EMPLOYEE REPORT USER GUIDE
Note:  At this time only Earning Statements are impacted.  As other employee reports (e.g., staff benefit statement, unclassified leave statement) are made available through the My UW-Madison portal and the printing eliminated, functionality defined in this user guide will also apply to those reports.
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1.0
Overview

The Employee Report application is used to:

a. Maintain an employee’s report distribution option (printed vs. electronic).  

b. View/print an employee’s prior earning statement.      Note:  Future releases will include the ability to reprint other employee reports such staff benefit statement or the unclassified leave statement.
c. View/print a report showing employees whose distribution option is set to “print”.
1.1 How Earning Statement Distribution is Determined
Electronic statement distribution:  All Unit A Madison employees with active Unit A appointments are able to access their earning statements via the MUM portal and, therefore, qualify for electronic earning statement distribution.  These employees will not receive a printed statement unless their distribution option has been set to “print”. 

Automatic printed statement distribution:  Unit A Madison employees with only active L-basis appointment(s) are not granted portal access.  Therefore, they will automatically receive a printed earning statement.  

Terminating Employees: The last statement for a terminating employee is always printed on paper if there are no other electronic statement distribution qualifying appointments.

Use the table below to determine the distribution of the earning statement.

	Employee’s Appointment(s) & Appt Major Dept Examples
	Employee’s

Appt Salary Basis
	Earnings Statement Distribution

	1 or multiple appts – all at Unit A (Madison) 
	A, C, S, CP, CJ, CL
	Electronic (Portal)

	1 or multiple appts – all at Unit A (Madison) 
	A, C, S, CP, CJ, CL 

And L
	Electronic (Portal)

	1 or multiple appts – all at Unit A (Madison) 
	L only
	Paper

	1 or multiple appts - any Unit but A (Madison) 
	A, C, S, CP, CJ, CL 
	Paper or email - depends on how the campus currently receives it.

	1 or multiple appts - any Unit but A (Madison) 
	A, C, S, CP, CJ, CL 

and L
	Paper or email - depends on how the campus currently receives it.

	Multiple appts - any Unit but A (Madison) AND Unit A (Madison) L Basis
	A, C, S, CP, CJ, CL 

And L
	Paper or email - depends on how the campus currently receives it.

	1 or multiple appts - any Unit but A (Madison)
	L only
	Paper or email - depends on how the campus currently receives it.

	Multiple appts - Unit A (Madison) AND any other Unit
	A, C, S, CP, CJ, CL, L
	Distribution based on Section/PEG. Sorted numerically from number 01 up.

For example:

Paid in Sections 01 and 60: statement goes the route of Section 01, Unit A Madison,

Electronic (Portal)

Paid in Sections 05 and PN, Statement goes the route of Section 05, Unit A Madison, Electronic (Portal).


1.2 When to Use this Function to Change the Distribution Option
An employee’s report distribution option is set to “electronic” when s/he is first hired.  Once the option has been changed it will remain in effect until changed again or s/he terminates employment.  If an employee whose option has been set to “print” and s/he terminates, the “print” option will remain in effective for 4 months after the appointment end date or the date on which the end date is entered (whichever is greater).  Therefore, if an employee transfers from one department to another, it is important to check his/her distribution option.  
An employee’s distribution option (and therefore, handling of his earning statement) will be the one in effect when a payroll calculation is processed.
This function can be used for:

· Classified and unclassified employees with active appointments in your division.  
This function cannot be used for:

· Employees with only student hourly appointments.
This function does not need to be used for:

· Employees with only Lump Sum pay basis appointment(s).  These employees will automatically be set to receive printed earning statements.
· Employees who terminate University employment.  The last earning statement for these employees will automatically be set to print.

1.3
When to Use this Function to Request an Earnings Statement Reprint

Employees can access past earning statements via the MUM portal.  However, this function can also be used by division staff to view/print past earning statements for their employees.  Eighteen months of processed payroll calculations will be available to request.
1.4
Security

Accessibility to this function will only be given to specific divisional authorized staff.  To request authorization to use this function, send an e-mail to payroll@ohr.wisc.edu
Approved divisional staff will be able to access the function for employees with active appointment(s) within their authorized divisions. 

