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OVERVIEW

The HI Payroll Transaction process (aka HI PSHUP) is an updated Excel to Component Interface (Cl) process

using a CSV file. Department payroll can upload the file and validate rows without going through Central

Payroll and the PCS approver process. This process is mainly used for retroactive payments. There is no

limit on how many transactions that may be submitted on a single file, however the file must be submitted

for processing by the Timesheet Deadline.

For Departments that transitioned to using Time and Leave, this process replaces the Online PCS. In addition

to retroactive payments, this also enables departments to easily enter Vacation or Comp Time payouts and

payments to terminated employees.

SAMPLE PAYROLL DATA AND CSV FILE

Please see the sample CSV file columns below for required payroll information:

SAMPLE CSV FILE
A B C D E F G H | J K
SETID | TOP_DEPT | EMPLID EMPL_RCD | ERNBGN | ERNEND | ERNCD | HOURS | RATE | AMOUNT | PYNO
STATE | 340077 XXXXXXKX 0| 7/16/2021 | 7/31/2021 | N 10.00 | 2.50 0.00 | V08
L M N 0 P Q R S T U Vv
UAC_FUND | UAC_YEAR | APPROP | UAC_DEPT | SUBDIV | OBJECT | FUNC | PROJECT | PHASE | ENC_CD | TAX_PERIODS
G 22 | 0002 V1 404 2006 | 3243 1
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Link to sample CSV file to use for uploads: https://ags.hawaii.gov/hip/files/2021/10/example-csv-file.xIsx

UPLOADING HI PAYROLL TRANSACTIONS CSV FILE

STEP 1: CREATING THE CSV FILE FOR UPLOAD

Before uploading payroll transactions to HIP, a CSV file must first be created.
The query M_HI_PAYROLL_DEPARTMENTS can be run to help gather information for columns A-D.

1. Login to HIP and navigate to your Payroll Processing system role and click on the Query Viewer tile.

Payroll Processing ¥ 10f5 >

General Deductions Online PCS Job Data Personal Data

o

B B &8 @

Query Viewer

L IEY

Employee Tax Data

&

Contact Us

b

PCS Approvals

-©

2. Search for M_HI_PAYROLL_DEPARTMENTS on the Query Viewer screen.
a. Click the Favorite link to add the query to your My Favorite Queries section to easily access
the query in the future.
b. Click the Excel link to run the query and view results in Excel.
i. Depending on your browser settings, you may be asked to verify if you want to
open or download the file.
ii. You may also need to allow pop-ups from the HIP site in your web browser to

access results.

Last Updated 05/11/23 Page 2 of 14


https://ags.hawaii.gov/hip/files/2021/10/example-csv-file.xlsx

o HAWA oo

Favorites ¥ Main Menu ¥ > Payroll Processing > Query Viewer [B

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By ‘ Query Name v begins with M_H|_PAYROLL_DEPARTMENTS |

Search Results

“Folder View - All Folders - v

Query

‘ = ‘ ‘ Q ‘ | ViewAll
e to |Runto |Runto i Add to

Query Name Description Owner Folder H Excel | XML D nal Favorites

M_HI_PAYROLL_DEPARTMENTS Employees with Departments Public HTML Excel XML Schedule Lookup References Favorite

~ My Favorite Queries

=)

Query Name Description Owner Folder ity BunjtogyiFuniio Schedule efinitional References Remove

i P! HTML  Excel XML

HIP_TL_APPROVAL_ERRORS Approvals in Error Step Public HTML Excel XML Schedule Lookup References -

HIP_TL_EXT_LEAVE_NO_PAY Employees pay turned off Public HTML Excel XML Schedule Lookup References -

|MiHLF‘AYROLL?DEPARTMENTS Employees with Departments Public HTML Excel XML Schedule Lookup References -

I Clear Favorites List I

3. When the Excel file opens, copy the appropriate information from the query results and paste them
into the CSV file that will be uploaded to the HIP system.

