FIS Payroll Posting Audit Trail Instructions

1. Log into FIS — Please contact Jenny Liao (J.Liao@state.mn.us
or 651-201-2528) if you need assistance with your User Name

or Password.
. ) Ig hitps: e mmb.state . min.usfis/

File Edit “iew Fawvortes Tools Help
Go gle| j-‘] Search ~{+ &2 = ) ot
wp dhe & \Welcome to FIS | |

Please enter your User Name and Password to log in to the FIS.

User Name: |

Password: I

Log In |

Forgot your password?

2. Move or cursor over Reports & Information and a drop down
box will appear and click on Payroll Reports.
@_A - IQ hitps e mmb. state mn.usfis/Mainhlenu asps

File Edit “iew Faworites Tools Help
Go gle| j"" Search ~

S0 4 @ FIS-Home |

FIS Fiscal Information System

Home Reports & Information

Manager's Financial Reports
Welcom Expenditure Reports
Encumbrance Reports
Update 7/3 Revenue Reports
Salary Projection Reports

Payroll Reports
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Education Assamatlon Minnesota Nurses Association, ar
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3. Select the Information needed For Fiscal Years, Funds,
Appropriation Units and Orgn Numbers.

V2 FIS - Payroll Reports - Windows Internet Explorer
@A - |é, https:ffaninn b state mnusfis/Paytdenuaspx

File Edit Yiew Fawvorites Tools Help
Go gle| j-‘lSEarch'"@' 9D db D -
W @ FIS - Payroll Reports | |

Payroll Reports as

Home Reports & Information Planning Tools Favorites Agenci

B - ¥% Bookmarks- | 7 Ct

1. Select the criteria for the report:

& all Fiscal Years © Select Fiscal Years €

& all Funds " Select Funds <

& all Appropriation Units " select Appropriation Units =~ ¢—7m

& all orgn Numbers " Select Orgn Numbers " Orgn Mumbers Starting With..

Advanced == | \

4. Click on the Advance button - and check the box Pay Period
ending between... and enter the pay period end date (i.e.

7/21/2009 and 7/21/2009)
@A - Iﬁ, https: /A mmb.state. mn.usfis/Payiienu aspx
File Edit ‘iew Favorites Tools Help
Go Sl?| j-‘l Search ~ 4
vy e & FIS - Payrall Reports | |

Payroll Reports as

Home Reports & Information Planning Tools Favorites Agencies(Al

DD -

- 9% Bookmarks- | % Check -

1. Select the criteria for the report:

@ All Fiscal Years € Select Fiscal Years

& All Funds  Select Funds

& All Appropriation Units " Select Appropriation Units

@ all Orgn Numbers " Select Orgn Numbers " Orgn Numbers Starting With...

Advanced Criteria

I Pay Periods ending between... —

™ Employee ID
@ all Reporting Categories € Select Reporting Categories

<< Hide Advanced

d
<«
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5. Select the report to run Payroll Posting Audit Trail (last report
option, on the bottom)

v¢ 4 @ FS-Payrol Reports | |
Employee Salary Summary [e[0owniea 1o ERLED

B8 auneor keport | sorted by Fiscal Year and Employee

E& &unpF Feport | sorted by Fiscal Year and Orgn Number
B2 funpOF heport | sorted by Fiscal Year and Appropriation
E& fun pOF heport | sorted by Reporting Category and Orgn
B8 runpF keport | sorted by Activity Code and Orgn

Employee Salary Summary by Pay Period Lﬂpwmmﬂ to EXCEL
B8 runpoF keport | sorted by Fiscal Year and Employee
B8 suneor Feport | sorted by Fiscal Year and Orgn Number
ﬂ Run PDF Report | sorted by Fiscal Year and Appropriation
E& fun pOF heport | sorted by Reporting Category and Orgn
E® Run PDF Report | sorted by Activity Code and Orgn

Employee Payroll Detail @PO‘W"'N’D EXCEL
E® Run PDF Report | sorted by Fiscal Year and Employee
B8 suneor keport | sorted by Fiscal Year and Orgn Number
ﬂ Run PDF Report | sorted by Fiscal Year and Appropriation
B2 funpOF heport | sorted by Reporting Category and Orgn
E® Run PDF Report | sorted by Activity Code and Orgn

Employee Payroll Detail by Pay Period @?mnlmm EXCEL
E® Run PDF Report | sorted by Fiscal Year and Employee
B8 auneor keport | sorted by Fiscal Year and Orgn Number
B8 suneor feport | sorted by Fiscal Year and Appropriation
B2 funpOF heport | sorted by Reporting Category and Orgn
E& fun pOF heport | sorted by Activity Code and Orgn

Overtime/Premium Report - Orgn Level @PW"'MNE”CEE
E Fun PDF Report sorted by Pay Period, then Employee and Earning Type
B8 runpF keport | sorted by Employee, then Pay Period and Earning Type
B8 suneor Feport | sorted by Earning Type, then Employee

Employee Business Expense B8 runror Report @Duwnluad to EXCEL

Payroll Posting Audit Trail BB Rin POF Report /

Al TS S ST T e

6. The Report will then appear in PDF format.

7. Verify that this report is correct on the Payroll Posting Audit
Trail Verification sheet.
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