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Learning Materials and Resources 
 
The Cardinal HCM Payroll Reports Catalog covers the Payroll (PY) functional area within Cardinal 
HCM.  Each functional area contains queries and reports specific to that area.   
 
Note: Since reports and queries may be used by more than one functional area, if you do not find the 
report or query in your functional area, please review the other Cardinal HCM Reports Catalogs, as the 
report or query may be located in a different functional area.  
 
After reviewing this Cardinal HCM Payroll Reports Catalog, if any additional information or guidance 
is needed, please refer to the following: 
 

• Cardinal SW NAV225 Cardinal Reporting (HCM):  This Web Based Training (WBT) course 
provides training and interactive demonstrations that cover the fundamentals of how to run or 
access reports and queries. This course is available in Cardinal Learning and on the Cardinal 
Website.   The course provides: 
 
− Key concepts in Cardinal HCM reporting 

 
− How to navigate to the Query Viewer, how to search for and run an HCM query and how to 

access query results online or by download 
 

− How to run HCM reports and how to navigate to the Report Manager and view reports 
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Payroll Queries 
 
 
<This page is intended to be blank> 
 
  



 
 

Rev 10/22/2024  Page 8 of 198 
  

Additional Pay Employee Data (RPY550) 
V_PY_ADDL_PAY 
 
REVISED:  04/29/2024 
 
DESCRIPTION: 
This query pulls the information from the fields on the Additional Pay page to include ChartFields as 
well as Benefit and General Deduction override information.  This data assists payroll administrators 
with payroll management and analysis. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_ADDL_PAY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Employee ID 
Earnings Code 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
 
Screenshot of the Additional Pay Employee Data Query 
 

 
 
Screenshot of the Additional Pay Employee Data Query (scrolled right) 
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Audit Report for Pay Deduction Query  
V_PY_PAYSHEET_AUDIT_DED_BEN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by State Payroll Operations (SPO) and authorized agency staff to audit manually 
keyed online change to Paysheets for Pay Deductions. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEET_AUDIT_DED_BEN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Deduction Query 
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Audit Report for Pay Earnings Query  
V_PY_PAYSHEET_AUDIT_PAYEARN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Earnings. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEET_AUDIT_PAYEARN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Earnings Query 
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Audit Report for Pay Garnishment Query  
V_PY_ PAYSHEET_AUDIT_PAYGARN 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Garnishments. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_ PAYSHEET_AUDIT_PAYGARN 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report of Pay Garnishment Query 
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Audit Report for Pay Other Earnings Query  
V_PY_PAYSHEET_AUDIT_PAYOTHR 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Other Earnings. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEET_AUDIT_PAYOTHR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Other Earnings Query 
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Audit Report for Pay Tax Query  
V_PY_ PAYSHEET_AUDIT_PAYTAX 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query is used by SPO and authorized agency staff to audit manually keyed online change to 
Paysheets from Pay Tax. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_ PAYSHEET_AUDIT_PAYTAX 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Date 
To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
 
Screenshot of the Audit Report for Pay Tax Query 
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Payroll Calendar Status 
V_PY_CALENDAR 
 
REVISED:  08/28/2023 
 
DESCRIPTION: 
This query lists the status of the payroll run.  It includes all companies and what processes have been 
run along with the number or checks.  This query helps confirm that processes completed successfully 
for all agencies.  SPO uses this query to confirm which processes have been completed for all 
agencies prior to proceeding to the next process step. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_CALENDAR 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Current Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Current Pay Run ID is required. 
 
Screenshot of the Payroll Calendar Status Query 
 

  



 
 

Rev 10/22/2024  Page 15 of 198 
  

Child Support Garnishment with Administrative Fee  
V_PY_CHILD SUPT_ ADMIN_FEES 
 
REVISED:  08/28/2023 
 
DESCRIPTION: 
This query lists all employees having active Child Support deductions with Administrative Fees.  
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_CHILD_SUPT_ ADMIN_FEES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Child Support Garnishment without Administrative Fee Query 
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PY Deductions Balances Extract Query (RPY532) 
V _PY_DED_BALANCES 
 
REVISED:  08/05/2024 
 
DESCRIPTION: 
This query provides deductions balance information by calendar or fiscal year at the Company or 
employee level for MTD, QTD and YTD.   
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V _PY_DED_BALANCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balance ID (Required) 
Balance Year (Required) 
Balance Quarter (Optional) 
Balance Period (Optional) 
Company (Optional) 
Plan Type (Optional) 
Dedcd (Optional) 
Employee ID (Optional) 
Extract All Rows for Year? Checkbox (Optional) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Balance ID and Balance Year fields are required.  

 
Screenshot of the Deductions Balances Extract Query 
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Department Budget Carry Over Errors Query (RPY543) 
V_PY_NEWFY_ROLLOVER_ERRORS 
 
REVISED:  06/06/2024 
 
DESCRIPTION: 
This query will provide a list of any generated errors, within a specified business unit, when bringing the 
old fiscal year Chartfield Values forward into the new fiscal year on the Department Budget table.  
 
Users can use the report to determine whether corrections to the new department-position funding are 
needed. The report can be run ad hoc for the specified business unit. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_NEWFY_ROLLOVER_ERRORS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Year is a required field.  

 
Screenshot of the Department Budget Carry Over Errors Query 
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Direct Deposit Audit Query (RPY527) 
V _PY_DIR_DEP_AUDIT 
 
REVISED:  02/27/2023 
 
DESCRIPTION: 
This query provides the ability to see changes made to an employee’s direct deposit distributions or all 
changes made to direct deposit distributions within an agency for a given period of time.  This 
information includes changes made online by Payroll Administrators and changes made by employees 
via ESS.  
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V _PY_DIR_DEP_AUDIT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Company 
Empl ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  

 
Screenshot of the Direct Deposit Audit Query 
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Direct Deposit Distribution Query (RPY514) 
V _PY_DIR_DEP_DISTRIB 
 
REVISED:  02/27/2023 
 
DESCRIPTION: 
This query provides direct deposit distribution information by employee and company.  User can select 
the option to include if Pre-note has been completed or not.  The query provides audit information 
which includes the date the direct deposit was last updated, and who updated it (e.g., system, 
employee or online user).  If the last update was done by an online user, the specific user’s name 
displays.   
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V _PY_DIR_DEP_DISTRIB 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pre-Note Completed? (checkbox) 
Company 
Empl ID 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Direct Deposit Distribution Query 
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Screenshot of the Direct Deposit Distribution Query (scrolled right)  
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Earnings Balances Query (RPY531) 
V _PY_ERN_BALANCES 
 
REVISED:  05/10/2023 
 
DESCRIPTION: 
This query provides earnings balance information by calendar or fiscal year at the Company or 
employee level for MTD, QTD and YTD.   
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V _PY_ERN_BALANCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balance ID (Required) 
Balance Year (Required) 
Balance Quarter (Optional) 
Balance Period (Optional) 
Company (Optional) 
Employee ID (Optional) 
Earn Code (Optional) 
Include Accumulators? Checkbox (Optional) 
Extract All Rows for Year? Checkbox (Optional) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Balance ID and Balance Year fields are required.  