AutoSave (@ oft)

= M_HI_PAYROLL_DEPARTMH

File E Insert Page Layout Formulas Data

fﬁ 4 Calibri w11 v AA EEE o
Paste == = =

© ‘g B I U~ Lo A w = = ==
Clipboard 1§ Font (K] Al
H7 S J

A B C D

1 |Employees with Departments 65
2 |Dept Set ID Dept ID|ID |Empl Record
3 [DEF 460000 '000 2
4 |DEF "a60000 000 3
5 |DEF "a60000 000 1
6 |DEF "a60000 000 1
7 |DEF "a60000 000 1
g |DEF "a60000 000 1
9 |DEF "a60000 000 1
10 |DEF "a60000 000 1
11 |DEF "a60000 000 1
12 |DEF "a60000 000 1
13 |DEF "a60000 000 1
14 |DEF "a60000 000 1
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AutaSave (@ o) G TestLoad O Search (A+Q) _

File Home Insert Page Layout Formulas Data Review View Help Acrobat

A Cut Calibri Jn A A | E=E | BwepTe General . =i @ Bad Good Neut
[ Copy ~
Paste = === ix|/E Conditional Format as Explanator nke
fu-|@- 8- A-|===|==|E |s-ws ga e con [ OO
~  <¥ Format Painter - - &S 3 SB=E Rlam B Ctey $ %3 W Formatting v Table v =
Clipboard [ Font 1 Alignment F] Number 1] Styles
Y19 2 ]
A B C D E F G H | 1 K L M N o P Q R 5 T u v
1 |SETID TOP_DEPT EMPLID EMPL_RCD|ERNBGN ERNEND ERNCD HOURS RATE AMOUNT PYNO UAC_FUND UAC_YEAR APPROP UAC_DEPT SUBDIV OBIECT FUNC PROJECT PHASE ENC_CD TAX_PERIODS
2 lper  'aso000 "ooo 0] 7/16/2021 7/31/2021 N 10.00 250 0.00G42 G 230002 Gl 404 2006 3243 1
3 Jper  'aso000 000 0] 7/16/2021 7/31/2021 T 20.00 3.06 0.00G42 G 230002 Gl 404 2006 3243 1
4 Jper "asoo000 000 0] 7/16/2021 7/31/2021 O 49.25 52.57 0.00G42 G 230002 Gl 404 2006 3243 1
5 |per  'aso000 000 0] 7/16/2021 7/31/2021 O 1.50 38.96 0.00G42 G 230002 Gl 404 2006 3243 1
6 IDEF 260000 00 0] 7/16/2021 7/31/2021 P -12.00 15.92 G422 G 23002 Gl 404 2006 3243 1
7 |per 260000 00 1| 7/16/2021 7/31/2021 M 64.00 1.00 0.00G42 G 236002 Gl 404 2006 3243 1
s oer  "as0000 00 0] 7/16/2021 7/31/2021 N -86.00 0.60 G422 G 236002 Gl 404 2006 3243 1
9 |per_ 260000 00, 0] 7/16/2021 7/31/2021 WT 0.00 0.00 20.00 G42 G 230002 Gl 404 2006 3243 1

4. Save the file in .CSV file format. NOTE: When saving the file as a .csv, the leading zeros in the EMPL
ID may be dropped. The EMPL ID leading zeros are not required for the upload process.

C Save As

ﬁ-ﬁ Home
I [ Downloads
[ New @ Recent
‘ TestLoad
B Open e — CSV UTF-8 (Comma delimited) (*.csv) | Bsae |
Excel Workbook (*.xlsx) fa)
@ CneDrive - State of Hawail Excel Macro-Enabled Workbook (*.xdsm)
Info Excel Binary Workbook (*.xIsb)
Excel 97-2003 Workbook (*.xls)
Save Q Sites - State of Hawaii CSV UTF-8 (Comma delimited) (*.csv) ied
XML Data (*xml) k
Save As Other locations Single File Web Page (*.mht, *.mhtml)
— Web Page (*.htm, *html)
Save as Adobe ‘ E;' This PC Excel Template (*.xItx) [14PM
ECH Excel Macro-Enabled Template (*xltm)
Ban @ Add a Place Excel 97-2003 Template (*.xlt) 52 AM
Text (Tab delimited) (* txt)
Unicode Text (*.txt)
share B Bloss XML Spreadsheet 2003 (*xml)
i Microsoft Excel 5.0/95 Workbook (*.xIs)
CSV (Comma delimited) (*.csv)
oy Formatted Text (Space delimited) (* prn)
Text (Macintosh) (*.txt)
Close Text (MS-DOS) (*.txt)
CSV (Macintosh) (*.csv) v

