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To perform a Payroll search select Find Salaries & Encumbrances from the Main Menu
Main Menu[image: ]

[bookmark: Payroll]Find Salaries & Encumbrances[image: ]
*Search screen shown over results
1. Enter search criteria
a. More criteria will narrow search
2. Select desired data types to return
a. Salaries
b. Fringe
c. All
3. Initiate search with criteria entered
4. Reset search criteria
5. Toggle between search screen and results
6. Export to Excel/set records per page to view
7. Pin to Dashboard – create tile

Transaction Detail-Orig Encumb. hyperlink selected[image: ]
1. Page navigation
2. Hyperlink to Journal detail
3. Displayed detail options
a. Export to Excel
b. [bookmark: _GoBack]Customize columns
c. Records per page
d. Include Earn Dates
Result when Journal Id hyperlink selected
[image: ]
*this final level of detail opens in new browser tab
1. Options for this page
a. Pin to Dashboard (tile)
b. Export to Excel
 pg. 2
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I PE00002033 Accounting Journal

Business Unit Journal Date Source System Source Ledger 2Pin to Dashboard
uwsys 1212972019 HRS ExT ACTUALS
Total Credits Total Debi Description
$7.110428.64 $7.110428.64 HRS Payroll
Attachments
No files are attached to this journal,
Lines 26s total & Export to Excel
LineNo.  Account  Fund  Dept  Prog  Project  Class Description PO Voucher Amount
1 1051 144 osot0 s AAGT746 ENCUMBRANCE SUMMARY
2 1051 144 osmot0 s AAH3249 ENCUMBRANCE SUMMARY
3 1051 144 osot0 s AAHa944 ENCUMBRANCE SUMMARY
4 1051 104 o0s1050 6 ENCUMBRANCE SUMMARY
s 1051 104 041060 6 ENCUMBRANCE SUMMARY
6 1051 150 os070 5 AAGESA7 ENCUMBRANCE SUMMARY
7 1051 104 041090 6 ENCUMBRANCE SUMMARY
8 1051 104 oa010 5 ENCUMBRANCE SUMMARY
9 1051 133 oa010 5 AAGI652 ENCUMBRANCE SUMMARY
10 1051 106 101000 7 ENCUMBRANCE SUMMARY
11 1051 128 101000 7 ENCUMBRANCE SUMMARY
12 1051 16 201500 0 ENCUMBRANCE SUMMARY
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