 
Screenshot of the Earnings Balances Query 
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Earnings Extract Query  
V_PY_ERN_EXTRACT 
 
REVISED:  11/13/2023 
 
DESCRIPTION: 
This query provides agencies a list of the earnings data based on a specified check date range.   
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_ERN_EXTRACT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Check Date From (required) 
Check Date To (required) 
Company (blank for all) 
Earn Code (blank for all) 
Employee ID (blank for all) 
Paygroup (blank for all) 
 

HTML 
Excel 
CSV 
 

ADDITIONAL INFORMATION: 
Check Date From and Check Date To fields are required fields. 
 
Screenshot of the Earnings Extract Query 
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Employees Last Pay Date Query (RPY536) 
V_PY_EE_LAST_PAY 
 
REVISED:  08/01/2024 
 
DESCRIPTION: 
This query pulls all active employees, using the date entered in the "As of Date" field, that includes the 
last check date processed for each employee.  This can be used to determine if an employee should be 
terminated. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_EE_LAST_PAY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company (Optional) 
Paygroup (Optional) 
As of Date 
Employee ID (Optional) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The As of Date field is a required field. 
 
Screenshot of the Employees Last Pay Date Query 
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Employee Tax Data Extract Query (RPY529) 
V_PY_EMP_TAX_SETUP 
 
REVISED:  03/29/2023 
 
DESCRIPTION: 
This query pulls the most current effective dated row for active employee's tax data setup including 
federal, state, and local that is used for payroll calculations. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_EMP_TAX_SETUP 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Business Unit 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Employee Tax Data Extract query 
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Screenshot of the Employee Tax Data Extract query (scrolled right) 
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FAD File Negative Balances Query  
V_PY_FAD_NEG_BALS 
 
REVISED:  08/22/2023 
 
DESCRIPTION: 
This query identifies agencies that have a negative balance on the Federal Automated Deposit (FAD). 
This report is for SPO use only. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_FAD_NEG_BALS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

No input criteria HTML 
Excel 
 

Screenshot of the FAD File Negative Balances Query 
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FICA Tax Variance Query  
V_PY_FICA_TAX_VARIANCE 
 
REVISED:  10/23/2023 
 
DESCRIPTION: 
This query extracts tax balance data and allows SPO and agencies to review records for all employees where 
FICA taxes have been collected in excess of what is due based on the taxable wages at that agency.  The query 
includes records for all employees where FICA tax amounts are less than what is due based on the taxable 
wages at the agency.  
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_FICA_TAX_VARIANCE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balance Year 
Balance Period 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The Balance Year and Balance Period fields are both required. 
 
 
Screenshot of the FICA Tax Variance Query 
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Employees with FICA Exempt Query (PY232) 
V_PY_EE_FICA_TAX_EXEMPT 
 
REVISED:  04/15/2024 
 
DESCRIPTION: 
This query identifies all the employees by Company with a Federal Insurance Contributions Act (FICA) 
status that is set to “Exempt” or “Medicare Only” to help verify employees are assigned the correct 
status. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_EE_FICA_TAX_EXEMPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Employees with FICA Exempt Query 
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Employees with Multiple Open Payrolls Query 
V_PY_UNCHECK_OK_TO_PAY 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query shows employees with multiple jobs in concurrent pay runs where the 'OK to Pay’ has been 
unchecked on one pay run to prevent errors while confirming the second pay run. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_UNCHECK_OK_TO_PAY 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

 HTML 
Excel 
 

ADDITIONAL INFORMATION: 
There are no required fields.  

 
Screenshot of the Employees with multiple Open Payrolls Query 
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Employees with Negative Balances Query (PY499) 
V_PY_NEGATIVE_BAL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query can be run ad-hoc by authorized agency and SPO users and displays employees that have 
negative Calendar year (CY) balances for earnings or deductions. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_NEGATIVE_BAL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Calendar Year 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Calendar Year field is a required field. 
 
Screenshot of the Employees with Negative Balances Query 
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Employees with No Net Balance DD Query  
V_PY_EMPL_NO_NET_DD 
 
REVISED:  12/7/2023 
 
DESCRIPTION: 
This query identifies employees that have a fixed direct deposit (DD) amount, and the balance is set to 
a check. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_EMPL_NO_NET_DD 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 

 
Screenshot of the Employees with No Net Balance DD Query 
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Employees with State and Federal Tax Status Query  
V_EE_INCOME_TAX_EXEMPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies employees for whom State Income Tax (SIT) and Federal Income Tax (FIT) status 
are set to "do not calculate wages and do not take taxes”. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_EE_INCOME_TAX_EXEMPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Company field is a required field. 
 
Screenshot of the Employees with State and Federal Tax Status Query 
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Federal and State Taxable Variance Report Query (RPY517) 
V_PY_FIT_SIT_TAXABLE_VARIANCE 
 
REVISED:  02/27/2023 
 
DESCRIPTION: 

Payroll is responsible for completing Quarterly and Year end reconciliations for taxable wages and 
taxes collected during the payroll processing for 941, W2\, and state reporting purposes. A comparison 
to the Federal and State Taxable wages is a part of this reconciliation.  The taxable wages should 
always equal, even when the employee may have had taxes collected in multiple states.   

This query lists all employees with a variance between YTD Federal Taxable Wages and State Taxable 
Wages.  It includes the Employee ID, Name, YTD Federal Taxable Wages, YTD State Taxable Wages 
and State. 

 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_FIT_SIT_TAXABLE_VARIANCE 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Calendar Year 
Balance Quarter 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
Calendar Year field is a required field.  

 
Screenshot of the Federal and State Taxable Variance Report Query  
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Gross Pay Balances from Check Year-to-Date Query (RPY553) 
V_PY_CHECKYTD_BALANCES 
 
REVISED:  06/06/2024 
 
DESCRIPTION: 
This query provides payroll administrators with access to balances on the check year-to-date table, 
including gross pay, to facilitate payroll management and analysis. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_CHECKYTD_BALANCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balance ID 
Balance Year 
Balance Quarter 
Balance Period 
Company 
Employee ID 
*Extract all rows for a year? (checkbox) 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION:  Balance ID and Balance Year fields are required fields.   
*Extract all rows for a year? checkbox:  

• When it is selected, the query will retrieve all transaction rows for the specified balance year, 
across all balance periods.   

• When not selected, the query will limit its data extraction to the most current balance period for 
the specified balance year. 

 
Screenshot Of Gross Pay Balances from Check Year-to-Date Query  
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General Deduction Mass Query 
V_GENL_DEDUCTION_MASS 
 
REVISED:  09/20/2023 
 
DESCRIPTION: 
This query extracts out of Cardinal a csv file of existing General Deduction data in the format of the 
template to be used by the General Deduction Mass Upload program.  Agencies can use the output file 
to change the General Deduction amount to accommodate mass data updates.   
 
The Mass Upload queries are covered in the Job Aid titled, Performing a Mass Upload, located on the 
Cardinal website under Learning.  Please refer to this Job Aid for assistance when processing mass 
uploads. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_GENL_DEDUCTION_MASS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
General Deduction Code 
As of Date 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION:  General Deduction Code and As of Date fields are required fields.  

