!How to access and use your Activity Payroll Reports

1) Open SMH Intranet Home page and click My Business tab.

Note: Be sure to use Internet Explorer only as other browsers (e.g.: Firefox) may not support the
Reporting Dashboard.

This will direct you to the My Business portal, which includes Quick Links to Reporting (LBI).
2) Click the Reporting (LBI) icon
A security window may appear. If so, enter your login credentials (your SMH network ID & password).

If you are accessing from home/remotely, be sure to add”smh\” before your user name. e.g.:
“smh\LastnameA”
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3) You will then be directed to your Dashboards. The reports related to your Activities are available on the
My Manager Space dashboard — within the My Financials section — under the Activity Reports grouping.
Select Activity Payroll Reports

Lawson Dashboards

EFM-F5T | EFM Report Validation | Inter-Department | GoLive-AccountsPayable | Golive-Corporate Finance | Avaap Security Dashboard | GoLive-Activities | Activity Reports.

My Manager Space

My Manager Space
—
_" # My Staff List
a = Parformance Appraisa] Remindar
1 Seriority Repot == February 17 2015
o Staff Listing

o Staff Sick Time

o Staff Vacation and Bank Time Part Time Vacation Balance

As was communicated in May, part time employaes will now be awarded 3 +
can now b found on the Vacation and Bank Time Report.

Payroll Menthly Financials

= ~ Hospital Reports
g o Financil Reports We are pleased to announce that fiscal year-to-date financials will be availa

o Statistical Reports

o Payvoll Reports - ommmen
= R1-2011B GL Transzction Repart P ” X .
= GL Trisl Bslancs Bxsct Activity Payroll Reports” provides you with monthly and year-to-

~ Activity Reports f : :
e e / date payroll information by portfolio, or by employee for each

( TRy PEyeTREReE Y activity.
PR TS
o My Activities
o Activity Transaction Query
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4) You will then be directed to a window where you can select either the most current month end payroll
report, or select the history link to access previous months or year-to-date payroll reports.

faﬁ Reports - Windows Internet Explorer provided by St. Michael's Hnspilal-

__ Click this link to view the most
current month end payroll report.

‘|
| AS-Payroll - Activity Summary Payroll Report Historical Instances List/

1- 1of1

Feport Name /

I~ | H53-PR-033A ActivitySummaryByStructure - Payroll l[Hist-:-n-f'

Click the History link to view a list of other payroll report options. Options
include month end reports by dollars or hours, and year to date payroll
reports by dollars or hours.

/=) Reports - Internet Explorer provided by St. Michael's Hospital

J

‘3 | AS-Payroll -= HS3-PR-033A - Activity Summary By Structure - Payroll -> History

1-500f9a 1 2 Next BadktoPrevious Report List

Instance Name . .
| Reporting payroll dollars for the respective month
Activity Payroll Dollars November 201 Ge—m=tgTestions] ;

Activity Payroll Hours November 2016W Reporting payroll hours for the respective month

Activity Payroll Fiscal YTD Dollars November 2016 =3 Reporting year-to-date payroll dollars for the respective month
Activity Payroll Fiscal YTD Hours Movember 2016—3-&

Reporting year-to-date payroll hours for the respective month

Activity Payroll Dollars October 2016  [Fublications] TI7&7 2016 IZ: 2708 PM RP
Activity Payroll Hours October 2016  [Publications] 11/4/2016 12:19:38 PM RP
Activity Payroll Fiscal YTD Dollars October 2016  [Publications] 11/4/2016 11:58:57 AM RP
Activity Payroll Fiscal YTD Hours October 2016  [Publications] 11/4/2016 11:51:31 AM RP
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5) Once you selected the report you wish to view, you will get the following view of the payroll report:

St.Michael’s
Payroll - Activity Dollars for the Month Inspired Care. Inspiring Science.
Report Description: Activity Dollars for the Month By Structure
Report Parameters Green Link - Drill down to Employee Detail Extract

