure that you remove from category C any of your employees who have a
deferment certificate.

Category X
Category X indicates that there are no contributions.

What Earnings Are Subject to NIC?

Earnings that are subject to NIC may be different from gross pay or taxable pay
figures. They normally include all money payments to the employee and exclude any
benefits paid to third parties on the employee’s behalf.

Each tax year the Lower Earnings Limit (LEL) and the Upper Earnings Limit (UEL) are
announced. LEL is the minimum amount of earnings on which NIC may be paid for
the current year, and UEL is the maximum amount of earnings that the employee’s
contribution of Class 1 can be based on. If the employee’s earnings are less than the
LEL figure, no NIC is deducted.

For the Employer’s secondary contributions there is an Earnings Threshold ET below
which the employer pays no contributions. This was introduced in 1999/00. This
legislation was introduced to bring the application of NICs and PAYE into alignment.

As the second stage of this alignment there is an Employee’s Earnings Threshold (EET)
introduced in April 2000. This is set at a level between the LEL and the ET.

The following reporting requirement applies to Employers Rebate. Because the ET is a
greater amount than the LEL, there is an amount on which the employee pays NI and the
employer does not. For employees in class D, E, F, G, S, or C the employer is entitled

to a rebate on the difference between ET and LEL for which the employee has paid
contributions. This is in respect of operating a company pension scheme. The rebate can
be offset against the total payroll calculation for NICs.

There is no UEL for the employer’s secondary contributions. In addition, since the
tax year 1991/1992 the employer has a liability to pay Class 1A contributions on the
taxable benefit of a company car.

What Age Criteria Are Applicable to Employee’s NIC?

There is no liability for either primary or secondary contributions if the employee is
under the age of 16 years.

There is no primary contribution when the employee is above the state pensionable age.
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How Do Pension Arrangements Affect Liability for NIC?

Employees who are members of occupational pension schemes are contracted out of the
State Earnings Related Pension Scheme (SERPS). Their NIC is reduced by the amount
that would have been paid into SERPS.

From April 2000 there is a further rebate for standard rate employees who are members
of a contracted out occupational pension scheme.. The rebate is a percentage of the
earnings between the LEL and the employee’s earnings threshold.

What Earnings Periods Are There for NIC?

There are four basic earnings period types for NIC:
e Daily

e Weekly

e Calendar Monthly

¢ Annual

Weekly and Calendar Monthly are for employees on weekly or monthly payrolls. Annual
is for directors or office holders. Daily is used for periods of more than seven days that
do not fall into weekly or monthly categories.

You can make more than one regular payment to an employee within the earnings
period. For example, employees with a week’s salary retained by the employer on a
‘week in hand’ basis, can receive two payments in their final week.

Which Method of Calculating NIC Does Oracle Payroll Use?

There are two methods of calculation:
e Using the National Insurance tables issued by the DSS
e Using the exact percentage method

Oracle Payroll uses the exact percentage method. Both methods make use of rates and
bands which may be changed annually.

How Do You Calculate NIC If An Employee is Being Paid for More Than One Period At

the Same Time?
NIC is calculated at the time of payment, but if you have to pay an employee for more
than one period at the same time, you usually calculate NIC on the earnings for each
period separately.
For example, it proves impossible to pay a new starter in the period of starting so
she receives a double payment in the next period. You calculate this employee’s NIC
separately for each period: it should not be aggregated in the second period. The system
does not calculate this method automatically for new starts, so a manual adjustment
is required.

How Do You Correct Overpayments and Underpayments of NIC?

If a wrong category code is used for an employee, too much or too little NIC may be
deducted. You can correct this as follows:
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e If the employee has been overcharged, the balances maintained for year end
reporting against each category code need to be corrected, and the excess deduction
refunded.

e If the employee has been undercharged, the balances maintained for year end
reporting also need to be corrected, and the balance of secondary contributions
owing must be paid to the Inland Revenue with the next payment.

However the arrears of the primary contributions may only be recovered by doubling
the actual primary contribution in subsequent periods. For example, if the arrears are
20.20 and the normal period NIC contribution is 15.20, you can double the contribution
to 30.40, reducing the arrears to 5. The subsequent period’s normal calculation is
14.80, which you can increase to 19.80, recovering the remaining arrears. Arrears in one
tax year cannot be recovered from the employee in subsequent years.

NIC: Employers liability for Employee Benefits

NICable Benefits are employee entitlements for which an employer is liable for
National Insurance contributions. This can apply to any type of benefit, be it a one
off non-recurring element such as a taxi fare, or a recurring element such as medical
insurance.

You can enter the taxable benefits of each staff member and view the resulting tax liability
for the employer. Viewing the costs can be broken down to individuals within a specified
payroll, with parameters set so that a selected period of time can be viewed if required.

NIC for Company Directors

Special rules apply to the calculation of NIC for directors. A person is classified as a
company director if he or she is appointed under Sections 291-294 of the Companies Act
1985. Directors’ earnings are chargeable to Schedule E (PAYE) income tax.

Most directors receive annual fees and bonuses. To calculate their contributions on a
normal pay period basis would mean they only had to pay NIC up to the weekly or
monthly Upper Earnings Limit. National Insurance for directors is therefore calculated
on an annual, cumulative basis, like PAYE.

The main differences in the calculation of directors” NIC are as follows:
e The use of an annual, or prorated, earnings period

¢ Calculation on the director’s cumulative earnings

* Deduction of the difference between NIC paid and NIC due

Oracle Payroll uses the exact percentage method of calculation to administer company
directors” NIC. The procedure takes into account changes in circumstances and
recalculates the annual liability for each category each time.

For employees who become directors, NIC balances are maintained showing the
director’s figures in addition to the reporting balances that show contributions as an
employee and as a director. The director or employer can choose to pay on account.

P11D: Flat File Contents and Required Input Values

You can create a flat file to capture P11D information from a range of sources, for
example Oracle HRMS, a third party payroll product, car fleet records, or from any
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spreadsheet. However, your flat file must always have a consistent set of contents every
time you capture information for a particular element.

This topic includes each of the following:

* Supporting notes to help you to capture P11D information correctly, page 3{16

e List of P11D elements, page 317 |

* Required information for each P11D element, page 3{18 |

Supporting Notes to Help You to Capture P11D Information Correctly

Primary Classifications for P11D Elements

P11D elements have one of the following primary classifications all of which are unique
to P11D elements:

¢ External Reporting

¢ External Reporting Car 0304

¢ External Reporting Loan

Rounding Your Monetary Inputs for Submission by Magnetic Tape

From tax year end 2003-2004 Oracle HRMS has enabled P11D returns to the Inland
Revenue by both magnetic tape and Electronic Data Interchange (EDI). Since P11D
amounts must be in whole pounds for magnetic tape returns but in pounds and pence
for EDI amounts we cannot automate the rounding to whole pounds. This means that:

e If you intend to make your P11D returns to the Inland Revenue by either paper or by
EDI, then you can enter your monetary values as pounds and pence.

e If you intend to make returns by magnetic tape before you enter monetary values
into the P11D system, then you must round your values down to the nearest whole
pound - that is, remove the pence field. This applies to uploaded data and also to
any monetary values that are directly input to Oracle HRMS.

Guidelines on Effective Dates for P11D Elements

When you are entering effective date information for P11D elements, your entries
depend on the whether employees have worked for the full financial year, or whether
they have started or terminated their employment part way through a year.

Employees Who Work for the Full Tax Year

P11D Element Field What to Enter

Effective Date Tax year end date
Effective Start Date Tax year start date
Effective End Date Tax year end date
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Employees Who Leave During the Tax Year

P11D Element Field

What to Enter

Effective Date

Effective Start Date

Effective End Date

Termination date of employee
Tax year start date

Termination date of employee

Employees Who Start During the Tax Year

P11D Element Field

What to Enter

Effective Date

Effective Start Date

Effective End Date

Tax year end date
Start date of employee

Tax year end date

List of P11D Elements

These are the P11D elements. Click on each element name in the list to see what
information is required for P11D elements that you are adding to the Central Data
Repository (CDR). If input values are automatically supplied or calculated we explicitly
note that you should not enter them when you are completing the element details:

e Assets Transferred, page 3{18

e Assets at Emp Disposal, page 319

e Car and Car Fuel 2003_04, page 321

e Expense Payments, page 324

e Int Free and Low Int Loans, page 326

e Living Accommodation, page 3128

e MARORS, page 329

e Mileage Allowance and PPayment, page 3-31

e Other Items, page 333 |

e Other Items Non 1A, page 334

e P11D Shares, page 3136 |

e PAYE Agreement, page 337

e Payments Made for Emps, page B39

e Pvt Med Treatment and Insurance, page 340

e Relocation Expenses, page 342

e Services Supplied, page BH43

e Vans 2002_03, page BH45

e Vouchers and Credit Cards, page 347
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Assets Transferred

Required Information for P11D Elements

Field Entry in Field Field Type

ID Type A,P, Eor N See Entry in Field column

1D One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason

Segments 1 to 30

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Assets Transferred

ID of the Assets Transferred
element

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B116 [ ]

See Guidelines on Effective
Dates for P11D Elements, page
316 ]

See Guidelines on Effective
Dates for P11D Elements, page
B116 [ ]

See Entry in Field column

See Entry in Field column

Do not enter

Do not enter
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Field Entry in Field Field Type
Input Value 1 Ben Start Date Mandatory
Input Value 2 Ben End Date Mandatory
Input Value 3 Description See Entry in Field column
Input Value 4 Asset Type: Mandatory

Cars

Multiple

Other

Precious Metals

Property
Input Value 5 Cost or Market Value Optional
Input Value 6 Amount Made Good Optional
Input Value 7 Cash Equivalent. Conditional

Automatically calculated

if you have entered Cost/

Market Value and Amount

Made Good.

Only enter the Cash

Equivalent manually if

Cost/Market Value and

Amount Made Good are not

present.
Input Value 8 Section 198 Claim Indicator Optional

Yes/No
Input Value 9 Notes Optional
Entry Information Category Do not enter
Entry Information 1-30 Do not enter

Assets at Emp Disposal

Field Entry in Field Field Type
ID Type A,PEorN See Entry in Field column
1D One of: See Entry in Field column

Person ID

Session Date

National Insurance Number
Assignment ID

Assignment Number
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Field

Entry in Field

Field Type

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1
Input Value 2

Input Value 3

Input Value 4

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Assets at Emp Disposal

ID of the Assets at Emp
Disposal element

Benefit Start Date
Benefit End Date

Assets:

Aircraft

Boat

Corporate Hospitality
Holiday Acem’dtn.
Multiple

Other

Timeshare Accm’din

Asset Description

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
316 ]

See Guidelines on Effective
Dates for P11D Elements, page
B116 [ ]

See Guidelines on Effective
Dates for P11D Elements, page
B116 []

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory
Mandatory

Mandatory

Optional
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Field Entry in Field Field Type
Input Value 5 Annual Value Optional
Input Value 6 Amount Made Good Optional
Input Value 7 Cash Equivalent. Conditional
Automatically calculated if
you have entered Annual
Value and Amount Made
Good.
Only enter the Cash
Equivalent manually if
Annual Value and Amount
Made Good are not present.
Input Value 8 Section 198 Claim Indicator Optional
Yes/No
Input Value 9 Notes Optional
Entry Information Category Do not enter
Entry Information 1-30 Do not enter
Car and Car Fuel 2003_04
Field Entry in Field Field Type
ID Type A, P EorN See Entry in Field column
ID One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments

Cost Allocation Flexfield ID

National Insurance Number
Assignment ID

Assignment Number
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Field

Entry in Field

Field Type

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1

Input Value 2

Input Value 3
Input Value 4
Input Value 5
Input Value 6
Input Value 7
Input Value 8

Input Value 9

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Car and Car Fuel 2003_04

ID of the Car and Car Fuel
element

Benefit Start Date

Benefit End Date

For leavers this may
sometimes be later than
the termination date.

Car Identifier

Make of Car

Model

Date First Registered
List Price

Cash equivalent for car

Cash equivalent of fuel

See Guidelines on Effective
Dates for P11D Elements, page
316 ]

See Guidelines on Effective
Dates for P11D Elements, page
B16 []

See Guidelines on Effective
Dates for P11D Elements, page
B16 []

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory

Mandatory

Mandatory
Mandatory
Mandatory
Mandatory
Mandatory
Do Not Enter

Do Not Enter
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Field

Entry in Field

Field Type

Input Value 10

Input Value 11
Input Value 12
Input Value 13

Entry Information Category

Entry Information 1
Entry Information 2
Entry Information 3
Entry Information 4
Entry Information 5
Entry Information 6
Entry Information 7
Entry Information 8
Entry Information 9

Entry Information 10

Entry Information 11
Entry Information 12
Entry Information 13

Entry Information 14

Entry Information 15

Fuel Type

Battery Electric
Diesel

Hybrid Electric
LPG/CNG
LPG/CNG & Petrol

LPG/CNG & Petrol
Conversion

Petrol

CO2 Emissions

No. of days unavailable
Notes

GB_EXTERNAL REPORTING
CAR 0304

Accessories

Capital Contributions Made
Private Use Payments

Engine cc

Car Benefit Full Year

Total Days Unavailable

Car Unavailable Value
Benefit Percentage

Standard Discount Percentage

Additional Discount
Percentage

Fuel Benefit
Date Free Fuel Withdrawn
Free Fuel Reinstated

Additional Withdrawn Fuel
Days

Fuel Benefit Full Year
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Conditional

Conditional
Optional

Optional

Optional
Optional
Optional
Conditional
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

Do not enter

Optional
Optional
Optional

Do not enter

Do not enter



Field

Entry in Field

Field Type

Entry Information 16

Entry Information 17 - 30

Fuel Benefit Unavailable Value Do not enter

Do not enter

Expense Payments

Field Entry in Field Field Type

ID Type A,PEorN See Entry in Field column

ID One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Expenses Payments

ID of the Expenses Payment
element

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page

B16 []

See Guidelines on Effective
Dates for P11D Elements, page

316 ]

See Guidelines on Effective
Dates for P11D Elements, page

316 ]

See Entry in Field column

See Entry in Field column
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Field

Entry in Field

Field Type

Reason
Segments 1 to 30
Input Value 1
Input Value 2

Input Value 3

Input Value 4
Input Value 5

Input Value 6

Input Value 7

Input Value 8

Input Value 9

Input Value 10
Entry Information Category

Entry Information 1-30

Benefit Start Date
Benefit End Date

Expenses Type:

Allowance for Business Travel.
Entertainment.

Multiple.

Non-qualifying Relocation.
Other.

Personal Incidental Expenses.
Travel and Subsistence.

Use of Home Telephone.
Work Done at Home.

(Choose one of these).
Cost to You
Amount Made Good

Cash Equivalent.

Automatically calculated if
you have entered Cost to You
and Amount Made Good.

Only enter the Cash
Equivalent manually if
Annual Value and Amount
Made Good are not present.

Description.

Should be entered when
expense type is Other.

Trading Organization
Indicator

Section 198 Claim Indicator
Yes/No

Notes

Do not enter
Do not enter
Mandatory
Mandatory

Mandatory

Optional
Optional

Conditional

Conditional

Optional

Optional

Optional

Do not enter

Do not enter
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Int Free and Low Int Loans

Field Entry in Field Field Type

ID Type A,P, Eor N See Entry in Field column

1D One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1

Input Value 2

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the

current tax year end date (5th
April).

Int Free and Low Int Loans

ID for the Int Free and Low Int
Loans element

Benefit Start Date

Benefit End Date

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B16 ]

See Guidelines on Effective
Dates for P11D Elements, page
B16 [

See Guidelines on Effective
Dates for P11D Elements, page
B116 []

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory

Mandatory
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Field Entry in Field Field Type

Input Value 3 Number of Joint Borrowers Mandatory
Input Value 4 Amount Outstanding at 5th Mandatory

April

Input Value 5 Max Amount Outstanding Mandatory
Input Value 6 Total Interest Paid Mandatory
Input Value 7 Date Loan Made Conditional
Input Value 8 Date Loan Discharged Conditional

Input Value 9

Input Value 10

Input Value 11
Input Value 12

Input Value 13

Input Value 14

Input Value 15

Entry Information Category

Entry Information 1
Entry Information 2
Entry Information 3

Entry Information 4

Cash Equivalent

Section 198 Claim Indicator
Yes/No

Notes
Description

Type of Loan is:
Non-qualifying Loan
Qualifying Loan

Amount Outstanding at Year
End

Currency

GB_EXTERNAL_REPORT
ING_LOAN

Official Rate of Interest
Annual Interest Value
Interest Value

Calculation Method is:
Average

Precise

Other

Do not enter

Optional

Optional
Optional

Optional

Mandatory

Do not enter

Optional
Do not enter
Do not enter

Optional

Payroll Statutory Deductions and Reporting
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Living Accommodation

Field Entry in Field Field Type

ID Type A,P, Eor N See Entry in Field column

1D One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1

Input Value 2

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Living Accommodation

ID for the Living
Accommodation element

Benefit Start Date

Benefit End Date

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B16 ]

See Guidelines on Effective
Dates for P11D Elements, page
B16 [

See Guidelines on Effective
Dates for P11D Elements, page
B116 []

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory

Mandatory
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Field Entry in Field Field Type
Input Value 3 Address Optional
Input Value 4 Rent Employer Optional
Input Value 5 Annual Value Optional
Input Value 6 Gross Amount Optional
Input Value 7 Amount Made Good Optional
Input Value 8 Cash Equivalent Conditional
Input Value 9 Section 198 Claim Indicator Optional
Yes/No
Input Value 10 Notes Optional
Input Value 11 Emp Share Towards Cost Optional

Input Value 12

Interest Value

Do not enter

Input Value 13 Number of Days Optional

Input Value 14 Rent Employee Optional

Input Value 15 Additional Charge Do not enter

Entry Information Category Do not enter

Entry Information 1-30 Do not enter

MARORS

Field Entry in Field Field Type

ID Type A, P EorN See Entry in Field column

ID One of: See Entry in Field column
Person ID

Session Date
Batch ID
Attribute Category

Attributes 1 to 20

National Insurance Number
Assignment ID

Assignment Number
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Field

Entry in Field

Field Type

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name
Element Type ID
Reason
Segments 1 to 30
Input Value 1
Input Value 2
Input Value 3

Input Value 4

Input Value 5
Input Value 6
Input Value 7
Entry Information Category

Entry Information 1-30

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

MARORS

ID of the MARORS element

Benefit Start Date
Benefit End Date
Allowance Paid

Maximum Exempt (Must not
be less than the Allowance
Paid)

Mileage Allowance Relief
Description

Notes

Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B16 []

See Guidelines on Effective
Dates for P11D Elements, page
316 ]

See Guidelines on Effective
Dates for P11D Elements, page
316 ]

See Entry in Field column
See Entry in Field column
Do not enter

Do not enter

Mandatory

Mandatory

Optional

Optional

Conditional
Optional
Optional
Do not enter

Do not enter
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Mileage Allowance and PPayment

Field

Entry in Field

Field Type

ID Type

1D

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1

Input Value 2

A,PEorN

One of:

Person ID

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Mileage Allowance and

Ppayment

ID of the Mileage Allowance
and Ppayment element

Benefit Start Date

Benefit End Date

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Guidelines on Effective
Dates for P11D Elements, page
B6 \

See Guidelines on Effective
Dates for P11D Elements, page
Bl6 |

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory

Mandatory
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Field

Entry in Field

Field Type

Input Value 3

Input Value 4

Input Value 5

Input Value 6

Input Value 7

Input Value 8
Input Value 9

Input Value 10

Input Value 11

Input Value 12

Input Value 13
Entry Information Category

Entry Information 1-30

Mileage Allowance Payments

If you do enter Mileage
Allowance Payments, you
must also enter Business Miles
and Kind of Vehicle.

Tax Deducted Payments

Mileage Allowance Payments
must be greater than Tax
Deducted Payments

Kind of Vehicle:
Bicycle
Car or Van

Motorcycle

Business Miles

If you do enter Business
Miles, you must also enter
Kind of Vehicle.

Taxable Payments

If you do not enter Taxable
Payments, you must enter
Taxable Passenger Payments

If you do enter Taxable
Payments, you must also enter
Kind of Vehicle.

Passenger Payments
Passenger Business Miles

Taxable Passenger Payments

If you do not enter Taxable
Passenger Payments, you
must enter Taxable Payments.

Description

Section 198 Claim Indicator
Yes/No

Notes

Conditional

Conditional

Conditional

Conditional

Do not enter

Conditional
Conditional

Do not enter

Optional

Optional

Optional
Do not enter

Do not enter
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Other Iltems

Field

Entry in Field

Field Type

ID Type

1D

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name
Element Type ID
Reason
Segments 1 to 30
Input Value 1

Input Value 2

A,PEorN

One of:

Person ID

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Other Items

ID of the Other Items element

Benefit Start Date

Benefit End Date

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Guidelines on Effective
Dates for P11D Elements, page
B6 \

See Guidelines on Effective
Dates for P11D Elements, page
Bl6 |

See Entry in Field column
See Entry in Field column
Do not enter

Do not enter

Mandatory

Mandatory
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Field Entry in Field Field Type
Input Value 3 Other Items: Mandatory
Educational Assistance CL1A
Multiple
Non-qualifying Relocation
Ben
Other
Stop Loss Charges
Subscriptions & Fees
Input Value 4 Description Optional
Input Value 5 Cost to You Optional
Input Value 6 Amount Made Good Optional
Input Value 7 Cash Equivalent Conditional
Automatically calculated if
you have entered Cost to
You, and Amount Made Good.
Only enter the Cash
Equivalent manually if
Annual Value and Amount
Made Good are not present.
Input Value 8 Section 198 Claim Indicator Optional
Yes/No
Input Value 9 Notes Optional
Entry Information Category Do not enter
Entry Information 1-30 Do not enter
Other Items Non 1A
Field Entry in Field Field Type
ID Type A,PEorN See Entry in Field column
ID One of: See Entry in Field column
Person ID

Session Date

Batch ID

National Insurance Number
Assignment ID

Assignment Number

Do not enter

Do not enter
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Field

Entry in Field

Field Type

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1
Input Value 2

Input Value 3

Input Value 4

Input Value 5

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Other Items Non 1A

ID of the Other Items Non 1A
element

Benefit Start Date
Benefit End Date

Other Items:

Director Tax Paid Not
Deducted

Educational Assistance
Loans Written or Waived
Multiple

Nursery

Other

Subs & Professional Fees
Description

Cost to You

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B16 |

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory
Mandatory

Mandatory

Optional

Optional
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Field Entry in Field Field Type

Input Value 6 Amount Made Good Optional

Input Value 7 Cash Equivalent Conditional
Automatically calculated if
you have entered Cost to
You, and Amount Made Good.
Only enter the Cash
Equivalent manually if
Annual Value and Amount
Made Good are not present.

Input Value 8 Section 198 Claim Indicator Optional
Yes/No

Input Value 9 Notes Optional

Entry Information Category Do not enter

Entry Information 1-30 Do not enter

P11D Shares

Field Entry in Field Field Type

ID Type A,PEorN See Entry in Field column

ID One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Do not enter

Do not enter

Do not enter

Do not enter

Do not enter

Do not enter

Do not enter

See Guidelines on Effective

Dates for P11D Elements, page

Bf16 []
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Field Entry in Field Field Type

Effective Start Date Used to determine the tax See Guidelines on Effective
year in which this benefit Dates for P11D Elements, page
was enjoyed. Defaults to the  [3{16 |
current tax year start date (6th

April).
Effective End Date Used to determine the tax See Guidelines on Effective
year in which this benefit Dates for P11D Elements, page

was enjoyed. Defaults to the  [3{16 |
current tax year end date (5th

April).
Element Name P11D Shares See Entry in Field column
Element Type ID ID of the P11D Shares element See Entry in Field column
Reason Do not enter
Segments 1 to 30 Do not enter
Input Value 1 Benefit Start Date Mandatory
Input Value 2 Benefit End Date Mandatory
Input Value 3 Shares Indicator Mandatory
Input Value 4 Section 198 Claim Indicator Optional
Yes/No
Input Value 5 Notes Optional
Entry Information Category Do not enter
Entry Information 1-30 Do not enter
PAYE Agreement
Field Entry in Field Field Type
ID Type A, P EorN See Entry in Field column
ID One of: See Entry in Field column
Person ID

National Insurance Number
Assignment ID

Assignment Number

Session Date Do not enter
Batch ID Do not enter
Attribute Category Do not enter
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Field

Entry in Field

Field Type

Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason

Segments 1 to 30

Input Value 1

Input Value 2

Input Value 3

Input Value 4

Input Value 5

Input Value 6

Entry Information Category

Entry Information 1-30

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

PAYE Agreement

ID of the PAYE Agreement
element

Benefit Start Date
Benefit End Date
Description
Amount

Reason

Notes

Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B16 ]

See Guidelines on Effective
Dates for P11D Elements, page

B16 []

See Guidelines on Effective
Dates for P11D Elements, page

B16 []

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory
Mandatory
Optional
Optional
Optional
Optional

Do not enter

Do not enter
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Payments Made for Emps

Field

Entry in Field

Field Type

ID Type

1D

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1

Input Value 2

A,PEorN

One of:

Person ID

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the

current tax year end date (5th
April).

Payments Made for Emp

ID of the Payments Made for
Emp element

Benefit Start Date

Benefit End Date

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Guidelines on Effective
Dates for P11D Elements, page
B6 \

See Guidelines on Effective
Dates for P11D Elements, page
Bl6 |

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory

Mandatory
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Field

Entry in Field

Field Type

Input Value 3

Input Value 4

Description

Payments Made:

Accountancy Fees
Domestic Bills
Multiple

Other

Private Car Expenses
Private Education

Season Tickets

Input Value 5 Cash Equivalent

Input Value 6 Tax on Notional Payments

Must be less than the Cash
Equivalent

Section 198 Claim Indicator
Yes/No

Input Value 7

Input Value 8 Notes
Entry Information Category

Entry Information 1-30

Optional

Mandatory

Mandatory

Mandatory

Optional

Optional
Do not enter

Do not enter

Pvt Medical Treatment and Insurance

Field Entry in Field Field Type

ID Type A,P, Eor N See Entry in Field column

1D One of: See Entry in Field column
Person ID

National Insurance Number
Assignment ID

Assignment Number
Session Date
Batch ID
Attribute Category
Attributes 1 to 20
Batch Sequence

Concatenated Segments

Do not enter

Do not enter

Do not enter

Do not enter

Do not enter

Do not enter
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Field

Entry in Field

Field Type

Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1
Input Value 2

Input Value 3

Input Value 4

Input Value 5

Input Value 6

Input Value 7
Input Value 8

Input Value 9

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Pvt Med Treatment or
Insurance

ID of the Pvt Med Treatment
or Insurance element

Benefit Start Date
Benefit End Date

Cost to You

Do not enter this if you have
also entered an Annual Value
for input value 9.