 
Screenshot Of General Deduction Query  
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Fiscal Year-to-Date Cost Report for Optional Retirement Plans Query  
V_PY_YTD_COST_ORPS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query reports company Fiscal Year total employee contributions and Fiscal Year total employer 
contributions to Optional Retirement Plans and the VRS Hybrid Plan during the fiscal year.  
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_YTD_COST_ORPS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Plan Year 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Plan Year field is a required field. The CSV output can be opened in Excel. 

 
Screenshot of the Fiscal Year-to-Date Cost Report for Optional Retirement Plans Query  
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Garnishment Query (RPY501) 
V_PY_GARNSPEC_DATA 
 
REVISED:  02/27/2023 
 
DESCRIPTION: 
This query provides SPO garnishment processors and agency PY administrators a listing of all active 
and inactive employees who have a garnishment. It is used to review all court orders that are keyed in 
Cardinal daily; to audit all active court orders for accuracy and monitor goal balances to ensure 
deductions are accurate. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_GARNSPEC_DATA 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Audit Begin Data 
Audit End Date 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Audit Begin Date and Audit End Date fields are all required. 
 
Note:  Additions and changes entered between the Audit Begin Date and Audit End Date display on the 
report. 
 
 
Screenshot of the Garnishment Query 
 

 
 
 
 
 
 
  



 
 

Rev 10/22/2024  Page 38 of 198 
  

Screenshot of the Garnishment Query (scrolled right)  
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Garnishment Vendor Information Query (RPY513) 
V_PY_GARN_VENDOR_INFO 
 
REVISED:  03/18/2024 
 
DESCRIPTION: 
This query lists all garnishment vendor information from Cardinal HCM and includes Vendor/Supplier 
ID, Vendor Status, Name, Location, Address, Address Sequence Number, Alternate Payee Name, and 
Payment information (i.e., Separate payment, Payment Handling and Pay Terms) and Financial 
Sanctions Status.   
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_GARN_VENDOR_INFO 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

None 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
 
Screenshot of the Garnishment Vendor Information Query 
 

 
 
Screenshot of the Garnishment Vendor Information Query scrolled right 
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General Deduction Query (RPY534) 
V_PY_GEN_DED_SETUP 
 
REVISED:  09/27/2023 
 
DESCRIPTION: 
This new report provides active employee general deductions setup data based on a specified as of 
date. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_GEN_DED_SETUP 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Employee ID 
Employee Type 
Deduction Code 
As of Date 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
As of Date field is required. 
 
 
Screenshot of the General Deduction Query 
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High Pay Employee Extract (RPY538) 
V_PY_HIGH_CHECK 
 
REVISED:  12/7/2023 
 
DESCRIPTION: 
This query extracts employees where the gross pay is higher than: 

• Two (2) times the semi-monthly rate for a salaried employee and  

• Three (3) times the calculated rate of Hourly Rate times 40 hours for the hourly employee 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_HIGH_CHECK 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
PayRun ID 
From Check Date 
To Check Date 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
 
Screenshot of the High Pay Employee Extract Query 
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Incomplete Payroll Data in GL (RPY523) 
V_PY_PRECLOSE_GL 
 
REVISED:  02/27/2023 
 
DESCRIPTION: 
Payroll data needs to be in GL in the period that it is created in PY.  This query can be used to verify 
that the data has been run, sent to GL, journaled and posted.   
 
This query displays the data between a particular date range for: 

• Payrolls that have not been run 

• Payrolls that have not been sent to GL 

• Payroll Journals that have not been journaled 

• Payroll Journals that have not been posted 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PRECLOSE_GL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Check Date From 
Check Date To 
 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
Check Date From and Check Date To fields are required fields. 
 
Screenshot of the Incomplete Payroll data in GL Query 
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Paygroup Mismatch Report Query (RPY547) 
V_PY_PAYGROUP_MISMATCH 
 
REVISED:  02/26/2024 
 
DESCRIPTION: 
The query identifies employees with discrepancies between their primary job data paygroup and the 
payroll options paygroup. This query includes information such as Employee ID, Employee Name, 
Company, Primary Job Data Paygroup, and Payroll Options Paygroup.  
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PAYGROUP_MISMATCH 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Check Date From 
Check Date To 
 

HTML 
Excel 
 

 
ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the Paygroup Mismatch Report Query 
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Payroll Tax Balances Query (RPY530) 
V _PY_TAX_BALANCES 
 
REVISED:  05/10/2023 
 
DESCRIPTION: 
This query provides tax balance information by calendar or fiscal year at the Company or employee 
level for MTD, QTD and YTD.   
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V _PY_TAX_BALANCES 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balance ID (Required) 
Balance Year (Required) 
Balance Quarter (Optional) 
Balance Period (Optional) 
Company (Optional) 
State (Optional) 
Employee ID (Optional) 
Tax Class (Optional) 
Extract All Rows for Year? Checkbox (Optional) 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Balance ID and Balance Year fields are required.  

 
Screenshot of the Earnings Balances Query 
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Payroll Deduction Extract Query (PY519) 
V_PY_DED_EXTRACT 
 
REVISED:  1/5/2024 
 
DESCRIPTION: 
This query provides agencies a list of the deduction data based on a specified check date range. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_DED_EXTRACT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Check Date From 
Check Date To 
Company (blank for all) 
Plan Type (blank for all) 
Deduction Code (blank for all) 
Deduction Class (blank for all) 
Employee ID (blank for all) 
Paygroup (blank for all) 
 

HTML 
Excel 
CSV 

ADDITIONAL INFORMATION: 
Check Date From and Check Date To fields are required fields.  
 
Screenshot of the Payroll Deduction Extract Query  
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Payroll Error Messages Query  
V_PY_MESSAGES  
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides a list of the system error messages generated during the Payroll process. Use this 
query to analyze and resolve payroll problems before the Pay Confirmation process. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_MESSAGES  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Payroll Error Messages Query 
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Payroll Quarterly Statistics Query (RPY557) 
V_PY_QUARTERLY_STATISTICS  
 
REVISED:  10/22/2024 
 
DESCRIPTION: 
This is a query that can be run ad-hoc and will display the following: 

• Counts of Active Salaried Employees for each month for the year selected for all paygroups other 
than ‘MNP’. 

• Counts of Active Wage Employees for each month for the year selected for all paygroups other than 
‘MNP’. 

• Counts of salaried employees paid in each month for the year selected. 

• Counts of wage employees paid in each month for the year selected. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_QUARTERLY_STATISTICS  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Calendar Year 
Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Calendar Year field is a required field.  
 
Screenshot of the Quarterly Statistics Query 
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Payroll Tax Extract Query (PY520) 
V_PY_TAX_EXTRACT  
 
REVISED:  1/5/2024 
 
DESCRIPTION: 
This query provides agencies a list of tax data based on a specified check date range. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_TAX_EXTRACT  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Check Date From (required) 
Check Date To (required) 
Company (blank for all) 
State (blank for all) 
Locality (blank for all) 
Tax Class (blank for all) 
Employee ID (blank for all) 
Paygroup (blank for all) 
 

HTML 
Excel 
CSV 

ADDITIONAL INFORMATION: 
Check Date From and Check Date To fields are required fields.  
 