Blue Link - Drill down to Employee Summary

Fiscal Year: 2017 Per § Fiscal Year and Current Month
Current Month: Aug 2016

0123 - Dr Activity Holder & Activity Holder name

Activity Account Activity Regular Overtime Other Worked Sick Vacation Orientation Other Benefit Benefit Exception Total
Research Projectsf A) RO123 §14,600.16 $0.00 $0.00 $0.00 §1,433.25 $0.00 $0.00 §755.78 $6,939.74 (50.00) $25,728.93
Trust Projects. To123 5442320 50.00 50.00 50.00 50.00 50.00 50.00 $232.80 51,138.10 $0.00 $5,785.10

0123 - Dr Activity Holder 519,023.36 50.00 50.00 50.00 51,433.25 50.00 50.00 595858 $10,078.84 (50.00) $31,524.03

|Cess Opening Accruals (56,881.74) 50.00 50.00 50.00 ($366.90) 50.00 50.00 50.00 (83,122.09) (812.78) ($10,383.51)
Plus Closing Accruals B) $9,577.20 30.00 30.00 30.00 30.00 30.00 30.00 30.00 $3,991.86 31147 $13,580.53

[Total GL Charges s21,718.82 $0.00 $0.00 $0.00 $1,086.35 $0.00 $0.00 $988.58 $10,948.61 (81.31) $34,721.05

Research Projects, all Trust Projects, all Capital projects or all Physician Billing activities).

Click on the group you would like to drill into, to see more
information such as project/activity specific totals or employee

\A) This first view of your payroll report presents the totals for your entire Activity portfolios (eg: all

B) Accruals represent the estimate of payroll hours/dollars remaining in the current month. For example, if
the last pay period day (Friday) for the month of August landed on August 26", then there are 3
additional working days in August which will be posted in the following month of September. The
payroll accrual for the fiscal month of August would be an estimate to account for the hours/dollars of
the remaining 3 working days in August.

These estimates/accruals are automatically reversed the following month an

Opening Accruals represent the reversal of the prior month estimate/accrual.

Closing Accruals represent the current month estimates, which will be reversed via the Opening
Accruals next month.

In this example, Research Projects was selected. Research projects are currently grouped into 3 categories: Peer
Reviewed Research, Contract Research, or Other Research. This next view for Research projects presents totals
for each respective category. At this level, you can now click on green (detailed) or blue (summary) links to
obtain employee breakdown for your entire portfolio (all your activities) in one report.

St.Michael's
Payrol | - Activity Dollars for the Month Inspired Care. Inspiring Scienc
Report Description: Activity Dollars for the Month By St§ ~ Note the green link for all Projects.
Report Parameters Clicking this link at this level will open a new report providing & Green Link - Diill down to Employee Detail Extract
Fiscal Year: 2017 Per & detailed payroll breakdown for all employees under all projects. (e bk Dl doun to Employee Summary

Current Month: Aug 2016
Note the blue links on the total amounts for all Projects.

Clicking this link at this level will open a new report providing a summarized breakdown for all
employees under all projects. The report format will be consistent with the current view.

Drill Path (Level 2)
0123 - Dr Activity Holder

0123 - Dr Activity

Activity Account Reqular Overtime  Other Worked Sick Vacation Orientati Other Benefit Benefit Exception Total
Research Projects
Peer Reviewsd Research RO123 514,600.16 50.00 50.00 50.00 51,432.25 50.00 50.00 5755.78 58,939.74 (50.00) §25,728.93
Research Projects I 514,600.16 50.00 50.00 50.00 51,433.25 50.00 50.00 5755.78 58,939.74 (50.00) §25,728.93 l
Less Opening Accruals (85,391.84) 50.00 50.00 50.00 (5366.90) 50.00 $0.00 50.00 (52,835.53) (512.78) (58,607.05)
Plus Closing Accruals 57,575.20 50.00 50.00 50.00 50.00 50.00 $0.00 50.00 53,606.71 $11.47 $11,193.38
Total GL Charges $16,783.52 $0.00 50.00 50.00 51,066.35 50.00 $0.00 S755.78 59,710.92 (81.31) $28,315.26

Total Payroll charges — this amount should equal the Salary /

and employee benefits line on your Activity Financial report
for the same activity, or group of activities.
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6)
link:

Report Description:

Report Parameters

Payroll - Activity Employee Detail for the Month - Extract

Payroll - Activity Employee Detail for the Month with Dollars and Hours

Below is an example of the Payroll - Activity Employee Detail report you will see after clicking the green

blue link:

Report Description:

Report Parameters

Payroll - Financial Dollars Employee for the Month

Payroll - Financial Employee for the Month for Dollars

St.Michael's

Inspired Care. Inspiring Science.

