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Step 4: Run the Personnel Services Detail Query
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

Overview: The Personnel Services Detail Query allows users to view all payroll related transactions for an employee. Users have the ability to enter a business unit, account range, date range, employee id and a transaction type. This query is integral in validating the accuracy of the Supplemental PDR Accounting entries prior to distribution to the General Ledger.

Transactions created by the Supplemental PDR accounting interface have a TRANS_TYPE_BOR of SPR (Receivable) or SPC (Cash). 

At the end of a month, institutions should be able to utilize this query to reconcile the net activity in the retiree receivable accounts.

Prerequisite: Load / Validate Supplemental PDR Accounting Lines
Prerequisite: Supplemental PDR Error Correction
Prerequisite: Load Errors Supplemental PDR Accounting Lines
Related Process: Journal Generate Supplemental PDR Accounting

Key Tables: PERS_SERV_BOR



	Assumptions

	[bookmark: cf_complex_string_name_requiredfields]




	Dependencies/Constraints

	[bookmark: cf_complex_longtext_result_output]



Additional Information




Procedure

This business process walks institutions through the steps required to execute the Personnel Services Detail query to review Supplemental PDR Accounting lines.

	Step
	Action

	1. [bookmark: ID0x00000122] 
	To begin, navigate to BOR Menus. Start by selecting the Vertical Scrollbar.

	2. [bookmark: ID0x00000124] 
	Click the BOR Menus link.


	3. [bookmark: ID0x00000125] 
	Click the BOR Payroll link.

	4. [bookmark: ID0x00000126] 
	Click the Retiree Accounting link.

	5. [bookmark: ID0x000001E8] 
	Click the Supplemental PDR link.

	6. [bookmark: ID0x000001E9] 
	Click the Personnel Services Detail link.

	7. [bookmark: ID0x00000127] 
	Click the Personnel Services Detail link.

	8. [bookmark: ID0x00000129] 
	Enter your institution business unit. For demonstration purposes....
Enter "75000" in the Business Unit field. 

	9. [bookmark: ID0x0000012A] 
	Enter "100110" in the From Date field. 

Note: Users are not required to enter the "/" when specifying a date.

	10. [bookmark: ID0x0000012B] 
	Enter "103110" in the To Date field. 

	11. [bookmark: ID0x0000012C] 
	Enter "000000" in the From Account field. 

Note: Employee benefit liability accounts begin with 226. Employer liability accounts begin with 235.

	12. [bookmark: ID0x0000012D] 
	Enter "999999" in the To Account field. 

Note: By entering an account range of 226000 to 226999 - all employee benefit liabilities will be displayed.

	13. [bookmark: ID0x0000012E] 
	Enter "%" in the EmplID field. 

Note: A % sign can be used to retrieve all employees. This may be useful for institutions who are experienced pivot table users.

	14. [bookmark: ID0x000001EA] 
	Enter "SP%" in the Transaction Type field. 

	15. [bookmark: ID0x0000012F] 
	Click the View Results button.


	16. [bookmark: ID0x00000134] 
	If your institution has a large number of employees, you may not be able to view the transaction detail in the web browser. You may be required to use "Schedule Query" to execute this report.

	17. [bookmark: ID0x00000130] 
	Click the Excel Spreadsheet link.

Results are most easily viewed in Microsoft Excel. ITS strongly suggests using the Excel Spreadsheet functionality to view the results of the query.


	18. [bookmark: ID0x00000136] 
	Click the Open button.


	 
	or 
Press [Alt+O].

	19. [bookmark: ID0x00000137] 
	Review the results. 

Note: ITS recommends saving the spreadsheet on a local or network drive. Most Excel functionality will not be enabled until a local copy has been established.

	20. [bookmark: ID0x00000131] 
	Prerequisite: Load / Validate Supplemental PDR Accounting Lines
Prerequisite: Supplemental PDR Error Correction
Prerequisite: Load Errors Supplemental PDR Accounting Lines
Related Process: Journal Generate Supplemental PDR Accounting
End of Procedure.
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