STEP 2: UPLOADING THE CSV FILE TO HIP

1. In HIP, navigate to the following:
NavBar > Menu > State of Hawaii > HI Payroll Transaction Process > Upload CSV File

2. Assign a Run Control ID to begin the process
a. The Upload CSV File screen defaults to the Find an Existing Value tab, click the Search
button to display a list of existing Run Control IDs to choose from, if available.
b. If no run controls are available, create a new Run Control ID by clicking the Add a New
Value tab, entering a Run Control ID, and clicking the Add button.
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Favorites ¥ Main Menu ¥ Payroll Processing > Upload CSV File [B

Upload CSV File

Enter any information you have and click Search. Leave fields blank for a list of all values.
Favorites ¥ Main Menu ¥ Payroll Processing Upload CSV File @

| Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with

O case sensitive

Upload CSV File

Advanced Search Eind an Existing Value | Add a New Value

Search Results

View All  First ‘4 140f4 (b Last *Run Control |D||

Run Control ID Language Code

MK1 English

MK2 English

TEST English add

mk English

Find an Existing Value | Add a New Value Find an Existing Value | Add a New Value

3. Onthe Upload CSV File screen, click on the Upload File button.

4. The File Attachment window will appear, click on the Choose File button to select your CSV file.

5. Select your file from the 2" search window and click the Open button. NOTE: The CSV file path will
be populated in the File Attachment window.

6. When you are ready to upload, click on the Upload button in the File Attachment window.

Favorites ¥ Main Menu ¥ Payroll Processing Upload CSV File [

Upload CSV File

@ open x
€« v 4 & > ThisPC > Downloads > v U Search Downlo:
Run Control ID VK1 Report Manager ~ Process Monitor Run | . —
Organize~  New folder E- m @
Recordings A Name D
Upload Comma Separated File (CSV) for Processing. | v 3 This PC
1st row should contain headers (will not be processed). B 3D Objects
All rows columns must be: SETID, DEPTID, EMPLID, EMPL_RCD, EARNINGS BGN Date (MM/DD/YYYY), I Deskiop
EARNINGS END Date (MM/DD/YYYY), ERNCD, HOURS, RATE, AMOUNT, PYNO, UAC_FUND, UAC_YEAR, :— Doouments Y -
UAC_APPROP, UAC_DEPT, UAC_SUB, UAC_OBJ, UAC_FUNC, UAC_PRJ, UAC_PHASE, UAC_ENCUM,
TAX PERIODS { File name: | Dovnloads ] Agles ~
Upload File KB | ; Cancel
S
File Path: File Attachment

File Name: m
Choose File INo file chosen

[F]save | |[at Return to Search Previous in List 4] Nextin List % Add 53 Update/Display

7. Confirm the File Path and File Name are correct.
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a. Click the Save button.
b. Click the Run button.

Favorites ¥ Main Menu ¥ > Payroll Processing > Upload CSVFile

Upload CSV File

Run Control ID  MK1 Report Manager ~ Process Monitor Run

Upload Comma Separated File (CSV) for Processing.
1st row should contain headers (will not be processed).
All rows columns must be: SETID, DEPTID, EMPLID, EMPL_RCD, EARNINGS BGN Date (MM/DD/YYYY),
EARNINGS END Date (MM/DD/YYYY), ERNCD, HOURS, RATE, AMOUNT, PYNO, UAC_FUND, UAC_YEAR,
UAC_APPROP, UAC_DEPT, UAC_SUB, UAC_OBJ, UAC_FUNC, UAC_PRJ, UAC_PHASE, UAC_ENCUM,
TAX_PERIODS

Upload File

File Path: Record://M_PSHUP_FL_TBL/ 4"ﬂ
File Name: TestLoad.csv

2

[+ Return to Search 4] Nextin List i=s Add

8. The Process Scheduler Request window will appear, select the option PSNT from the Server Name
dropdown menu.

9. Inthe Process List, the Select box will be checked for the row labeled Upload PSHUP Transactions.
Click the OK button.
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Process Scheduler Request

User ID ’B Run Control ID MK1

Server Name| PSNT M Run Date |05/11/2023 5
Recurrence v Run Time|11:11:21AM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
Upload PSHUP Transactions M_UPLD_PSHUP  Application Engine  Web TXT Distribution
Cancel

10. You'll return to the Upload CSV File screen, click on the Process Monitor link. NOTE: Notice HIP has
assigned a Process Instance number.