Fiscal Year: FY 2017
Current Period:  Aug 2016
Category Emplovee dob Title: Work Type Co.  AcctUni  Account Sub Activity AcctCat Code Description Paid Dollars Accrual
Regular Employee C-T45775 roor Research Program Manager FT 2 B 530773 1102 1234522001 31102 REG Regular Pay $1,220.75 $552.50
Regular Employee F-538174 " 07 Research Assistant| TFTTPT 2 %51 530773 1302 1234522001 "31302 REG  Regular Pay $80.85 50.00
Regular Employee 246276 o7 Research Coordinater Il FT 2z B 530773 1102 1234522001 "31102 REG Regular Pay $302.82 $493.00
Vacation Employee 246276 " 07  Research Coordinator Il FT 2 B 530773 1104 1234522001 "B1104 WF1  Vacation Full-Time $286.65 50.00
Other Benefit Employee C-745775 ¥ 07  Research Program Manager FT 2z % 530773 1107 1234522001 31107  HO1  Holiday - Full Time: 564.25 50.00
Other Benefit Employee 1246276 roor Research Coordinator Il FT 2 B 530773 1107 12345-22001  "31107 HO1  Holiday - Full Time §57.33 50.00
Benefit Contribution Employee A-143167 T 10 T4A Graduate Student 2z %51 531080 2000 1234522001 32080 XS1 T4A $2,880.16 51,238.45
Scholarshships/Fellowships
Benefit Contribution Employee B-613463 T 10 T4A Summer Student 2 %51 531080 2000 1234522001 32080 XSt T4A $1,371.42 5589.71
Scholarshships/Fellowships
Benefit Contribution Employee C-745775 07  Research Program Manager 2z % 530745 2000 12345-22001 '32045  1PHR Pension High SMH ER 55266 52264
Bacadl Employee C-745775 T 07  Research Program Manager R 530745 2000 12345-22001 '32045  {PLR Pension Low SMH ER 57578 83257
Exception - GL - Manual Trans ferfEmployee ID not entered o7 FT 2 B 530773 1102 1234522001 31102 Group AD&D Taxable ($5.36) 50.00
| I Benefit

7) Below is an example of the Payroll - Activity Employee Summary report you will see after clicking the

Fiscal Year: FY 2017

Current Period:  Aug 2016
Job Employee Title Reqular Overtime Other Worked Sick Vacation Education Ori 1 Other Benefit Benefit Contributions Exception Total

07 Employee ID not $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 (88.03) (88.03)
entered
"oo7, Employee C-745775 Research Program $1,220.75 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $64.25 $330.66 5288 5181834
Manager

7 o7 Employee F-698174 Research Assistant| $80.85 $0.00 $0.00 £0.00 $0.00 £0.00 £0.00 £0.00 $13.62 S0.87 58514
"o Employee 1-246276 Research Coordinator $802.62 $0.00 $0.00 £0.00 $286.65 £0.00 £0.00 $57.33 $4.00 $0.00 $1,150.60
"7 Employee -246276 Research Coordinator $0.00 $0.00 §0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $307.87 $288 $31055
"o Total Paid - Dollars $2,104.22 $0.00 50.00 $0.00 $286.65 $0.00 $0.00 $121.58 $656.15 $0.00 $3,168.60

8) The payroll reports also now include manual adjustments processed through the general ledger (ie:
outside the payroll department). Manual adjustments processed through the general ledger which use
a Source Code of 50, 51, or 52, will be picked up and reported on the payroll reports and displayed with
a category of “Exception — GL — Manual Transfer”. This will allow payroll report to tie into the total
salary & benefit account categories on the Activity Financial reports. There are some situations where
the reports will not tie. Examples of this will be provided later in this document.
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9)

activities under the respective category.