Screenshot of the Payroll Extract Query  
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Payroll Tax Payment Summary (RPY525) 
V_PY_TAX_PAYMENT_SUMMARY  
 
REVISED:  11/1/2023 
 
DESCRIPTION: 
This query can be used by SPO and agencies to pull tax payment information by check date range and 
by individual agency or all agencies into Excel. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_TAX_PAYMENT_SUMMARY  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Check Date From (required) 
Check Date To (required) 
Company (blank for all) 
 

HTML 
Excel 
CSV 

ADDITIONAL INFORMATION: 
Check Date From and Check Date To fields are required fields.  
 

Screenshot of the Payroll Tax Payment Summary Query  
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Paysheets to add for SPOT Query V_PY_PAYSHEETS_TO_ADD_SPOT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query identifies Single Use Payroll Online Transactions (SPOT) transactions for employees 
terminated or transferred with SPOT transactions that still need to load to payroll. This query shows all 
the paysheet transactions not loaded to payroll within 45 days of the pay period end date for employees 
in those company/paygroups who do not have a paysheet. 
 
SPO and agencies use this query to see what SPOT transaction have not currently been loaded to 
payroll. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEETS_TO_ADD_SPOT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Paysheets to add for SPOT Query 
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Paysheets to add for TL Query 
V_PY_PAYSHEETS_TO_ADD_TL 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query shows all the time rejected by payroll within 30 days of the pay period end date for 
employees in those companies who do not have a paysheet with pending Time and Labor (TL) 
transactions. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_PAYSHEETS_TO_ADD_TL 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Paysheets to add for TL Query 
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Paysheets without Paychecks Query  
V_PY_ MISSING_PAYCHECKS 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query shows all paysheets that do not have associated paychecks.  Shows if no time or earnings 
were loaded to the paysheet or if there was a payroll error. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_ MISSING_PAYCHECKS 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
Screenshot of the Paysheets without Paychecks Query  
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Reset VA-4 Exempt Employees Query 
V_PY_RESET_VA4_EXEMPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory query Identifies employees claiming a full exemption from Virginia Income tax 
withholding which has expired or which is about to expire at the end of the current year.   
 
This query enables agency payroll processors to notify affected employees of the expiration and the 
need to submit a new form.  This query does not reset the tax records as that is done manually by the 
Payroll office.  
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_Reset_VA4_Exempt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Expiration Date 
Company 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Expiration Date field is a required field.  
 
Screenshot of the Reset VA-4 Exempt Employees Query 
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SPOT Online Query  
V_PY_SPOT_TRANS_RPT 
 
REVISED:  08/08/2023 
 
DESCRIPTION: 
This query identifies Single Use Payroll Online Transactions (SPOT) transactions for a pay period or 
date range for all employees within the Company or an individual employee. It includes the Transaction 
Type (Earnings or Deductions), Batch Status, who entered the batch and who approved it as well as a 
date and time stamp of when the batch was approved.  The query also displays any comments and 
errors in the SPOT batches. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_SPOT_TRANS_RPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Paygroup 
Pay Run ID 
From Date 
To Date 
Employee ID 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 
Screenshot of the SPOT Online Query  
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Screenshot of the SPOT Online Query (scrolled right) 
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Tax Details by Paygroup Query 
V_PY_TAX_DETAILS_BY_PYGRP 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
A query of Virginia Department of Transportation (VDOT) Tax totals by paygroup from paycheck data 
for reconciliation of tax reports by paygroup (district). 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_TAX_DETAILS_BY_PYGRP 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Check From Date 
Check To Date 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
 Company, Check From Date and Check To Date fields are required fields.  

 
Screenshot of the Tax Details by Paygroup Query 
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Tax Location Recon Query 
V_PY_TAX_LOCATION_RECON 
 
REVISED:  02/09/2024 
 
DESCRIPTION: 
The Tax Location Reconciliation Report is used by agencies to perform monthly reconciliations, 
ensuring that the tax location code on the job data record matches the UI state on the tax data record 
and the state on the state distribution record. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_TAX_LOCATION_RECON 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Company 
 
 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The From Date and To Date fields are required fields. 
 
Screenshot of the Tax Location Recon Query 
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VRS Missing Query 
V_PY_VRS_MISSING 
 
REVISED:  04/15/2024 
 
DESCRIPTION: 
This query provides agencies the missing setup for the Retirement Benefit Deductions.  It includes 
employees that are missing any of the following: 

• Eligible Config 1 value from Job data for the salaried employees 

• Additional Pay VRS earnings code or VRS exists and the Ok to Pay is Unchecked or the End 
Date is populated, and  

• The Benefit Enrollment for Retirement Plan Type 70 
The query includes a field that provides the Problem which will display one of the following: 

• Missing Elig Config 1 

• Missing VRS Addl Pay 

• Missing Retirement Plan 
Some additional fields are displayed to assist users with analyzing the issue and making the necessary 
corrections timely. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_VRS_MISSING 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Employee ID 
 

ADDITIONAL INFORMATION: 
This query has no required fields. 
 

HTML 
Excel 
 

Screenshot of the VRS Missing Query 
 

 
 
Screenshot of the VRS Missing Query (scrolled right) 
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W2 Summary Report (RPY462) 
V_PY_W2_SUMMARY_RPT 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This query provides company total number of W-2s (headcount) and total amounts for each W-2 box 
sent to Treasury for printing. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_W2_SUMMARY_RPT 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Calendar Year HTML 
Excel 
 

ADDITIONAL INFORMATION: 
Calendar Year field is a required field.  

 
Screenshot of the Summary Report of W-2 Print File to Treasury Query 
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Workers’ Compensation Report Query (RPY256) 
V_PY_WORKERS_COMPENSATION 
 
REVISED:  01/26/2024 
 
DESCRIPTION: 
This query is used to provide Workers’ Compensation information to DHRM and individual agencies 
can run to review employee’s code setup. 
 
NAVIGATION PATH: 
Menu > Reporting Tools > Query > Query Viewer > V_PY_WORKERS_COMPENSATION 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From CHECK_DT 
To CHECK_DT 

HTML 
Excel 
 

ADDITIONAL INFORMATION: 
The From CHECK_DT and To CHECK_DT fields are required. 

 
Screenshot of the Workers’ Compensation Report Query 
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Payroll Reports 
 
 
<This page is intended to be blank> 
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Base Pay Compare Report (RPY555) 
 
REVISED:  08/23/2024 
 
DESCRIPTION: 
This report compares: 

• The salaried base pay (RGS) in HR from the last confirmed payroll to the current payroll and 

• The salaried based pay (RGS) between HR and Payroll. 
 
There are two sections to this report.  The Summary section (see below) shows the comparison totals 

for HR Data and Payroll Data.  The Detailed section lists all employees that determined each of these 

totals. 

 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Base Pay 
Compare Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
CSV 
 

 
Screenshot of the Base Pay Compare Report Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID and Company fields are required fields.  
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Screenshot of the Summary Section of the Report – PDF Version 
 

 
 
HR Data  

This portion of the report looks at the employee compensation rate from the job data record.  It 

compares the data from the job data record as of the last confirmed payroll to the current payroll. 