Favorites ¥ Main Menu ¥ > Payroll Processing > Upload CSV File @

Upload CSV File

Run Control ID MK Report Manager Run

| Process Instance:597888 |

Upload Comma Separated File (CSV) for Processing.
1st row should contain headers (will not be processed).
All rows columns must be: SETID, DEPTID, EMPLID, EMPL_RCD, EARNINGS BGN Date (MM/DD/YYYY),
EARNINGS END Date (MM/DD/YYYY), ERNCD, HOURS, RATE, AMOUNT, PYNO, UAC_FUND, UAC_YEAR,
UAC_AFPPROP, UAC_DEPT, UAC_SUB, UAC_OBJ, UAC_FUNC, UAC_PRJ, UAC_PHASE, UAC_ENCUM,
TAX_PERIODS

Upload File

File Path: Record://M_PSHUP_FL_TBL/

File Name: TestlLoad.csv

5] Save ||[F Return to Search 4 | Nextin List L+ Add
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11. The Process List screen will appear, check that the Run Status and Distribution Status for the
Process Name M_UPLD_PSHUP is showing Success/Posted.
a. Notice the Instance number matches the Process Instance number from the previous
Upload CSV File screen.
b. You can click on the Refresh button until both the Run Status and Distribution Status
refresh to show Success/Posted.
12. Click on the Details link for the Process Name M_UPLD_PSHUP.

Favorites ¥ Main Menu ¥ Process Monitor

Payroll Processing

Upload CSV File

| New Window | Help | Personalize Pag

-

[ Process List H Server List ‘

View Process Request For

UserID | al  1ype | vl Last v \ 1 [Days Refresh
Server | v ame | Q] instance From | | instance To | \
Run Status ‘ v ‘ Distribution Status ‘ v ‘ Save On Refresh Report Manager

¥ Process List

= -

m_

EIEY
Select |Instance Seq. Process Type Process Name User Run Date/Time Run Status 2:::[::“0" Details Actions
597888 Application Engine M_UPLD_PSHUP 05/11/2023 11:11:21AM HST Success Posted Details ¥ Actions
Go back to Upload CSV File
13. The Process Detail window will appear, click on the View Log/Trace link.
Process Detail X
Process
Instance 597888 Type Application Engine
Name M_UPLD_PSHUP Description  Upload PSHUP Transactions
Run Status  Success Distribution Status  Posted
Run Update Process
Run Control D MK1 Hold Request
Location Server Queue Request
Cancel Request
Server  PSNT OlDelete Request
Recurrence

Re-send Content Restart Request

Date/Time Actions
Request Created On  05/11/2023 11:16:42AM HST Parameters Transfer
Message Log View Locks

Run Anytime After
Began Process At
Ended Process At

Last Updated 05/11/23

05/11/2023 11:11:21AM HST
05/11/2023 11:17:04AM HST
05/11/2023 11:17:19AM HST

Batch Timings

View Log/Trace “m
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14. The View Log/Trace window will appear, there will be 3 rows in the File List. To confirm the upload
was successful, click on the M_UPLD_PSHUP.log link.

View Log/Trace

Report

ReportID 566564 Process Instance 597888 Message Log
Name M_UPLD_PSHUP Process Type Application Engine

Run Status  Success

Upload PSHUP Transactions

Distribution Details

Distribution Node http_rpt

Expiration Date |06/14/2024

File List

Name File Size (bytes) Datetime Created
AE_M_UPLD_PSHUP_597888.stdout 372 05/11/2023 11:17:19.324132AM HST
907 05/11/2023 11:17:19.324132AM HST
M_UPLD_PSHUP_Cl.log 6,751 05/11/2023 11:17:19.324132AM HST

Help

15. This log will show a summary of the number of Transactions NOT loaded Error Count (transactions

not loaded successfully), as well as the Transactions Loaded to Staging table (transactions

successfully uploaded).

