The University of Alabama in Huntsville
Office of Budgets and Management Information
Banner Finance Self-Service Training

Payroll Expense Detail Query

Last Updated
4/11/2024




Lesson Objectives

L

* Correctly set up Payroll Expense Detail Query by using the
Index field.

* |Interpret a Payroll Expense Detail query accurately.

* Review some ways you can use the Payroll Expense Detail
Query.



My Finance
Payroll Expense Detail Query

£+ 3 & MsTammy G Haymon

My Finance

Hello Tammy,
Create, edit and approve transactions and view financial information for department / organization.

My Finance Query

Create, view and share budget availability, encumbrance and

payroll queries.

Click the ‘My Finance Query’
block on the main screen

View Document

View draft, pending and completed documents with related
information and approval history.




Payroll Expense Detail Query Setup

My Finance My Finance Query

My Finance Query

Favorites

Saved Queries

Shared Queries

No Favorite Query exists

£+ ] &' MrMarkDouglas Massey

Search Query Q ‘ New Query

4 Low-High T B

Click the ‘New Query’
button in the top right-
hand corner of the screen
to get started




Payroll Expense Detail Query

Create Mew Query

Select Query Type

New Query
Payroll Expense Detail e

values

Chart™

H The University of AL in Huntsville

Create New Query

Select Query Type

Payroll Expense Detail

Values

Chart*

H The Unive|1 Iof AL in Huntsville —
Fund l\/l Organization™®

Grant™®

Account

Choose Grant |_| Choose Account

Program l\ /l Activity

60 Institutional Support Choose Activity




Payroll Expense Detail Query Setup

Create New Query

Grant* Account

Choose Grant v ‘ ‘ Choose Account

Program Activity

60 Institutional Support ‘ ‘ Choose Activity

Location Fund Type

Choose Location v ‘ ‘ Choose Fund Type

Account Type

Choose Account Type v ‘
i * . )
Fiscal Year 2024 % ‘ Fiscal Period * 14 %

— ST



Bi-Weekly Payroll

Pay Dates & Pay Periods

Payroll Expense Detail Query

Fiscal Year and Fiscal Period

wre
Due
12:01 P.M Check
on: From To Date

1 12/21/23 12/13/23 | 12/26/23 1/05/24
2 111/24 12/27/23 | 1/09/24 1/19/24
3 1/25/24 1/10/24 | 1/23/24 2/2/24
4 2/8/24 1/24/24 2/6/124 2/16/24
5 2/22124 2/7/24 2/20/24 3/1/24
6 3/6/24 2/21i24 3/5/124 3/15/24
7 3121124 3/6/24 3/19/24 3/29/24

ePAF LABOR REPORTS

All employees charging to a Contract,

Grant or Cost Share org code, and/or

have a change to their labor distribution

are required to turn in an ePAF
Labor Report biweekly to the Payroll
Office. ePAF Labor Reports are due at
the same time as web time entry on
Thursday at 12:01 P.M.

01 Oct
02 Nov
03 Dec
04 Jan
05 Feb
06 Mar

07 Apr
08 May
09 June
10 July
11 Aug
12 Sept




Reading the Payroll Expense Detail Query

My Finance « My Finance Query « Payroll Expense Detail

Payroll Expense Detail New Query

Title and #

By Res Select down arrow to download to Excel.

. . . Fi
Account Title Employee v Last Name & Position Transaction Date § inance & Rule Class ¢ Earn Code ¢

Account Document

Group Life 10/13/2023 F0059247 Benefit
Group Life 10/13/2023 F0059247 Benefit
Group Life 10/13/2023 F0059247 Benefit

LTD-Salary Continuation| 10/13/2023

LTD-5alary Continuation 10/13/2023 SI e d B
6 digit iaer bar
Health Insurance o 10/13/2023
A# position

Health Insurance number 10/13/2023 F0059247 Benefit

TRS 10/13/2023 F0059247 Benefit

TRS 10/13/2023 F0059247 Benefit

10/13/2023 F0059247 Benefit

10/13/2023 F0059247

10/13/2023 F0059247

4
Report Total (of all records)




Reading the Payroll Expense Detail Query

i:- & Ms Tammy G Haymorg=———" |

My Finance « My Finance Query » Budget Status by Account

Budget Status by Account
g Title and #

’ OIS
Query Results Select down arrow to download to Excel. + 3
Acount & Account Title & FY24/PD14 4 :ﬁ:'; Pnl:;: ~ FY24/PD14 Year o FY24/PD14 4 FY24/PD14 A F:i‘gi'::bt ~
e Adopted Budget ¥ v to Date ¥ Encumbrances ¥ Reservation ¥ v
Budget Balance
6110 Executive / Administrator $341,249.00 $341,249.00 $170,624.48 $0.00 $0.00 $170,624.52
6150 E;‘;Eelf;'m"' /Non- $568,739.00 $568,739.00 $277,566.94 $0.00 $0.00 $201,172.06
6152 Secretarial / Clerical $36,200.00 $36,200.00 $20,023.10 $0.00 $0.00 $16,176.90
6498 Wireless Device $0.00 $0.00 $2,280.20 $0.00 $0.00 ($2,280.20)
Supplement
6500 Employee Benefits $312,242.00 $312,242.00 $0.00 $0.00 $0.00 $312,242.00
6510 FICA $0.00 $0.00 $31,701.07 $0.00 $0.00 ($31,701.07)
6520 TRS $0.00 $0.00 $57,408.36 $0.00 $0.00 ($57,408.36)
SRA Matching (TIAA- JOR JUR h

A530
Report Total (of all records)

$1,359,172.00 $1,359,172.00 $656,262.18 $2,866.50 $0.00 $700,043.32




Payroll Expense Detail Query Uses

o

* Download expenditure information by employee name and
account code into Excel to calculate accurate fringe benefit
rates used to predict expenditures on a contract or grant.

# Use salary/fringe benefit information for each org and
person supported on that org to project ICR earnings and
determine levels of contributions from researchers along
with those from other departments. (Ex. Fiscally
Responsible 8%-How much is coming from outside
departments?)

+* Qthers?




Website: uah.edu/budget/self-service-help

Tammy Haymon: tammy.haymon@uah.edu; Ext 2242



https://www.uah.edu/budget/self-service-help
mailto:tammy.haymon@uah.edu

