Standard Operating Procedure for How to Run a
Payroll Register

SHARE Path: Navigator> Payroll for North America>Payroll Processing>Pay Period Reports>NMS Agency Payroll
Summary

Enter Run Control ID created or go to tab “Add a New Value” to create one. See SHARE Job Aide for Running and
Retrieving Reports with help on creating and using a Run Control ID

NMS Agency Payroll Register
Enter any information you have and dick Search. Leave fields blank for a list of all values.
Find an Existing Value Add & Mew WValus
Search Criteria

Search by Run Contral ID begins with
[ Include History CJcomect History [ case Sensitive

Search Advanced Search

Find an Exdsting Walue | Add a MNew Valus

Include Pay Run ID: Two digit year, two digit month, and two digit day with no spaces. An automated list should pop
up to select the correct date including the payroll number.

Select business unit from and to. If you only have one business unit this can be the same for each

Press the “Run” button

MM S5 Payroll Register

Run Control IDF 00218 Report Manager Process Monitor __Fun
Process Request Parameter|s)

Om-Cycle Run Off-Cycle Pay Calendar
or
Pay Run ID: 21120311 ay Company=

Fr22Pay#11 Pay Group:

Pay End Date-

Process:
Page Nbr: Thiru:
Payroll Cycle
O on-Cyele ) OffCycle ) Both
Agency Range
FROM Business Unit (Agency) 21500 (0 TO Business Unit (Agency) 21500 |3y
|5 Sawve = Rebsmn to Search — Hdd & Update/Display ;:I Imciude History '_'.' Commect Histony
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Allow time to run then press the “Report Manager” hyperlink

The report will appear in this screen. Click the report hyperlink

List Explorer Administration Archives

View Reports For

Foder  w] Instance to [ Rekesh 7]
Name Created On i [Cast v 1| Dy W
Reports Personslize | Find | Viewan | (2] R Fist 4 1o0f1 } Last
Report Report Descriplion Folder Name Compietion Report [rocess
1 NMS382FY gﬂ;’?ﬂ# REGISTERBY | oneral ;ig;ﬁ 2260080 3812762

Go back fo NMS Agency Payroll Register
[ESave |

List | Explorer | Administration | Archives

Select the hyperlink that has “PDF” at the end to view your report

Report
Report ID 2268089 Process Instance 3312762 iMessage Log
Mame MNM33B2FY Process Type S0OR Report

Run 5tatus Success

Payroll Register by Bus Unnit
Distribution Details

Distribution Mode RFT_UINIX Expiration Date 12/31:2021
File List
Name File Size (bytes) Diatetime Created
S0R_MMSIE2PY_3812782 log 1.347 1200172021 2:47:21.878214PM MET
nms332py_3812782. FDF 37820 1200172021 2:47:21.878214PM MET
nms332py_3B12782.out 501 1200172021 2:47:21.878214PM MET
Distribute To
Distribution ID Type *Distribution 1D
User ADCNFG
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