SR R R R R R R S SRR SR SR SR OR SR R SR R SRR R R R SRR R R ROR R R SRR R S R R R R R R R R

Begin at: 2023-85-11-11.17.04.000000

3 R o s R Rk ok s ol R ol R o ok sk sl o ool R ol s sl o R s ol ok ool o e R SR R ok o i ok ol R ok R R R R ROR OR R OR
DB: HIHQ92

Process Instance: 597888

Operator:

Input File: TestlLoad.csv

Batch Server: PSNT

File Location: D:\psoft\HIHQ92\appserv\prcs\HIHQo2\files\

sk SR R R ok R SR SRR SR OR R o Sk OR R R R R R SRR R RO R R R R R SRR R SRR R R

Process File to Staging table: 2023-05-11-11.17.64.000000

s s s e e o s R s o o o R SRR R e R s R R SR o R o o SR R R S R S R SRR R R R R SRR O

Input File opened for processing: TestLoad.csv
Row: 1> Skipping 1st Row - Assumed Header - Not Loaded to Staging

s s s s e S e o o ok s o ok e o s e e o ok o s o o o i e o ek

File Count includes Header row: 9
Transactions NOT loaded Error Count: @
Tranasctions Loaded to Staging table: 8

End at: 2023-05-11-11.17.084.0600000

s s s o R s o o R R R e R SRR SRR R R R

16. Check the M_UPLD_PSHUP.log file for the following errors:
a. 20008, 10, " - SETID Not Provided"
b. 20008, 11, "High Level Security DETPID Not Provided"
c. 20008, 13, "User does not have access to DETPID/SETID: “
d. 20008, 12, "EMPLID Not provided on file"
e. 20008, 14, "User not Authorized to Pay Employee: "

Last Updated 05/11/23
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NOTE: If any of the above errors are encountered, carefully review the message, and return to the

CSV file to resolve it. Below is a screenshot showing an example log file with errors and the related
uploaded CSV file that generated the errors during upload.

Input File:
Batch Server: PENT
File Location: Di'\psofc\HPEGHI\appserv\prca\HPHGS2\files\

seavssssnsene srmsannans sessssrsssnnsnansesnsnnany

Frocess Tile to Staging tabl 0=11.55.97.000000

Mot Loaded to Stagimg

Mot Loaded to Staging

ECTEEENCTNN | i@ 8 - 0 ]

Fia Home insart Page Layout Formulas Data Rrien View Halp Acrobat & Share = Commaenty
X e e == P Gnedl - | [ECondbsnal Formattng < [lisen - | T - §V-
by~ € -0 9 5 Format as Table - FDekete - [ O~
= Bly- - 6-A- EEZEZ=Z B- A B et sty [EjFormat~ | &~
Cipbowd Tort & Rigrasert 6 Numbe & et Com Eatng enutnty A
Al . fu SEMp
A L] 4 (+] E F (] H I ) K L M N o P
1 [sfmo_ rop DEP1EMPUD  EMPL_RCLERN BGN ERNEND ERNCD WOURS RATE  AMOUNT PYNO  UAC_FUNIUAC_YEAFAPPROP UAC_DEPISUBDIV OB
2 ﬂTi 3038 634 0 /1/201] eesswsms O a9 5257 0 V30 G n uw m
3 STATE 087 ms 0 £/1/2021 sswwmsnn O 15 3% o vio s n 1M vl m
4 STATE 80574 0 8/1/2071 sewawunn N a5 068 0 V3o 5 n L n
5 sTat 07 L 0 &/1/2021 swwswssn O 5 389 o vso G n nwv m
6 STATE a0382 1885 0 8/1/2021 sswwsuns T 0 106 0 vio G n nwv m
T

17. If the log file shows no errors, close the file to return to the View Log/Trace window and click on
the M_UPLD_PSHUP_Cl.log file.

View Log/Trace X
Help
Report
ReportID 566564 Process Instance 597888 Message Log
Name M_UPLD_PSHUP Process Type Application Engine
Run Status  Success
Upload PSHUP Transactions
Distribution Details
Distribution Node  http_rpt Expiration Date  06/14/2024
File List
Name File Size (bytes) Datetime Created
AE_M_UPLD_PSHUP_597888.stdout 372 05/11/2023 11:17:19.324132AM HST
M_UPLD_PSHUPIog 907 05/11/2023 11:17:19.324132AM HST

M_UPLD_PSHUP_Cl.log «n 6,751 05/11/2023 11:17:19.324132AM HST
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18. This file shows the details of each row loaded, scroll to the bottom of the file to confirm the

Informatio
Porta

summary of transactions loaded. After review, close the file to return to the View Log/Trace

window. Then close the View Log/Trace and Process Detail windows.