Report Description:

Report Parameters

Current Month:

Drill Path (Level 2)
0123 - Dr Activity Holder

Payroll - Activity Dollars for the Month

Activity Dollars for the Month By Structure

Fiscal Year: 2017 Per &

Aug 2016

0123 - Dr Activity Holder

If you prefer to drill down to specific activities/projects, you can click here to drill into the breakdown of

St.Michael's

Inspired Care. Inspiring Scienc

Green Link - Drill down to Employee Detail Extract
Blue Link - Drill down to Employee Summary

Activity Account Activi Reqular Overtime Other Worked Sick Vacation Ori Other Benefit Benefit Exception Total
Research Projects L,

l Peer Reviewed Research ' ™ RO123 $14,800.16 30.00 50.00 s0.00 $1,43325 50.00 $0.00 §755.78 $8,939.74 (80.00) $25,728.93
Research Projects $14,600.16 30.00 30.00 30.00 $1,43325 30.00 30.00 $755.78 $8,939.74 (30.00) $25,728.93
Less Opening Accruals (55,391.84) $0.00 £0.00 50.00 50.00 £0.00 £0.00 (52,835.53) (812.78) (58,607.05)
Plus Closing Accruals $7,575.20 $0.00 50.00 $0.00 50.00 $0.00 50.00 $3,606.71 $11.47 $11,193.38
Total GL Charges $16,783.52 30.00 50.00 50.00 51,066.35 50.00 $0.00 §75578 59,710.92 (31.31) $28,31526

You will be directed to a new tab which will display the next level of information — the specific activity/projects:

St.Michael's

Inspired Care. Inspiring Scienc

Payroll - Activity Dollars for the Month

Report Description: Activity Dollars for the Month By Structure

Report Parameters Green Link - Drill down to Employee Detail Extract

Current Month:

Drill Path (Level 3)
0123 - Dr Activity Holder

Fiscal Year:

Aug 2016

2017 Per b

0123 - Dr Activity Holder -> Research Projects

Blue Link - Drill down to Employee Summary

Activity Account Activi Reqular Overtime  Other Worked Sick Vacation Orientation ~ Other Benefit Benefit Exception Total
Peer Reviewed Research

Research Project A 12333-21001 $2,104.22 $0.00 $0.00 $0.00 $286.65 $0.00 $0.00 $121.58 $4,907.73 §7,42018
Search TToje. = 51,605.24 50.00 50.00 50.00 5573.30 $0.00 50.00 $114.66 $623.72 $2,916.92
Research Project C 23456-22001 $2,800.75 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $103.00 §580.79 $3,584 54
Research Project D 22345-22001 §1,605.24 $0.00 $0.00 $0.00 $573.30 $0.00 50.00 $11466 $623.76 $291696
Research Project E 22314-22001 $4,149.43 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $205.51 $1,639.72 $5,99466
Research Project F 12344-22001 $2,23528 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $96.37 $564.02 $2,895.67

Peer Reviewed Research RO123 $14,600.16 $0.00 s0.00 $0.00 $143325 $0.00 $0.00 §75578 $8,933.74 (30.00) $25728.93
Less Opening Accruals 391.84) $0.00 $0.00 $0.00 ($366.90) $0.00 $0.00 $0.00 (812.78) ($8,807.05)
Plus Closing Accruals $7,575.20 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $3,606.71 $11.47 $11,193.38
Total GL Charges $16,783.52 $0.00 $0.00 $0.00 $1,066.35 $0.00 $0.00 §755.78 $9,710.92 (81.31) $28,315.26

Clicking on a specific activity/project will open a new tab which will only display the selected activity/project.
You will also have the green (detail) and blue (summary) links available to view employee breakdown. These

green (detail) and blue (summary) links will work the same as the examples provided earlier. However, at this
level \they will only display employee breakdown for the selected activity/project.

Report Descriptidn:

Report Paramete!

Current Montl

Drill Path (Level 4)
0123 - Dr Activity Holde!