Amount Made Good

Cash Equivalent

Do not enter manually - it is
automatically calculated.

Section 198 Claim Indicator
Yes/No

Notes
Description

Annual Value

Do not enter this if you have
also entered Cost to You for
input value 3.

Payroll Statutory Deductions and Reporting

Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
Bl6 |

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory
Mandatory

Optional

Optional

Conditional

Optional

Optional
Optional

Conditional
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Field Entry in Field Field Type

Entry Information Category Do not enter

Entry Information 1-30 Do not enter

Relocation Expenses

Field Entry in Field Field Type

ID Type A,PEorN See Entry in Field column

ID One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Relocation Expenses

ID of the Relocation Expenses
element

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page

B16 []

See Guidelines on Effective
Dates for P11D Elements, page

316 ]

See Guidelines on Effective
Dates for P11D Elements, page

316 ]

See Entry in Field column

See Entry in Field column
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Field

Entry in Field

Field Type

Reason
Segments 1 to 30
Input Value 1
Input Value 2
Input Value 3

Input Value 4

Input Value 5
Input Value 6
Input Value 7
Input Value 8
Input Value 9
Input Value 10

Input Value 11

Input Value 12
Entry Information Category

Entry Information 1-30

Benefit Start Date
Benefit End Date
Cash Equivalent

Section 198 Claim Indicator
Yes/No

Notes

Description

Gross Amount

Cost to You

Paid by Employee

Total Expenses and Benefits

Cost of Living
Accommodation

Earlier Years

Do not enter
Do not enter
Mandatory
Mandatory
Do not enter

Optional

Optional
Optional
Optional
Optional
Optional
Do not enter

Optional

Optional
Do not enter

Do not enter

Services Supplied

Field

Entry in Field

Field Type

ID Type

1D

Session Date
Batch ID

Attribute Category

A,PEorN

One of:

Person ID

National Insurance Number
Assignment ID

Assignment Number

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter

Do not enter
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Field

Entry in Field

Field Type

Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

Reason
Segments 1 to 30
Input Value 1
Input Value 2

Input Value 3

Input Value 4

Input Value 5

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Services Supplied

ID of the Services Supplied
element

Benefit Start Date
Benefit End Date

Cost to You.

Do not enter this if you have
entered an Annual Value as
input value 9.

Amount Made Good

Cash Equivalent.

Automatically calculated if
you have entered Cost to

You, and Amount Made Good.

Only enter the Cash
Equivalent manually if
Annual Value and Amount
Made Good are not present.

Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
B16 ]

See Guidelines on Effective
Dates for P11D Elements, page
B116 [ ]

See Guidelines on Effective
Dates for P11D Elements, page
B16 []

See Entry in Field column

See Entry in Field column

Do not enter
Do not enter
Mandatory
Mandatory

Conditional

Optional

Conditional
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Field Entry in Field Field Type

Input Value 6 Section 198 Claim Indicator Optional
Yes/No

Input Value 7 Notes Optional

Input Value 8 Description Optional

Input Value 9 Annual Value. Conditional

Entry Information Category

Entry Information 1-30

Do not enter this if you have
also entered Cost to You as
input value 3.

Do not enter

Do not enter

Vans 2002_03

Field Entry in Field Field Type

ID Type A,PEorN See Entry in Field column

1D One of: See Entry in Field column
Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the

current tax year start date (6th

April).
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Do not enter

Do not enter

Do not enter

Do not enter

Do not enter

Do not enter
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316 \

See Guidelines on Effective
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Field

Entry in Field

Field Type

Effective End Date

Element Name

Element Type ID

Reason

Segments 1 to 30

Input Value 1
Input Value 2
Input Value 3
Input Value 4
Input Value 5
Input Value 6
Input Value 7
Input Value 8
Input Value 9
Input Value 10

Input Value 11

Input Value 12
Input Value 13

Input Value 14

Input Value 15

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Vans 2002_03

ID of the Vans 2002_03 element

Benefit Start Date
Benefit End Date
Van Identifier
Shared

Date First Registered
Unavailable Days 1
Unavailable Days 2
Unavailable Days 3
Unavailable Days 4
Unavailable Value

No. of Sharers.

Enter the number of sharers
for all vans.

For example, if there are
two vans, and one is shared
between 3 people and the
other is shared between 4
people, then the number of
sharers is 7.

Private Use Payment
Cash Equivalent

Section 198 Claim Indicator
Yes/No

Notes

See Guidelines on Effective

Dates for P11D Elements, page

316 ]

See Entry in Field column
See Entry in Field column
Do not enter

Do not enter

Mandatory

Mandatory

Mandatory

Mandatory

Mandatory

Optional

Optional

Optional

Optional

Do not enter

Optional

Optional
Do not enter

Optional

Optional
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Field Entry in Field Field Type

Entry Information Category Do not enter

Entry Information 1-30 Do not enter
Vouchers and Credit Cards

Field Entry in Field Field Type

ID Type A, P EorN See Entry in Field column
ID One of: See Entry in Field column

Person ID

Session Date

Batch ID

Attribute Category
Attributes 1 to 20

Batch Sequence
Concatenated Segments
Cost Allocation Flexfield ID

Effective Date

Effective Start Date

Effective End Date

Element Name

Element Type ID

National Insurance Number
Assignment ID

Assignment Number

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current year.

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year start date (6th
April).

Used to determine the tax
year in which this benefit
was enjoyed. Defaults to the
current tax year end date (5th
April).

Vouchers or Credit Cards

ID of the Vouchers or Credit
Cards element

Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter
Do not enter

See Guidelines on Effective
Dates for P11D Elements, page
BJ16 |

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Guidelines on Effective
Dates for P11D Elements, page
316 \

See Entry in Field column

See Entry in Field column
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Field Entry in Field Field Type
Reason Do not enter
Segments 1 to 30 Do not enter
Input Value 1 Benefit Start Date Mandatory
Input Value 2 Benefit End Date Mandatory
Input Value 3 Description Optional
Input Value 4 Gross Amount Mandatory
Input Value 5 Amount Made Good Mandatory
Input Value 6 Cash Equivalent. Conditional

Automatically calculated

if you have entered Gross

Amount and Amount Made

Good.

Only enter the Cash

Equivalent manually if

Annual Value and Amount

Made Good are not present.
Input Value 7 Section 198 Claim Indicator Optional

Yes/No
Input Value 8 Notes Optional

Entry Information Category

Do not enter

Entry Information 1-30 Do not enter

Entering NI Details for an Employee

The Statutory Details window lets you enter and view an employee’s PAYE and NI
information on one screen. Check box information displayed at the top of the window
shows whether the employee has:

e NI multiple assignments
e PAYE aggregated assignments

You cannot change the entries in the multiple assignment and aggregated assignment
check boxes. They reflect the entries made on the Employment tab of the Person window.

However, you can manually check the Excluded from WNU check box to specify that
this employee should not be included in future Works Number Updates. This typically
occurs in response to an Inland Revenue notification that they do not need further
updates for this employee.

To enter NI details for an employee:
1. Query the employee assignment and choose the Tax Information button.
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Change your effective date if required.

Note: The Statutory Details window is now datetracked.

Choose the NI Details tab.
Select the NI category for the employee.

In the Certificate field, select the method of authentication for the employee’s
category if applicable.

Where applicable, enter the renewal date for the certificate.

Select the employee’s pension type. Oracle Payroll validates the type you select as
different rates of National Insurance apply to different types.

Select a process type for the category of employee. Oracle Payroll automatically
performs the correct NI calculation for whatever process type you select. Leavers
choices are only available when the employee is a leaver. There are thirteen
choices, as follows:

Deceased: When making the final payment to a deceased employee, no NI
contributions are due. The process does not check the date of death. You should
make sure that you have verified this date.

Director: For an employee who is also a Director or Office Holder, NIC must be
calculated on an annual frequency, irrespective of the frequency of the payroll the
Director is assigned to.

Director Normal. Treats the director as a normal employee for NI purposes until the
last processing period., for example, leaver or last pay period in a year. The payment
is then recalculated as a director’s annual period.

Director Pro Rate: If the employee is appointed a Director partway through the
year, the calculation frequency is based on the annual bands prorated by the
remaining weeks in the year. However, if the Director resigns partway through
the year, the annual frequency remains. The proration is based on the date of
appointment to director changed by datetracking on the Personal Details form.

Director Normal Pro Rate: If the employee is appointed as a director part way
through the year, but the NI contributions are to continue as a normal employee. The
final period of payment for the director in the year will be reassessed as an
annualised director calculation and any corrections will be made.

It is important to remember that when calculating a director as an employee

there is the potential to overcharge or undercharge. These differences will be
assessed in the final period of payment for the director in the Tax Year, and
recalculated. However, note that the application of all forms of director on account
methods are at the discretion and control of the payroll department. Oracle Payroll
will calculate the shortfall, but this does not guarantee that you will be able to
recover it.

Irregular Periods: If the employee works for more than seven days in a frequency
that does not fall into one of the basic tax frequencies, NIC is calculated on a daily
basis.

Left Irregular: If the employee has left but a late payment is due, for example, a back
dated salary award, use the Weekly tax basis. Do not use the Contracted Out codes
for longer than six weeks after the employee leaves.
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10.

11.

Left Last Year Irregular Payments: This is the same as Left Irregular but only Not
Contracted codes can be used.

Left Last Year Regular Payments: This is the same as Left Regular except that only
Not Contracted codes can be used in a new tax year.

Left Regular: This is used when the employee has left but is receiving regular
payments, for example, a commission. In such cases the normal frequency continues
to be used, but after six weeks, any Contracted Out codes revert to the Not
Contracted Out equivalent.

Multiple Periods: This is used when more than one normal payment is being made
in a single processing period. NIC can be calculated on each normal payment
in isolation.

Normal: This is the category for all those not in one of the other ten special
categories. Most employees in your enterprise will be in this category.

Pensioner Director: If the Nlable Pay was earned before the director became a
pensioner, he or she must still pay NIC.

In the Period field:
e Enter a number of days if you selected Irregular Periods as the process type
e Enter a number of periods if you selected Multiple Periods as the process type

Select a period type if you need to prioritize multiple assignment processing
according to period type. Otherwise, leave this field blank.

Prioritizing Assignment Processing, page 359

In the SCON field, enter the employee’s Scheme Contracted Out number if he or she
is in a Contracted Out Money Purchase pension scheme (COMP). Valid values for
this field can be set by users for the Lookup GB_SCON.

The following check boxes are checked automatically:
¢ Director Indicator

e Pension Indicator

Correcting NI Category Code Entries

If an employee is allocated a wrong NI category code this could result in the employee
assignment receiving a wrong entry of one of the NI category code elements. You can
correct this by taking the following steps:

Enter the correct NI category code element for future deductions
Correct the amounts wrongly deducted through the previous category code element
Refund any overpayment of NIC by the employee as a result of the error, or

Record any underpayment that results as arrears for recovery through the system

You make these corrections in the Element Entries window for individual assignments
by entering positive or negative amounts directly onto the relevant NI category code
elements.

Before you make these changes, you must know:
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* The correct amounts to deduct from each assignment for the NI category code
element that should have been allocated.

* The correct amount to enter for the element NI Employer.

To enter the correct NI category code element:

1. Set your effective date to when you want the element entries to take effect. The date
you set must be for an unprocessed pay period.

2. In the Element Name field, select the element for the NI Category that the employee
should have had deductions made against.

3. Choose the Entry Values button.

4. Enter the correct entry values for the element. The amounts you enter should be the
total values that would have accumulated had the correct category been used. The
Pay Value must hold the amount of NI that should have been deducted.

5. Close the Entry Values window.

To reverse the values previously entered in error:

1. In the Element Name field, select the element for the NI Category that was entered
wrongly for the employee.

2. Choose the Entry Values button.

3. Enter negative amounts for the relevant input values for the element to clear the
values that have accumulated in error.

4. Close the Entry Values window.

To correct the values entered for the NI Employer element:
1. In the Element Name field, select the element NI Employer.

Note: If the requirement is to cost this as a separate item, select the
element NI Employer Arrears instead.

2. Choose the Entry Values button.

3. Inthe Pay Value field, enter the difference between the total amount as held and the
total amount that should have been calculated.

This entry corrects the value held for NI Employer.
4. Close the Entry Values window.

To create an NI Arrears entry for employee undercharges:

If the net difference between the old and new pay values indicates too much was
deducted, the refund will be made to the employee when the element entries are
processed. If the net difference indicates too little was deducted, follow this procedure.

1. In the Element Name field, select the element NI Arrears.
2. Choose the Entry Values button.

3. Enter in the Pay Value field the amount of the undercharge for NI. The value must
be entered as a negative amount, for example, -105.
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This entry will ensure that arrears are recovered over successive periods if
necessary, in line with current legislation.

Note: Any arrears outstanding at the end of the tax year will not be
carried forward.

Close the Entry Values window, and save your work.

Overriding NI System Calculations

If necessary, you can override the system calculation for NI for individual employee
assignments in the Element Entries window.

To create an override for NI:

1
2
3
4.
5
6

7.

Set your effective date to the payroll period in which you want to make the override.
Create a new entry and select the nonrecurring element for the correct NI Category.
Choose the Entry Values button.

Enter the amounts that you want the system to use in the appropriate entry values.
Close the Entry Values window.

Check the Override check box.

Note: When the NI element is processed, it still creates a
nonrecurring entry for the appropriate category, but the run results
for this entry show what the system actually calculated. The entry
will be marked Overridden.

If necessary, repeat the above procedure for the element NI Employer.

Updating an Employee to Director

You enter director information in the People window and in the Statutory Details
window.

To update an employee to director:

1.

Set your effective date to the day of the employee’s appointment as a director.

This date is used to calculate what earnings were made after the appointment, and
the number of weeks to pro rate the NI thresholds by.

Query the employee in the People window and choose the Employment Information
region.

Check the Director check box, and save your work.

In the Statutory Details window for the employee assignment, select the appropriate
director category in the Process Type field. There are three choices:

e Director
¢ Director Pro Rate

e Pensioner Director
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The calculation for Director and Pensioner Director is based on an annual
period. The calculation for Director Pro Rate is based on the number of weeks left in
the year after the appointment as director.

Note: If you want to appoint a director who is not subject to the
Special Rules NI calculation, check the Director check box only, as
in Step 3 above. Leave the Process Type field in the Statutory
Details window blank.

To make a retrospective change to a director’s NI:

If you learn that an employee has been appointed director after you have made the
payments for that month, you can correct this in the People window and then the
Statutory Details window:

1. Set your effective date to the day of the employee’s appointment as a director.

2. Query the employee in the People window and choose the Employment Information
region.

3. Check the Director check box, and save your work.

4. In the Statutory Details window for the employee assignment, select the appropriate
director category in the Process Type field.

In the run following, Oracle Payroll will calculate the NIC on a pro rata basis and
adjust the previous period’s figures.

Updating a Director’'s Employment Status

It is important to accurately record changes to a director’s NI category and pension
arrangements as this means a change to his or her employment status. You record these
changes in the Statutory Details window for the employee assignment.

If a director resigns and continues to be employed by the company during the same tax
year, his or her earnings period for NI does not change. NIC continues to be calculated
cumulatively for the ex-director using the annual earnings period.

To update a director's NI category and pension arrangements
1. Setyour effective date to the date of the changes to the director’s employment status.

It is important to enter your changes on the correct date. Earnings before the change
will be calculated on the previous circumstances.

2. Change the director’s category if the director has lost the right to a reduced rate NIC.
3. Change the director’s pension and category if the director does one of the following:
* Leaves the company’s contracted-out pension scheme
® jJoins the company’s contracted-out pension scheme
e Joins or leaves an appropriate pension scheme

4. If the director reaches pensionable age, change the category and change the process
type to Pensioner Director.
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Paying Directors’ NIC On Account

As NIC for directors is calculated on an annual earnings period, the company and
director may find that contributions are not payable for the initial pay periods until the
LEL is reached. At this point contributions increase substantially. For this reason NIC
can be paid on account from the start of the directorship.

With the director’s permission, NIC can be paid before earnings reach the LEL. For the
director this is paid at the initial rate applicable up to the LEL, and for the employer, at
the lowest not contracted-out rate.

However, from 6th April 2003 the NI Director on Account element is no longer
available. You should now enter details for NI Directors on Account in the GB Tax
Information window

To enter NI details for Directors on Account:
1. Navigate to the GB Tax Information window

2. Set up the process types for NI Director on Account details

See Entering NI Details for an Employee, page 348 \

Viewing NI Class 1A Contribution Run Results

When the payroll run is complete you can view the results in the Employee Assignment
Processes window.

To view class 1A contribution run results:

Select the payroll run and choose the Run Results button or the Balances button to view
information for the NI car elements as follows:

e NI Car Primary and NI Car Secondary: You can see the run results for these
elements. As they are Information elements, they have no effect on net or payment
balances.

e NI Y: You can see the run result for this element. As it is an Employer Charge
element it has no affect on net or payment balances.

e NI Car Payment: You can see the run result for this element if the employee makes a
contribution towards the private use of the car.

e NI Y balance: You can see this balance showing the YITD dimension of Class 1A
liability to date.

Note: If this balance differs from the sum of the NI Car Primary and NI
Car Secondary ASG_STAT_YTD dimensions, this is because a direct
entry via NI Y has been made.

Viewing Processing Results for a Director

The Tax Payments Listing displays balances for all categories the director has been on
from the start of the year.

The Pay Advice Report displays the following information with the run results for
the current period’s processing:

e Total earnings subject to NI
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e Earnings for each category

e Number of weeks if prorated

*  Whether deductions made "on account’
¢ Employer rate used

The calculation is done on all categories the director has been on. The results may
therefore be output to more than one category’s balances.

To view processing results for a director:
1. Select the run in the Employee Assignment Processes window

2. Choose the Balances button.

Paying Employers’ NIC On Account

Employers can elect to even out payments of NIC by paying a higher band percentage
if the director’s earnings are expected to rise over the year. The maximum increase
allowed is 10% of earnings.

You arrange to pay employers NIC on account for a director in the Element Entries
window.

To enable payment of employers’ NIC on account:
1. Setyour effective date to when you want to begin paying employers” NIC on account.

2. Do one of the following:

¢ If the director already has an entry of the element NI Director on Account, select
the element and choose the Entry Values button.

o If the director does not have an entry of the element NI Director on
Account, select this element in the Element Name field and choose the Entry
Values button.

3. In the Secondary field, set the contracted in rate you want to use. Set this rate in
decimals. For example, you would enter 10% as .1.

Note: If the director is contracted out, Oracle Payroll derives the
equivalent contracted out rate for the calculation. These rates
are validated against the user table NI_ERS_WEEKLY column
C_ERS_RATE_CIL

Running the NICable Benefits Report

You can view the taxable benefits that each employee receives by running the NICable
benefits report. You can break down the information to view individual costs on a
specified payroll, with parameters set so that you can examine selected periods of
time. You would normally carry this out annually, but you can do it on a monthly
basis if there are changes to an individuals circumstances. Run the NICable Benefits
Summary report from the SRS window.

You run reports from the Submit Requests window.
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To run the NICable Benefits Report:
In the Name field, select NICable Benefits Report.

Enter the Parameters field to open the Parameters window.
In the Parameters window, enter a start date and an end date for the report.

1

2

3

4. Choose the Submit button.

5. Select the refresh button to view the progress of the report.
6

Choose the View Output button to see the breakdown of the cost value of the
NICable benefits and the employer’s class 1A liability for each of those benefits.

Run the NI Car Detail Report

This report lists employees by payroll who have entries of the element NI Car Primary
and NI Car Secondary, and shows the NI Y amounts due from each. The Grand Total
amount should equal the NI Y payment amount from each payroll.

You run this report in the Submit Requests window.

To run the NI Car Detail report:

1. In the Name field, select the report name. Then select the Parameters field to open
the Parameters window.

2. Enter the start and end dates of the report.
By default, these are the start and end dates of the current tax year.

3. Select the payroll for which you want to see information. If you do not select a
payroll, the report displays payments information for all the employees in your
enterprise receiving a company car benefit.

4. You can select the order in which details are shown on the report. The default
order is by employee name. Alternatively, you can select by employee number or
National Insurance number.

5. Choose the Submit button.

Entering NI Car Elements for Employees

You must enter the NI Car Primary element for employees who hold a company car. You
must also enter the NI Car Secondary element if you have allocated a second car to the
employee. Enter these elements in the Element Entries window.

See: Defining Element Links, Oracle HRMS Compensation and Benefits Guide

To enter a NI Car Primary or NI Car Secondary element for an emp  loyee

assignment:

1. Set your effective date to the day you want to enter the element, and query the
employee assignment.

2. In the Element Entries window, select the NI Car Primary or NI Car Secondary
element.

3. Enter cost codes and a reason for the entry if these fields are set up on your
system. Choose the Entry Values button.
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4. In the Entry Values window, enter the price of the car to the nearest pound.

The value you enter is based on the list price of the new car plus delivery charges
and VAT. Add the cost of any accessories over 100 pounds and deduct any employee
capital contribution up to 5,000 pounds.

The value you enter is based on the list price of the new car plus delivery charges
and VAT. Add the cost of any accessories over 100 if fitted after 31 July 1993, and
deduct any employee capital contribution up to 5,000.

5. Enter the car’s registration date in the format DD-MON-YYYY.
6. For reporting purposes, you can enter the car’s registration number. This is optional.

7. Select the mileage band for the car based on the expected level of business mileage
for the current tax year. Any business mileage already done in a car allocated to
an employee partway through a year can be included in the calculation. There
are three categories:

e Under 2,501
e 2501-17,999
e QOver 17,999
8. Select the fuel type, either Petrol or Diesel, or leave the field blank.

9. If you enter a fuel type, enter a value in the Engine CC field for fuel scale charge
purposes. Leaving this field blank after entering a fuel type causes the formula to
use the lowest charge for the type selected.

10. Enter a value in the Fuel Scale field if you want to override the value derived from
the entered fuel type and engine size.

Note: If you want to record fuel type and engine size details for
the car but do not want a fuel scale charge to be included in the
calculation of NI Class 1A, enter a fuel scale value of 0.00.

11. Enter a value for CO2 emissions. This should be a whole number between 0 and 1000.

12. If the employee contributes to the use of the car for private mileage, enter the annual
amount in the Payment field. The amount you enter is automatically passed by the
formula to the element NI Car Payment for the deduction to be made.

Updating NI Car Element Entries

If the employee changes to a vehicle of different value or alters the level of his or her
payment contribution during the year, the NI Car formula uses the updated values to
prorate new amounts. The year for Class 1A purposes consists of 365 days running
from 6 April to 5 April following.

In particular cases you may need to take action in the Element Entries window, as
follows:

To update records when the employee no longer has use of the ca r:
1. Choose Delete Record from the Edit Menu to delete the element entry.

2. Choose the End Date option at the prompt. This stops further processing of the
element.
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If the car is no longer available partway through a pay period, update the price to
0.00 on the effective date and put an end date to the element after the last processing
date in that period.

To update records when the car is off the road for repairs:
1. Update the price to 0.00 on the effective date.

2. Update it to the original value when the car becomes available again.

Note: A car must be off the road for essential repairs for more than
thirty days before you can change the details.

To make changes to primary and secondary cars (1):

If an employee with one company car (Car A) is allocated a second car (Car B) and you
need to make the second car the primary car:

1. Update the NI Car Primary entry from Car A to Car B.
2. Make a new entry of NI Car Secondary for Car A.

To make changes to primary and secondary cars (2):

If an employee has a primary car (Car C) and a secondary car (Car D) and the primary car
becomes unavailable, the secondary car then becomes the new primary car. To do this:

1. Update the NI Car Primary entry from Car C to Car D.
2. Put an end date on the NI Car Secondary entry or update its price to 0.00.

Running the Multiple Assignments Report

This report lists employees who have been marked for multiple assignment

processing, and indicates where Priority Processing Type is not set and cannot be
defaulted.

You run the Multiple Assignments Report from the Submit Requests window.

To run the Multiple Assignments Report:
1. In the Name field, select the report name.

2. Enter an effective date for the report. The default is the session date.

3. Choose the Submit button.

Setting Up Multiple Assignment Processing

Oracle Payroll supplies the nonrecurring element NI Person and the formula
NI_PERSON to handle aggregated NIC calculations. The formula takes into account the
priority of the different NI categories and the current rates of LEL and UEL. You do not
link the element as it is defined for indirect results only.

When you enter on the system that an employee has multiple assignments, the
NI_PERSON formula runs every time payroll processing takes place for this person’s
assignments. The system then aggregates earnings for all assignments with the same tax
reference. You enter tax reference information when you define payrolls.

See: Payroll Definition Overview, page 541 I
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You set up multiple assignment processing for an employee in the Person window.

To set up multiple assignment processing:
1. Check the NI Multiple Assignments box in the Employment region.

The NI_PERSON formula will now calculate NIC across all payroll assignments for
this employee and aggregate them by tax reference over each statutory period.

The formula also generates a message that you can view with the run results from
the Payroll Processes window. The message displays:

e Total earnings subject to NI
e Earnings for each category
e Period type used
¢ Employer rate used

2. View the Balance window.

As the formula calculation is performed on all the NI categories that relate to the
employee, the result often feeds more than one category’s balances. The Balance
window in Assignment Process Results shows the balances that have been updated
in this way during the run.

Note: When an employee has multiple assignments that are on two
different tax districts, you can choose to aggregate the assignments
for PAYE purposes. If you take this action, you must select the
"Update’ datetrack option. This ensures that any retrospective
payroll actions are unaffected.

Prioritizing Assignment Processing

When you aggregate the earnings calculations of multiple assignments, you have to give
processing priority to each assignment in the following order:

¢ Appropriate Personal Pension assignments
* Contracted out assignments
* Non-contracted out assignments

If there are two or more assignments in the same category, you should give priority
to the one with the shortest processing period. However, the DSS can reverse this
rule in particular cases if it accepts that most of the employee’s earnings come from
the assignment with the longer period.

Total earnings can vary according to how many weekly payments fall within the monthly
period. For more details and examples of multiple employments calculations, refer to
the CWG2 Manual and Supplement for the current year.

You prioritize assignment processing for each assignment in the Statutory Details
window.

To prioritize assignment processing:
1. In the NI region, select the Priority Period Type you require.

If you do not enter the Period Type the formula defaults to the period of the payroll.
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Note: The assignment process errors if the assignment’s period type
is not specified and the formula detects that the assignments being
calculated in association are for more than one period type.

Viewing P11Ds Online

Use these instructions to set up your P11D menus, and view P11D reports for all leavers.