Begin Upload to HI PSHUP CI

&oMPshupTxnCi.5ETID = DEF
&oMPshupTxnCi, TREE_NODE = 460000
ZoMPshupTxnCi, CHECK_DT = 2823-@5-85
ZoMPshupTxn.EMPLID =
&oMPshupTxn.EMPL_RCD = @

&oMPshupTxn. EARNS_BEGIN_DT = 2821-87-
&oMPshupTxn. EARNS_END DT = 2621-87-31
ZoMPshupTxn.ERNCD = ZZT
ZoMPshupTxn.HI_PAYROLL NO = G42
&oMPshupTxn.OTH_HRS = @
&oMPshupTxn.HOURLY_RT = @
ZoMPshupTxn.PU_AMT = &
LoMPshupTxn.M_UAC_FUNDL = G
&oMPshupTxn.M_UAC_YEARL = 23
&oMPshupTxn.M_UAC_APPROP1 = B2@
RoMPshupTxn.M_UAC_DEPT1 = G1
&oMPshupTxn.M_UAC_SUBDIV1 = 424
&oMPshupTxn.M_UAC_OBIECT1 = 2885

ZoMPshupTxn.
ZoMPshupTxn.
&oMPshupTxn.
&oMPshupTxn.
ZoMPshupTxn.
ZoMPshupTxn.
&oMPshupTxn.
Record Saved

M_UAC_FUNC1 = 3243
M_UAC_LOC1 =
M_UAC_PHASEL
M_UAC_ENC_CD
TAX_PERIODS = 1
APPROVED = N

M_TXN_STATUS = I

R

16

Transactions NOT loaded Error Count:
Transactions Loaded to HI PSHUP: 8

a

End at: 2023-85-11-11.17.84.000022

FEEER R R RS R R R R R R R R R R R R

STEP 3: VALIDATING THE CSV FILE IN HIP

In HIP, navigate to the following:

On the Validate Uploaded Transactions screen:

Click on the Search button.

NavBar > Menu > State of Hawaii > HI Payroll Transaction Process > Validate Uploaded Transactions

In the Search Results, click the row associated with the Set ID, DEPTID and Paycheck Issue Date

with the CSV file uploaded.

Last Updated 05/11/23
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Favorites * Main Menu * > Payroll Processing

Validate Uploaded Transactions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Set ID| begins with v
DEPTID| begins with v
Paycheck Issue Date[= v ||

gl
Clear Basic Search &

Search Results
Only the first 300 results can be displayed

View AllFirst 1-100 of 300 Last

SetID DEPTID Paycheck Issue Date
DEF 460000 09/02/2022

DEF 460000 12/20/2022

DEF 460000 01/05/2023

DEF 460000 01/20/2023

DEF 460000 02/03/2023

DEF 460000 03/20/2023

DEF 460000 04/05/2023

|DEF 460000 05/05/2023 |

1Cr 4nnn4 ARIND IINAN

3. The Uploaded Transactions screen will appear.

a. For any rows that need to be removed, click the Minus (-) button on the far right.

Save Search Criteria

matio
Porta

Upload CSV File

b. If you need to add a row, click the Plus (+) button on the far right. NOTE: For any new rows,
enter information into the blank fields.

NOTE: For any row deletions or additions, remember to click the Save button after changes are

made.

You may also delete all rows and start over by uploading a corrected file. If you re-use the same
CSV filename for both the original upload and corrected file, remember to click the Upload File
button again on the Upload CSV File screen (STEP 2.6). By default, the Upload CSV File screen will
show the File Path and File Name of the last file uploaded.

4. If the row(s) displayed are correct, check the Validate box or click the Validate All button to run the
validation program and update the TXN Status column.
a. If there are no errors, the TXN Status will show Approved, continue by clicking on the Save

button. If there are errors, Error will show. The following is a list of errors that may be
encountered:

Last Updated 05/11/23
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i. 20008, 16, " - UAC Year is invalid"

ii. 20008, 17," - UAC OBJECT is invalid"

iii. 20008, 18, " - UAC ENC_CD is invalid

iv. 20008, 19, " - HI_PAYROLL_NO is invalid"

v. 20008, 22, " - The UAC DEPT is invalid for Payroll Number Used”

vi. 20008, 2, " - No ACCT_CD found for UAC String”

vii. 20008, 3, " - ERNCD not in Employees Earn Program"
viii. 20008, 21, " - Missing Encumbrance Code when ERNCD = W"

ix. 20008, 4, " - Of Hours, Rate or Amt, at Minimum 1 should be populated"