Payyoll - Activity Dollars for the Month

Activity Dollars for the Month By Structure

Fiscal Year: 2017 Per &

Aug 2016

0123 - Dr Activity Holder -» Resealch Projects -= Peer Reviewed Research

St.Michael’s

Inspired Care. Inspiring Scienct

Green Link - Drill down to Employee Detail Extract
Blue Link - Drill down to Employee Summary

Activity Account Activi Reqular ertime  Other Worked Sick Vacation Education Qrientation  Other Benefit Benefit Exception Total
Reszarch Project A 12333-21001 I I 52,104.22 50.00 $0.00 $0.00 5286.65 50.00 50.00 $121.58 54,807.73 $0.00 §7,420.18 I
Less Opening Accruals . - . .
Plus Closing Accruals 51,045.50 50.00 50.00 50.00 50.00 50.00 50.00 50.00 52,048.01 5230 53,085.81
Total GL Charges 5241498 50.00 $0.00 $0.00 $21327 $0.00 50.00 $12158 $5,40276 $0.18 $8,15277
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10) Each time you drill into the activity structure, you will notice tabs at the top of the report which identify
the respective level of the report you are in:

4@ 5 | 3 Parameters [ 100% |- E — |

} x Peer Reviewed Research * |

Payroll - Activity Dollars for the Month

Ivity DNlars for the Month By Structure

Report Description:
Report Parameters
Fiscal Year. 2017 Per
Current Month: Aug 2016

You can click on a previously viewed tab to go back up in the activity structure.

11) Current month totals on Activity Payroll report should match the current actuals column on your Activity
Financial report

St.Michael's
Payroll - Activity Dollars for the Month Inspired Care. Inspiring Scienc
Report Description: Activity Dollars for the Month By Structure

Report Parameters Green Link - Drill down to Employee Detail Extract

Fiscal Year: 2017 Per 5 Blue Link - Drill down to Employee Summary
Current Month: Aug 2016
Drill Path (Level 2) 0123 - Dr Activity Holder
0123 - Dr Activity Holder
Activity Account Activi Reqular Overtime Other Worked Sick Vacation o Other Benefit Benefit Exception Total

Research Projects

Peer Reviewed Research RO123 $14,800.16 $0.00 50.00 50.00 $1,43325 50.00 $0.00 §75578 5893974 (50.00) 82572883
Research Projects $14,600.16 $0.00 50.00 50.00 50.00 $0.00 $755.78 58,939.74 (30.00) $25,72893
Less Opening Accruals (55,391.84) $0.00 50.00 $0.00 50.00 $0.00 50.00 (52,835.53) (§12.78) (58,607.05)
Plus Closing Accruals 57,575.20 50.00 50.00 50.00 $0.00 $0.00 50.00 5350671 $11.47 9338
Total GL Charges $16,783.52 $0.00 £0.00 $0.00 $1,086.35 $0.00 £0.00 §755.78 $9,710.92 (81.31) $28,315.26

Since the payroll reports include manual adjustments processed through the general ledger (ie: outside the
payroll department), the amounts reported on the payroll report should now match the total reported under
the salary & benefit account category on the Activity Financial report:

Total Payroll charges — this amount should equal the
Salary and employee benefits line on your Activity
Financial report.

St.Michael's
Activity Summary - Account Category Inspired Care. Inspiring Science.

Report Description: Activity Summary - Dollars by Account Category Notations:

Report Parameters *- Contains Non C§ Commitments
Fiscal Year: FY 2016 - 2017 Per 5

Current Month: Aug 2016

Level String: 20123 - Research Projects

Drill Path (Level 2) SMH Costs

0123 - Dr Activity Holder

LTD Actuals
Account Category Current Actuals Budget Commitments {surplus)ideficit Budget Available
Expenses
Budaget - Expense 0.00 4,540,558 .00 0.00 0.00
I Salaries and employee benefits 28,315.26 I/ 0.00 0.00 873,787.09
= < =
Travel 3.061.99 0.00 0.00 36,984.37
Honourarium 0.00 0.00 0.00 1,075.55
Supplies 35254 0.00 43914 5817.58
Communications 103.00 0.00 0.00 2,580.29
Education and Professional Dev 0.00 0.00 0.00 35,259.68
Professional & Other Fees 0.00 o.o0 o.00 707.88
Other Expenses 226.52 0.00 0.00 75,983.85
Building and Grounds Expenses 0.00 0.00 0.00 10.00
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12) In some situations, you may notice the amounts on the payroll report will not match the financial report

—as in the example below:

Payroll - Activity Dollars for the Month

Report Description: Activity Dollars for the Month By Structure
Report Parameters
Fiscal Year: 2017 Per 5
Current Month: Aug 2016
Drill Path (Level 4) 0123 - Dr Activity Holder -» Research Projects -> Peer Reviewed Research
0123 - Dr Activity Holder
Activity Account Activity Regular Overtime Other Worked Sick