 

• Total Salaried Base Pay Previous Period – totals the base compensation from the 

employee’s job data records as of the pay end date of the last confirmed payroll 

• Add New Employees – totals pay for employees hired or rehired as of the current pay period.  

This includes employees hired with an effective date in the prior period after that payroll was 

confirmed 

• Minus Termed Employees – totals pay for employees that have been terminated as of the 

current pay period. This includes employees terminated with an effective date in the prior period 

after that payroll was confirmed 

• Add Salary Changes – totals pay for employees that had pay rate changes since the prior pay 

period pay end date. This includes salary changes entered with an effective date in the prior 

period after the payroll was confirmed 

• Calculated Base Pay Earnings – Prior period total + Hires – Terms + Salary Changes 

• Actual Salaried Base Pay Current Period – totals the base compensation from employee job 

records as of the pay end date of the current payroll  

 

Note:   

• There should be no differences found. 

• HR transactions keyed after the Data Change Freeze will be included in the HR Data portion of 

this report.  Certain transactions will not be pulled into payroll, therefore, will not be included in 

the Payroll Data portion. 
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Payroll Data 
This portion of the report compares the employee compensation rate from their job record to the base 
pay on the current payroll.  
 
Note: HR transactions keyed after the Data Change Freeze will be included in the HR Data portion of 
this report.  Certain transactions will not be pulled into payroll, therefore, will not be included in the 
Payroll Data portion. 
 

• Actual HR Salaried Base Pay Current Period – totals the base compensation from employee 
job data records as of the pay end date of the current payroll (pulled from the HR Data section) 

• Employees with No Paycheck – totals pay for employees who are active as of the pay end 
date but have no check.   

o Employees on an unpaid leave status are considered active but do not receive base pay 
o A check was turned off by SPO 
o Pay docking removed the full amount of the base pay   

• Payroll Auto Pay turned off – totals pay for employees that have auto pay turned off as of the 
pay end date.  

• Mid Period Hires – totals pay for employees hired during the pay period.  These employees will 
have a partial payment (i.e., their payroll reg pay will be less than their HR base pay) 

• Mid Period Terms – totals pay for any employees termed during the pay period.  These 
employees will have a partial payment (i.e., their payroll reg pay will be greater than their HR 
base pay) 

• Mid Period Rate Changes – totals pay for any employees with a pay rate change effective 
during the pay period.  These employees will have a partial payment (i.e., their payroll reg pay 
will be different from their HR base pay).  This category includes active employees whose HR 
base pay differs from the amount of base pay on the paycheck for other reasons.  In many 
cases the employee received a zero net check, but unlike the first category, these employees 
did receive a check. 

• Calculated Base Pay Earnings for Payroll – Sum of the categories above to reflect the 
expected base pay that is included in the payroll. 

• Actual Base Pay Earnings for Payroll – Sum of all base pay on the checks for the current 
payroll   

 
Note: There should be no differences found. 
 

• Base Pay SPOT adjustments – Sum of all SPOT adjustments to base pay (i.e., earning code 
RGS) entered during the pay period, regardless of begin and end date on the SPOT. 

• Calculated Total Base Pay (Pay Earnings + SPOT) – Sum of the actual Base Pay Earnings 
for Payroll and the SPOT adjustments to RGS. 

• Base Pay Total (RGA Accumulator) – Sum of all the base pay for the current payroll reflected 
in the RGA accumulator. 

 
The Calculated Total Base Pay and the Base Pay Total can be compared to other payroll reports such 
as the COVA Payroll Register, COVA Payroll Summary Report or the Condensed Payroll Register.  
Note: There should be no differences found. 
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Detailed Section of the Report 
Sample screenshots of some of the detailed reports pages 
 

 
 
 

 
 
 

 
 
 
 
  



 
 

Rev 10/22/2024  Page 67 of 198 
  

Screenshot of Base Pay Compare Report – CSV Version 
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ChartField Validation Error Report (RPY410) 
 
REVISED:  08/01/2024 
 
DESCRIPTION: 
This report lists employees whose payroll expenditures were written to the HR Accounting Line using 
the Company Default Expenditure ChartField String. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Distribution > GL_Interface Reports > ChartField Validation 
Error  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Run to CSV checkbox 
Business Unit 
 

PDF/CSV 
 

 
Screenshot of the ChartField Validation Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID and Business Unit fields are required fields.  
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Screenshot of the ChartField Validation Error Report (PDF) 
 

 
 
 
 
Screenshot of the ChartField Validation Error Report (CSV) 
 

 
 
Screenshot of the ChartField Validation Report (CSV) scrolled right 
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COVA Error Listing (RPY261, TAX900)  
 
REVISED:  09/23/2024 
 
DESCRIPTION: 
This regulatory report is used to monitor and correct potential W-2 errors throughout the year to flag 
errors that will impact forms at year end.  This report lists employees who have negative tax balances 
or reportable wage amounts that would cause overflow in fields when the system writes W-2 data to 
magnetic media. It also checks for other error conditions.   
 
Payroll Administrators should reconcile the Annual Reporting Error Listing Report on a quarterly basis, 
as it is a tool used for research of errors on the Quarterly Tax Balances Audit Report.  This report is 
used by SPO and agencies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > COVA Error 
Listing  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Calendar Year 
Quarter 
Run to CSV Checkbox 
Company 
 

PDF 
CSV 
 

Screenshot of the COVA Error Listing Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Calendar Year and Quarter fields are required fields.  
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Screenshot of the COVA Annual Reporting Error Listing Report (PDF version) 
 

 
 
 
Screenshot of the COVA Annual Reporting Error Listing Report (CSV version) 
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COVA Balance Adjustment Report (RPY452) 
 
REVISED:  03/20/2024 
 
DESCRIPTION: 
This report lists employees for whom adjustments to Month-to-Date (MTD), Quarter-to-Date (QTD), and 
year-to-Date (YTD) balances were made directly to the balance table. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Periodic Payroll Events USA > Balance Adjustments > COVA 
Balance Adjustment Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Start Date 
As of Date 
 

PDF 
CSV 

Screenshot of the COVA Balance Adjustment Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
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Screenshot of the COVA Balance Adjustment Report – PDF  
 

 
 
 
 
Screenshot of the COVA Balance Adjustment Report – CSV 
 

 
 
Screenshot of the COVA Balance Adjustment Report – CSV (scrolled right) 
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COVA Check Reconciliation Report (RPY175) 
 
REVISED:  07/14/2023 
 
DESCRIPTION: 
This report displays a summary of the manual checks, direct deposit, and federal and state automated 
deposits for a specific pay period.   
 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Check 
Recon Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID TXT 
 

Screenshot of the Check Reconciliation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Check Reconciliation Report 
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COVA Check Register Report (RPY145) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of all checks, in check number order, written in the pay period for each company 
in the organization. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Produce Checks > COVA Check 
Register  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Check Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the COVA Check Register Report 
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Condensed Payroll Register (RPY087) 
 
REVISED:  11/1/2023 
 
DESCRIPTION: 
This report condenses employee gross to net calculation from Payroll Register (PAY002) into one line.   
 