To set up your P11D menus:

1. Create a Professional User Interface menu, for example, Helpdesk menu, or change
your existing Self-Service menu.

2. Call the Custom Function
For the Professional User Interface
The function is PER_P11D_EMP_SEARCH
For Employee Self Service
The function is PER_P11D_SS

3. Provide a prompt for the custom function. The prompt that you choose appears on
this menu.

4. Create a new responsibility and attach your menu to it.

5. Assign the new responsibility to the user who will be accessing the search feature.

Viewing P11D Reports for Leavers:
1. Create an Assignment Set for all leavers.

2. Run the P11D Reports process for that assignment set, and select a sort option of
either name or number.

3. View the output file generated.

Setting Up Your Data for P11D Processing

Before you can generate P11D reports and produce magnetic tape output for submission
to the Inland Revenue you must perform each of the following setup activities. They are
an essential first stage in gathering a complete set of information, and ensuring that it is
in the correct format for P11D reporting.

Extract your data into a flat file:
If your P11D data is in Oracle HRMS, you can use the Oracle HRMS System Extract tool.

* See Benefits System Extract, Oracle HRMS Compensation and Benefits Guide

Note however that you cannot use System Extract to extract details for multiple
assignments.

If your P11D data is not in Oracle HRMS then you need to create a flat file or extract one
from existing spreadsheet entries. The steps are

1. Your System Administrator should define the directory in which your P11D flat
file is stored. This is so that the upload process can access the file when you are
creating your data repository.
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To do this, log in to the System Administrator responsibility and select
System/Profiles from the navigator. Set up the profile HR: Data Exchange Directory
for the UKPS Responsibility and specify the directory for your upload file.

Your System Administrator should also add this specified directory to the utl_file_dir
database parameter so that the database can access your chosen directories.

See System Profile Values Window
2. Your System Administrator should set these profile options:

¢ HR: Intermediate File Output Storage Area. Make sure that this is an area with
read /write access, and that it is available at all tiers.

e HR: Records to be Processed in Memory. Always set this to 1.

3. Save your spreadsheet file in delimited format, and make a note of the character
that you have used as your delimiter so that you can supply this information when
uploading your flat file to the data repository.

4. If your flat file has been saved with a title in the first line, remove the title.
5. Save your file in UNIX. Do not save it in DOS format.
6. Copy your file to the directory from which you want to upload it.

Whatever method you choose to create your flat file, your final version must contain
the all the required entries and input values for each P11D element.

See Required Information for Each P11D Element, page 315 |]

Link Your P11D Elements:

You must link your P11D elements to a payroll so that you can view them. When you do
this, do not modify the minimum and maximum values for the element. This is because
these values must fall within the range specified by the Inland Revenue otherwise

your element is not a valid P11D element.

See Defining Element Links, Oracle HRMS Compensation and Benefits Guide

Upload Taxable Benefits to the Batch Element Tables:
See Uploading Taxable Benefits, page 3762 []

Use Batch Element Entry to transfer your P11D data to the data repository:

See Making Batch Element Entries Using BEE, Oracle HRMS Compensation and Benefits
Guide

View and Amend P11D Information:

You can view P11D information in the P11D Element Entry History window. You can
then make updates to the flat file and regenerate it, or change entries in the Central Data
Repository (CDR) using the P11D Element Entry window. You are most likely to make
direct changes to the data repository when you receive notice of late changes close to
the reporting deadline. You can make these changes to the CDR directly from the

P11D Element Entry window.

However, you should always make these changes as corrections rather than
updates. This is because cash equivalents are always calculated from the benefit
start date and benefit end date rather than from the effective start date and effective
end date of the element entry.
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You access the P11D Element Entry window from the Assignment form. Choose the
Others button and then select P11D Element Entry. You can only use this window for
viewing P11D elements - that is, from this window you can only view and amend
elements that have one of the following classifications:

e External Reporting

e External Reporting Car 0304

¢ External Reporting Loan

When you have completed these setup activities you can then:

* Generate a P11D report to summarize P11D elements for an entire business group, or
for a particular payroll, employee or assignment set.

e Make the P11D reports available to your employees so that they can validate their
personal information.

* Regenerate an amended report and submit the final version in magnetic tape format
to the Inland Revenue

® Retain any P11D information that you are required to keep and remove any interim
working files that you no longer need.

For information about each of these activities see Reporting on P11D: Process Overview,
page 3163

Uploading Taxable Benefits

Use the Upload Taxable Benefits process to transfer taxable benefits information from a
flat file format into the Batch Element Entry (BEE) tables. Once you have transferred
taxable benefits information to the BEE tables you can then run the BEE transfer process
to create new P11D information in the Central Data Repository (CDR) or update existing
information.

To upload taxable benefits to the BEE tables:
1. Enter the File Name for the file that contains your taxable benefits information.

2. Enter the Field Delimiter.—-this is the symbol that you selected as the delimiter for
your flat file, for example the @ symbol, ora ", " for comma-delimited files.

3. Select one of the following if you want to determine at this point what action the BEE
process should take if it discovers that some of your element entries already exist.

e Update
¢ Reject
¢ Insert

We recommend that you choose Update. You can also select these options later
when you run the BEE process.

4. Select one of the following methods of handling Date Effective Changes if you want
to determine at this point what action the BEE process should take if it discovers that
some of your element entries require correction or update.

e Correct

* Update/Change Insert
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e Update/Override

We recommend that you choose Correct. You can also select these options later
when you run the BEE process.

5. Check that the Batch Name appears automatically.
6. Choose OK, to confirm that the parameters are correct.

7. Choose Submit, to run the process.

Reporting on P11D: Process Overview

Once you have extracted your P11D elements to the Central Data Repository (CDR)
you can perform each of the following activities that enable you to produce a P11D
report, validate it, and then submit a final report to the Inland Revenue.

If you want to verify that you have completed all the setup stages for your data, see
Setting Up Your Data for P11D Processing, page 3460 \

To produce an interim P11D report for validation :

You can do this at any time during the year, although the need most typically arises in
the period between the end of the tax year (5th April) and the 6th July deadline for the
submission of P11D reports to the Inland Revenue.

1. Run the P11D Legislative process to initiate the Legislative Report Generator and
take a snapshot of the data on which you want to report.

See: Running the P11D Legislative process, page 3-64 ['1]
2. Run the P11D Reports process

See Running the P11D Reports, page 3465

3. View the information in the P11D reports, and if amendments are necessary either
correct at source and re-extract the updated information, or amend the details in the
the data repository. In either case, repeat these steps from step 1.

4. Run the P11D Magtape process

This is an optional step when you are producing a report for validation.

See Running the P11D Magtape process, page 3-68 [l

To submit a final report to the Inland Revenue:

1. Run the P11D Legislative process to initiate the Legislative Report Generator and
take a snapshot of the data on which you want to report.

See: Running the P11D Legislative process, page 63 ]
2. Run the P11D Reports
See Running the P11D Reports, page 3465

3. Run the P11D Magtape process

See Running the P11D Magtape process, page 3-68 [l
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To produce the P11D(b):

When you are completing the paper P11D(b) you can find the required information in
the Archive Report Log.

To produce a supplementary P11D report:

After you have submitted your P11D report to the Inland Revenue, any future P11D
submissions to the Inland Revenue are described as supplementary P11Ds.

To produce a supplementary P11D report you should create new element entries and
correct existing entries for the affected employees. Then, you run the P11D Legislative
process again using this assignment set. Choose supplementary as you r run type. From
this point, the steps are the same as for the original run. However, you should contact
the Inland Revenue for advice on the correct format for these amendments (paper P11D
replacements, paper P11D updates/changes).

To retain historical information:

You can purge temporary data created during BEE processing and temporary data
repository entries. Your temporary pdf files are in the folder that you specified in the
profile option HR: Intermediate File Output Storage Folder.

However when you make your final submission to the Inland Revenue, you should keep
the BEE data and data repository information for this submission until the Inland
Revenue has accepted your return.

When purging archive data do not delete historical data unless you are sure that the
Inland Revenue no longer needs to see it.

Running the P11D Legislative Process

You generate a legislative report by running the P11D Legislative process from the
Submit Requests window. This takes a snapshot of the benefits data so that you

can perform all future processing on this snapshot of the data. When you take the
snapshot, calculations are performed on the input values, and each input value is
validated. The process also assigns a unique archive request ID for each listing. You
must then supply this archive request ID when you subsequently generate a magnetic
tape header, and the P11D reports.

When the archive process is running, it automatically calculates any input values for
which amounts can be derived, and performs validation to identify any data that is not
in a valid P11D format.

You can retry the P11D Legislative process if you find any errors. Errors on a single
assignment do not prevent the process from completing. However individual
assignments that contain errors do not appear in your final report, and processing of
these assignments is always halted at the first error to be detected.

To run the P11D Legislative process:
1. Enter the Benefit Start Date

2. Enter the Benefit End Date

If you do not make any further selections, then the report that you generate
includes every expense liable for P11D for this security profile and this time
period. However, you can supply one or more of the following parameters if you
want to refine your reporting criteria.
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Enter a Payroll.

Enter a Person Name.

Enter a Tax District Reference.
Enter a Consolidation Set.

Enter an Assignment Set Name.

® N S G o ®»

If you want to add a comment to explain what this legislative report contains, you
can add this explanation in the Notes field. For example, you might want to indicate
that a particular legislative report is to be draft only, or that it only applies to a
specific subset of employees.

9. Click on OK when you have selected all the parameters.

Changing the P11D Status

All P11D archives initially have a status of Draft to indicate that your employees cannot
view them. However, you can change this status to Publish when the P11D details are
ready for employees to view. You can also select a status of Submitted to indicate that
you have submitted this P11D return to the Inland Revenue.

Use the P11D Status window to review or change the status of your P11D archive. You
access the P11D Status window from the Submit Requests window.

To change P11D status:
1. Select your archive request id.

2. Select the changed status for your report:

* Draft -- if you want to restrict this information to payroll administrators and
prevent employees from viewing it at this stage.

* Publish -- if you want to make this information available for employees to view.

* Submitted -- if you want to indicate that you have now submitted this P11D
archive to the Inland Revenue.

Running P11D Reports

Run P11D Reports when you want to view the details of P11D elements for your
business group. Depending on the level of detail that you want to see, you can select
any of these reporting choices:

¢ P11D - this produces a single line for each P11D element but does not itemize
individual instances.

¢ P11D Summary - this produces all the individual instances of each P11D element.
e P11D Worksheets - these are available for six of the more complex elements.

To run any of these reporting options you must be able to identify an archive number
on which you want to base your report.

Note that when you are copying any of these output files from one machine to another
you should select the binary mode of transfer in FTP. This preserves your file in readable
format.
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You run P11D Reports from the Submit Requests window.

To run P11D Reports:
Selecting the printing options for your report

1. If you want to print an address page for the P11D report, select Yes in response to
Print Address Page? Otherwise, select No.

2. If you want to print the P11D report, select Yes in response to Print
P11D? Otherwise, select No.

3. If you want to print the P11D Summary, select Yes in response to Print P11D
Summary Pages? Otherwise, select No.

4. If you want to print work sheets, make one of these selections depending on which
work sheets you want to print:

e Car and Fuel Benefits Working Sheet.

¢ Interest Free and Low Interest Loans Working Sheet.

e Living Accommodation Working Sheet.

¢ Mileage Allowance Payments and Passenger Payments Working Sheet.
* Relocation Expenses Payments and Benefits Working Sheet.

® Vans Available for Private Use Working Sheet.

e All - to print all work sheets that are available for an employee. This is always a
maximum of six work sheets, but can be fewer than six if not all six work
sheets are available for an employee.

* None - to print none of the six available worksheets.
5. Enter the Archive Request ID
Selecting criteria for your printed report

In steps 1-5 you are choosing to print all the available taxable benefits information for
your business group according to the printing selections that you make. If you make
no further selection then the report runs for all employees in the archive request ID.

You can further refine what is included in your printed report by selecting criteria in
steps 6-10. This is useful if you want to report on a smaller sample for validation
purposes, or if you want to report on a particular department for easier distribution
of paper copies.

6. Enter the organization.

7. Enter the organization hierarchy. This reports on the taxable benefits for your
organization, and all organizations below it in the hierarchy.

8. Enter the assignment set. This must be a static assignment set. It should not
include any formulas.

9. Enter the location.
10. Enter the person
11. Choose OK, to confirm that the parameters are correct.

12. Choose Submit, to run the process.
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Running the P11D Gaps and Overlaps Report

Run the P11D Gaps and Overlaps report when you have uploaded your P11D elements
to the Central Data Repository and you want to identify employees who receive:

* The same type of benefit at overlapping periods within the tax year.

e The same type of benefit at multiple periods with a gap between each of the periods.

Once you have identified these employees you can review each gap and overlap against
the rules applicable for your organization. For example, loans are often permitted to
overlap. For other benefit types, however, a reported overlap can give an early indication
of a double entry that you should correct before generating your P11D reports.

You run the P11D Gaps and Overlaps report from the Submit Requests window.

To run the P11D Gaps and Overlaps report:
1. Enter the Benefit Start Date and Benefit End Date

2. Enter the Validation criteria

Select the Benefit Type. If you do not make a selection, the report runs for
all benefit types.

Select the maximum number of days allowed before an overlap is recorded. For
example, if you select 02 then an overlap of 2 days is permissible and is not
reported, but anything in excess of 2 days is reported as an overlap.

The default value is 1 day.

Select the maximum number of days allowed before a gap is recorded. For
example, if you select 25, then a gap of 25 days is permissible and is not
reported, but anything in excess of 25 days is reported as a gap.

The default value is 30 days.

3. Select the employees on whom you want to report:

Enter the Payroll

Enter the Person Name.

Enter the Tax District Reference.
Enter the Consolidation Set

Enter the Assignment Set. This must be a static assignment set. If an employee
has multiple assignments, you should include each assignment.

Note that gaps in benefit type arising because employees have started or left in the
middle of a tax year do not appear on the Gaps and Overlaps report.

4. Choose OK, to confirm that the parameters are correct.

5. Choose Submit, to run the report.

Note that although the Gaps and Overlaps report provides an initial indication of
possible discrepancies this is always dependent on the particular rules applicable
in your organization. There is additional validation of your P11D data when you
generate your P11D reports.
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Running the P11D Magtape Process

You use the P11D Magtape process to generate a magnetic tape record based on the P11D
archive request id. As for all other methods of P11D submission, employers who are
providing submissions on magnetic tape must submit P11D details for the preceding tax
year to the Inland Revenue by 12th July. This should be a single return for the entire
tax year, although you can make use of sub-returns. You may also run this process at
intervals throughout the year to make more frequent submissions to the Inland Revenue.

To run the P11D Magtape process:

1.

Enter the Request ID. This is archive request ID which was automatically generated
when you ran the Archive P11D process.

Enter the Submitter Name -- you obtain this information from the Inland Revenue.

Enter the Submitter Reference No -- you obtain this information from the Inland
Revenue.

Enter the Sub Return No.
Enter the Total No. of Sub Returns.

In most cases, we expect that you are submitting a single file and that you will not
need to make sub--returns. However, if you have experience of submitting sub
returns, you can edit the output files so that sub--returns are enabled, and then
complete steps 4 and 5 accordingly.

Enter the Volume Number.

Oracle HR and Payroll do not support multiple volume numbers, but if you are
submitting multiple volume numbers created in a different source, you should enter
the correct volume number here rather than accepting the default.

Choose OK to confirm that the parameters are correct.

Choose Submit, to run the process.
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EDI Processing

EDI Processing for Payroll

Oracle Payroll can produce a file in the correct format for Electronic Data Interchange
(EDI) transmission by third party software.

You can send and receive the following PAYE information to the Inland Revenue
electronically:

e Works Number Update - This is sent electronically to the Inland Revenue enabling
them to maintain an up to date record of work numbers.

e P45(1) - Issued when an employee leaves their current employment.

e P45(3) - Issued when someone starts work with a new employer, or receives a
pension.

e P45(3) & P46 Exceptions Report - Identifies employee’s for whom a P45(3) or P46
has not been created,yet have been paid since their initial hire date.

® P46 - Issued when someone starts employment with a new company, but does
not present a P45.

* P46 Pension Notification - Notifies the Inland Revenue if someone is receiving a
pension that is eligible for tax.

e Printing the P45 Report - You can choose to print a carbon or laser copy of the P45.

You can use the EDI validation option to check for errors before you transmit any
P45’s to the Inland Revenue electronically.

EDI: An Enhancement to Existing Transmission Methods

The use of electronic transmission must be viewed as an enhancement to the existing
means of communication (magnetic tape and paper), and not as a replacement. You
can still use existing methods of communication as they will continue to be supported
by Oracle. However, EDI has the following advantages:

® Security of information.
* Reduction in errors processed.
¢ Reduction in postal and stationary costs.

* Increased speed of information Processed.

Initial Setup

The functionality is straightforward to set up and use. But, before you transmit

your reports,you need to set up the Extra Information Types for Works Number
Update. Before using the functionality for the first time you must check that all your
employees have a valid address, starting in line 1 of the address field,and that there are
no unusual characters in the name and address fields.

You should also ensure that when you create new employees you enter the employee
number/assignment number in uppercase. This is because lowercase entries in these
numbers cause the P46 and P45 processes to fail.
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EDI Error Checking

Using the P45 Process you can choose to subject your report to EDI validation,while
continuing to use existing methods such as magnetic tape and mail to communicate
with the Inland Revenue. The validation process will bring up any invalid characters
before allowing you to send data. If errors are flashed up when you try to run an EDI
report, rollback the process,correct the mistake, re-check the send EDI box and re-run it.

Running the P6 and P9 Upload Process

Run the P6 Upload Process from the Submit Requests window to upload the details about
changes to an employee’s tax code, or coding changes from the Inland Revenue. When
viewing any of the EDI processes, the start date automatically defaults to 01/01/0001.

To run the P6 Upload Process:
1. Select the process name from the Name field.

2. Enter the P6 filename in the Parameters window. This number is sent electronically
to you by the Inland Revenue.

Enter the Effective Date. You can optionally enter the Payroll Name.
Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

N o g »

Choose the View Log button to check error messages.

Running the Works Number Update

Run the Works Number Update (WNU) from the Submit Requests window to notify the
Inland Revenue about changes to employee works numbers. When viewing any of the
EDI processes, the start date automatically defaults to 01/01/0001.

To run the Works Number Update:
1. Select the report name from the Name field.

2. Select Full Mode in the Parameters window to submit the works numbers for all
the employees in your enterprise. Alternatively, select Update Mode to submit
the works numbers for the employees whose numbers have changed since the
last update, or have recently joined.

Note: If the WNU Update Mode process fails you must run a WNU
Full Update process, as the update flag may have cleared down and
cannot be re-set unless the changes to the employees are re-input.

3. Select for whom you are running the report by entering either the payroll name or
the tax reference. If you enter the payroll name, the tax reference is displayed
automatically.

4. Select Yes for priority processing by the Inland Revenue in the Urgent Submission
field, otherwise select No.

5. Select Yes for indicating to the Inland Revenue that you are running a test update in
the Test Submission field, otherwise select No.
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Note: The Inland Revenue mails back any errors electronically to
you, whether it is a test or live transmission you have carried out.

Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

o *® N

Choose the View Log to check error messages.

Running the P45 Process

Run the P45 Process from the Submit Requests window to print and archive, or just
archive specified P45’s. You can optionally perform EDI validation at this point. For
a P45 to be produced, the employee must have had a payroll action, otherwise the

process will fail. When viewing any of the EDI processes, the start date automatically
defaults to 01,/01/2001.

To run the P45 Process:

1.
2.

7.
8.
9.

Select the process name from the Name field.

Enter the Start, Effective and End dates for the processing period, in the Parameters
window.

Select for whom you are running the report, by entering either the Payroll name or
the Tax District reference. If you enter the Payroll name, the Tax District reference is
displayed automatically.

Select the style of stationery you want to print with.
Select Yes if you want to perform EDI validation, otherwise select No.

Note: You can perform validation for EDL If you intend to send
the document by EDI at a later date, it is still advisable to perform
the validation now. Submitting the report at this point allows the
system to flag up any error, letting you rectify problems before
sending data to the Inland Revenue.

Select Yes if you want to defer printing the P45, otherwise select No. If you defer, you
can reprint at a later date by running the P45 Report. Archiving occurs automatically
once you submit the information.

Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

10. Choose the View Log button to check error messages.

Running the P45 EDI Process

Run the P45 EDI process from the Submit Requests window to notify the Inland Revenue
about employees who leave your employment. You should ensure that employee
numbers/assignment numbers have been entered in uppercase. When viewing any of
the EDI processes, the start date automatically defaults to 01/01/0001.
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To run the P45 EDI Process:
1. Select the report name from the Name field.

2. Enter Start and End dates for the processing period, in the Parameters window.

3. Select for whom you are running the report by entering the Payroll name or the
Tax reference in the Parameters window. If you enter the Payroll name, the Tax
reference is displayed automatically.

4. Select Yes for priority processing by the Inland Revenue in the Urgent Submission
field, otherwise select No.

5. Select Yes for indicating to the Inland Revenue that you are running a test update in
the Test Submission field, otherwise select No.

Note: The Inland Revenue mails back any errors electronically to
you, whether it is a test or live submission you have carried out.

Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

L ® N

Choose the View Log button to check error messages.

Running the P45(3) EDI Process

Run the P45(3) EDI Process from the Submit Requests window to notify the Inland
Revenue about a new starters information, or someone receiving a pension. When
viewing any of the EDI processes,the start automatically defaults to 01/01/0001.

To run the P45(3) EDI Process:
1. Select the report name from the Name field.

2. Select for whom you are running the report by entering the Payroll name or the
Tax reference in the Parameters window. If you enter the Payroll name, the Tax
reference is displayed automatically.

3. Select Yes for priority processing by the Inland Revenue in the Urgent Submission
field, otherwise select No.

4. Select Yes for indicating to the Inland Revenue that you are running a test update in
the Test Submission field, otherwise select No.

Note: The Inland Revenue mails back any errors electronically to
you, whether it is a test or live submission you have carried out.

Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

SN

Choose the View Log button to check error messages.
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Running the P45(3) & P46 Exceptions Report

Run the P45(3) & P46 Exceptions Report from the Submit Requests window to identify
those employees who have been paid since their initial hire date even though a P45(3) or
P46 has not been created for them. When viewing any of the EDI processes, the start date
automatically defaults to 01/01/2001.

To run the P45(3) & P46 Exceptions Report:
1. Select the report name from the Name field.

2. Select for whom you are running the report by entering either the Payroll id or the
Tax reference in the Parameters window. If you enter the Payroll name this means
that the Tax reference displays automatically.

Set the appropriate Starter and Effective From dates.
Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

N 9o ®»

Choose the View Log button to check error messages.

Running the P46 EDI Process

Run the P46 EDI Process from the Submit Requests window to provide the Inland
Revenue with information about new employees who cannot produce, or have never
had a P45. You should ensure that employee numbers/assignment numbers have
been entered in uppercase. When viewing any of the EDI processes, the start date
automatically defaults to 01/01/0001.

To run the P46 EDI Process:
1. Select the process name from the Name field.

2. Select for whom you are running the report by entering the Payroll name or the Tax
reference in the Parameters window. If you enter the Payroll name, this means that
the Tax reference is displayed automatically.

3. Select Yes for priority processing by the Inland Revenue in the Urgent Submission
field, otherwise select No.

4. Select Yes for indicating to the Inland Revenue that you are running a test update in
the Test Submission field, otherwise select No.

Note: The Inland Revenue mails back any errors electronically to
you, whether it is a test or live submission you have carried out.

Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

® N o O

Choose the View Log button to check error messages.
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Running the P46 (P160) Pension Notification

Run the P46 Pension Notification report from the Submit Requests window to notify
the Inland Revenue about recipients of taxable pensions, and those gaining extra
income while collecting a pension. When viewing any of the EDI processes, the start
automatically defaults to 01/01/0001.

To run the P46 Pension Notification:
1. Select the report name from the Name field.

2. Select for whom you are running the report by entering the Payroll name or the
Tax reference, in the Parameters window. If you enter the Payroll name, the Tax
reference is displayed automatically.

3. Select Yes for priority processing by the Inland Revenue in the Urgent Submission
field, otherwise select No.

4. Select Yes for indicating to the Inland Revenue that you are running a test update in
the Test Submission field, otherwise select No.

Note: The Inland Revenue mails back any errors electronically to
you whether it is a test or live transmission you have carried out.

Choose the Submit button.
Choose the Refresh Data button to update the report processing.

Choose the View Details button to see a summary of the information submitted.

® N o O

Choose the View Log button to check error messages.

Running the P46 Car EDI Process

Use the P46 Car EDI process to extract report details for the Inland Revenue. You should
normally do this at the end of each calendar quarter. Your report is in the generic file
format required by the Inland Revenue, and it identifies the following changes all of
which affect the taxable status of your employees:

¢ New Car - when an employee receives the use of a car, and the employee’s primary
assignment does not have any other car allocated in the 30 day period preceding the
allocation of the new vehicle.

* Replacement Car - when an employee receives the use of a car, and the employee’s
primary assignment has also had another car allocated in the 30 day period
preceding the allocation of the replacement vehicle.

¢ Car Withdrawal - when an employee ceases to have the use of a car and does not
receive either a new vehicle, or a replacement vehicle.

* Second Car- when an employee receives the use of a second car as a consequence of
a new car allocation, a car withdrawal, or a change of fuel type.

¢ Change of Fuel Type - when there is a change of fuel type for an existing car
allocation, this is regarded as a replacement car.

The P46 form includes all employees for whom these car allocation changes apply. In
practice, changes of allocation can also be associated with an Earnings Eligibility of
above 8,500, or with Director Status, but the P46 Car form reports car allocation changes
for all employees regardless of whether they also meet these eligibility and status criteria.
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You run the P46 Car EDI process from the Submit Requests window.

To run the P46 Car EDI process:

1.

Enter the Start Date to indicate when you want to begin reporting changes of taxable
status. Any changes of taxable status that occurred before the date that you choose
are not included on your report.

Enter the End Date to indicate when you want to stop reporting on changes of
taxable status. Any changes of status that occur after this date are not included
in your report.

Enter your Tax Reference. This ensures that there is only one P46 file for each
employer.

If you want to produce a P46 Car form for a group of employees, select the
Assignment Set. If you do not select an assignment set, then the P46 Car form is
produced for the current employee.

If you want the Revenue Office to process the P46 file urgently, check the Urgent
checkbox

If you want to mark the files as test files only, check the Test checkbox.