Research Project C 23456-22001 $2,900.75 $0.00 $0.00 $0.00
Less Opening Accruals (5939.84) 50.00 50.00 50.00
Plus Closing Accruals 51,887 30 5000 5000 5000
Total GL Charges 5395821 5000 5000 5000

Report Description:
Report Parameters
Fiscal Year:
Current Month:
Level String:

Drill Path (Level 2)

0123 - Dr Activity Holder

Account Category

Expenses
Budget - Expense

Salaries and emplovee benefits

Travel

Honourarium

Supplies

Communications

Education and Professional Dev.
Professional & Other Fees

Other Expenses

Report Description:
Report Parameters
Fiscal Year:
Current Month:
Level String:

Drill Path (Level 3)

0123 - Dr Activity Holder

Vacation

$0.00
$0.00
50.00
50.00

St.Michael's

Inspired Care. Inspiring Scienc

Green Link - Drill down to Employee Detail Extract
Blue Link - Drill down to Employee Summary

Orientation Other Benefit Benefit Exception Total
$0.00 $0.00 $102.00 $580.79 $0.00 §3,584.54
$0.00 $0.00 $0.00 ($187.97) (50.85) ($1,108.68)
50.00 50.00 50.00 532127 5114 5231971
50.00 50.00 5103.00 5734.08 5029

ACtIVIty Summary - Account Category InspiregCare. Inspiring Scipnce.

Activity Summary - Dollars by Account Category

FY 2016 - 2017 Per &
Aug 2016

20123-23456-00220-00001 - Research Project C

SMH Costs

Current Actuals

Reasons why this may not add up include:

Budget

employee benefits structure as demonstrated above:

otations:

* - Contains Non C$ Commitmenis

Does not eq

ual

ommitments

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

Activity Summary - Account Category

Activity Summary - Dollars by Account Category

FY 2016 - 2017 Per &
Aug 2016

20123-23456-00220-00001 - Research Project C

SMH Costs -= Expenses

Account Category Current Actuals
Salaries and employee benefits
Salaries 4,061.50
N/ Benefits and MERCs 734.09
Purchased Services 300.00
Stipends 200.00
Totals for Salaries and employee benefits 50559

Budget

0.00
0.00
0.00
0.00

0.00

mitments

=

=

=

=

=

LTD Actuals
(surplus)/deficit

9240897
25,707.80

1,528.35
25,707.80

11884512

Does equal

LTD Actuals

{surplus)ideficit Budget Available

0.00 149,968.00
11984512 -119,645.12
2205 -22.05
940.00 -940.00
27450 27450
21255 -21285
126.03 -126.03
0.00
3,054.48 -3,05£ .48

A) The Financial Report Account Category total of Salaries and employee benefits may include Purchased
Services (account/subaccount 531273-1920) or Stipends (account/subaccount 539090, 539091, 539092,
539093, or 539095). These account/subaccounts and categories are not processed through payroll,
therefore are not included in the report. You can check this by clicking down into the Salaries and

St.Michael's

Inspired Care. Inspiring Science.

Notations:

* - Contains Non C5 Commitments

4,061.50 + 734.09 = $4,795.59
This total equals the amount on
payroll report

Budget Available

-52 40897

-25707.80

Page 7



B) Manual adjustments processed through the general ledger which use a Source Code of 50, 51, or 52, will
be picked up and reported on the payroll report with a category of “Exception — GL — Manual Transfer”.
The Financial Report Account Category total of Salaries and employee benefits may include manual
adjustments which did not use, or incorrectly used, the Source Code of 50, 51, or 52. If you are
reviewing detailed transactions, via the Activity Transaction Query, you can sort or filter the source
codes to identify possible discrepancies.

Laws on Das hboards

Corporate Finance | EFM Report Administration | Security Dashboard | Accounts Payable | Activities Inter-Department

My Manager Space

r— -0

ﬁ My Staff List
™ o Performance Appraisal Reminder
o Seniority Report “ June 10 2015

o Staff Contact Listing

o Staff Detzil Listing

o Staff Sick Time

o Staff Vation and Bank Time

Timeout Setting Changes

Some users mey have received messagesin the past ir
their report to continue view ing details. As of June 10th
increased from 10 minutes to 20 minutes. We anticipate
increased timeout setting.