This report provides Agency Payroll Administrators and State Payroll Operations (SPO) visibility to see 
an employee’s gross earnings, regular earnings, specific taxes, and deductions for a specific pay 
period.   
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Condensed 
Payroll Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Run to CSV checkbox 
Company Selection 

PDF 
CSV 
 

 
Screenshot of the Condensed Payroll Register Run Control Page 
 

 
ADDITIONAL INFORMATION: 
Pay Run ID or a pay calendar specification is a required field(s). 
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Screenshot of the Condensed Payroll Register - PDF 
 

  
 
 
Screenshot of the Condensed Payroll Register - CSV 
 

 
 
 
Screenshot of the COVA Condensed Payroll Register – CSV (continued) 
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COVA Deduction Register Report (RPY146) 
 
REVISED:  02/26/2024 
 
DESCRIPTION: 
This Deduction Register Report lists employees who have any deductions and nontaxable amounts 
subtracted from their pay.  If the current deduction contains adjustments or refunds, amounts paid in 
arrears or amounts excluded, the report lists them in separate columns and provides column totals.   
This register lists the amount of money deducted from each employee's paycheck for general 
deductions, garnishments, and benefits, including taxes, as of the end of a pay period.  It can be run by 
Company. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Deduction 
Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection  
 

PDF 
CSV 
 

Screenshot of the COVA Deduction Register Report Run Control Page 

 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Deduction Register Report (PDF) 
 

 
 
Screenshot of the COVA Deduction Register Report (CSV) 
 

 
 
Screenshot of the COVA Deduction Register Report (CSV) scrolled right 
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COVA Deductions not Taken Report (RPY140) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of employees who had benefits deductions omitted for a pay period.  This report 
displays a list of deductions and details such as amounts not taken, reason not taken, added to arrears 
(Y/N), arrears balance, and the check number that the deduction not taken affected.  The deductions 
are totaled at the bottom of the page by Pay Period, by Company, and a Grand total for all companies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Deductions 
Not Taken 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection  
 

PDF 
 

Screenshot of the COVA Deductions not Taken Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Deductions not Taken Report 
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COVA Detail Payroll Expenditures Report (RPY287)   
 
REVISED:  08/08/2023 
 
DESCRIPTION: 
This is report lists employee-level payroll expenditure detail by company.  It can be run for a pay period 
or check range date as well as for the entire company or a specific employee.  This report can also be 
run for a specific earnings code or a several earnings codes. The default output is by ChartField string. 
  
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Dtl Payroll 
Expenditures 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
From Date 
To Date 
PDF or CSV (checkbox) 
Empl ID 
Earnings Code 
Company 
 

PDF 
CSV 
 

Screenshot of the COVA Detail Payroll Expenditures Report Run Control Page 
 

 
ADDITIONAL INFORMATION: 
Pay Run ID or From Date and To Date fields are required.  
Screenshot of the COVA Detail Payroll Expenditures Report - PDF 
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Screenshot of the COVA Detail Payroll Expenditures Report – CSV 
 

 
 
 
Screenshot of the COVA Detail Payroll Expenditures Report – CSV (scrolled right) 
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COVA Direct Deposit Register Report (RPY199) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report listing all direct deposits for employees in each company in the organization. 
  
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Create Direct Deposits > COVA Direct 
Deposit Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Direct Deposit Register Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Pay Run ID or Pay Check Data From/To fields are required fields.  
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Screenshot of the COVA Direct Deposit Register Report  
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COVA ER Benefit Contributions Report (RPY516) 
 
REVISED:  01/26/2024 
 
DESCRIPTION: 
This report lists U.S. employer paid benefits and includes both taxable and nontaxable amounts for the 
selected pay period and year-to-date (YTD) month, quarter, and year.   
 
This report displays the information for agencies the user has access to.  The report provides detail by 
company if run for multiple companies, and the last page of the report displays grand totals. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA ER Benefit 
Contributions 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

On-Cycle or Off-Cycle Parameters 
On-Cycle, Off-Cycle or Both (check boxes) 
Company 
 

PDF 
CSV 
 

Screenshot of the COVA ER Benefit Contributions Report Run Control Page  
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields. 
  
Screenshot of the COVA ER Benefit Contributions Report (PDF) 



 
 

Rev 10/22/2024  Page 90 of 198 
  

 

 
 
 
Screenshot of the COVA ER Benefit Contributions Report (CSV) 
 

 
 
Screenshot of the COVA ER Benefit Contributions Report (CSV) scrolled right  
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COVA Federal Tax Summary (RPY242, TAX007) 
 
REVISED: 12/7/2023 
 
DESCRIPTION: 
This regulatory report lists report by employee, quarter-to-date (QTD), federal withholding, Federal 
Insurance Contributions Act (FICA), and unemployment taxes, and includes state-specific Federal 
Unemployment Tax Act (FUTA) Credit Reduction gross and tax amounts. It lists employees by 
employee ID number and name, and it provides page and company totals. 
 
This quarterly report is used by agencies for 941 reporting. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA Federal 
Tax Summary   
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Company 

PDF 
 

 
Screenshot of the COVA Federal Tax Summary Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Year and Quarter fields are required fields. 
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Screenshot of the COVA Federal Tax Summary 
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COVA Local Tax Summary Report (RPY446, TAX002LC) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This summary report lists employee Quarter-to-Date (QTD) taxable gross and taxes for Local Tax 
withholding.  This report lists employees by SSN and name. 
 
This quarterly report is used by SPO and agencies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA Local Tax 
Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Local Tax Deposit Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the Local Tax Deposit Summary Report 
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COVA Local W-2 Tax Totals Summary Report (RPY262, TAX916LC) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists local W-2 data that is used to reconcile the W-2s.  Produces a listing of local 
W-2 data used to reconcile the W-2s, and a listing of local W-2 data that is required by some local 
jurisdictions in lieu of receiving actual copies of individual W-2 forms. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA Local W-2 Tax 
Totals Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Tax Locality Print Parameters 
Company 
 

PDF 
 

Screenshot of the COVA Local W-2 Tax Totals Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA Local W-2 Tax Totals Summary Report  
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COVA Other Earnings Register (RPY088) 
 
REVISED:  04/18/2023 
 
DESCRIPTION: 
This report is a listing of employees and amounts within earnings codes (not including Regular or 
Overtime) being processed on the current payroll. 
 
The report lists all employees receiving a specific earnings code, includes each employee’s hours and 
amounts, and provides the separate check ID, if the earnings were issued to an employee separately.   
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Other 
Earnings Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
CSV 
 

Screenshot of the COVA Other Earnings Register Run Control Page 
 

 
 



 
 

Rev 10/22/2024  Page 98 of 198 
  

ADDITIONAL INFORMATION: 
Pay Run ID or a pay calendar specification is a required field(s). 
 
The Begin Date and End Date fields are included in the CSV version and are referencing the FLSA 
period. 
 
Note:  When selecting to Run to CSV, the report runs both the CSV and PDF versions. 
 