You would typically need to do this when you are first setting up electronic
messaging and you want to confirm that your files are being correctly received by
the Inland Revenue.
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End of Year Processing

EOY Process: Accuracy Requirements

As an employer you must submit a declaration and a certificate on the documentation
submitted to the Inland Revenue each year. The deadline is May 19 following the end of
year, with penalties for lateness and for incorrectly completing the return.

EOY Process:

EOY Process:

EOY Process:

Stationery Formats

The P60 process generates P60 reports using Oracle Reports. You can then print these
reports in the following P60 stationery formats:

e P60 Substitute Style A. This is a landscape continuous mailer format available

from Economailer.

e P60 Substitute Style LE. This is a portrait laserfold and seal format available from
Economailer. If you are using this format make sure that your PCL font pitch

is set to 10.

e P60 Portrait. This is a laser or continuous format available from the Inland Revenue.

Viewing in Postscript

For maximum clarity of the printed display we now supply your P60 reports in
postscript format only. You can no longer view these reports in a text editor, so please
obtain a postscript viewer if you do not already have one.

Printer Setup

Please use one of the predefined PASTA print drivers. This takes advantage of the
predefined PASTA options in Oracle Applications and ensures an easy setup.

The following table gives a checklist for PASTA print setup activities:

Print Setup Activities for EQY

Step Action
1 Set Up the PASTA
Driver

Comments

This should already
be done. If not, your
System Administrator
can do it from the
System Administrator
responsibility (Install
--> Printer --> Driver).

For UK use, the

supported drivers are:
PASTA_LANDSCAPE
or PASTA_PORTRAIT
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Set Up the Printer
Type

Assign a Printer Type
to Your Local Printer

Define Your Local
Printer for Concurrent
Reports

Set the Number of
Copies That You Want
to Print

This should already
be done. If not, your
System Administrator
can do it from the
System Administrator
responsibility (Install
--> Printer --> Types)

For UK, the
predefined Print Type
is --PASTA Universal
Printer Type.

Your System
Administrator must
do this at each of your
local sites. (System
Administrator -->
Install --> Printer -->
Register)

After completing
steps 1 to 3,

your reports are
automatically stored
in a UNIX/LINUX
directory area,
typically $APPLCSE/
<dbname>/out/

. However, if you
want to print paper
copy, your System
Administrator must
define which printer
you want to use at
your site. (System
Administrator --

> Concurrent -->
Program --> Define,
Output).

The number of copies
to print always
defaults to zero, so
you must reset it
each time you run
the report. You

do this from the
HRMS Manager
Responsibility (
Processes and Reports
--> Submit Processes
and Reports). Enter
the report parameters
and then choose

the Options button
followed by the Upon
Completion field.

See Printer Types
Window, Oracle
HRMS Configuring,
Reporting, and System
Administration Guide

See Printers
Window, Oracle
HRMS Configuring,
Reporting, and System
Administration Guide

See Concurrent
Programs, Oracle
HRMS Configuring,
Reporting, and System
Administration Guide

See Submitting a
Request, Oracle
HRMS Configuring,
Reporting, and System
Administration Guide

Further information about customizing or registering your printer driver definitions and
print options is given in the Oracle Applications System Administrator’s Guide.
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EOY Processes: Checking Status

When you check the status of the End of Year process, you should also check the status
of the other related concurrent processes. Each process produces a log file and an output
file, and these are written to the $APPLCSF/$APPLLOG and $APPLCSF/$APPLOUT
directories respectively. Further details of these directories are given in the Oracle
Applications System Administrator’s Guide.

Linking the P35 Listing to the Magnetic Tape

The P35 Listing contains the concurrent request id of the Magnetic Report file in the
report header. This appears on the first page of the report and must be used to tie the
two outputs together.

File Name Format

The Magnetic Report, P60 and P35 listing output files can be found in
$APPLCSF/$APPLOUT and have the following file name formats:

File Name Format Report

o<request id>.mf Magnetic Report

o<request id>.out P60 Report (alignment and detail)
o<request id>.out P35 Listing

Running the End of Year Process

Use the End of Year process to produce your statutory End of Year return to the Inland
Revenue for employees in your enterprise. The End of Year process has five separate
sub-processes. You can select one of two modes depending on the level of detail The
five processes are:

e End of Year Process - the controlling program
* Year End Multiple Assignments Report

* Year End P35 Listing

* Magnetic Report

* Year End P60 Report

The process runs in two modes, Full End of Year and P35 Listing.

Full End of Year

When you select full EOY mode, the system submits all five processes, and produces
the following output:

¢ Full details of PAYE, NI, SSP and SMP for all employees. This is written to a .mf file
for production of a magnetic tape that you submit to the Department of Health and
Social Security.

* P60 reports for each employee.

¢ A P35 listing which summarizes totals on the full return.
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P35 Listing

e A Multiple Assignments report showing details of all multiple assignments in the
return where earnings are aggregated into one assignment.

e The log file for the magnetic tape report shows raw formatting details of the tape file
and details of all Department of Health and Social Security Type 1 and Type 2 errors.

Note: Type 1 and Type 2 errors are defined in the Magnetic Tape & Data
Cartridge Technical Specification Part 2 CA51 (MM3) issued by the
Department of Health and Social Security.

When you select full EOY mode with the P60 Alignment field set to Yes, the system
submits the first four processes listed above together with two Year End P60 Report
processes. One of these displays the alignment and the other contains the P60 detail.

When you select P35 Listing mode, the system submits the first three processes listed
above, leaving out the Magnetic Report and the Year End P60 Report. You can run the
P35 listing by itself at any time to use as a record, or to check against payment figures
through the year. When you run the process in this mode the log file for the process also
shows format details and lists Type 1 and Type 2 errors.

The P35 report shows multiple lines of information for each employee so that you can
view SSP/SMP information. The listing also displays details of student loans, working
tax credits and payments for Statutory Paternity Pay (SPP) and Statutory Adoption Pay
(SAP). For the tax year 2002-2003 only, your male employees can receive SMP payments
before the introduction of SPP. The value reported on the P35 tape as gross pay also
includes any value held in the notional pay balance.

From 6th April 2003, NI rebates are no longer reported separately.

Both the P35 report and P60 report are validated to identify any illegal characters. You
should correct any errors that are reported at this stage so that they do not cause
rejection of the report.

Running the Process

You run the process from the Submit Requests window.

To run the End of Year process:
1. In the Name field, select End of Year.

2. In the Parameters window, enter the end date for the process. For
example, 05-APR-2001

3. Select the EOY mode you want to run - full EOY or P35 listing. The default is Full.
4. Select the tax district reference number for your payrolls.

Only payrolls in the tax district are included in the return. Leave blank for all
payrolls to be included.

5. Select the DSS permit number.

Only payrolls connected to the selected number are included in the return. Leave
blank for all payrolls with a permit number to be included.

6. Use the Sort Order fields to customize sort details for your P60s.
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Of the seven sort fields, only the last is obligatory. In this field you select Assignment
Number or Last Name to sort by. You can enter higher priority sort criteria in

the other fields by selecting values you previously defined in the People Group
flexfield. These could include location details, work or pension group details, or any
other people-based values you define.

7. Enter Yes in the Alignment field if you want to run the Alignment report before
printing off P60s.

8. Select Yes in the NI 'Y Balances field to include NI car benefit details in the return. If
you are submitting these details by the Alternative Payment method and not
through Oracle Payroll, select No.

Writing the EOY Magnetic Report to Tape

The following example is an illustration of how the Magnetic Report could be written
to tape using UNIX commands. However, the writing of reports to tapes is operating
system and machine specific. You should ask your system administrator for details of
writing the Magnetic Report file to tape for your particular system and machine.

To write a magnetic report to tape using UNIX commands:
1. Place the tape in the device.

2. Rewind the tape. Type:
m -f /dev/rstO rew nd

- where /dev/rst0 is the magnetic device with rewind.
3. Write a tape marker. Type:
HRK _00054830nt -f /dev/rst8 eof

- where /dev/rst8 is the magnetic device without rewind.
4. Write the Magnetic Report file to tape. Type:
HRK_00054831dd i f =<magnetic report file> of=/dev/rst8 ibs=525

HRK_000548320bs=5250 chs=525

To check the result:
1. Rewind the tape. Type:

m -f /dev/rst0 rew nd

2. Skip past the tape header. Type:
m -f /dev/rst8 fsf 1

3. Read the file from tape, renaming the file. Type:
dd of =/tnp/<renamed file> if=/dev/rst8 i bs=5250 obs=525

4. Check the original file and the renamed file for differences. Type:
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wc <magnetic report file> /tnp/<renanmed file>

Running the Start of Year Process

This process is normally used at the start of the tax year to update tax information held
for each employee. The process performs the following actions:

Running the Process
The Start of Year process runs in one of three modes:

Prerequisites

Tax Basis: Updates all employees on a Non-Cumulative basis to Cumulative, except
DO codes for employees.

Previous Taxable Pay and Previous Tax Paid: Clears the values entered for
employees for whom a P45 or a P6 was received in the previous tax year.

Tax Code: Performs blanket changes on employees’ tax codes where the employer
has been issued with a P9X or P7X tax document to make changes.

The Inland Revenue P9 document details changes in an employee’s Tax Code and
Tax Basis. The document can be supplied on paper or on magnetic tape, and the
process accepts data from tape.

The P9X or P7X document issued at the start of each tax year gives the employer
the authority to increase or decrease Tax Codes in bulk. The process performs
these blanket changes.

Note: For employees with assignments marked as aggregated

for PAYE, you need only apply the tax code change for fhe first
assignment. Oracle Payroll then automatically applies the tax code
change to all multiple assignments included in the aggregation..

Start of Year: The process performs all the actions above.
Mid Year Tax Code Uplift: The process performs the blanket tax code changes only.

Tax Code Uplift from Tape: The process transfers the P9 details from the interface
table to your database.

To run in the Start of Year or Mid Year Tax Code Uplift mode:

Enter values in the predefined user table TAX_CODE_UPLIFT_VALUE for the
UPLIFT_VALUE column:

e Enter the tax code suffix in the Exact field, and the tax code value in the Value
field.

To run in the Tax Code Uplift from Tape mode:

Load data from the Inland Revenue P9 tape into the PAY_GB_TAX_CODE_
INTERFACE table. The following table gives details of the table structure.
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Column Name Format Mandatory

DISTRICT_NUMBER NUMBER(3) Yes
EMPLOYER_REFERENCE ~ VARCHAR2(10) Yes
NATIONAL_INSURANCE_  VARCHAR2(10) Yes
NUMBER

TAX_CODE VARCHAR2(5) Yes
NON_CUMULATIVE_ VARCHAR2(1) No
FLAG

EMPLOYEE_NAME VARCHAR2(28) No
WORKS_NUMBER VARCHAR2(20) No
PROCESSED_FLAG VARCHAR2(1) No

All the above columns, apart from PROCESSED_FLAG, are populated from the
tape. The PROCESSED_FLAG column is reserved for Start Of Year process use and
should be set to NULL on insert.

You must populate this table with the data from the P9 tape and clear down the table after
the Start Of Year process has been run. You run the process from the Submit Requests
window. See: User Defined Tables, Oracle HRMS Compensation and Benefits Guide

To run the Start of Year process:

1.

2
3.
4

In the Name field, select Start of Year.

In the Parameters window, select the mode.

Select the date. The default is the start of the current tax year.

Select a payroll if required.

By default, all payrolls are processed, but you can restrict to a particular payroll.

On completion, the process produces a report listing the records processed, details of
all changes made, and all records rejected by the process, together with reasons.

To improve run times, you can run the Start of Year process in parallel. This
means that you run the process for several different payrolls at the same time. To
do this, ask your System Administrator to define a Request Set of Start of Year
processes to run in parallel.

See Defining a Request Set, Oracle HRMS Configuring, Reporting, and System
Administration Guide

Note: For optimum performance, do not include more than four
Start of Year processes in your Request Set.
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Running the Start of Year Resume Process

This process enables Start of Year processing to resume after a deliberate stoppage in
mid-run. You can stop a process while it is running either by requesting its cancellation
or by terminating the concurrent manager.

The Start of Year process records the processing of each record as it completes. When
processing resumes, the system does not need to reprocess previously completed
records. It continues only with the records that were previously unprocessed. This
applies both to Start of Year Resume and to automatic restarts following a concurrent
manager failure.

On completion, the process produces a report listing the following:
e All records processed

* Details of all changes made

* Details of all records rejected, with reasons for the rejections.

You run the Start of Year Resume process from the Submit Requests window.

To run the Start of Year Resume process:
1. Select the name of the process. There are no parameters.

2. Choose the Submit button.

Start of Year: Unprocessed P9 Records Report

Submit this report only after running the Start of Year process in the Tax Code Uplift
From Tape mode.

The report lists valid records on the Inland Revenue P9 tape that do not fully match the
records in the main database. No reasons are listed in the report, but each unmatched
record is caused by data that appears in the interface table and not in your database.

You run the report from the Submit Requests window.

To run the report:
1. Select the name of the report. There are no parameters.

2. Choose the Submit button.

Issuing a P45 Form to a Leaver

Run the P45 report from the Submit Requests window for all terminated employees.

To issue a P45 form for a leaver:
1. Select the report name from the Name field.

2. Enter the appropriate Archive Request ID number in the Parameters window.
3. Optionally enter the Assignment number.

4. Choose the Submit button

5. Select the Refresh Data button to update the report processing.
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If no parameters are set, the report picks up every employee with a status of
Terminate who has not yet had a P45 issued. The process prints off the P45
information on continuous stationery for issue to the tax office and leaver.

Manually Issuing a P45

Sometimes you need to send tax returns to different tax offices for an employee working
at different sites. In this case you may need to issue a P45 to the second tax office. You
may also want to issue a P45 manually to a leaver.

In both these cases you use the P45 window, which you access from the Assignment
window. The window displays Part 1 of the P45 form showing the leaver’s pay and
employment details.

To manually issue a P45 form for a leaver:
1. Complete the form manually from the details in the window.

2. Choose the Manual Issue button.

In the Statutory Details window, Oracle Payroll records that you have issued the
P45. The system prevents you from running the report again for this assignment.

To issue a P45 form for a current employee:
1. Choose the Mark for Print button.

2. In the Submit Requests window:

¢ Run the P45 Alignment report to check the printing alignment of the report. This
is optional.

* Run the P45 report. You can restrict the process by specifying a payroll and/or
a time period.

In the Statutory Details window, Oracle Payroll records that you have printed off the
P45 for the employee. This does not prevent you from issuing the report again.

Running the P45 Alignment Report
This is a printer alignment report for your sample P45.

You run the P45 Alignment report from the Submit Requests window.

To run the P45 Alignment report:
1. . In the Name field, select the report name.

2. . Choose the Submit button.
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A

Payroll Pro cessing and Analysis

Payroll Processing and Analysis Overview

Using Oracle HRMS you can run a payroll, perform post processing on a successful
payroll, and also make changes and corrections for a payroll that has not completed
successfully.

Payroll Processing and Analysis in Oracle HRMS

You can run your payroll as:

A batch process if you want to include a group of employees in the same run

A QuickPay process if you want to run a payroll for an individual employee

You can perform all the necessary post processing to generate payment for your
employees once you are satisfied that your payroll run results are correct:

The PrePayments Process enables you to allocate employee payments between the
payment methods that you have defined.

The Payments Processes enable you to make automated payments to a bank
account, generate cheques/checks and report on the amounts paid to your
employees. You can also verify that cheques/checks have been cashed.

The External/Manual Payments Process enables you to make cash payments or to
pay employees from external sources.

You can analyze your payroll run results to get early notification of possible
discrepancies:

The Payroll Exception report enables you to identify overpayments or
underpayments.

The Void Cheque/Check Payments Process allows you to cancel a cheque/check
that was produced in error.

You can use these processes for correcting a payroll run:

Correction of Run Results: Retries. Retries enable you to correct a payroll run
before post-processing has occurred.

Correction of Run Results: Reversals. Reversals enable you to correct a payroll run
when post-processing has already occurred.

Correction of Run Results: Rollbacks. Rollbacks enable you to correct a payroll run
without keeping any record of the original run.
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You can run these processes to make accurate provision for current payments backdated
from a previous pay period, or current payments received in advance for a future
pay period:

e The RetroPay process enables you to retrospectively distribute current payments to
the period in which they were earned.

e The Advance Pay process enables you to pay employees in advance for an absence
recognized by your legislation.

Key Concepts

To enable you to process and analyze payrolls, you need to understand these concepts:

*  QuickPay, page 415

e Continuous Calculation, page 46 1]

¢ PrePayments

e Retries, page @449 |]

e Reversals, page 450 []
e Rollbacks, page 449 []

® RetroPay

e Advance Pay, page 435

Reporting on Payroll Processing and Analysis
See Reports and Processes in Oracle HRMS, page BH66 []

Payroll Processing and Analysis

The main purpose of the payroll run is to calculate employee pay correctly at regular
intervals. In addition you can perform other payroll processes to ensure accuracy and
provide flexibility for your organization. For example, you can roll back a payroll

run when you want to carry out a test run without keeping any record of it having
taken place. You can also run a RetroPay process when you want to make retrospective
adjustments to allow for backdated pay awards.

Does Oracle Payroll enable you to run part payrolls?

Yes, Oracle Payroll enables you to run part payrolls. This is useful in each of the following
circumstances where you do not want to process a payroll for the entire organization.

Calculating Pay for an Individual Employee
If an employee leaves the company before the end of a payroll period, you will need to
calculate the individual pay entitlement.

You may also want to calculate individual pay to check the details for an employee
before starting a payroll run for all employees.

Specifying What Details You Can Include in a Payroll Run

You may want to specify that only particular types of earnings or particular categories of
employee should be included in a payroll run.
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Can you verify that a payroll run has completed successfully?

On completion of a payroll run you will need to verify that the run completed
successfully. You can display run messages and view latest balances and assignment
level results. You may also need to have relevant information grouped by topic in
report format so that you can review the outcome of processing. Payroll runs can be
monitored through the Payroll Progress Monitor, enabling you to view the name of the
run and the percentage/time of completion.

Can you make adjustments after a payroll run has completed?

Oracle Payroll enables you to make each of the following types of adjustment when
a payroll run has completed.

e Addition of late entries that were not included in the initial run
e Corrections to details that were wrongly entered in the initial run

® Retrospective distribution of current payments to the period in which they were
earned

When you have made these corrections and modifications you can then run the payroll
again. However, you do not need to rerun the entire payroll. Oracle Payroll will only
reprocess those items that were incorrect in the initial run.

Can you produce payment and costing information from a completed payroll run?

Oracle Payroll enables you to use the results of a payroll run to allocate payments to
your employees, and to provide costing information.

Ensuring that Employees are Paid by the Correct Payment Method
When a payroll run has completed you need to pay each employee according to
the payment methods that you have specified. You may also need to override the
predefined payment methods where employees are receiving special payments such as
bonuses, which may not be paid by the usual methods of payment. You also have the
ability to pay an employee, who has multiple assignments within your organization, a
regular single payment.

Ensuring that Costing Information Can be Provided

On completion of a payroll run you may need to distribute the associated costs across
particular cost centers. For information on this, see: Cost Analysis Overview, Oracle
HRMS Enterprise and Workforce Management Guide

Can Oracle Payroll run payroll processes throughout a payroll period?

Yes, the continuous calculation process enables you to process static employee data
throughout the payroll period, leaving you extra time for validation and correction at
the end of the payroll period.

What if you want to know how much gross pay is required to produce a given net amount?

Where employers have agreed to pay tax on a known fixed net payment, Oracle Payroll
can calculate the gross amount that employees must receive in order to meet all
deductions and still receive the correct net amount. This is referred to as Net-to-Gross
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processing, and the calculations that derive the correct gross amounts are referred to as
Grossups, provided that the feature is enabled in your country.

Can you process external and manual payments

Yes, Oracle Payroll enables you to make external and manual payments

4-4  Oracle Human Resources Management Systems Payroll Management Guide (UK)



The Payroll Run

Process Part of a Payroll

Assignment Sets

Occasions when you need to use assignment sets for the payroll run include the
following:

*  You need to process the night shift earlier than the rest of the payroll as they must
receive their pay advices the night before the rest.

* You need to process a correction run, as entries were not received in time for the
normal run and the overtime must be paid this period.

*  You want to process an additional run for a long service award which the enterprise
is presenting as a cheque/check to each qualifying employee.

To fulfil these requirements you can select from a range of assignments as follows:
* Include all assignments
* Include or exclude individually identified assignments

* Include or exclude certain groups of assignments, by using a formula

Element and Distribution Sets

QuickPay

In the normal run you would want to include all elements, but for a long service
award bonus you would want to include only the bonus element and the statutory
elements. You first calculate gross pay for ascertaining the gross amount to transfer into
the payroll account. Then you complete the gross to net calculation.

You can select element sets as follows:

¢ Include all elements

* Include or exclude individually identified elements
¢ Include or exclude classifications of elements.

If you are creating a Run set for US payroll, then you will need to explicitly add the
VERTEX recurring element to your element set.

The predefined elements for Oracle Payroll are processed for every payroll run in
which they have been included. The deductions are recalculated using the period
totals, the amount already paid in previous runs is deducted, leaving the remainder as
the deduction for the new payroll run.

QuickPay enables you to carry out payroll processing for individual employees. You can
use QuickPay to pay employees who are leaving and who require payment by cash or
cheque/check. If an employee asks what their net pay will be this month, you can run
QuickPay to find the answer, then roll it back to remove all results from the database.
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QuickPay: Two Options for PrePayments:

Once the QuickPay run has a status of Complete, you have a choice of two options
for post-run processing.

* Include the QuickPay in the batch prepayments processing for the assignment’s
payroll.

Choose this option if, for example, you have a new employee who joins after the
payroll run for the current period has taken place. Instead of rolling back the whole
payroll and resubmitting it with the new employee added, you run QuickPay
instead so that you can include the new employee in the consolidation set for batch
prepayments.

¢ Start the PrePayments process from the QuickPay window, if necessary overriding
the default payment method.

Choose this option if, for example, an employee is leaving and is waiting to be
paid by cash or cheque/check.

Troubleshooting QuickPay: Concurrent Manager
When you start the QuickPay process, the screen freezes, and you cannot delete or
update the QuickPay definition until the process completes.
You may receive one of the following error messages:

The process has not started

This means either that the concurrent manager has not been started, or that there are
other requests of a higher priority. Ask your system administrator to start your request
or change its priority.

The process has started but has not finished

Ask your system administrator to investigate the reason for this.

Continuous Calculation

Continuous Calculation enables you to distribute your payroll processing throughout a
payroll period. You can run processes such as the payroll run, prepayments steps, and
costing, which deal with predominantly static employee data, at the start of the payroll
period, leaving more time for validation and correction of changed data.

Continuous Calculation works by using triggers. You define triggers and events which
inform the system when data has changed. For example, if an employee receives a
bonus, the corresponding event is triggered. When you subsequently run the Continuous
Calculation process, the system identifies these triggers and marks the corresponding
payroll processes (for example, the payroll run) to be repeated. The affected processes
are repeated in a batch process which can be run as often as required. You define the
frequency of the batch process when you run the Continuous Calculation process.

Starting a Payroll Run

You start a payroll run in the Submit Requests window.

To run a payroll:
1. In the Name field, select the name of your payroll run process.
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UK users: select Payroll Run UK.

French users: select Payroll Run (France).

Irish users: select Payroll Run IE.

Other users: select Payroll Run.

In the Parameters window, which opens automatically, select the payroll.

Select the default consolidation set name for the payroll then select the current
payroll period display.

Select a new consolidation set for the run if required.
Use the consolidation set to control post-run processing of the results.
Select the payroll period for the run.

Select an element set and assignment set if required. If you are running a US
payroll, make sure that you have included the VERTEX seeded recurring element
in your element set.

If your legislation supports Regular and Supplemental runs then select R for a
Regular run or S for a Supplemental run.

You can optionally enter a message to appear on the statements of earnings for this
run if your SOE is designed to support such a message

Choose the Submit button.

Setting Up Continuous Calculation

To set up your system for continuous calculation:

1.

In the Table Event Update window, check that the events are defined for the tables
you require for continuous calculation.

If the table has already been defined but the required event is missing, create either
an Update, Delete, or Insert event and enter the table column to which the event
refers. Select the change type defined by the event.

If the tables you require for continuous calculation have not been defined in the
Table Event Update window, define them now in the Table Event Updates window.

See: Making Table Event Updates, page 516 |

In the Functional Area Maintenance window, choose the Incident Register functional
area. Make sure that your triggers are included in this functional area. If your
triggers are not included, insert them.

You can also activate the triggers according to legislation or business group. For
more information, see Grouping Dynamic Triggers into Legislative Functional
Areas, page 515 .

Note: When you save a single trigger, this has the effect of
regenerating all triggers contained in the same package.

Run the Continuous Calculation process from the Submit Reports and Processes
window.
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Running the Continuous Calculation Process

The Continuous Calculation process enables you to process static employee data
throughout a payroll period.

You run the Continuous Calculation process from the Submit Requests window.

To run continuous calculation:
1. Enter Continuous Calculation in the Name field of the Submit Requests window.

2. Select a payroll.
3. Schedule your process.

You can choose how often you want to run the continuous calculation process, for
example, you can run the process every day, every week, or on specific days.

4. Choose the Submit button.

Running QuickPay

You navigate to the QuickPay window from an employee assignment.

To define a QuickPay run for an employee assignment:
1. Set your effective date to the day you want to make the QuickPay payment.

The Payroll Period displays for the date selected, and the Date Paid and Date
Earned for this period also display. Date Paid is the regular payment date for
your legislation. You can update the Date Paid field, but only to another period’s
regular payment date.

Note: If you select an effective date for which there is no valid
payroll period, all three fields remain blank. You cannot select an
effective date earlier than the start date of the parent record - the
employee assignment.

2. Select a consolidation set.
The default is the consolidation set for the assignment’s payroll.

Note: The Number field remains blank and the status field remains
set to Unprocessed until the QuickPay run process is completed.

3. If your legislation makes use of run types, select the run type for this QuickPay.

4. Enter a pay advice date and message if required. These fields are for information
only.

5. Save your QuickPay definition.

Note: All assignment processes for the assignment’s payroll must
have a status of Complete for you to save the definition. If not, you
see an assignment interlock failure message. Check the status of the
assignment processes in the Assignment Processes window, and
delete, roll back or rerun any non-Complete processes.
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If the QuickPay Run itself displays In Error or Marked for Retry, choose the Retry
Run button to run the process again.

To execute a QuickPay run for an employee assignment:

1.

Choose the Element Selection button if you want to check or verify element entries
for the QuickPay run. All the elements for the assignment that exist as of Date
Earned are listed in the Element Selection window. Select or clear the Include in Run
check box for elements you want to include or exclude from the run.

You can choose the Entry Values button to view entry values for each element.