My Fnancials -o If y ou continue to receive timeout messages on arecurn
The IT teamw ill continue to monitor the nurber of timeol
resolved the majority of timeout issues.

r_.—ﬂ # Hospital Reports
g o Financal Reports May 20 2015
o Statistial Reports

o PayrollReports Staff Detail Listing - Changes
o General Ledger Detailed Transaction Repart

o GL Trial Balance Extract

- Adivity Reports
o Activity Financial Reports FAQs
o Activity Payrol Reports

o Physician Trvoices o LBI Information Center

o My Aty ies _I v o Pay Deduction Tax Codes

o Activity Transaction Query o Running tha GL Detzilad Trancacton Rapart
You can refer to the Activity Transaction Query reference guide, for step-by-step instructions on how to use this
query.

Below is an example of the Activity Transaction Query, which highlights the Source Code column.

Home | Tnsert Page Layout Formulas Data Review  View  AddIns @ =

;‘ j; E:;y i Calibri S A === 8 SiwnpTe General - ij}‘ ﬁ _L;},_‘i Eﬁ 9 /_;l—_\ lij ::Itfsum N ‘i? lﬁ

| g ot B4 R E |2 A eseaconn | $ % 0 |54 otto G| e owe et 5o o et

Clipboard 2 Font 2 Alignment ? Number ? Styles Cells Editing
122 - F2 \ PR
A B @ D E F G H I ] K L N u
1 Co. Acct Unit Acct Subacct Desc Activity A.Cat Year Pd Post Date Tran Date S Trans Description Base Amount
2 2 61 530774 1602 C/F Research Ext Funded/Student Reg Wkd  23456-22001 31602 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $1,444.80
3 2 61 530742 2000 Research Ext Funded - CPP 23456-22001 32042 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $68.51
4 2 61 530773 1102 F/T Research Ext Funded Reg Wkd 23456-22001 31102 2017 5 8/31/2016 8/30/2016 GU Manual Payroll Transfer $5,000.00
5 2 61 530773 1102 F/T Research Ext Funded Reg Wkd 23456-22001 31102 2017 5 8/31/2016 8/30/2016 G Manual Payroll Transfer $2,500.00
6 2 61 530745 2000 Research Ext Funded - SMH Pension 23456-22001 32045 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $32.57
7 2 61 530747 2000 Research Ext Funded - EI 23456-22001 32047 2017 S 8/19/2016 8/19/2016 PR PR Estimated payroll expense $0.56
8 2 61 530747 2000 Research Ext Funded - El 23456-22001 32047 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $39.49
9 2 61 530750 2000 Research Ext Funded - WSIB 23456-22001 32050 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $6.08
10 2 61 530750 2000 Research Ext Funded - WSIB 23456-22001 32050 2017 S 8/19/2016 8/19/2016 PR PR Estimated payroll expense $16.40
11 2 61 530760 2000 Research Ext Funded - EHT 23456-22001 32060 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $10.77
12 2 61 530760 2000 Research Ext Funded - EHT 23456-22001 32060 2017 S 8/19/2016 8/19/2016 PR PR Estimated payroll expense $29.25
13 2 61 530782 2000 Research Benefit Constribution $ in Lieu 23456-22001 32082 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $57.79
14 2 61 530785 2000 Research Ext Funded - Oth_Term_Ben 23456-22001 32085 2017 5 8/19/2016 8/19/2016 PR PR Estimated payroll expense $13.81
/

This is an example of a manual journal entry (Source Code = JE), which would not
be picked or included in the payroll report.

The payroll reports will only include transactions which originated from the payroll
system (Sy = PR) and transactions processed manually through the general ledger
(Sy = GL), which were processed with Source Codes 50, 51, or 52.
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Q)

Fiscal YTD payroll reports (April to respective current month) will not tie into the Activity Financial

report. This is because the Payroll reports are structured on the Hospital fiscal year, which is April to

March. Amounts on the Activity Financial reports will display the current month and the project life-to-

date amounts only — it does not report on hospital fiscal year to date. Therefore, only the payroll

reports for the current month will tie into the current actual column of the Activity Financial report.