2.0 
Option/Reprint Function
2.1 
Accessing the Function

1. Select Option/Reprint node under Main Menu – Employee Report on the left side navigation panel.  Enter the SSN, Person ID, or Name.  The use of Appt ID is not allowed in this function.
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· Searching by Name: 
If more than one individual exists with the name entered in the navigation panel, the Person Search/Select screen appears, as shown below. 
From the Person Search/Select screen, you need to select the person you want to set the distribution option for, and then re-select the Option/Reprint link from the navigation panel. The use of wildcard symbols may be used when with a Name search. However, If only one individual exists with the exact Name entered in the navigation panel, you will be taken directly to the Employee Reports Option/Reprint screen.    
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2. The Employee Report Option/Reprint screen displays for the identified employee.
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· The existing distribution option for the employee will display: Electronic or Printed.

· The Reprint default report will be set to Earning Statement and the most recently processed classified/unclassified payroll will display in the time period drop-down list.

2.2 
Changing the Earning Statement Distribution Option (Electronic vs. Printed)
1. To set the distribution option to “Printed”, select the “Printed” radio button.  

2. To set the distribution option to “Electronic”, select the “Electronic” radio button.
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2.3
Requesting a Reprint of an Earning Statement
1. To request a reprint of a prior earning statement:

a. Select EARNING STATEMENT from the Report drop-down list.

b. Select the pay period from the Time Period drop-down list.

c. Select the Run Report button.

The earning statement report will display in a separate window.  After printing/reviewing the report, close the window to return to the Employee Report Option/Reprint screen.  
2.3.1
When a Past Earning Statement Does Not Display
The message “No earning statements were found for the time period requested. Please check your request and try again” will display when the report request has completed, but there is no data to display.  You would see this if:

· There were no earnings for the specified employee and payroll time period selected.

· There were earnings for the specified employee and payroll time period selected, but the employee was paid under a different name or Person ID (this is a very rare occurrence).
2.4  Error Messages/Alerts
	Error Message/Alert
	Action

	Access is not authorized for the employee’s appointment major department.
	You attempted to access the function for an employee whose appt major department(s) is not included in your security authorization.  

· Check your entry or have your security population authorizations reviewed/updated.

	SH appt type not valid for earning statement distribution.
	You attempted to access the function for an employee who holds only student help appointment(s).  Student Help appointments are not eligible for “printed” earning statement distribution.

· Check to verify you’ve entered the correct person identifying information.

	Person not found or Invalid data entry format.
	You attempted to access the function for an employee who does not exist in the system or holds only inactive appointments.  Or, you typed in invalid characters into the standard navigation panel.

· Check to verify you’ve entered the correct person identifying information.

· If the employee’s person record was just added to the system on the same day that you go into this function, access to this form for the person will not be available until the next day. 

	Appointment ID is not a valid option.
	You attempted to access the function for an employee using Appt ID as your search criteria.

· Use SSN or Person ID to access the function.  The use of appointment ID is not allowed.


3.0 
Print Option Report

1. Select Print Option Report node under Main Menu – Employee Report on the left side navigation panel of the University of Wisconsin-Madison Central Information System.  
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· The Print Option Report form will appear.

2. In the Data Selection area of this form, enter the campus, division, department or sub-department value in the Appt Major Dept UDDS data entry field.  
3. In the Additional Data Selection area of this form, select the Employee Appt Type from the drop-down list for your report.  The report can be run for All Appts, Classified Appts or Unclassified Appts.
4. In the Sort Order area of this form, select the order to sort your employee data – alpha within unit, division, department or sub-department.
5. In the Output Type area of this form, select the report format type:
· PDF - file format allowing you to view print or save the data.  This format does not allow you to sort or manipulate the data.
· Excel - file format allowing you to view, print, or save the data.  You can also sort, filter or manipulate the data.
· HTML - file format allowing you to view, print, or save the data.  This format does not allow you to sort, filter or manipulate the data.
6. Select the Create Report button. 
· [image: image9.wmf]The report will display in a separate window.  After reviewing the report, close the report window to return to the Print Option Report screen.  
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Changes are not saved until you exit this screen by selecting a function from the Navigation panel.
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Disable use of pop-up window blockers when running reports in PDF format.
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