Note: You cannot create, update or delete entries or entry values in
the Element Selection and Entry Values windows. You can only
select or clear the Include check box for entries.

Choose the Start Run button to run the QuickPay process.

You run QuickPay from the QuickPay window, not from the Submit Requests
window. You can view the status of the run in the View Requests window. If
necessary, you can then mark it for retry or roll it back either from the QuickPay
window or the Payroll Processes window.

When the run is processed, the Status and Number fields in the QuickPay Run block
display values for the run as follows:

e Number: Numbering is consecutive, starting from 1, for each QuickPay run
in a payroll period. There is a separate series for each separate payroll. The
numbering restarts from 1 for each successive period.

e Status: Values displayed for processed QuickPay runs are Complete, In
Error, Mark for Retry. You cannot enter or update values directly in this
field. Choose the Retry Run button to rerun the QuickPay process for runs
with the status In Error or Marked for Retry.

Running the Generate Run Balances Process

Run this process when you want to recalculate run level balance values that may have
become invalid, such as through changes to historical data.

You run this process in the Submit Requests window.

To run the Generate Run Balances Process :

1.

In the Name field, select the process name. Then enter the Parameters field to
open the Parameters window.

In the Parameters window, optionally enter a start date from when you want run
balances recalculated. If you do not enter a date, the balances will be recalculated for
the entire life of the balances.

Select a mode to determine which balances to include. There is no specific time
required to run these, such as once a month. All Invalid Balances is likely to be run
most often, with Single Balances and All balances run as required. You can choose
from the following:

¢ A Single Balance

e All Invalid Balances
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¢ All Balances
If you select Single Balance mode, the Defined Balance field becomes active.

4. The Defined balance field is only enabled if Single Balance mode is selected from the
Mode field. Select the option that shows the route for retrieving balance values, even
if its status is Invalid.

5. Select a balance level to determine which balances are to be recalculated. The

following is the complete list of balance choices available, depending if enabled
for your localization.

¢ Assignment
e Group
e Assignment and Group

6. Choose the Submit button.

4-10 Oracle Human Resources Management Systems Payroll Management Guide (UK)



Post Processing for a Payroll

Post-Processing for a Payroll

PrePayments Process

Within Oracle Payroll the PrePayments process enables you to select a payment method
to pay your employees. You can distribute employee pay over more than one method
using either a percentage or monetary split.

You can override the PrePayments process. For example, suppose you have run the
normal payroll run and made payments via one payment method. You then have to run
supplementary payments for some employees and pay them by a different payment
method. The PrePayments process, having distributed the regular payments over

the payment methods entered, allocates the supplementary payments to the override
method.

Cheque/Check Writer Process

Run the Cheque/Check Writer process to determine the generation of cheques/checks
for a specified payroll and consolidation set over a specified time period.

You can generate contiguous serial numbers for cheque/check printing, and you can
use this feature to account for cheque/check stationery used during the cheque/check
printing process. If you do this, you also need to take into account the cheques/checks
you use to carry out the alignment of your printer.

A sample cheque/check report is supplied with the Cheque/Check Writer process. You
can customize this report, or add your own cheque/check style to meet your enterprise
requirements.

Oracle Payroll provides automatic cheque/check numbering for the Check Writer
process. You can keep track of cheque/check numbers when you process multiple
cheques/checks per day.

Note: Your System Administrator can enable the HR: Default
Check/Cheque Number Method profile which enables you to use the
automatic check/cheque numbering process.

See User Profiles, Oracle HRMS Configuring, Reporting, and System Administration Guide

Void Cheque/Check Payments Process

Run the Void Cheque/Check Payments process when you want to void cheques/checks
you have issued using Oracle Cheque/Check Writer. You may want to do this if there
is a printing error or if the cheques/checks you print are afterwards lost. The process
cancels the cheques/checks issued, records details of the cancellation, and enables you
to give a reason for cancelling.

External/Manual Payments Process

Use the External/Manual Payments window to record cash or cheque/check payments
to employees from external sources or petty cash. The window enables you to record
details of each payment.
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Data Locks for Payroll Processes

Data locking is a mechanism that enables you to protect your data from unwanted
updates. For example, if you are running a monthly report at the end of each month, the
data contained in the report has to remain unchanged while you are generating and
reviewing the report.

Data Locks: Automatic or User Selectable

Automatic

User Selectable

Some payroll processes automatically lock your data and you do not need to take any
additional action to apply a lock. For example, whenever you run the prepayments
process, your data is automatically locked against update while the prepayments
process completes.

Some payroll processes do not apply a lock automatically, but do provide you with the
option of selecting a process to apply a lock. Where this is the case, the lock process can
usually be selected from the Submit Requests window for your legislation.

For example, if you are using Oracle Payroll for Ireland you can select the P30 Data
Lock process which specifies a date at which you want to lock the P30 monthly report
before generating the report output. By applying the data lock you also maintains the
lock date as a historical record so that you can be confident that subsequent monthly
reports start from the correct point.

Data Locks: Rollbacks Can Override Them

You should also be aware that some payroll post-processes can override any data locks
that you have established. Oracle Payroll does not provide validation to prevent

this, since it is a legitimate action that you may need to perform. For this reason we
recommend that you should always refer to the individual topics in Oracle Applications
Help before attempting to work with user selectable data locks.

Running Post-Run Processes for QuickPay

To run PrePayments and other processes from the QuickPay win dow:

1. Choose the Start PrePayments button. If required, you can override the default
payment method for the assignment. You have a choice of Cash or Cheque/Check
for prepayments run from the QuickPay window.

The status for the completed process displays in the Status field in the QuickPay
PrePayment block.

2. When a status of Complete displays, do one of the following:

* Choose the External Payment button to make payment by cash or cheque/check
from the External/Manual Payments window.

* Leave the payment to be made by a batch Cash or Cheque/Check Writer process
for the consolidation set.
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Note: If you have already included the QuickPay run in the default
consolidation set for the assignment payroll, it can take part in the
batch PrePayment process for the payroll without further action on
your part.

Viewing Payroll Process Results

To view, retry or roll back payroll processes:

1.

Select the name, period dates and action type of the payroll you want to view
results for.

If you leave the Period To field blank, the end date in the Period From field becomes
the end date for the query. If you run the query directly without entering payroll or
period details, the window displays all payroll process results for all payrolls in

the Business Group.

Choose Find.

The window displays details of all payroll processes for the payroll and period
selected. See below for further display details.

To mark a payroll process for retrial, select the Retry check box for the record. You
can then run the Retry process from the Submit Requests window.

To monitor the progress of a payroll run, select the record and choose the Process
Info button. This activates the Payroll Progress Monitor, allowing you to view the
name of the run currently processing and the percentage/time of completion. You
can update these details through the Refresh button or check the Automatic Refresh
box to enable changes to display as they occur.

To roll back a payroll process, select the record and choose the Delete Record
icon. This deletes the process from the database and returns all values to their
former state.

Note: Use the Payroll Processes window to roll back small processes
only. It is better to roll back large processes such as payroll runs
from the Submit Requests window. This runs the process under
concurrent manager control, freeing you to carry out other tasks
during processing and handling the process more quickly. You can
also run processes for assignment sets in Submit Requests.

To see further information about the assignments making up the payroll
process, select the record and choose from the buttons at the bottom of the
window. Information then displays for the records you select.

e Assignment Process: Lists details of the assignment processes making up
the payroll process.

* Message: Displays any system messages relating to the payroll process.

e Process Information: Summarizes processing status information for the
assignment processes.

¢ Concurrent Manager: Enables you to query details of the run to view log
file details.

¢ Costing Breakdown: Summarizes costing process information as follows:
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e Costings that were correctly costed (Normal Number)
e Costings posted to the suspense account

Note: Costings can be posted to the suspense account if costing
codes are wrong or, for example, values missing for distributed
costing. Such costings still have a status of Complete. For
costing processes to be given a status of Error there must be a
serious breakdown at system or process level.

* Reconciliation Details Allows you to see whether a specific payment has been
cleared by the system. One of the following statuses will be displayed:

e (Cleared
¢ Uncleared
e In error

You can also see the messages produced by the reconciliation process.

Printing the Payslip

You can generate your payslips to be printed and distributed to your employees using a
report that picks up the payroll information you extracted previously through the payslip
archive process, and converts it into a formatted file ready for printing. The payslip
consists of a header and a body section, with the information you enter in the Parameters
window appearing on the header page and the payslip figures in the main body.

You run the payslip report from the Submit Request window.

To run the payslip report:

1.

Select your country’s payslip report in the Name field.
¢ Users in the Netherlands should select the Dutch Payslip Report.
¢ Users in China should select the Pay Advice (China) Report.

In the Parameters window, enter the start and end dates for the period of time you
want the report to cover. You run the report for the same period as the payslip
information extracted by the payslip archiver.

In the Parameters window, select a payroll, consolidation set and assignment
set. This selects the employees for whom you want to run the report. Selecting
a payroll overrides the consolidation set and processes the report only for the
selected payroll. You can opt to select just a consolidation set, but cannot do the
same with the assignment set.

The Sort Order fields that appear on the header section of the payslip enable you

to divide the payslips into areas of your choice. For example, the current defaults
divide the payslips into Person Info 1(Employer), Organization and Full Name
areas. You can change the default values that appear by selecting another item from
the list of values, selecting information about Additional Employee Details, Address
Details, Payroll Information and Employee Details.

Choose the Submit button.

Choose the View Output button to view or print the payslip report file.
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Running the PrePayments Process

Run this process when you want to do one of the following:

Distribute employee pay over more than one payment method using either a
percentage or monetary split. You define the amount or percentage to be paid by
each method for each employee in the Personal Payment Method window. You
can also indicate that payment methods should take account of run types and
run types at personal level.

Override the default payment methods. For example, you may need to run a
supplemental payroll for which the distribution between payment methods will be
different from that specified for the regular run. When you override the defaults, the
payments for the supplemental run only are distributed according to the override
payment method that you specify.

If Multiple Assignments is enabled for your Payroll, the PrePayments process
creates one regular cheque for all assignments and one cheque for each separate
payment. Assignments must be included on the same payroll in the same payroll
period or they will not be included.

Note: The Net Pay from each assignment is deposited into the payment
method account for the primary assignment unless the primary
assignment is not processed. If it is not processed and the secondary
assignment does not have a personal payment method, the employee
receives a cheque.

You run this process from the Submit Requests window.

To run the PrePayments process:

1.
2.

In the Name field, select PrePayments.

In the Parameters window, select the name of the payroll or consolidation set to run
the process for. When you select a payroll, the default consolidation set is displayed.

Enter the start and end dates of the time span for the prepayments processing to
cover.

If required, enter an override payment method. The method you select overrides all
other payment methods for this processing.

Choose OK.
Choose Submit

Running the Cheque/Check Writer Process

You run the Cheque/Check Writer process from the Submit Requests window.

To run the Cheque/Check Writer process:

1.

In the Name field, select Cheque/Check Writer.
Irish Payroll: select IE Cheque Writer

In the Parameters window, select the name of a payroll or consolidation set. When
you select a payroll, the default consolidation set is displayed.

Enter the start and end dates for the process.
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Enter your cheques/checks payment method.

Enter the sort sequence for the cheques/checks This defaults to Organization, then
to Person.

Enter your cheque/check style. If you enter Default, this selects the sample
cheque/check report, PAYRPCHQ.

Enter the first cheque/check number of your cheque/check sequence in the Start
Cheque/Check field. If required, you can enter the last cheque/check number in
the End Cheque/Check Number field.

Note: If your system administrator has enabled the automatic
cheque/check numbering process, Oracle Payroll automatically
provides the cheque/check number. (US and Canadian payroll
only).

See User Profiles, Oracle HRMS Configuring, Reporting, and System Administration
Guide

Choose the Submit button.

Running the Void Cheque/Check Payments Process

Void Cheque/Check Payments is a payroll process and for every cheque that is voided
Oracle Payroll creates a corresponding assignment process.

You run the Void Cheque/Check Payments process from the Submit Requests window.

To run the Void Cheque/Check Payments process:

1.

In the Name field, select Void Payments.
South African Payroll: select Void Cheque Payments (South Africa)

In the Parameters window, select the payment run for Cheque/Check Writer that
you want to void.

Enter the date on which you want to void the cheques/checks. The default is
your system date.

Enter, optionally, a reason for voiding the cheque/check issue.

Enter start and end numbers of the cheque/check sequence you are voiding. For
single cheques/checks, enter the cheque/check number in both fields.

Reissuing a Voided Cheque/Check

Once a cheque/check has been voided, you may wish to reissue the cheque/check, either
with the same amount, or with a different amount.

To reissue a voided cheque/check with the same amount:

1.

To verify that the void has been processed, select the employee in the Employee
Assignment Processes window. For the process that originally produced the
cheque, VOID will appear in the Status Column.

Run the Cheque/Check Writer process again. A new cheque/check will be produced
with a new number.
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3. If you want to verify the process, select the employee in the Employee Assignment
Processes window. The number of the original prepayment will be in the Applied
Column of the latest process.

4. Run the Void Payments Report any time after the void has been
processed. See: Running the Void Payments Report, page 417 il

To reissue a voided cheque/check with a different amount:

1. Reverse the cheque/check that you have voided in the Reverse Payroll Run
window. See: Correcting Run Results: Reversals, page 452

2. Enter the new amounts to be paid in the Salary Administration, or Element Entries
window as appropriate.

3. Run QuickPay for the new amounts that is to be paid to the employee. See: Running
QuickPay, page 448 1]

4. Run the PrePayments process. See: Running Post-Run Processes for QuickPay,
page 412 il

5. You can now do one of the following:

e Manually issue the cheque/check. See: Making External/Manual Payments,
page 418

¢ Run the Cheque/Check Writer process again.

6. If you want to verify the process, select the employee in the Employee Assignment
Processes window. The number of the original prepayment will be in the Applied
Column of the latest process.

7. Run the Void Payments Report any time after the void has been
processed. See: Running the Void Payments Report, page 417 il

Running the Cheque Listing Report

The Cheque Listing report shows the details of the cheque numbers issued and enables
employees to sign for their cheques.

You run this report from the Submit Requests window.

To run the Cheque Listing report:
1. Select Cheque Listing in the Name field.

Irish Payroll: select IE Cheque Listing

2. Select the payment run for which you want to show cheque details in the Parameters
window.

3. Select the sort order for this report.

4. Choose the Submit button.

Running the Void Payments Report

Run the Void Payments report when you want to show details of cancelled cheque/check
payments.

You run this report in the Submit Requests window.
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To run the Void Payments report:

1.

In the Name field, select Void Payments Report
Irish Payroll: select IE Void Payments Listing
In the Parameters window, enter a start date and an end date for the report.

Select a payroll and /or consolidation set if you want to restrict your information
by these parameters. US users can optionally select a GRE at this point. If you
leave these fields blank the report will return information on all payrolls for the
period chosen.

Choose the Submit button.

Making External/Manual Payments

You often make manual payments following QuickPay runs. To do this, you can
navigate to the External/Manual Payments window either from the Assignment
window or the QuickPay window.

To make a manual payment by cash or cheque/check to an employe e:

1.

Run a query in the Payment Method field to see a list of any unpaid cash or
cheque/check payments for the current assignment.

The window displays each prepayments source type (either PrePayments or
QuickPay PrePayments) and its effective date.

Note: If you enter the External/Manual Payments window from
the QuickPay window you can query unpaid payment methods
associated with the current QuickPay PrePayment only. The
Effective Date and Type fields do not display as the source type
is always QuickPay, and the date is the same as the date of the
QuickPay run.

Select the Pay check box for the payment methods you are now going to
pay manually. Enter the value of the payment and, if you are paying by
cheque/check, the cheque/check number.

3. Save your entry.
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BACS Processing

Overview of the BACS Process

Use the BACS (Banks Automated Clearing System) to make direct deposit payments to
your employees. The BACS process requires the following information:

¢ Details of source bank
e Details of destination bank

e Payment amount for each employee

Setting Up BACS

The following step applies to all formats:

To enter user number and bureau number:
In the Organizational Payment Method window, do one of the following:

* To make a single file submission, enter your BACS user number.

* To make a multi-file submission, enter your BACS user number and bureau number.

See: Defining a Payment Method, page 24 ]
The following steps apply to multi-day formats only:

To link and enter the BACS Entry Date element:

1. In the Element Link window, link the BACS Entry Date element to each payroll in
the process.

2. In the Element Entries window for each assignment, enter the BACS Entry Date
element. In the Entry Values window, enter the first date on which payment is to be
made for the assignment. Payment will be made on the same day in subsequent
pay periods. If you leave the default date (which appears as 01-01-0001) the default
payment date for the payroll is given to the assignment.

3. Check that the BACS payment rule has been set for each payroll in the process.

See: Define a Payroll, page 1H7 \

Preparing to Run the BACS Process

Run the BACS process when you want to make employee payments directly to a bank
account. You use this process to provide details of the source and destination banks
and of the amount to be transferred to each employee.

You need to perform each of the following procedures to complete the BACS process:
1. . Setting Up BACS, page 419 I

2. . Creating the BACS File, page 420 |]

3. . Creating a BACS Tape, page 420 I

4. . Viewing the BACS File, page 420 |]
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Viewing the BACS File

A listing file is produced by the BACS process simultaneously with the magnetic tape
file. The name of the listing file includes the extension a01, for example, p02331.a01. This
is a text file that can be viewed or printed.

1.

Creating a BACS Tape

The BACS process produces an output file conforming to the format specified in

the BACS User Manual for 1/2 inch magnetic tapes. You can locate this file in the
$APPLCSF/$APPLOUT directory. The file name is in the format p<request_id>.mf. The
request id is the one allocated to you by Oracle Payroll for your BACS process. The

file name could be, for example:

p02331.mf

To create a BACS tape:
1. Load a half inch magnetic tape with write access.

2. Go to your Out directory.

3. Run the PYUMWT routine from the command line, specifying the BACS file name
and the magnetic device name as parameters. For example:

PYUMWT p02331 /dev/rmt8

Note: Do not add the extension .mf to the file name in the command.

4. Unload the tape, write protect it, label it and send it to BACS.

Creating the BACS File

You run the BACS process from the Submit Requests window.

To create a BACS file:
1. Select the BACS process.

2. In the Parameters window, select the payroll and consolidation set for which you are
creating BACS output.

Consolidation set is mandatory. Leave the Payroll Name field blank if you want

to output payments from all payrolls in the consolidation set. At this point, users
who are submitting single -file formats can select a consolidation set having BACS
payment methods of either euro or sterling. Alternatively, you can select a payroll
that has one currency only. It is not possible to include mixed currency submissions
in single-file format.

3. Enter a start date to restrict the BACS payments to unpaid prepayments from that
date. If you do not enter a start date the process includes all unpaid prepayment runs.

4. Enter the end date of the BACS process.

5. Select a payment method or leave blank for all.
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10.

11.

In the Process Date field enter the processing date for the BACS file. This is the day
before payment is made to the employee accounts and must be a banking day. If not
a banking day, enter the date of the last banking day before payment day.

Note: Although you should enter a date in this field for all
formats, it is not a critical date for multi-day processing.

Select a sort sequence for the BACS listing. You can sort by one of the following:
¢ Assignment

¢ Employee name

e Employee name within bank sort code

Enter a submission number. This corresponds to the label you stick on the tape.

Enter the expiration date of the tape. This is the date after which the tape will
not be processed.

In the Audit Sample Freq. field enter a number if you want to enable the BACS audit
facility. After processing the tape, BACS prints a listing of every nth transaction, n
being the number you enter, to a maximum sampling of 1 in 50.

In the Report Type field, select the file and day format you require for the process.
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RetroPay Processing

RetroPay Processes Available in Oracle Payroll

Summary of Available RetroPay Processes

You run the RetroPay process to make adjustments for retrospective changes that
occurred in a previous pay period. You typically make such adjustments when:

* Employees receive a backdated pay award.

¢ The payroll department receives late notification of changes to element entries
that should have changed in the past.

Although Oracle Payroll provides several RetroPay processes, you can only use the
single process enabled for your localization. RetroPay by Element is the recommended
process for most localizations.

For reference purposes, however, this table explains the purpose and availability of
each RetroPay process.

RetroPay Process

Description

Example

Availability

RetroPay by Element

RetroPay by Run

RetroPay (by
Aggregate)

Enables you to see
how backdated
changes apply to
individual elements

Enables you to see
how backdated
changes apply to
individual pay
periods

Enables you to see
only a single total for
backdated changes
across several pay
periods

Generates one
occurrence of the
RetroPay element for
each element within
the period when the
activity should have
been processed.

If an employee
receives a March
salary increase of 300
backdated to January
then you can see
modified statements
for January, February
and March.

If an employee
receives a March
salary increase of 100
per month backdated
to January, then

you can only see

the total backpay

of 300 rather than
individual statements
for January, February
and March.

Recommended for
all localizations, and
required if you want
to use the latest
enhancements to
RetroPay that enable
you to apply different
processing rules to
back payments and
corrections.

Not recommended
unless your
localization has a
specific business
requirement for Retro
Pay by Run.

No longer
recommended

Note: This is the
original version
of RetroPay for
Oracle Payroll.
You will probably
find it referred to
as RetroPay in the
Submit Requests
window rather
than RetroPay by
Aggregate.
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General Features of All RetroPay Processes

Each of these RetroPay processes reruns the payroll calculations for all the periods
affected by the retroactive change. This payroll processing is held in memory only and
the results are not saved to the database. Instead, the system calculates the difference
between the original results and the results using the new information.

This recalculation feeds into a pay balance that you choose. If the changes affect multiple
elements or rate values, you may want to recalculate Gross Pay YTD. Alternatively, you
may want to recalculate the balance for a single element, for example, Regular Salary
YTD. Another option is to define a new balance and to recalculate for a specific set

of elements that feed that new balance.

Implications of Migrating Between RetroPay Processes

Only one of the three RetroPay processes can be in effect at a given time. For
example, you cannot have both RetroPay by Element and RetroPay by Run operating
simultaneously. Additionally, you cannot run one RetroPay process over data on which
a different category of RetroPay has already run. For example, if your localization has
moved from RetroPay by Run to RetroPay by Element, this means that you will not be
able to use RetroPay by Element on data previously processed in RetroPay by Run.

RetroPay Key Concepts

Retro-Notification to Identify When Something Has Changed

Unless you already know about particular changes with retrospective impact it can be
difficult to identify all the changes in former payroll periods that have a backdated effect
on your current payroll. Oracle Payroll therefore provides a Retro-Notifications report to
inform you of unprocessed backdated changes.

Depending on the version of the Retro-Notifications report enabled for your
localization, you can save your summary of backdated changes into either an assignment
set or an event group.

Be aware that

* The Retro-Notifications report does not perform any processing. It simply identifies
retrospective changes so that you can decide whether to include them in your
RetroPay process:

® Retrospective changes are only reported once on the Retro-Notifications report. If
you choose not to process these changes, they do not reappear on subsequent
Retro-Notifications reports.

The Retro-Notifications report enabled for your localization may use the Payroll Events
Model to detect and summarize retrospective changes. The Payroll Events Model
enables you to identify what changes have been made to your underlying data. If these
changes correspond to the retrospective types of change that you want to be notified
about, then these changes appear on the Retro-Notifications report.

The Retro-Notifications report and the Payroll Events Model require preliminary
setup by your Database Administrator. For details, see Setting Up Retro-Notification
and RetroPay, page 425 \
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RetroPay Status to Decide How to Process The Changes

Once you have run the Retro-Notifications report to identify unprocessed retrospective
payments, you can then determine how you want to process these changes. Your
localization may require retrospective payments to be processed with specific
instructions. Provided that you meet these legislative requirements, you can modify
each of the following:

e Status - this determines if your retrospective payments will be processed in the
next RetroPay run.

® Recalculation Reason - this enables you to differentiate between different types of
retrospective payment, for example, backdated payments and corrections.

For further details on the status conditions and recalculation reasons, see Viewing
RetroPay Status and History, page 4431 I

RetroPay by Element to Make Your Processing More Precise

RetroPay by Element already enables you to distribute retrospective payments across
individual elements. Your localization may also have installed the latest enhancements to
RetroPay by Element, sometimes referred to as Advanced, or Enhanced RetroPay. These
enhancements introduce greater precision into RetroPay by Element. For example, you
can decide whether each retrospective payment requires

e A full reprocessing in which you recalculate all amounts for the current payroll. This
is typically the case when you are processing backdated payments, or when
you want taxation for backdated amounts to be paid in the period when it was
earned, rather than in the current payroll period.

e A limited reprocessing in which you recalculate only some of the amounts for the
current payroll. This is typically the case when you are processing corrections, or
when you want taxation for retrospective changes to be paid in the current payroll
period rather than in the period when it was earned.

Oracle Payroll describes each different type of RetroPay by Element run as a
component. For example, you could set up a component Earnings Correction for the
element Basic Salary. A component always has:

* A name (for example, Earnings Correction)

* A Reprocess Type (Static, Partial Reprocess, Reprocessed Correction) to determine
how the component is processed.

You may also be able to attach Element Spans to your selected element. You use an
element span to provide a start date and an end date for retrospective processing.

For a description of how to set up RetroPay processing to include all of the key concepts

mentioned in this topic, see Setting Up Retro-Notification and RetroPay, page 425

Understanding the Sequence of Your RetroPay Activities

4-24

You can make it easier to process retrospective payments by setting up a
Retro-Notifications report to alert you to changes with retrospective impact. When you
View RetroPay Status you can also make a selection of those notified changes and
decide how and when to process them.

Note: This only applies if you are using RetroPay by Element, or the
version of RetroPay sometimes referred to as Advanced or Enhanced
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RetroPay. For a summary of the various RetroPay processes, see
RetroPay Processes Available in Oracle Payroll, page 422

This is an outline of the sequence of events when you are processing retrospective
payments with RetroPay by Element.

1.

Run the Retro-Natifications Report
You do this to identify what retrospective changes have occurred.

For details of how to identify your changes, see Running the Retro-Notifications
Report, page 433

View RetroPay Status and History

You do this to review the current status of assignments that have retrospective
payments, and specify how you want to process those assignments.

For details of how to how to determine the processing of outstanding retrospective
payments, see Viewing RetroPay Status and History., page d31 I

Run the RetroPay Process

You do this so that Oracle Payroll can make retrospective adjustments for
the combination of changes identified on the Retro-Notifications report, and
subsequently modified when viewing RetroPay status.

For details of how to process retrospective payments, see Running the RetroPay
Process, page 430

Verify Your RetroPay Results
When you have run the RetroPay process, verify your results and correct any errors.

Run Your Payroll

Finally, run your payroll to reflect the adjustments that have been made for the
retrospective payments.

Setting Up Retro-Notification and RetroPay

Follow this process to set up the Retro-Notification report, and the correct RetroPay
process for your payroll.