/2! Reports - Internet Explorer provided by St. Michael's Hospital

-::, sl
=

AS-Payroll -> HS3-PR-033A - Activity Summary By Structure - Payroll -> History

1-500f94 1 2 Next Backto Previous Report List

Instance Name

Activity
Activity
Activity
Activity
Activity
Activity
Activity
Activity

Report Description:
Report Parameters
Fiscal Year:
Current Month:
Level String:

Drill Path (Level 2)
0123 - Dr Activity Holder

Account Category

Expenses

Budget - Expense

Salaries and employee benefits.
Travel

Honourarium

Supplies

Communications

Education and Professional Dev
Professional & Other Fees
Other Expenses

Building and Grounds Expenses

Created Date OL
Payrol DoIIarSINovember 2016 [Publications] 12/6/2016 11:05:58 AM  RP
|
PayrollHours November 2016 [Publications] 12/6/2016 10:52:26 AM RP
Payroll Fiscal YTD DoIIarslNovember 2016 [Publications] 12/6/2016 10:46:07 AM RP
PayrolllFiscal YTD Hours November 2016  [Publications] 12/6/201F 10:37:40 AM RF
Payrolll Dollars October 2016 [Publications] 11/4/201F 12:27:04 PM  RP
PayrollHours October 2016 [pPublications] 11/4/201fF 12:19:38 PM RP
PayrolllFiscal YTD Dollars October 2016  [Publications] 11/4/201F 11:58:57 AM RP
PayrolllFiscal YTD Hours October 2016  [Publications] 11/4/201F 11:51:31 AM RF
= U
St.Michael's
Activity Summary - Account Categgry Inspired Care. Inspiring Science.
Activity Summary - Ddllars by Account Category Notations:
*- Contains Non C$ Commitments
FY 2016 - 2017 Per 5
Aug 2016
20123 - Research Projects
SMH Costs
LTD Actuals
Current Actuals Budget Commitments {surplus)ideficit Budget Available
4,540,552.00 0.00 4,540, 552,00
0.00 2.00 -873,787.09
3.061.99 0.00 0.00 36,984.37 -36,984.37
0.00 0.00 0.00 1,075.55 -1,075.55
292.54 0.00 439.14 5817.58 -6,256.72
103.00 0.00 0.00 2,580.2% -2,580.29
0.00 0.00 0.00 3525968 -35,259 68
0.00 0.00 0.00 T07.88 -707.88
226.52 0.00 0.00 75,983.85 -75,983.85

=)
=
=

0.00

=
=1
=

10.00

-10.00
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13) Please note, with any payroll report summary or employee detail report, you may need to toggle

through multiple pages, using the following section.

Alternatively, you can click this export icon to export your report to an Excel spreadsheet, or other file format
options.

Z
el R i a— CRYSTAL REP
in Report |
——
Export = _
File Formet.
[ Wicrosoft Excel (97-2003) .. -
= Payroll - Activity Employee Detail for the Month - Extract
Report q ¥ Microsoft Excel (97-2003) il for the Month with Dollars and Hours.
Microsoft Excel (87-2003) Data-Only @)
Report
— Microsoft Word (97-2003)
Bt Microsaft Word (97-2003) - Edtable
CUTreM  Rich Text Format (RTF)
sesmmmwmmes SeparatedValues (CSV) |ﬂ

— - T
If you intend to use Excel to sort and/or use formulas, choose
the “Data-Only” option when exporting to Excel. This eliminates
merged columns which makes sorting data very difficult.

Click on “Export” once you’ve chosen the format of report you wish to export to.

Do you want to open or save CrystalReportViewer3MZD8F3E.xds from Ibi smh.smhroot.net? Open Save | ¥ Cancel »

Once you complete the extract, you can save the report to a separate file.

For additional nformation and help

with sorting and adding subtotals,
o LBI Information Center .
v o Pay Deduction Tax Codes refer to the FAQ's section of the My
o Running the GL Detailed Transaction Report Manager Space dashboard. There is
I o Sorting and Subtotals on Dats Extracs I
o ECF-Transfer Quick Refarance NEW! < a guide to sorting and subtotals on
data extracts.
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