Screenshot of the COVA Other Earnings Register CSV Version 
 

 
 
Screenshot of the COVA Other Earnings Register CSV Version (scrolled right) 
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Screenshot of the COVA Other Earnings Register (PDF Version) 
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COVA PA Local EIT W-2 Tax Totals Report (RPY263, TAX010PA) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is a listing of Pennsylvania (PA) Local Earned Income Tax W-2 data for use in reporting to 
Tax Collection District tax collecting agencies. Report is grouped by Work Political Subdivision (PSD) 
within company and includes SSN, Employee Name, Home Address, YTD Taxable Wages, YTD 
Earned Income Tax (EIT) withheld and Resident PSD. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA PA Local EIT W-
2 Tax Total  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Show Employee Detail (checkbox) 
Sort Option 
Company 
 

PDF 
 

Screenshot of the COVA PA Local EIT W-2 Tax Totals Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA PA Local EIT W-2 Tax Totals Report  
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COVA Payroll Advice Register Report (RPY200) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides payroll amounts paid directly into the employee’s bank account as direct deposits.  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Create Direct Deposits> COVA Advice 
Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Payroll Advice Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Payroll Advice Register Report  
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COVA Payroll Error Messages Report (RPY142)   
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides a list of the system error messages generated during the Payroll process. Use this 
report to analyze and resolve payroll problems before the Pay Confirmation process. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Review Processing Messages > COVA 
Payroll Err Messages Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the COVA Payroll Error Messages Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
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Screenshot of the COVA Payroll Error Messages Report  
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COVA Payroll Register (RPY137) 
 
REVISED:  04/15/2024 
 
DESCRIPTION: 
This report displays the Payroll Register, by agency, showing employee gross to net including hours 
and amounts for the pay period.  The Payroll Register lists employees by their pay groups and provides 
totals, sorted by department and company.  The details in the report include earnings hours, gross 
taxes, deductions, and net pay amounts for the period run.   
Note:  Non-productive hours/earnings are included in the regular totals.  SPOT Transactions for RGS 
and RGH are also included in the regular earnings. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Payroll 
Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

On-Cycle or Off-Cycle parameters 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
CSV 

Screenshot of the COVA Payroll Register Run Control Page  
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s). 
 
Note:  When selecting to Run to CSV, the report runs both the CSV and PDF versions. 
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Screenshot of the COVA Payroll Register CSV 
 

 
 
Screenshot of the COVA Payroll Register CSV (scrolled right) 
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Screenshot of the COVA Payroll Register PDF 

 
 
Screenshot of the COVA Payroll Register PDF (scrolled right) 
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COVA Payroll Summary Report (RPY138) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This payroll summary shows paycheck details including amounts, earnings, employee deductions, 
employer contributions, and employee/employer taxes by Pay Run ID by Company. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Payroll 
Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Report Style 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the COVA Payroll Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the COVA Payroll Summary Report 
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COVA Post Freeze Change Report (RPY545) 
 
REVISED:  02/26/2024 
 
DESCRIPTION: 

This report provides a snapshot of the gross pay that is taken immediately after the HR data 
Freeze.  It lists all changes to gross pay after the Freeze until confirm.  The report lists new 
checks, checks with changes, and removed checks. 
New checks: 

• New hire (all new hires are loaded with every pay calc) 
• Corrected payroll errors (employees with payroll errors preventing a check) 

Changed checks: 
• SPOT loads (remember a SPOT entry triggers the entire check to be recalculated which 

may pull in other data changes) 
• Updates made directly by SPO 

Removed checks: 
• Checks turned off by SPO 
• Check with a payroll error (should be corrected prior to confirm) 

This report changes as the payroll data is changed up until pay confirmation.  It can be run 
prior to confirmation to show the ongoing changes since the Freeze, or it can be run after 
confirmation to show all the changes along with the final total gross.   
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Post 
Freeze Change Report 
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INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID  
Company Selection 
 

PDF 
 

Screenshot of the COVA Post Freeze Change Report Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID is a required field.  
 
Screenshot of the COVA Post Freeze Change Report 
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COVA Preconfirm Audit Report (RPY123) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is generated during the payroll process to provide a detailed listing of information that might 
cause problems during the Pay Confirmation process.  This Preconfirm audit checks for potential 
duplicate keys, no active job record found, and outstanding off-cycle checks.  The detailed information 
includes listing by company, calendar year, pay group, month code, pay end date and employee ID.   
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > COVA Preconfirm 
Audit Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the COVA Preconfirm Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
There are no required fields.  
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Screenshot of the COVA Preconfirm Audit Report   
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COVA Presheet Audit Report (RPY114) 
 
REVISED:  08/05/2024 
 
DESCRIPTION: 
This report verifies the integrity of the payroll and benefits setup and employee data. Before creating 
Paysheets, run this optional report.  
   
Once Paysheets are created please refer to the Payroll Error Messages Query (V_PY_MESSAGES).  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Create and Load Paysheets > COVA 
Presheet Audit Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Report Option (checkboxes) 
Pay Run ID 
Company 
 

PDF 
 

Screenshot of the COVA Presheet Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Agencies should run the report with the Run ID Report? radio button selected to allow them to specify 
the Pay Run ID. If the Full report? radio button is selected, the Pay Run ID field becomes read-only. 
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When run for a specific Run ID, the Presheet Audit Report only displays findings for the Pay Run ID 
selected. 
Screenshot of the COVA Presheet Audit Report  
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COVA Quarterly Tax Balances Audit Report (RPY227) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report compares the employee QTD tax balance with the sum of Tax Detail records 
from each payroll run for each tax class and tax jurisdiction, making it possible to verify that system 
computations are correct for these balances.   
 
This quarterly report is used by SPO and agencies to identify problems with the Quarterly Tax 
balances. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA Tax 
Balance Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Company 
 

PDF 
 

Screenshot of the COVA Quarterly Tax Balances Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Year and Quarter fields are required fields.  
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Screenshot of the COVA Quarterly Tax Balances Audit Report 
 

  



 
 

Rev 10/22/2024  Page 119 of 198 
  

COVA State Tax Summary (RPY243, TAX008) 
 
REVISED:  11/13/2023 
 
DESCRIPTION: 
This regulatory report is a summary of employee Quarter-to-Date (QTD) taxable gross and taxes for 
State withholding, State Unemployment Insurance (SUI) and State Disability Insurance (SDI).  
 