X. 20008, 5, " - Of Hours, Rate or Amt, A Maximum of 2 can be populated"

xi. 20008, 6, " - Earnings End Date cannot be greater than Pay End Date"

xii. 20008, 7, " - Earnings Begin Date cannot be greater than Earnings End Date"
xiii. 20008, 8, " - Earnings Begin/End Dates must fall within a Valid Earnings Period"
xiv. 20008, 20, " - Earnings for Time & Leave Period Not Allowed "

xv. Excludes if paying ERNCD’s CTP and V.
xvi. 20008, 9, " - No Permissions to update this Employee within DEPT: "

NOTE: Errors may be resolved by changing the appropriate field on the Validate Uploaded
Transactions screen or by updating the CSV file and re-uploading.

5. Ifan error is detected during validation, additional information is shown in the Comments column.
Review the error message and make corrections in the respective columns before validating again.
NOTE: If the UAC string does not point to an existing Combo Code, HIP will create a new Combo Code
for that UAC string during validation.

Validate Uploaded Transactions [

Validate Uploaded Transactions

Department 450000 Check Dt 05/05/2023 olidate AL fesel Al

SetID DEF

[Veidatefempio — ETP jame Co. PO, PoyEndDt *EomsBegn ‘EsmsEnd  Emcd S5 OhHra HiyRale Amount  PayolNo FUNDYAS Approp UAS  subdv Obiect Fumc Project Phase Enc Cd SN0 T
[ ofe alda SoH LBX  o4wz023 0720218 (0712021 5y [N 1000 [ 2500000 oz lo ] [25 |[ow |[o1 ][a04 |[200 |[s288
2l O [oo Q[ da SOH AEX 0411512023 071620215 (07312021 |[§) [22Z |, Gz G | [23 |[o00 |[G1 |[404 |[2006 |[3243
| 3| o3 al[ ga 2] Bl _la
4 O o Q[ oa HHS LHH 043012023 [07/16120215 (0713172021 |[5) [222 | Ga2 G | [23 |[o00 |[61 404 ] [2006_|[3243
5| O [oo al o SOH AEX 041572023 [07A6/20215) (073112021 |y 222 @ G4z G | [23 |[000 |[G1 404 (2006 |[3243
o O oo a oa SOH AEX 04152023 [o7162021]15) [07312021 |15 [z22 |, G2 G | [23 |[oo0 |[61  |[404 |[2006 |[3243
71 o [o Q[ 1a DEF ADE 0411512023 076202115 (073172021 |[5) [22Z | Gaz G | [23 |[ow0 (61 204 | [2006 |[3283
sl O |oo Q[ a SOH AEX 041572023 [07/16120215) [0731/2021 | [22Z | @ 612 G | [23 |[000 |[G1 404 |[2006 | [3243
o] O Joo al oa SOH AEX  04/1512023 0716120215y [073172021 | ) [222 | Gz |[6 | [23 |[o00 |[61 |[404 |[2006 |[3243
[ e Seaeh | [ e et i Nedm 8 T ad

6. After successfully validating and saving, the next step is performed by Central Payroll at 4:30pm on the
PCS close date. The TXN Status will change from Approved to Processed and the Plus/Minus (+/-)
buttons will no longer appear on the Validate Uploaded Transactions screen indicating no additional
transactions may be uploaded. Any transactions uploaded after the 4:30pm PCS close date will need to
be uploaded into the next payroll and paid on the next pay date.
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7. Additionally, the Upload CSV File screen will be temporarily locked, and the message below will be
displayed.

Upload CSV File

Run Control ID kg Report Manager  Process Monitor

Upload Comma Separated File (C SV) for Processing.

1st row should contain headers {will not be processed).

All rows columns must be: SETID, DEPTID, EMPLID, EMPL_RCD, EARNINGS BGN Date (MM/DD/YYYY), EARNINGS
END Date (MM/DDIYYYY), ERNCD, HOURS, RATE, AMOUNT, PYNO, UAC_FUND, UAC_YEAR, UAC_APPROP,
UAC_DEPT, UAC_SUB, UAC_OBJ, UAC_FUNC, UAC_PRJ, UAC_PHASE, UAC_ENCUM, TAX_PERIODS

FPage has been Temporar

File Path: \n

File Name:

5] Save ||[@h Return to Search =, Add
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