1.

Enable the Retro Components Button

If you intend to use Advanced or Enhanced RetroPay, check that the Retro
Components button appears on the Elements window. This button is available from
the Recalculation tab of the Element window. If it has not set up, your localization
team will need to implement the legislation rule ADVANCED_RETRO.

Set Up the RetroPay Component

The RetroPay component determines the default style of RetroPay processing for
your localization. For example, you might want to specify that your default style
should be Tax When Paid, rather than Tax When Earned.

You can use either of the following methods to set up your RetroPay component:
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Method

Set Up the Organization DFF

Set Up Retro Components
and Spans at Element Level

How To

From the Additional
Organizational Information
window:

1. Select Retro
Component Usages

2. Select the Tax Area

3. Enter a Retro Style,
for example, Tax
When Paid.

4. Enter an Effective
Start Date.

5. Enter an Effective
Date

6. Choose OK to
confirm your
choices.

From the Element window:
1. Query the element.

2. Choose the
Recalculation
tab.

3. Choose the Retro
Components button

4. Select a
Recalculation
Reason

5. Select a Reprocess
Type

6. Select an Element
Span to indicate the
start date and end
date on which you
want to report.

Advantages

If all employees have their
retrospective payments
processed in the same style,
this is a quicker alternative
than setting up details at
the element level for each
assignment.

Even if you choose this
method of default setup,
that does not prevent you
from making changes for
individual assignments
when you view RetroPay
status.

You can modify entries at
element level if you want
to make exceptions for
particular assignments.

Note: Your localization may advocate one of these as the preferred

method.

Set Up the Retro-Notifications Report

You can determine whether a retrospective change in Oracle Payroll should be
notified on the Retro-Notifications report. You do this primarily by setting up an
event group to contain all the retrospective change events that you wish to capture.

For a full description of how to control what will be included on your
Retro-Notifications report, see Setting Up the Retro-Notification Report, page 427 [
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4. Set Up Your RetroPay Process

Although RetroPay by Element is the recommended RetroPay process for most
localizations, you may need to set up an earlier version of RetroPay such as RetroPay
by Run, or RetroPay (by Aggregate).

For details of how to set up the RetroPay process for your payrolls, see Setting
Up Your RetroPay Process, page 428 ['1]

Setting Up the Retro-Notification Report

You use the Retro-Notification report to identify any changes that have a retrospective
effect for payrolls that you have already run. You can define the types of change that are

of interest to you by setting up an event group to specify the changes. This involves
each of the following setup steps:

To enable dynamic triggers:

1.
2.

Navigate to the Dynamic Triggers window

Enable any dynamic triggers that are generated. It is important to enable these
triggers to ensure your payroll processing updates each database table correctly. The

recommended minimum list of triggers to enable for the Retro-Notification report is
as follows:

Table Name Trigger Type
PAY_ELEMENT_ENTRY_VALUES_F Update
PAY_ELEMENT_ENTRIES_F Update
PAY_ELEMENT_ENTRIES_F Insert
PAY_ELEMENT_ENTRIES_F Delete

To define an event group:

SO

Navigate to the Table Event Group window.
Enter a name for your Event Group, for example, Retro-Notification Events.
Select Retro as your event groups type.

Save your entries.

Select the events that will produce notification if retrospective changes occur. This
means that you should specify each of the following to identify the type of update
and the database table to which it applies::

e Update Type
e Base Table Name
e Column Name

For example:
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Update Type Table Column Name

DateTrack Correction PAY_ELEMENT_ENTRY_ SCREEN_ENTRY_VALUE
VALUES_F

DateTrack Update PAY_ELEMENT_ENTRIES_  EFFECTIVE_START_DATE
F

DateTrack Update PAY_ELEMENT_ENTRIES_  EFFECTIVE_END_DATE
F

DateTrack End Date PAY_ELEMENT_ENTRIES_
F

DateTrack Insert PAY_ELEMENT_ENTRIES_
F

DateTrack Delete PAY_ELEMENT_ENTRIES_
F

To enable the Incident Register:
1. Navigate to the Functional Area Maintenance window.

2. Query the Incident Register and ensure that you have triggers defined.

3. Decide whether to capture the triggers by legislation, business group, or
payroll. Navigate to each tab to make your selection.

Setting Up Your RetroPay Process

You can only use one of the three available RetroPay processes.

RetroPay by Element is the recommended RetroPay process for most localizations, and
is required if you want to take advantage of the features which your localization may
describe as Advanced or Enhanced RetroPay. However, your localization may have a
business requirement to use one of these older RetroPay processes instead:

® RetroPay by Run.
* RetroPay (by Aggregate)

This topic explains how to set up each of the three RetroPay processes, beginning with
RetroPay by Element.

To set up RetroPay by Element:
1. Create the retroactive element. The recommended settings are:

¢ Non-recurring
e Multiple entries allowed

You can then view this element in the RetroPay field of the Element Description
window. By default, retroactive elements are created with the same name as the
element that they represent, but you can change this name for user-defined elements.

2. Enter retroactive changes using DateTrack.
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Create assignment and element sets including the assignments and elements for
retroactive processing. The element set type is run set.

Note: North American HRMS: For earnings elements defined as
"Reduce Regular", include the Special Features element in the
element set.

To set up the RetroPay process for RetroPay (by Aggregate) an d RetroPay
by Run:

Each step applies to both RetroPay (by Aggregate) and RetroPay by Run unless explicitly
indicated otherwise

1.

Create an assignment set to define the set of employee assignments for which you
want to make the payments or reductions. There are two methods of doing this:

e Use the Assignment Set window. This is useful when you have a few employees
to include in a RetroPay run and you are confident that you can identify all the
employees that you want to include.

See: Creating an Assignment Set, page 1H5 . \

* Run the Retro-notifications report to automatically generate an assignment
set of all employees for whom retrospective changes are outstanding. This is
useful if you want to be certain that your assignment set includes all potential
changes. You can edit this assignment set to add and remove assignments.

See Running the Retro-Notifications report, page 433 |

In the Element Entries window, make the necessary date effective updates to element
entry values for each employee assignment in the set.

See: Making Manual Element Entries, Oracle HRMS Compensation and Benefits
Management Guide

Make other changes if necessary to salary information or to other database values
relevant to the backdated changes.

In the Element window, define the RetroPay elements you require to receive entries
of the retroactive adjustments. Your definition must include the following:

* An appropriate element classification such as Earnings or Voluntary Deduction
(not Information)

e The processing type Nonrecurring

e The rule Multiple Entries Allowed

e Input values with these names:
e Pay value
e Start date (not necessary for RetroPay by Run)
¢ End date (not necessary for RetroPay by Run)

See: Defining an Element (Payroll Users), Oracle HRMS Compensation and Benefits
Management Guide

In the Element Link window, link the element to define your eligibility criteria.

See: Defining Element Links, Oracle HRMS Compensation and Benefits Management
Guide
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6. Create a RetroPay set.

See Creating a RetroPay Set, page 430 |]

Creating a RetroPay Set

Only refer to this topic if you use RetroPay (by Aggregate) or RetroPay by Run. You do
not need to create a RetroPay set for RetroPay by Element.

The steps for creating a RetroPay set are similar for RetroPay (by Aggregate) and
RetroPay by Run. If a step only applies to one of these RetroPay processes, we say
so in the instructions.

To create a RetroPay set:
1. In the RetroPay Set window, enter a name and a description for the RetroPay set you
are creating. Save this information before moving to the next block.

2. Select the balance in which the RetroPay process will create new values. For
example, this could be Gross Pay to Date. You can select more than one
balance. However, for RetroPay by Run the balance dimension must always be
ASG_RETRO_RUN.

For RetroPay (by Aggregate), if you plan to run the process over several past payroll
periods, check that you are not going to go through an end of year or similar period
where balance totals are reset to zero. If necessary, adjust the balance dimension
span to ITD.

3. Select the RetroPay element you have defined to receive the values of the updated
balance.

4. Select an input value for the element. Normally this will be Pay Value, but you can
also calculate RetroPay hours by including an Hours input value.

Running the RetroPay Process

You run the RetroPay processes in the Submit Requests window.

To run the RetroPay processes:

1. In the Name field, select your RetroPay process. Note that the following conditions
apply to your selection:

*  You cannot have more than one category of RetroPay simultaneously installed in
the same legislation.

* The recommended RetroPay process is RetroPay by Element, although your
localization may describe the latest versions of RetroPay by Element as
Advanced, or Enhanced RetroPay.

* A very few localizations may have a business need for one of the older versions
of RetroPay such as RetroPay by Run, or RetroPay (by Aggregate).

e In all cases, your System Administrator will already have enabled the correct
RetroPay process for your localization, and you simply have to select it .

2. In the Parameters window, select the assignment set.

3. If you are running RetroPay by Element then select the Element set.
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4. If you are running RetroPay (by Aggregate) or RetroPay by Run, select the RetroPay
set.

5. Enter the start date and end date for which you want the payroll processes to be
recalculated. The default end date is the current date. The RetroPay element will be
created in the payroll period that the current date falls in.

The end date must be within the current payroll period and must have a date after
the latest effective check/cheque date. If a run has already been processed for

the pay period, for example, because of an earlier supplemental run, you cannot
include the RetroPay elements for the current regular payroll run. They must be
included for the following run.

6. Choose the Submit button.

Oracle Payroll temporarily rolls back and reprocesses all the payrolls for all
assignments included in the assignment set from the start date specified. The system
compares the old balance values with the new ones and creates entry values for the
RetroPay elements based on the difference.

These entries are processed for the assignments in the subsequent payroll run for
your current period.

No changes are made to your audited payroll data.

RetroPay Processes in Overlapping Periods

RetroPay processes can be overlapped. For example, you can run RetroPay processes
that overlap as follows:

* The first RetroPay process is run in September and includes payments backdated to
March of the same year

¢ The second RetroPay process is run three months earlier, but it includes payments
backdated a further three months. It is therefore run in June and includes payments
backdated to January.

Note: Overlapping processes must combine identical categories of
RetroPay. This means that if your localization migrates from one
category of RetroPay to another category you will not be able to run
the new RetroPay process on data that has already been processed by a
different RetroPay process. For example, if you move from RetroPay
by Aggregate to RetroPay by Element you will not be able to use
RetroPay by Element on data that has previously been processed using
RetroPay by Aggregate.

Viewing RetroPay Status and History

You use the RetroPay Status window to control how you want to process changes that
have a retrospective impact. You typically find outstanding retrospective changes where
changes have been made in Self-Service HRMS independently of Oracle Payroll.

Use the RetroPay Status window to:
¢ Identify any assignments that have changes implying retrospective processing.
* Specify how you would like outstanding retrospective changes to be processed.

* Confirm that your specified requests have been processed.
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You can still use the Retro-Notifications report to identify all outstanding retrospective
changes that have not been applied, and group them into an assignment set ready for
processing.

See Running the Retro-Notifications Report, page 433 I

However, the advantage of using the RetroPay Status window is that you can identify
what you want to process, or exclude from processing, and then mark your selections for
automatic completion.

To search for assignments that have retrospective changes:

1. Select the search criteria for assignments that you want to view. If you do not
select any criteria, then your search returns all assignments that have retrospective
changes. You can search on any of these criteria:

Name: Specify a name, or search on all names.
Assignment Number: Specify an assignment or search on all assignments.

Recalculation Date: Use this start date and end date to determine the period for
which you want to identify any retrospective changes.

Status: Select the status that you want to report on.

e All Completed. This status displays all assignments with retrospective
implications that have already been processed.

e All Outstanding. This status displays all assignments with retrospective
implications that have not yet been processed.

e Completed: After Confirmation. This status indicates that this assignment was
explicitly confirmed for processing, and that it has now been processed.

e Completed by Default. This status indicates that this assignment was not
confirmed for processing, but that the processing has completed by default.

e Confirmed: Awaiting Processing. This status indicates that this assignment
has been cleared for processing and that the processing will be performed in
the next payroll run.

e Deferred. This status indicates that an assignment was scheduled for
processing, but that the processing has been deferred and will not occur until
you change the status to Confirmed: Awaiting Processing, or Included: Awaiting
Confirmation.

* Included: Awaiting Processing. This status indicates that your System
Administrator has specified that pending assignments should be automatically
processed in the next payroll run. You cannot select this status if your System
Administrator has not enabled it.

* Excluded: Awaiting Confirmation. This status indicates that your System
Administrator has specified that pending assignments should not be
automatically processed, and that processing should only occur after you have
confirmed. You cannot select this status if your System Administrator has
not enabled it.

Recalculation Reason: This indicates why retrospective processing is necessary and
it enables you to search on particular categories of retrospective change so that you
can process them independently of other retrospective changes.
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2. Choose Go when you have selected all your search criteria.

To change the status of an assignment:

You would typically change the status of an assignment when you want to defer
processing that was previously scheduled, or when you want to indicate that you have
already processed this change even though it was automatically scheduled.

1. Check the Select check box to select the assignment that you want to change.
2. Select the new status for the assignment from the Change Status list of values.

3. Choose the Change Status button.

To view the elements included on each assignment:
1. Select the assignment name in the Name column.

2. View the elements for this assignment, and the Recalculation Reason for each
element.

To update or delete elements for each assignment:
1. Select the assignment name in the Name column.

2. Choose Update to add an element to the assignment.

3. Choose Delete to remove an element from the assignment.

To confirm that your specified requests have been processed
1. Query the individual assignment, but leave the status field blank.

2. Alternatively, query all assignments with a status of All Completed or All
Outstanding and check the details for your individual assignment.

Running the Retro-Notifications Report

Use the Retro-Notifications report to
¢ Identify all retrospective changes that have occurred since the last payroll run.

e Automatically save these changes into an assignment set, or as an event, depending
on which Retro-Notification report you use in your localization.

* Produce a report (.a01) that lists the employees included in the assignment set and
the trigger event that caused them to be included. You can view this output through
Concurrent Manager by choosing the View Output button.

This information is particularly useful when changes with retrospective impact have
been made in Self Service HRMS independently of the Payroll department.

The Retro-Notifications report does not perform any RetroPay processing. It only
identities element entries that have changed. You must still run your RetroPay process
separately if you want to process these changes. This means that when you have
produced the assignment set, or event group, you can decide whether to:

* Run your RetroPay process on all assignments in this assignment set.

e Edit the assignment set or event group to remove or add assignments and then
run your RetroPay process.
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Take no retrospective action on any of the assignments in the assignment set.

Note: If you run the report at a later date, then changes already
identified in an earlier report are excluded, regardless of whether you
have chosen to reprocess them. This is a safeguard against the multiple
entry of a single change.

If your RetroPay process is RetroPay by Element, you can use the RetroPay Status
window to schedule automatic processing.

You run the Retro-Notifications report from the Submit Processes and Reports window
Depending on your localization, not all of these steps may be available:

To run the Retro-Notifications report:

1.

Select Retro-Notifications Report in the Name field. If the parameters window does
not open automatically, click in the Parameters field to open it.

Select the Payroll you want to report on. You can only run this report for a single
payroll.

Select the last Report Period that you want to run the report for. The List of Values
will contain all periods for which the selected payroll has been run.

Note: The report will run for all periods up to and including the
one you select.

Select an Event Group for the report to use. You can only run this report for a single
event group. There is always a default event group which captures changes made
at element level, but you can override the default event group. You typically do
this if you are testing your initial setup.

Enter the name of the Assignment Set that you want the report to create in the
Generated Assignment Set field. You can use this assignment set as a starting point
for further processing of the assignments identified in the report.

Note: The assignment set name generated by the report will include
what you enter in this field followed by the Report ID.

Select OK and Submit.

Remember that when you have generated the assignment set, you should run your
RetroPay process for those retrospective changes that you want to process. You
can do this either by running your RetroPay process directly, or, if your RetroPay
process is RetroPay by Element you can also use the RetroPay Status window

to schedule your processing.
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Advance Pay

Advance Pay Process

The Advance Pay process enables you to pay employees in advance for holidays or
other events. The process performs payroll runs for the periods to be advanced, using
all date effective information in place, and stores the final net figure as the amount

to be advanced.

You can always represent Advance Pay as a single consolidated amount. However, if
your legislation has the Advance Pay by Element process enabled, then you can also
calculate and display the total amount of Advance Pay for constituent elements in
the overall total.

Note: If you do have the choice of using both the Advance Pay process
and the Advance Pay by Element process you should note that these
processes cannot be overlapped, That is you cannot:

* Run Advance Pay for a period to which Advance Pay by Element has already
been applied.

* Run Advance Pay by Element for a period to which Advance Pay has already
been applied.

The advance pay period is the period of the holiday or event for which the advance
payment is being made. More accurately, it is the total number of payroll periods covering
the event. Regular payroll processing continues for the employee during the advance
pay period. The amount advanced is progressively recovered in each regular payroll
run, and the following actions are also carried out as appropriate:

e If further payments become due to the employee during the advance
pay period, these can be paid using the employee’s normal payment
method. Alternatively, the net payment can be deferred and paid to the employee in
the period following the advance pay period.

e If the employee’s entitlement during the advance pay period becomes less than the
sum advanced, thereby creating an overpayment, the amount owing is recovered
automatically in the pay period following the advance pay period.

You can make advance payments for any pay period types, but the most likely ones are
weekly or biweekly. You set the maximum number of periods that can be advanced
when you define the payroll.

Setting Up Advance Pay for Individual Assignments

To set up advance pay for single assignments:
1. Select the assignment to receive the payment and navigate to the Advance Pay
window.

The arrears check box appears checked if the assignment is linked to an arrears
payroll.

2. In the From field, select the start date of the holiday or other event for which you are
making the advance payment. Oracle Payroll replaces the date you enter by the first
date of the pay period in which it falls.
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At the same time the Payment Date field displays the date for making the advance
payment to the employee. This date defaults to the last day of the pay period
immediately preceding the start of the advance pay period. You can manually alter
this date to the last day of the preceding pay period if you require.

Do one of the following:

* In the Periods field, enter the number of pay periods covering the advance
pay period.

¢ In the To field, select the end date of the advance. The system automatically
replaces the date you enter by the last date of the pay period in which it falls.

Check the Defer check box if you want any net payment amounts to be deferred to
the pay period following the recovery of the advance. If you do not check Defer, such
payments will be made in the pay period they are earned according to the normal
payment method for the assignment.

Save the entries you have made.

The Advance region now displays the period for which the Advance Payment
element is entered for the assignment. For arrears payrolls this is one period later
than the event period. For other payrolls this period is the same as the event period.

Setting Up Advance Pay for Batch Assignments

To set up advance pay for batch assignments:

1.

In the Name field select Advance Pay Batch Setup. Then enter the parameters
field to open the Parameters window.

Select the payroll for which you want to run the process, then the advance start
period, then the advance end period. These are the first and last pay periods of the
advance pay period.

The advance end period list displays the maximum number of pay periods that can
be advanced for the payroll you select.

Select Yes or No to flag whether you want to defer any net payments that accrue
during the advance pay period.

Select the assignment set for which you want to run the process.

Select the payment date for the advance. This date defaults to the last day of the pay
period immediately preceding the start of the advance pay period. You can move
this date back by one pay period if required.

Select Yes for BEE transfer if you want the batches that the process creates to
be transferred to the database automatically. Select No if you want to transfer
the batches manually.

Enter a unique header name for your batch process. This name is used as a base
header name for each BEE batch created. For each batch, the system appends an
underscore and an incrementing number, for example, _1, _2.

This is a mandatory field whether you select Yes or No in the BEE Transfer field.

Save your entries.
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Running the Advance Pay Listing Report

This report gives information about the advance pay periods for employees due to
receive advance pay. The report can be used to detect whether there are assignments
with Advance Pay entries during a particular payroll period.

The report lists the following information:

e Name and assignment number of employees with an entry for the Advance Period
element in the date range covered by the report

e For each assignment, the dates held on the Advance Period element entry

* Yes/No to show whether the Advance Pay process has already been run for the
assignment

e Summary listing, by payroll, of the number of employees with entries, and the
number that have been processed

You run this report in the Submit Requests window.

To run the Advance Pay Listing:

1. In the Name field select Advance Pay. Then enter the parameters field to open the
Parameters window.

2. In the Summary Version field select No for the full version of the listing, or Yes
for the summary version only.

3. Enter a date range for the period in which you want to see information.

4. You can restrict the information to a particular payroll by entering the payroll
name. If you leave the Payroll field blank, the report shows information for the
whole Business Group.

5. Choose the Submit button.

Running Advance Pay

Use the Advance Pay process window to run the Advance Pay process.

To run the Advance Pay process:

1. In the Name field select Advance Pay. Then enter the parameters field to open the
Parameters window.

2. Select the payroll for whose assignments you are running the process.

3. Enter the effective date of the process. This should be the date on which you intend
to pay the advance.

4. Select an element set if you want to exclude items from the calculation. For
example, you may want to exclude some pay elements, such as expenses, from
the Advance Pay run.

5. Choose the Submit button.

Running the Advance Pay Process

Use the Advance Pay process to pay employees in advance for holidays or other events.
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You may need to do each of the following to run the Advance Pay process.

1.

2
3.
4
5

Set Up Advance Pay for Individual Assignments, page 4435 (if applicable).

Set Up Advance Pay for Batch Assignments, page 4436 (if applicable).

Run the Advance Pay Listing Report, page 437 \

Run the Advance Pay Process, page 4-37. \

View the results of the Advance Pay process, page 4138

Running Advance Pay by Element

You run the Advance Pay by Element process from the Submit Requests window. This
process may not be available for all legislations.

To run the Advance Pay by Element process:

1.

In the Name field, select Advance Pay by Element. The Parameters window displays
automatically and you can provide details as follows:

¢ Select the Payroll for which you want to run Advance Pay by Element.
¢ Enter the Effective Date of the payroll.

¢ Enter the Advance End Date - this is the date at which you want the Advance
Pay processing to terminate.

¢ Select the Assignment Set to which the Advance Pay by Element calculation
applies.

¢ Select an Element Set Name if you want to specify that Advance Pay processing
should only apply to some elements on this assignment. Otherwise, leave this
entry blank if you want to process all the elements for this assignment.

Choose the Submit button

Viewing the Results of the Advance Pay Process

You can view the results of the Advance Pay in the Advance Pay window.

To view the results of the Advance Pay process:

View the amount of the advance. Note that the amount outstanding remains at zero
until the first payroll run of the advance pay period completes.

If you want to see advance payments for future events, move your cursor down.
If you want to see historical information, change the effective date.

If you want to see Deferred Payments, check the Defer check box This information is
also datetracked and you can see current and future information as above.
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Exception Reporting

Payroll Exception Reporting: Overview

You run exception reports immediately after the payroll run to identify potential
overpayments or underpayments. This helps you to avoid corrections when you
accidentally make an incorrect payment. For ease of use, you can do each of the
following to control the output and definition of your exception reports:

* Request your report output in either CSV or text format so that you can use familiar
desktop tools for editing the output

* Group a set of reports so that you can run them as a single reporting request

* Override exception criteria for a single run of a report without changing your
underlying report

* Run predefined exception reports, or define additional reports that incorporate your
own exception criteria. For example, you cannot modify the predefined High
Gross Pay and High Net Pay reports. You can, however, define your own reports
to identify other exceptions.

® Select your preferred exception criteria from a forms interface without having to
develop your own query code.

Examples of Exception Reporting Criteria

You must always select a balance and a balance dimension for exception reporting. This
table lists additional criteria that you must define, explains what each one means, and
gives an example to illustrate how you use them:
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Exception Criterion

What it Identifies

Example

Comparison Type

Comparison Value

Variance Type

Variance Value

Variance Operator

The period against which
you want to compare when
determining whether an
exception has occurred

This is a numerical value to
determine how averages are
calculated when you are using
an average as your basis for
comparison

The category of variance that
you want to report on.

The magnitude of
overpayment or
underpayment that you
want to report on.

The precise range of variance
that you want to report

on. You can use variance
operators to specify that

you are only interested in a
particular section of the range
defined by the variance value.

Average in Months

If you select 3 as the
comparison value for a
comparison type of Average
in Months, then you are
comparing the current month
with the average of the
previous 3 months.

Either Percentage or Amount

Variance Value of 500 If
Amount is your variance
type, and you are reporting on
a total amount of 5000, then a
variance value of 500 means
that amounts greater than 5500
are regarded as overpayments
and amounts less than 4500 are
regarded as underpayments.

Greater than, Less than, Equal

These are only examples. There is an extensive list of comparison types and variance
operators enabling you to set the required degree of precision for your own reports.

See Comparison Types for Exception Reporting, page 442

See Variance Operators and How You Can Use Them, page 442

Exception reporting activities are as follows:

Setting Up Exception Reports

* Create an exception report

* Group existing exception reports

Running Exception Reports

* Run an exception report, or exception report group

* View an exception report
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Running the Payroll Message Report

You run the report in the Submit Requests window.

To run the Payroll Message Report:

1.

In the Name field, select the report name. Then enter the Parameters field to open
the Parameters window.

Select the name of the payroll for which you want to see messages.

This is the only required field. If you leave the next three fields blank the system
brings back all messages for all processes connected to this payroll in all periods.

Select a payroll period for which to view messages.
This restricts payroll messages to the period you select.
Select a payroll process type.

This restricts payroll messages to the payroll process type you select. All messages
for all runs of this process during the period selected are returned.

Select a payroll process.

This restricts payroll messages to one instance of the payroll process type selected. If
you leave the Process Type field blank you can choose one instance of any payroll
process for the period selected.

Select a message severity level for the messages in the report, or leave the field blank
to see messages of all levels of severity.

Select assignment number or employee name as sort criteria for the report. The
default is employee name.

Choose the Submit button.

Reconciling Payments

You can use Oracle Payroll in combination with Oracle Cash Management to verify that
payments have been processed. The process is:

1.

4.

Import the bank statement. You do this in Oracle Cash Management.
See: Importing Bank Statements, Oracle Cash Management User Guide

Run the automatic reconciliations process. You do this from Oracle Cash
Management.

See: Reconciling Bank Statements Automatically, Oracle Cash Management User Guide.

View the results of the reconciliation process. You can do this either through Oracle
Payroll, or Oracle Cash Management.

To do this in Oracle Payroll, see: Viewing Payroll Process Results, page 4H13
In Oracle Cash Management, you can view the following reports:
* The Available Transactions report.

¢ The AutoReconciliation Execution report

Identify any payments that are marked in error, and reconcile them manually.
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Note: If you are using Oracle Payroll with Oracle Cash Management
for the reconciliation of payments then you will need to set up
accounting reference data when you are setting up Oracle Cash
Management

See: Accounting Reference Information for Cash Management Integration, Oracle
HRMS Implementation Guide

Setting Up Exception Reports

You use exception reports to identify potential overpayments or underpayments before
they occur. You can specify the amount, or percentage that will cause an exception to
be noted. If you run your exception reports immediately after the payroll run you can
identify discrepancies and avoid the retrospective corrections necessary when a wrong
payment has already been made.

To create an exception report:
Use the Exception Reports window to create an exception report

1. Select Add Another Row

2. Enter the report name. You can enter any name that meets your reporting
requirements - there is no standard format.

3. Select the balance that you want to report on. You can enter a predefined, or
user-defined balance.

4. Select the balance dimension that you want to report on. There are some dimensions
that you must select when you choose a particular comparison type:
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Balance Dimension When to Select these Dimensions

_ASG_MONTH, _PER_MONTH You must select one of these dimensions
if you want to use the Average in Months
comparison type. These dimensions are not
available for Japanese Payroll.

_PER_QTD, _ASG_QTD You must select one of these dimensions if
you want to use the Average in Quarters
comparison type. These dimensions are not
available for Japanese Payroll.

_PTD You must select this dimension for the
comparison types Average of Previous
Periods, Average of Previous Paid
Periods, Average of Total Periods in
Days, and Average of Paid Periods in
Days. This dimension is not available for
Japanese Payroll.

_ASG_MTD_JP You must select this dimension if you want
to use the Average in Months comparison
type. This dimension is available for
Japanese Payroll only.

_ASG_QTD_JP You must select one of this dimension if you
want to use the Average in Years comparison
type. This dimension is available for
Japanese Payroll only.

ASG_PROC_PTD You must select this dimension for the
comparison types Average of Previous
Periods, Average of Previous Paid
Periods, Average of Total Periods in
Days, and Average of Paid Periods in
Days. This dimension is available for
Japanese Payroll only.

Select the comparison type.

Comparison Types for Exception Reporting

This table lists each comparison type that you can select, and explains how it
operates as a basis of comparison
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Comparison Type

How it Operates as a Basis of Comparison

Current Period

Previous Period

Previous Month

Previous Quarter

Previous Year

Average in Months

Average in Quarters

Average of Paid Periods in Days

Average of Previous Paid Periods

Average of Previous Periods

Average of Total Periods in Days

Identifies any exceptions within the current
payroll period. Does not use any previous
period as a basis for comparison

Uses the previous period as a basis of
comparison

Uses the previous month as a basis of
comparison

Uses the previous quarter as a basis of
comparison

Uses the previous year as a basis of
comparison

Compares the current month-to-date with the
average of previous months-to-date. Only
available if you have the balance dimensions
ASG_MONTH or _PER_MONTH.

Compares the current quarter-to-date with
the average of previous quarters-to-date.
Only available if you have the balance
dimensions _PER_QTD or _ASG_QTD

Compares the current period with

the number of previous pay period
included within the specified number of
days. However, only includes those pay
periods in which an employee actually
received payment. Only available for _PTD
dimensions.

Compares the current period with the
number of previous periods in which the
employee actually received payment for
_PTD dimensions only.

Compares the current period with previous
periods for _PTD dimensions only

Compares the current period with the
number of previous pay periods included
within the specified number of days. Only
available for _PTD dimensions.

Enter your comparison value. For example, if you select 3, when your

comparison type is Average in Quarters, this means that your current quarter is
compared to the average of the previous three quarters

Some comparison values are preset and you cannot change them:

e  Current period always has a comparison value of 0.
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¢ Previous Period, Previous Month, Previous Quarter and Previous Year
all have a comparison value of 1.

Select your variance type. This must be either percentage or amount.

Enter a variance operator

Variance Operators and How You Can Use Them

You can choose one of the following variance operators. The Exception

Reporting Output column indicates the effect of selecting each variance operator
assuming that:

¢ Comparison Type is Previous Period
¢ Previous period amount is 10,000

e Variance Value is 1000
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Variance Operator

Exception Report Output

Variance (+/-)

Less than

Less than or equal

Equal

Greater than

Greater than or equal

All assignments that either exceed or are
less than the previous period amount by
the amount or percentage stated in the
variance value. So, Variance Value (+/-)
returns all assignments having a value
between 9000 and 11000

All assignments that are less than

the previous period amount by the
amount or percentage stated in the
variance value. So, Less than returns all
assignments having a value of less than
9000

All assignments with a current value
either equal to or less than the previous
period amount by the amount or
percentage stated in the variance
value. So, Less thanor equal returns all
assignments having a value of 9000 or
less

All values that are exactly equal to the
higher limit or the lower limit of the
variance value. So, Equal returns all
assignments having a current value
equal to 9000 or 11000.

All assignments that are greater than
the previous period amount by the
amount or percentage stated in the
variance value. So, Greater than returns
all assignments having a value of more
than 11000

All assignments with a current value
either equal to or greater than the
previous period amount by the amount
or percentage stated in the variance
value. So, Greater than or equal returns
all assignments having a value of 11000
or more.

1. Enter a variance value, unless your comparison type is previous payroll

period.

For all other comparison types you can specify the exact percentage, or
the numerical value depending on which variance type you choose. In
subsequent exception reports you can change your variance values in the
SRS window when you are running the report.

For examples of how to set exception reporting to identify particular
exceptions, see Examples of Exception Report Setup
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Grouping Exception Reports

Use the Exception Report window to group together a selection of exception reports so
that they can be run in a single operation. You can include the same exception report
in multiple exception groups.

To group exception reports:

1.

N o g » DN

Check the Select check box for each of the reports that you want to include in
your report group.

Choose the Create Group button.

Enter the group name.

Select a consolidation set for this reporting group.
Select a payroll for this reporting group.

Select your output format.

Choose the Apply button to create your group.

Running an Exception Report, or Exception Report Group

Use the Exception Report Window to run exception reports singularly, or as a group. You
can also override the variance type or variance for a single run of the report.

To run an exception report :
Use the Submit Requests window to run the exception report:

1.

Check that your effective date is compatible with the date for which you want
the report to run.

Select Exception Report as the report type.

If you want to run a single exception report, enter the name of the report. You do not
need to enter the Exception Group name if you are running a single report.

If you want to run a group of exception reports, then enter an Exception Group
name, but do not provide an Exception Report Name.

Exception reports are identified either by the report name, or by a group name. When
you are running the report you must supply either the report name or the group
name, but you never have to supply both.

Select the payroll that you are reporting on. The consolidation set is the default
selection.

Override the variance type and variance value if you want to specify particular
values for a single run of this report. This does not change your underlying report.

Save your work

Choose the Submit button

To view an exception report:
Use the View Requests window to view an exception report:

1.

Choose the Find button and select the report that you want to view.
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2. Choose the View Output button.
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Retries, Reversals and Rollbacks

Correction of Run Results: Rollbacks

Use run rollbacks when you have no need to keep any record that a run occurred. When
you roll the run back, the process removes all the assignments and the run results.

For example, if an employee should never have been processed in a run, you can roll
back the run for that employee. A rollback completely removes an employee from a
run, as if the processing had never occurred.

You cannot roll back payroll processing for individuals or payrolls if post-run processing
has already occurred.

US and Canadian Payroll Only

If you are using Net-to-Gross payroll processing then each assignment action for a
run type can also generate additional actions derived from the parent action. These
additional actions are known as child actions.

You can mark a parent assignment action for rollback, but you cannot roll back a child
assignment action independently of its parent.

Uses of Rollbacks

Suppose that just after a payroll run, you receive notification that three employees have
been transferred to a different payroll. This means you should not have processed
them in the run just completed.

In this case you can roll back the processing for the three individuals. This action
completely removes them from the run.

If the whole set of employees a run processes is the wrong set, you can roll back the
entire run.

Rollbacks can also be useful if you want to do a run for testing purposes only, examine
the results, and then remove all traces of it.

Important: If a recurring element has an end date that coincides with the
end of the pay period, then the element end date will be removed by
the rollback.

Correction of Run Results: Retries

Retrying Employee Assignments

You use retries for correcting mistakes shortly after a payroll run finishes. For
example, you receive late entries of hours worked for some employees after a run
starts, and you must enter these late details for some assignments.

Provided there has been no post-run processing for these assignments, you can mark
them for retry. After you have corrected the element entry information for the marked
employees, you submit the Retry Payroll Process. The new run processes only those
employees marked for retry.

When you mark employee Assignments for retry, the run’s status is Incomplete. This
protects you from forgetting to correct and rerun an assignment marked for retry.
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US and Canadian Payroll Only

If you are using Net-to-Gross payroll processing then each assignment action for a
run type can also generate additional actions derived from the parent action. These
additional actions are known as child actions.

You can mark a parent assignment action for retry, but you cannot retry a child
assignment action independently of its parent.

Automatic Retries

Any assignments having a status of Error after a payroll run are automatically
retried when you run the payroll again. You do not have to mark these assignments
for retry and cannot unmark them. The recommended procedure for dealing with
retries, therefore, is as follows:

* Run the payroll and examine the results.

e Check any assignments with a status of Error and make the necessary changes to
them so that they can process correctly.

e Check the other assignments. Mark for retry any that require changes and make
the necessary changes.

* Run the payroll again. It will now process only the assignments having a status of
Error after the first run, together with those you have manually marked for retry.

Retries and Post-run Processing

You cannot run the payroll retry process if you have already started off another post-run
process, such as PrePayments. In such a case, to start the payroll run retry process you
must first roll back the other process. This deletes all element entries for the process and
enables you to run the retry of the payroll.

The payroll run’s status remains at Incomplete as long as some employees remain
marked for retry.

Retrying Runs

In another situation, you may realize after a run that results for a sizeable number of
employees may be incorrect. This could happen, for example, when you neglected to
modify a formula for an earnings or deduction before starting the run.

In this case you can make the necessary changes and retry the entire run. The new run
ignores employees whose processing is unaffected by the corrections you have made. It
reprocesses only those whose original results are incorrect in view of the corrections
entered.

Correction of Run Results: Reversals

You can retry an employee or a run only when no post-run processing has occurred. You
use reversals when you need to correct run results for a single assignment after post-run
actions have already occurred.

In other words, reversals are useful when you need to correct run results some time after
the run has occurred.
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Restarting Earnings or Deductions after Reversals

You may reverse a run for a past period during or after which stop dates exist for
earnings or deductions. When this happens, Oracle Payroll issues a warning. This tells
you to check whether you should restart any of the stopped earnings or deductions.

For example, the reversal may have cancelled out a deduction that was an employee’s
final payment toward an outstanding loan. In this case, the warning alerts you to the
need to restart the deduction.

Reprocessing Nonrecurring and Additional Entries after Reversals

Reversals of payroll runs with nonrecurring and additional element entries provide an
exception to the ‘once only’ rule for processing nonrecurring elements.

Normally, nonrecurring element entries can be given only once to an
employee. Additional entries for recurring elements can be given only once in each
pay period.

The effect of this rule on payroll run reversals is that nonrecurring and additional entries
do not get reprocessed in subsequent runs following a reversal. As a consequence, the
results of subsequent runs will not be identical to the original run results.

To prevent this, Oracle Payroll allows nonrecurring and additional entries to be
reactivated and reprocessed in subsequent runs following payroll run reversals. This
makes it possible for the run results of subsequent runs to be identical to the original
results.

Warning: You cannot roll back a reversal if there are subsequent payroll
runs. This is to prevent nonrecurring and additional entries being given
twice - in the reversed run and in the subsequent run.

Marking and Retrying Payroll Runs and Other Processes

To mark a small payroll process for retry:

* In the Payroll Processes window, select the process to retry and check the Retry
box. This effectively marks every employee assignment included in the process for
reprocessing when you retry it.

To mark a large payroll process for retry:

1. In the Submit Requests window, select Mark Payroll Run for Retry in the Name field
if you are retrying a payroll run. Otherwise select Mark Process for Retry. These
processes have the same parameters, Payroll Process and Assignment Set.

2. Select the process you are marking for retry.
3. Leave the Assignment Set field blank.
4. Choose Submit.

To mark an individual employee assignment for retry:

* In the Assignment Processes window, select the assignment to retry and check
the Retry box. Then when you retry the process, only these assignments are
reprocessed. This is a convenient approach when only a few assignments require
reprocessing.
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Marking a Group of Employee Assignments for Retry

To mark a group of employee assignments for retry:

1.

Place the group of employee assignments in an assignment set.

See: Creating an Assignment Set, page 145 in Configuring, Reporting and System
Administration in Oracle HRMS.

In the Submit Requests window, select Mark Payroll Run for Retry in the Name field
if you are retrying a payroll run. Otherwise select Mark Process for Retry. These
processes have the same parameters, Payroll Process and Assignment Set.

Select the process you are marking for retry.
Select the assignment set name.

Choose Submit.

Correcting Run Results: Reversals

You reverse pay runs in the Reverse Payroll Run window for the employee assignment.

To reverse a payroll run or QuickPay for an assignment:

1.

Select the run you want to reverse.
All the payroll runs for the assignment are displayed when you open the window.
Select the Reverse check box for the run you want to reverse.

The consolidation set for the run automatically displays as the consolidation set
for the reversal.

Select a different consolidation set if you want to process the reversal in a different
set to the original run set.

Retrying a Payroll Run or Other Payroll Process

To retry a payroll run or other payroll process:

1.

Mark the entire process, individual employee assignments, or a group (assignment
set) of assignments for retry.

In the Submit Requests window, select Retry Payroll Run in the Name field to retry a
run. Otherwise select Retry Payroll Process to retry another process.

If the Parameters box does not automatically appear, click in the Parameters field.
In the Payroll Process field of the Parameters box, select the process to retry.

Choose Submit.

Rolling Back Payroll Runs and Other Processes

You can roll back a process in one of several ways depending on the extent of the rollback.
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If you want to ... Then refer to...

Roll back processes for a few individuals Rolling Back a Process from the Payroll
Processes Window, page 4453 |

Roll back processes for many employees Rolling Back a Process from the Submit

(defined as an assignment set) Requests Window, page #453 [ ]
Roll back an assignment process for an Rolling Back a Process from the Assignment
individual employee Processes Window, page 4453 |

Rolling Back a Process from the Payroll Processes Window

Use the Payroll Processes window when you want to roll back a process for a few
individuals.

To roll back a process from the Payroll Processes window:
1. Select the process record.

2. Select Delete Record from the Edit menu.

Rolling Back a Process from the Submit Requests Window

Use the Submit Requests window when you want to roll back a process for many
employees. If you do not want to roll back the process for all employees originally
processed, you must create an assignment set. See: Creating an Assignment Set, page
H5. |

To roll back a process from the Submit Requests window:
1. In the Name field, do one of the following:

¢ Select Rollback to roll back all processes except a payroll run.
¢ Select Rollback Run to roll back a payroll run.
2. If the Parameters box does not appear, click in the Parameters field.

3. Select the process to roll back. The list for Rollback displays processing dates with the
corresponding process types, payrolls, and consolidation sets. The list for Rollback
Run displays process run dates with the corresponding period dates and payrolls.

4. To roll back processing for an assignment set, select the set name.

5. Choose Submit.

Rolling Back a Process from the Assignment Processes Window

Use the Assignment Processes window when you want to roll back a process for an
individual employee assignment.

To roll back an assignment process:
1. Select the record for the assignment process.

2. Choose Delete Record from the Edit menu.
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Payroll Event Rules

Payroll Event Rules Overview

Using Oracle HRMS you can define payroll events and action parameters to control
your payroll processing.

Payroll Events and Action Parameters in Oracle HRMS

A payroll event is any routine or exceptional occurrence that acts as a precondition for
further processing. For example, you can specify that a particular event or group of
events should trigger prorated calculations or RetroPay notifications.

An action parameter enables you to set conditions that control your payroll processes.

Key Concepts

To enable you to set up payroll events and parameters correctly, you need to understand
these key concepts:

e Events, page[5{6 \

e Triggers, page [?H2 \

e Functional area grouping of triggers, page 52

e Process parameters, page [?H 3 ['1]

Reporting on Payroll Event Rules
See Reports and Processes in Oracle HRMS, page B71

Payroll Event Rules

Payroll events identify significant changes which imply a specific processing response.

How Do You Make Payroll Events Capture Relevant Changes?

You define your own payroll events to match your processing requirements. You can
also group related events together so that you can process them as a single event.
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Triggers, Events and Parameters

Database Triggers

Database administrators can modify the behavior of Oracle HRMS and control the way
in which standard payroll processes run by doing some or all of the following:

* Creating dynamic triggers.
e Enabling or disabling dynamic triggers.

e Grouping triggers into functional areas.

Database Triggers
Database triggers are created in the Oracle HRMS database when Oracle HRMS is
installed. Oracle HRMS uses two types of database trigger:
e Static triggers
¢ Dynamic triggers

It is important that you understand the difference between these two types of trigger.

The Difference Between Static Triggers and Dynamic Triggers

Static triggers are an integral part of Oracle HRMS and should not normally be
disabled. They apply to the entire Oracle HRMS system. The most likely situation in
which you would disable a static database trigger is when you are working with your
support representative to identify a technical issue with the way in which Oracle HRMS
is behaving on your site.

Dynamic triggers are designed to be selectively enabled and disabled by HRMS system
administrators. They can be enabled for specific legislations, business groups and
payrolls. For example, if you are outsourcing some of your payrolls to a third party, you
can enable some third party interface dynamic database triggers as part of your Oracle
HRMS implementation.

How Database Triggers are Maintained
Your database administrator is responsible for:

¢ Defining dynamic triggers
* Specifying whether they should fire on update, insert or delete

Database administrators can use a forms interface to view existing triggers and create
new dynamic triggers. A database administrator or HRMS system administrator can
enable a dynamic trigger to fire for specific legislations, business groups, and payrolls, or
a combination of these.

A database administrator can also group triggers into a functional area so that multiple
triggers can be manipulated in a single operation.

Database Triggers and Third Party Payroll Interfaces

If you are interfacing Oracle HRMS to a third party payroll system using the Oracle
HRMS Payroll Interface Toolkit, your database administrator can enable or disable
triggers for a particular legislation, business group or payroll.
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A number of predefined dynamic triggers are delivered with Oracle HRMS. These
prevent certain information from being updated or deleted in Oracle HRMS, and prevent
data in Oracle HRMS from getting out of step with data in your third party payroll
system.

These triggers are grouped into predefined functional areas. Individual triggers can
be enabled or disabled for specific legislations, business groups and payrolls using the
Dynamic Triggers Functional Area Grouping window.

The following predefined functional areas are supplied with Oracle HRMS:
*  Generic Payroll Interface Toolkit

e ADP Payroll Interface

e Ceridian 100 Payroll Interface

e Ceridian 500 Payroll Interface

* Duplicate Element Reporting Names

These correspond to the payroll interfaces that are supplied as standard with Oracle
HRMS. The triggers contained within these payroll interface functional areas are not
enabled for legislations, business groups or payrolls on delivery. You must enable them
for specific legislations, business groups and/or payrolls to make them active.

If you are not using a third party payroll interface you do not need to enable any of these
triggers. Although they will appear as enabled on the Define Dynamic Triggers window
they will not fire because they have not been enabled for any legislations, business
groups or payrolls.

Process Parameters

Database Administrators can use the Action Parameters window to select alternative
values for process parameters. For example, you can assign the number of threads to a
process and select the combination of levels for logging.

You can also create parameter groups with different values for different business groups:
* Create group A which contains the Threads set to 4, and the Logging Value set to N.

e Create group B which contains the Threads set to 1, and the Logging Value set to
the GMF combination.

You use the user profile option HR:Action Parameter Group Name to specify a parameter
group for your responsibility. When you use this responsibility to run a payroll
process, Oracle Payroll uses the values you have selected for this parameter group, and it
uses default values for any parameter not specified in the group. If you leave the profile
option blank, Oracle Payroll uses default values for all the parameters.

Logging parameters are identified by a combination of letters, and you use the logging
tab to enable logging categories. For example, if logging is set to RGE this corresponds to
the following combination of logging categories:

R - Routing
G - General
E - Element Entry
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Defining Dynamic Triggers
Use the Dynamic Trigger Definition window to:
e Find a trigger that already exists. Existing triggers are referred to as static triggers.

e Create a new trigger. Any new triggers that you create are referred to as dynamically
generated triggers.

¢ Enable and disable triggers.

Note: If you are using a third party payroll product do not use this
window. Use the Dynamic Trigger Functional Area Grouping window
to enable business groups and their associated triggers.

To find an existing trigger:
1. Select either Dynamically Generated Triggers or Static Database Triggers.

2. Select an Application to restrict the range of your search. Note that this does not
refer to the application owning the trigger. It refers to the application owning the
table to which the trigger is applied.

3. Enter one of the following:
¢ A table name.
* A trigger name.
¢ A table name and a trigger name.
4. Select a Triggering Action or a combination of triggering actions.
5. Select the Trigger Type (static database triggers only).
¢ All - displays all existing triggers
* Before Each Row
* Before Each Event
e After Each Row
e After Each Event
¢ Instead of Each Row
¢ Instead of Each Event
¢ Statement

Note: These criteria do not apply to triggers created
dynamically. Dynamic triggers are always defined to run after
each row.

To enable and disable dynamic triggers:

Warning: These instructions apply to dynamic database triggers
only. You should never disable a static database trigger.

When you have found the database trigger corresponding to your search criteria, you
can see whether the trigger is enabled or disabled. The Enabled flag is checked if the
trigger is enabled, and unchecked if the trigger is disabled.
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You can change the status of the trigger by checking or unchecking the Enabled flag.

Changes become effective immediately.

To create a dynamic trigger:

1.
2.

Select Dynamic Database Triggers.

Enter a description for the trigger. This description will appear as a comment
in the generated code.

Select the table on which this trigger operates.

Select the action type for the trigger:

e Insert - the trigger may be created after Insert.

e Update - the trigger may be created after Update.
* Delete - the trigger may be created after Delete.
Dynamic trigger creation does not support:

¢ The combination of insert, update and delete actions available when creating
static triggers.

e Triggers that are not of the after each row type.
Save the trigger definition.

When you have saved the trigger definition you cannot change the table on which a
trigger is run, nor can you change the action that the trigger performs. Instead, you
must delete the trigger and then recreate it with the correct details.

Grouping Dynamic Triggers into Legislative Functional Areas

Use the Dynamic Trigger Functional Area Grouping window to include all triggers for
the functional area into a single group. You can then enable or disable all triggers for the
entire area in a single operation rather than enabling each trigger individually.

We deliver functional area groupings as predefined data for those customers who are
using Oracle HR with a third party payroll. However, third party payroll users can also
define a subset of this grouping and use it in preference to the predefined grouping.

To group dynamic triggers into functional areas:

1.
2.

Enter a description for the new functional area, or query an existing functional area.
Select one of the following from the next block:

¢ Legislation

¢ Business Group

¢ Payroll

Choose the name of the legislation, business group or payroll

Select the description of each trigger to be assigned to the functional area.

Enable or disable this grouping for this legislation, business group or payroll.
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You can specify groupings for legislation only, business group only or payroll
only, but you can also specify any combination of these. If you do not select any of
these then the triggers operate on all occasions.

To enable selected triggers from a predefined grouping:

If you only want to enable some of the triggers delivered in a predefined grouping, then
you disable the predefined grouping and create a new grouping containing your
selection of triggers. You then enable the new grouping.

Making Table Event Updates

When there are changes to employee data this may also imply changes to current or
retrospective payroll run results for that employee. For example:

* RetroPay - where an employee receives an adjustment in the current pay period, but
the adjustment was first incurred in a previous payroll period

® Recalculation - where changes are confined to the current pay period

* Proration - where adjustments earned on a pro-rata basis in another pay period are
applied in the correct proportion to the current pay period

To identify when critical changes such these as have occurred, you can define each
change as a table event and specify the action that you wish to take whenever the
event is detected.

You can also group a related series of events into an event group so that you can process
multiple events as a single group.

See Defining Event Groups, Oracle HRMS Compensation and Benefits Management Guide

For details of primary key information and column names, refer to the Oracle HRMS
Technical Reference Manual.

You define table events from the Table Event Updates window:

Defining a table event:
1. Select the Table Name.

2. Select the Primary Key for your table.

3. Define the period for which you wish this event to be active. You do this by selecting
a start date and then an end date.

Selecting Row Level Events
You enter the details of the change as a row level event.

4. Select the Event Type to specify the type of database update that will initiate this
event. You can select from:

* Insert - If you select this event type, you are making a change at row level
only, and the Column Name field is not enabled.

* Delete - If you select this event type, you are making a change at row level
only, and the Column Name field is not enabled.

¢ Update - If you select this event type, you also need to specify a column name
because updates are not confined to the row level.
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Select the Column Name.

Select the Change Type. You do not need to select a change type for retro-notification
and proration. You need only make a selection here if you are defining an event for
Continuous Calculation. In this case, the following change types are available:

e DATE_EARNED - to trigger recalculation of the payroll run based on the date
earned.

e DATE_PROCESSED - to trigger recalculation of the payroll run based on the
effective date of the run. Use this if you want to recalculate tax information.

e PAYMENT - to trigger recalculation of the Prepayments process
e COST_CENTRE - to trigger recalculation of the Costing process.

Maintaining Parameters and Parameter Groups for Payroll Processes

Action parameters enable you to set the conditions that control your payroll
processing. Use the Action Parameters window to define your parameter values and
create parameter groups. You can create a default group to specify global values, or you
can define your own group to provide a customized set of processing conditions.

Note: If you create your own group, select it in the user profile option
HR:Action Parameter Group Name for a responsibility. Use that
responsibility when you want to run processes using the customized
parameters.

To maintain parameter groups:

1.

Do one of the following:

¢ To define or maintain the default group, check the default group check box. Only
do this if you want the parameter values that you select to be the default for
all processes and business groups.

* To create your own parameter group, enter the name of the group.

Note: You cannot enable a named parameter group as the default
group.

To maintain process parameters:

1.

From the parameters tab, select the name of the parameter that you want to
modify, or enter a parameter name.

For details of the parameters that you can enter, see the Technical Essay: Payroll
Action Parameters, Oracle HRMS Implementation Guide.

Enter a value for the parameter name. For example, Trace has a value of either Y or N.

Note: We recommend that Trace is set to N, because setting it to Y
imposes an extra processing load on the payroll processes.

If you do not specify any values for the parameters that you select, then the values
held at the global level default to the group level. But, if values are specified at the

group level, then the group level values take precedence over the global parameter
values.
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To maintain logging parameters:
1. Select the logging tab.

Check each of the logging categories that you want to enable.

2
3. Uncheck any logging categories that you want to disable.
4

Save your changes.
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Windows and their Navigation Paths

This section lists the default navigation paths for all the windows in Oracle HRMS as
they are supplied. You can use task flow windows directly from the menu, or from
the People and Assignment windows.

The responsibility that you use determines which of these windows you can use and
how you access them. Your system administrator sets up navigation menus and task
flows for your responsibility. They may also create configured versions of some of these

windows using different window titles.

AAP Organization (US)

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query an AAP Organization.
3. Choose the Others button and select AAP Organization.

Absence Attendance Type

1. Choose Total Compensation -> Basic -> Absence Types in the Navigator.

Absence Detail

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Choose the Others button and select Absence.

Or:

1. Choose Fastpath -> Absence in the Navigator.

2. In the resulting Find window, query the person.

Absence Tracking (Netherlands)
1. Choose People -> Absence Tracking in the Navigator.

Accommodation (France)

1. Choose People -> Accommodations in the Navigator.

Windows and their Navigation Paths
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Accrual Bands

1. Choose Total Compensation -> Basic -> Accrual Plans in the Navigator.
2. Enter or query an accrual plan name.

3. Choose the Accrual Bands button.

Accrual Plans

1. Choose Total Compensation -> Basic -> Accrual Plans in the Navigator.

Accruals

Do one of the following;:

1. Choose View -> Employee Accruals in the Navigator.

2. Run a query in the Assignments Folder window.

3. Select an employee assignment and choose the Accruals button.
Or:

1. Choose Fastpath -> Accruals in the Navigator.

2. In the resulting Find window, query the person.

Action Parameters

1. Choose Processes and Reports -> Action Parameters in the Navigator.

Action Types

1. Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

2. Query or enter a plan.

3. Choose the Actions button.

Activity Rate

1. Choose Total Compensation -> Rates/Coverage Definitions -> Flex Credits in the
Navigator.

2. Query a compensation object.

3. Choose the Activity Rate button.

Activity Variable Rates and Rules

1. Choose Total Compensation -> Rates/Coverage Definitions -> Flex Credits in the
Navigator.

2. Query a compensation object.

3. Choose the Variable Rates button.
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Actual Premiums

1. Choose Total Compensation -> Rates/Coverage Definitions -> Actual Premiums
in the Navigator.

Additional Absence Detail Information <Employee> (CA)

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Others button.

4. Select Absence.

Or:

1. Choose People -> Fastpath -> Absence Information in the Navigator.

Additional Information for German HR Organizations (Germany)

1. Choose Organization -> Define in the Navigator.
2. Choose the Others button.

3. Select German HR Organization.

Additional Information for German Tax Organizations (Germany)

1. Choose Organization -> Define in the Navigator.
2. Choose the Others button.

3. Place the cursor on the German Tax Office field.

Address

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query a person.

3. Choose the Address button.

Or:

1. Choose Fastpath -> Address in the Navigator.

2. In the resulting Find window, query the person.

Adjust Balance (Payroll)

Do one of the following:
1. Choose People -> Enter and Maintain in the Navigator.

2. Enter or query an employee.
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3. Choose the Assignment button.

4. Choose the Others button and select Adjust Balance.
Or:

1. Choose Fastpath -> Adjust Balances in the Navigator.

2. In the resulting Find window, query the person.

Advanced Criteria

1. Choose Benefits Extract -> Criteria Definition in the Navigator.
2. Query or enter a criteria definition and choose the Advanced tab.

3. Select a Criteria Type and choose the Details button.

Agency Appeals (FD)
1. Choose Complaints Tracking -> EEO Complaints Tracking
2. Choose the Agency Appeals taskflow button.

Agreement Grades

1. Choose Work Structures -> Collective Agreements -> Collective Agreement Grades
in the Navigator.

Alien Data Window (US)

1. Choose People -> Enter and Maintain in the Navigator.
Enter or query an employee.
Choose the Assignment button.

2
3.
4. Choose the Tax Information button.
5

Choose the Alien Data button.

Alter Effective Date

1. Choose Tools -> Alter Effective Date from the Tools menu.

Alternative Dispute Resolution (FD)
1. Choose Complaints Tracking -> EEO Complaints Tracking

2. Choose the ADR taskflow button.

Appeals (FD)
1. Choose Complaints Tracking -> EEO Complaints Tracking
2. Choose the Appeals taskflow button.
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Applicant Entry

1. Choose Recruitment -> Applicant Quick Entry in the Navigator.

Applicant Interview

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an applicant.

3. Choose the Others button and select Application.

4

Choose the Interview button.

Application
Do one of the following:
1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an applicant.
3. Choose the Others button and select Application.
Or:
1. Choose Fastpath -> Application in the Navigator.

2. In the resulting Find window, query the person.

Application Utilities Lookups

1. Choose Other Definitions -> Application Utilities Lookups in the Navigator.
2. Enter or query a user-defined Type.

Appraisal Template

1. Choose Career Management -> Appraisal Template in the Navigator.

Apprenticeship Tax Info (France)

1. Choose Work Structures -> Organization -> Description in the Navigator.

Approvals: Grade / Step Progression

1. Choose Work Structures -> Grade ->Progression Approval.

Approved Requests for Personnel Action (FD)

1. Choose Request for Personnel Action -> Cancellation/Correction

ASSEDIC Information (France)

1. Choose Work Structures -> Organization -> Description in the Navigator.
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2. Enter or query an Establishment.

3. Choose the Others button and select ASSEDIC Information.

Assessment Template

1. Choose Career Management -> Assessment Template in the Navigator.

Assign Security Profiles

1. Choose Security -> Assign Security Profiles in the Navigator.

Assignment

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.

Or:

1. Choose Fastpath -> Assignment in the Navigator.

2. In the resulting Find window, query the person.

Assignment Budget Values

Do one of the following:
1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an applicant or an employee.
3. Do one of the following:

For an applicant:

* Choose the Others button and select Application.

e Choose the Budgets button.

For an employee:
e Choose the Assignment button.
e Choose the Others button and select Budget Values.

1. Choose Fastpath -> Assignment Budget in the Navigator.

2. In the resulting Find window, query the person.

Assignment Criteria
1. Choose Payroll -> Assignment Set in the Navigator.

2. Enter or query an assignment set.
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3. Choose the Criteria button.

Assignment Folder

1.

Choose View -> Lists -> Assignment Folder in the Navigator.

Assignment History

1.

Choose View -> Histories -> Employee Assignment in the Navigator.

Assignment Processes

1.

Choose View -> Payroll Process Results in the Navigator.

2. Enter or query a payroll process.

3. Choose the Assignment Process button.

Assignment Set

1.

Choose Payroll -> Assignment Set in the Navigator.

Assignment Statuses

1.

Choose Work Structures -> Status in the Navigator.

Aubry | Rebate (France)

1.

Choose Work Structures -> Organization -> Description in the Navigator.

2. Enter or query an Establishment.

3. Choose the Others button and select Aubry I Rebate.

Aubry Il Rebate (France)

1.

Choose Work Structures -> Organization -> Description in the Navigator.

2. Enter or query an Establishment.

3. Choose the Others button and select Aubry II Rebate.

Australian Information (AU)

1.

Choose People -> Enter and Maintain in the Navigator.

2. Enter or query an employee.

3. Choose the Australian Information tabbed region.

Authentication Activities (Advanced Benefits)

1.

Choose Total Compensation -> General Definitions -> Authentication Activities
in the Navigator.
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Award/One-Time Payment (FD)

1. Choose Request for Personnel Action -> Award/One-Time Payment

Awards and Decorations pages (France)

1. Choose People -> Awards and Decorations in the Navigator

Balance (Payroll)

1. Choose Total Compensation -> Basic -> Balance in the Navigator.

Balance Classifications (Payroll)

1. Choose Total Compensation -> Basic -> Balance in the Navigator.
2. Enter or query a balance.

3. Choose the Classifications button.

Balance Dimensions (Payroll)

1. Choose Total Compensation -> Basic -> Balance in the Navigator.
2. Enter or query a balance.

3. Choose the Dimensions button.

Balance Feed Control (Payroll)

1. Choose Total Compensation -> Basic -> Element Description in the Navigator.
2. Enter or query an element.

3. Choose the Balance Feed Control button.

Balance Feeds (Payroll)

Note: This instance of the Balance Feeds window lets you select more
than one balance for the element to feed.

1. Choose Total Compensation -> Basic -> Element Description in the Navigator.
2. Enter or query an element.

3. Choose the Balance Feeds button.

Bargaining Unit (for a Constituency)

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query a constituency.

3. Choose the Others button and select Bargaining Unit.
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Batch Assignment Entry

1. Choose Mass Information eXchange: MIX -> Batch Element Entry in the Navigator.
2. Enter or query a batch header.

3. Choose the Assignment Lines button.

Batch Header

1. Choose Mass Information eXchange: MIX -> Batch Element Entry in the Navigator.

Batch Lines
1. Choose Mass Information eXchange: MIX -> Batch Element Entry in the Navigator.

2. Enter or query a batch header.

3. Choose the Element Lines button.

Batch Process Parameters (Advanced Benefits)

1. Choose Processes and Reports -> Batch Process Parameters in the Navigator.

Batch Summary
1. Choose Mass Information eXchange: MIX -> BEE Summary in the Navigator.

Belgian Tax Information (Belgium)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.
4

Choose the Tax Information button.

Beneficiaries (US)

Choose People -> Enter and Maintain in the Navigator.
Enter or query an employee or applicant.

Choose the Others button and select Contact.

1.

2.

3

4. Choose the Entries button.

5. Select the element representing the benefit for which you are entering a beneficiary.
6

Choose the Others button and select Beneficiary.

Beneficiary Certifications

1. Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

2. Query a plan.
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3. Choose the Designations tab.
4. Choose the Beneficiary tab.

5. Choose the Certifications button.

Benefit Contributions (US, CA)

1. Choose Total Compensation -> Basic -> Benefit Contributions in the Navigator.

Benefits Assignment

1. Choose People -> Total Comp Participation -> Person Benefits Assignment in the
Navigator.

Benefits Authentication Form (Advanced Benefits) (US, UK, CA)

1. Choose People -> Total Comp Contribution -> Benefits Authentication Form in the
Navigator.

Benefits Balances

1. Choose Total Compensation -> General Definitions -> Eligibility /Rate Factors
-> Benefits Balances in the Navigator.

Benefits Group

1. Choose Total Compensation -> General Definitions -> Eligibility /Rate Factors ->
Benefits Group in the Navigator.

Benefits Pools (Advanced Benefits)

1. Choose Total Compensation -> Rate/Coverage Definitions -> Benefits Pools in the
Navigator.

Benefits Service Center (Advanced Benefits)

1. Choose People -> Benefits Service Center in the Navigator.

Book Events

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee or applicant.

3. Choose the Others button and select Bookings.

Budget

1. Choose Work Structures -> Budget ->Budget Details in the Navigator.
2. In the resulting Find window, query the budget.
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3. Select a budget version.

4. Choose the Open button.

Budget Characteristics

1. Choose Work Structures -> Budget -> Budget Characteristics in the Navigator.

Budget Details

Note: Follow these steps if you are entering a budget that is not routed
for approval.

Choose Work Structures -> Budget ->Budget Details in the Navigator.
In the resulting Find window, query the budget.
Select a budget version.

Choose the Open button.

S A

Select a line item in the budget and choose the Periods button.

Note: Follow these steps if you are routing a budget for approval
through a hierarchy of approvers.

6. Choose Work Structures -> Budget ->Worksheet in the Navigator.
7. Define the properties of the worksheet.

8. Choose the Create Worksheet button.

9. Edit the worksheet by entering values for budget line items.

10. Choose the Periods button.

Budget Reallocation
1. Choose Work Structures -> Budget ->Budget Reallocation in the Navigator.

Budget Set

1. Choose Work Structures -> Budget ->Budget Set in the Navigator.

Budget Value Defaults

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query a Business Group.

3. Choose the Others button and select Budget Value Defaults.

Budgetary Calendar

1. Choose Work Structures -> Budget -> Budget Calendar in the Navigator.
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Budgets

1. Choose Work Structures -> Budget ->Budget Details in the Navigator.
2. In the resulting Find window, query the budget.

Business Group Information

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query a Business Group.

3. Choose the Others button and select Business Group Information.

Cadre Life Insurance TA (France)

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query a Company.

3. Choose the Others button and select Cadre Life Insurance TA.

Calendar

1. Choose Customer and Supplier Maintenance -> Calendar in the Navigator.

Calendar (UK)

1. Choose SSP/SMP -> SSP Qualifying Patterns in the Navigator.
2. Enter or query a pattern.

3. Choose the Calendars button.

Calendar Usages (UK)

1. Choose SSP/SMP -> SSP Qualifying Patterns in the Navigator.
2. Enter or query a pattern.

3. Choose the Calendars button.

4. Choose the Calendar Usages button.

Career Path Names
1. Choose Work Structures -> Job -> Path Name in the Navigator.

Certifications

1. Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

2. Query or enter a plan.
3. Choose the General tab.
4. Choose the Plan or Option tab.
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5. Choose the Certifications button.

Chamber Contribution Information (Germany)

1. Choose Organization -> Define in the Navigator.
2. Choose the Others button.

3. Select German Chamber Tax.

Change Event Log

1. Choose Mass Information eXchange -> System Extract -> Change Event Log in the
Navigator.

Change in Data Element (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Data Element.

Change in Duty Station (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Duty Station.

Change in FEGLI (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in FEGLL

Change in Hours (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Hours.

Change in Retirement Plan (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Retirement
Plan.

Change in SCD (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in SCD.

Change in Tenure (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Tenure.

Change in Veterans Preference (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Veterans
Preference.
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Change in Work Schedule (FD)

1. Choose Request for Personnel Action -> Change Actions -> Change in Work
Schedule.

Change to Lower Grade (FD)

1. Choose Request for Personnel Action -> Salary Change -> Change to Lower Grade

Choose Set of Books

1. Choose Customer and Suppler Maintenance -> Choose Set of Books in the Navigator.

Cities (US, CA)

1. Choose Other Definitions -> Cities in the Navigator.

City Tax Rules <Employee> (US)

1. Choose People -> Enter and Maintain in the Navigator.
Enter or query an employee or applicant.
Chose the Tax Information button.

2

3

4. Choose the Tax information button from the Federal Tax Rules <Employee> window.
5. Choose the Tax information button from the State Tax Rules <Employee> window.

6

Choose the Tax information button from the County Tax Rules <Employee> window.

Claims (FD)
1. Choose Complaints Tracking -> EEO Complaints Tracking
2. Choose the Claims taskflow button.

COBRA Benefits (Basic Benefits) (US)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.

4. Choose the Others button and select COBRA.

5. Enter or query a qualifying event.

6

Choose the Benefits button.

COBRA Coverage (Basic Benefits) (US)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.
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4. Choose the Others button and select COBRA.

COBRA Payments (Basic Benefits) (US)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.

4. Choose the Others button and select COBRA.

5. Enter or query a qualifying event.

6

Choose the Payments button.

COBRA Statuses (Basic Benefits) (US)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.

4. Choose the Others button and select COBRA.

5. Enter or query a qualifying event.

6

Choose the Statuses button.

Collapse Life Events

1. Choose Total Compensation -> General Definitions ->Additional Setup -> Collapse
Life Events in the Navigator.

Collective Agreements

1. Choose Work Structures -> Collective Agreements ->Define Collective Agreements
in the Navigator.

Collective Agreement Entitlements

1. Choose Work Structures -> Collective Agreements ->Define Collective Agreements
in the Navigator.

2. Query a collective agreement.

3. Choose the Entitlements button.

Collective Agreement Entitlement ltems

1. Choose Work Structures -> Collective Agreements ->Define Entitlement Items
in the Navigator.

Collective Agreement Grades (for a Constituency)

1. Choose Work Structures -> Organization -> Description in the Navigator.
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2. Enter or query a constituency.

3. Choose the Others button and select Collective Agreement Grades.

Collective Agreement and Grade Progression Results

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.
4

Choose the Others button and select Collective Agreement and Grade Progression
Results.

Collective Agreement Retained Rights

Do one of the following;:

1. Choose People -> Enter and Maintain in the Navigator.

2. Enter or query an employee.

3. Choose the Assignment button.

4. Choose the Others button and select Review Retained Rights.

Columns
1. Choose Other Definitions -> Table Structure in the Navigator.
2. Enter or query a table.
3. Choose the Columns button.

Committees

1. Choose Work Structures ->Organization -> Maintain Committees in the Navigator

Communication Delivery Methods
1. Choose Fastpath -> Personal Delivery Method in the Navigator.

Communication Types

1. Choose Total Compensation -> General Definitions -> Additional Setup ->
Communication Types in the Navigator.

Communication Type Children

1. Choose Total Compensation -> General Definitions -> Additional Setup ->
Communication Types in the Navigator.

2. Query a communication type kit.
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3. Choose the View Children button.

Communication Type Delivery Methods

1. Choose Total Compensation -> General Definitions -> Additional Setup ->
Communication Types in the Navigator.

2. Query or enter a communication type.

3. Choose the Delivery button.

Communication Type Triggers

1. Choose Total Compensation -> General Definitions -> Additional Setup ->
Communication Types in the Navigator.

2. Query or enter a communication type.

3. Choose the Triggers button.

Communication Type Usages

1. Choose Total Compensation -> General Definitions -> Additional Setup ->
Communication Types in the Navigator.

2. Query or enter a communication type.

3. Choose the Usages button.

Competence Details

1. Choose Career Management -> Assessment Template in the Navigator.
2. Enter or query assessment details.

3. Choose the Competencies button.

Competence Profile

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query a person.

3. Choose the Others button and select Competence Profile.
Or:

1. Choose Fastpath -> Competence Profile in the Navigator.

Competence Qualifications

1. Choose Career Management -> Competencies in the Navigator.
2. Enter or query a unit standard competence.

3. Choose the Qualifications button.
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Competence Requirements

1. Choose Career Management -> Competence Requirements in the Navigator.

Competence Types

1. Choose Career Management -> Competence Types in the Navigator.

Competencies

1. Choose Career Management -> Competencies in the Navigator.

Complaint People (FD)

1. Choose Complaints Tracking -> EEO Complaints Tracking
2. Choose the Complaint People taskflow button.

Complaints(FD)

1. Choose Complaints Tracking -> EEO Complaints Tracking

Complementary Pension Tranche 2 (France)

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query a Company.

3. Choose the Others button and select Complementary Pension Tranche 2.

Concurrent Requests (UK)

1. Choose Processes and Reports -> View Requests in the Navigator.

Configurable Business Rules

1. Choose Transaction Maintenance Forms -> Configurable Business Rules in the
Navigator.

Consolidation Sets (Payroll)

1. Choose Payroll -> Consolidation in the Navigator.

Constituency Information (for a Representative Body)

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query a representative body.

3. Choose the Others button and select Constituency.
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Construction Tax Info (France)

Contact

Contexts

Contract

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query an Establishment.

3. Choose the Others button and select Construction Tax Info.

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee or applicant.

3. Choose the Others button and select Contact.

Or:

1. Choose Fastpath -> Contact in the Navigator.

2. In the resulting Find window, query the person.

1. Choose Security -> Contexts in the Navigator.

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee or applicant.

3. Choose the Others button.

4. Choose Contracts.

Or:

1. Choose Fastpath -> Contracts in the Navigator.

2. In the resulting Find window, query the person.

Contribution History (Def Comp 457) (US)

1. Choose View -> Histories ->Entries ->Contribution History

Control Totals

1. Choose Mass Information eXchange: MIX -> Batch Element Entry in the Navigator.
2. Choose the Totals button.

Conversion Rate Types

1. Choose Payroll -> Conversion Rate Types in the Navigator.
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Conversion to Appointment (FD)

1. Choose Request for Personnel Action -> Conversion to Appointment

Corps, Grades and Pay Scales (France)

1. Choose Total Compensation -> Programs and Plans -> Plan Design Wizard in the
Navigator

2. Select the French Public Sector business area.

Corrective Actions (FD)
1. Choose Complaints Tracking -> EEO Complaints Tracking

e Choose the Corrective Actions taskflow button.

Costing

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee.

3. Choose the Assignment button.

4. Choose the Others button and select Costing.

Or:

1. Choose Fastpath -> Costing in the Navigator.

2. In the resulting Find window, query the person.

Costing Information

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query an organization.

3. Choose the Others button and select Costing.

County Tax Rules <Employee> (US)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee or applicant.

3. Chose the Tax Information button.

4. Choose the Tax information button from the Federal Tax Rules <Employee> window.
5. Choose the Tax information button from the State Tax Rules <Employee> window.

Court Orders
1. Choose People -> Total Comp Enrollment -> Court Orders in the Navigator.
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Coverage Across Plan Types

1. Choose Total Compensation -> Rates/Coverage Definitions -> Coverage Across
Plan Types in the Navigator.

Coverage Calculations

1. Choose Total Compensation -> Rate/Coverage Definitions -> Coverage Calculations
in the Navigator.

Covered Dependents (CA)

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee or applicant.

3. Choose the Others button and select Contact.
4

Choose the Entries button.

Covered Dependents (US)

Choose People -> Enter and Maintain in the Navigator.
Enter or query an employee or applicant.

Choose the Others button and select Contact.

Choose the Entries button.

Select the element representing the benefit for which you are entering a dependent.

AL O

Choose the Others button and select Dependents.

Create Batch Lines
1. Choose Mass Information eXchange: MIX -> Batch Element Entry in the Navigator.

2. Enter or query a batch header.
3. Choose the Assignment Set button.

Criteria Definition

1. Choose Mass Information eXchange: MIX -> System Extract -> Criteria Definition
in the Navigator.

Custom Reports

1. Choose Processes and Reports -> Submit Custom Reports in the Navigator.

Customer

1. Choose Customer and Supplier Maintenance -> Customer in the Navigator.
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DADS Files (France)

1. Choose Work Structures -> Organization -> Description in the Navigator.
2. Enter or query an Establishment.

3. Choose the Others button and select DADS Files.

DADS Types (France)

1. Choose Work Structures -> Organization -> Description in the Navigator.

2. Enter or query an Establishment.

Database Items

1. Choose Total Compensation -> Basic -> Write Formulas in the Navigator.
2. Enter or query a formula.

3. Choose the Show Items button.

DateTrack History Change Field Summary

1. Choose Tools -> Datetrack History from the Tools menu.

Deduction (Payroll) (US, CA)

1. Choose Total Compensation -> Basic -> Deductions in the Navigator.

Define Combinations

1. Choose Total Compensation -> Rate/Coverage Definitions -> Combinations in the
Navigator.

Define Extract

1. Choose Benefits Extract -> Extract Definition in the Navigator.

Define Function

1. Choose Other Definitions -> Formula Functions in the Navigator.

Define QuickPaint Report

1. Choose Processes and Reports -> Define a QuickPaint Report in the Navigator.

Define Task Flow

1. Choose Security -> Task Flow Definitions in the Navigator.
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Define Task Flow Nodes
1. Choose Security -> Task Flow Nodes in the Navigator.

Delete Person

1. Choose People -> Delete Personal Records in the Navigator.

Denial of Within Grade Increase (FD)

1. Choose Request for Personnel Action -> Salary Change -> Denial of Within Grade
Increase

Dependent/Beneficiary Designation

Do one of the following:

1. Choose People -> Total Comp Enrollment -> Benefits Enrollment ->
Dependent/Beneficiary Designation in the Navigator.

Or:

1. Choose People -> Total Comp Enrollment -> Benefits Enrollment -> Flex Program
in the Navigator.

2. Query a person.

3. Choose the Designees button.

Dependent Certifications

Do one of the following:

1. Choose Total Compensation -> Programs and Plans -> Program Enrollment
Requirements in the Navigator.

2. Query a program.
3. Choose the Dependent Coverage tabbed region

4. Choose the Certifications button.

1. Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

Query a plan.
Choose the Designations tab.
Choose the Dependent tab.

S

Choose the Certifications button.

Dependent Change of Life Event

Do one of the following;:
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Choose Choose Total Compensation -> Programs and Plans -> Program Enrollment
Requirements in the Navigator.

Query a program and choose the Dependent Coverage tabbed region.

Choose the Dependent Change of Life Event button.

Choose Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

Query a plan and choose the Designations tabbed region.
Choose the Dependent tab.
Choose the Dependent Change of Life Event button.

Dependent Change of Life Event Certification

Do one of the following:

1.

gk W DN

Choose Choose Total Compensation -> Programs and Plans -> Program Enrollment
Requirements in the Navigator.

Query a program and choose the Dependent Coverage tabbed region.
Choose the Dependent Change of Life Event button.

Select a life event and choose the Dependent Change of Life Event Certifications
button.

Choose Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

Query a plan and choose the Designations tabbed region.
Choose the Dependent tab.
Choose the Dependent Change of Life Event button.

Select a life event and choose the Dependent Change of Life Event Certifications
button.

Dependent Coverage Eligibility Profiles

1.

Choose Total Compensation -> General Definitions -> Eligibility Profiles ->
Dependent Coverage in the Navigator.

Dependent Eligibility Profiles

Do one of the following:

1.

Choose Choose Total Compensation -> Programs and Plans -> Program Enrollment
Requirements in the Navigator.

Query a program and choose the Dependent Coverage tabbed region.

Choose the Eligibility Profiles button.
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Choose Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

Query a plan and choose the Designations tabbed region.
Choose the Dependent tab.
Choose the Eligibility Profiles button.

Derived Factors

1.

Or:

1.

Choose Total Compensation -> General Definitions -> Eligibility /Rate Factors
-> Derived Factors in the Navigator.

Choose Work Structures -> Collective Agreements -> Define Derived Factors in the
Navigator.

Derive Notice Period (Belgium)

Do one of the following;:

1.

2
3.
4

Choose People -> Enter and Maintain in the Navigator.
Enter or query an employee.

Choose the Others button and select End Employment.
Choose Derive Notice Period.

Or

Choose FastPath -> End Employment.

Enter or query an employee.

Choose Derive Notice Period.

Designation Requirements

Do one of the following:

S

Choose Total Compensation -> Programs and Plans -> Options in the Navigator.
Query or enter an option.

Choose the Designation Requirements button.

Choose Total Compensation -> Programs and Plans -> Plan Enrollment
Requirements in the Navigator.

Query a plan.
Choose the General tab.
Choose the Plan or Option tab.

Choose the Designations button.

Windows and their Navigation Paths A-25



Disability (Not US, Not CA)

Do one of the following:

1. Choose People -> Enter and Maintain in the Navigator.
2. Enter or query an employee or applicant.

3. Choose the Others button and select Disabilities.

Or:

1. Choose Fastpath -> Disabilities in the Navigator.

2. In the resulting Find window, query the person.

Dynamic Trigger Definition

1. Choose Other Definitions -> Dynamic Trigger Definition in the Navigator.

Dynamic Trigger Functional Area Grouping

1. Choose Other Definitions -> Dynamic Trigger Functional Area Grouping in the
Navigator.

Duty Stations

1. Choose Federal Maintenance Forms