This quarterly report is used by agencies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA State Tax 
Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Company 

PDF 
 

 
Screenshot of the State Tax Summary Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Year and Quarter fields are required fields. 
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Screenshot of the COVA State Tax Summary – Employee Detail 
 

 
 
 
Screenshot of the COVA State Tax Summary – Negative Wage Listing 
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COVA State W-2 Tax Totals Summary Report (RPY264, TAX916ST) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists state W-2 data that is used to reconcile the W-2s.  Produces a listing of state 
W-2 data used to reconcile the W-2s, and a listing of local W-2 data that is required by some local 
jurisdictions in lieu of receiving actual copies of individual W-2 forms. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA State W-2 Tax 
Totals Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the COVA State W-2 Tax Totals Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the COVA State W-2 Tax Totals Summary Report  
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COVA Suspense Reconciliation Register (RPY444) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a Pay Period Report listing of all deductions, by company, posted to suspense accounts for 
special processing, such as journal entries, Agency to Agency (ATA), and vendor extracts. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Suspense 
Recon Register 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Suspense Reconciliation Register Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
 
  



 
 

Rev 10/22/2024  Page 124 of 198 
  

Screenshot of the Suspense Reconciliation Register Report 
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COVA Tax Deposit Summary (VPYR0509) 
 
REVISED:  08/08/2023 
 
DESCRIPTION: 
This report is a list of employees for the pay period showing taxable gross and taxes for State 
withholding, State Unemployment Insurance (SUI) and State Disability (SDI).  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Pay Period Tax Reports USA > COVA Tax Deposit Summary 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

On-Cycle or Off-Cycle Parameters 
On-Cycle, Off-cycle, or Both (checkboxes) 
Company 
 

PDF 
 

Screenshot of the COVA Tax Deposit Summary Report Run Control Page  
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the COVA Tax Deposit Summary Report  
 

 
 
Screenshot of the COVA Tax Deposit Summary Report (Page 2 with overall totals) 
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COVA W-2 Count Report (RPY541) 
 
REVISED:  02/26/2024 
 
DESCRIPTION: 
This is a report lists W2 counts by agency, employee type and state (VA and Non-VA).  If the detail 
option is selected, the report lists the employee information for each employee included in the counts 
by employee type. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA W-2 Count 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Year 
Company Selection 
 

PDF 
CSV 

 
Screenshot of the COVA W-2 Count Report Run Control Page 
 

 
 
 
ADDITIONAL INFORMATION: 
Year field is a required field.  
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Screenshot of the COVA W-2 Count Report  
 

 
 
 
Screenshot of the COVA W-2 Count Report (Detail) 
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Deduction Change Amount Report (RPY089) 
 
REVISED:  04/29/2024 
 
DESCRIPTION: 
This report identifies deductions that were on the last paycheck but are not on the current paycheck.  
The current period amount displays as $0.00.  It displays deduction name, current amount and previous 
amount sorted by Empl ID. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Deduction Change 
Amount Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company Selection 
 

PDF 
CSV 
 

Screenshot of the Deduction Amount Change Report Run Control Page 
 
prim

 
 
ADDITIONAL INFORMATION: 
Pay Run ID is a required field. 
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Screenshot of Deduction Change Amount Report - PDF 
 

 
 
Screenshot of Deduction Change Amount Report – CSV 
 

 

  



 
 

Rev 10/22/2024  Page 131 of 198 
  

Deduction Vendor Remittance Report (RPY380) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Deduction Vendor Remittance report can be pulled by vendor and check date and includes 
deduction and vendor information. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Deduction Vendor 
Remittance Rpt  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Pay Check Date From/To 
Vendor ID 
Company 
Summary or Detail (radio button) 
 

PDF 
 

Screenshot of the Deduction Vendor Remittance Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID or Pay Check Data From/To fields are required fields.  
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Screenshot of the Deduction Vendor Remittance Report 
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Employee Benefit Enrollment Report (RPY528) 
 
REVISED:  11/13/2023 
 
DESCRIPTION: 
This report provides active employee benefit enrollment of all plan types based on a specified as of 
date, plan type, and employee number along with the company. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > EE Benefit 
Enrollment Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As of Date 
Company 
Plan Type 
Empl ID 
PayGroup 
 

Excel 
 

Screenshot of the Employee Benefit Enrollment Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date and Company fields are required fields.  
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Screenshot of the Employee Benefit Enrollment Report  
 

 
 
 
Screenshot of the Employee Benefit Enrollment Report (scrolled right) 
 

 
 
 
Screenshot of the Employee Benefit Enrollment Report (scrolled right) 
 

 
 
 
Screenshot of the Employee Benefit Enrollment Report (scrolled right) 
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Employees not Processed in Current Payroll Report (RPY141) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Reports employee hours and earnings that were not processed for the pay period. 
 
This report displays a list of employees who were bypassed during the pay calculation process.  For 
each employee listed, the report sorts the unprocessed hours and earnings by regular, overtime, and 
other earnings.  Totals at the bottom of the report are calculated for the paygroup and pay period for 
each company including a grand total for all companies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > COVA EE Not 
Processed Report  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Employees not Processed In Current Payroll Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Employees not Processed In Current Payroll Report  
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Employee SSN Verification Report (TAX109) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report creates an electronic file used to submit employee name and Social Security 
Number (SSN) information to the Social Security Administration for verification. 
 
This calendar year-end report is used by SPO and agencies.  This report can be run more than once a 
year. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > US Annual Processing > Year End/New Year Preparation Pay 
Period Reports > Employee SSN Verification 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Processing Options 
From Date 
To Date 
 

PDF 
 

Screenshot of the Employee SSN Verification Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
The From Date and End Date fields are required fields.  
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Screenshot of the Employee SSN Verification Report 
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FBMC Deduction Extract Report (RPY458) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Extract audit report for semi-monthly outbound vendor file to Third-Party Administrator, currently 
Fringe Benefits Management Company (FBMC), for miscellaneous insurance and annuity deductions. 
 
NAVIGATION PATH: 
Menu > Payroll for N/A > Payroll Processing USA > Pay Period Reports > FBMC Deduction Extract 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Run to CSV (checkbox) 
From Check Date 
Check Thru Date 
 

PDF 
 

Screenshot of the FBMC Deduction Extract Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date field and Check Thru Date field are required fields.  
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Screenshot of the FBMC Deduction Extract Report  
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Federal Liability by State Report (TAX014) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report displays federal withholding and liability (Employer and Employee FICA plus 
withholding) for each state.  This report is used by SPO only. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Pay Period Tax Reports USA > Federal Liability by State  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
Company Selection 
 

PDF 
 

Screenshot of the Federal Liability by State Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field is a required field.  
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Screenshot of the Federal Liability by State Report 
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Federal Tax Summary (TAX010FD) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report lists summary period-to-date income tax withheld, FICA, Advance Earned Income 
Credits (EIC) payments, Medicare, Additional Medicare, and Non-Resident Alien Tax 1042 Agency 
quarterly certification. 
 
This quarterly report is used by SPO to balance to 941 reporting. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Pay Period Tax Reports USA > Federal Tax Summary  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Period 
 

PDF 
 

Screenshot of the Federal Tax Summary Report Run Control Page 
 

 
 
 
ADDITIONAL INFORMATION: 
Balances for Year field is required and also Quarter field or Period field is a required field.  
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Screenshot of the Federal Tax Summary Report 
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Fiscal YTD Employee Earnings, Deductions, and Taxes Totals Report 
(RPY134) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This is a report that pulls employee earnings, deductions, and tax cumulative amounts within a 
company for the specified date range. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Fiscal YTD Earns-
Ded-Tax Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Fiscal YTD Employee Earnings, Deductions, and Taxes Totals Report Run 
Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Fiscal year field is a required field.  
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Screenshot of the Fiscal YTD Employee Earnings, Deductions, and Taxes Totals Report 
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FSA Deduction Extract Report (RPY457) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Flexible Spending Account (FSA) audit report extracts semi-monthly outbound vendor file to 
PayFlex Flexible Reimbursement Account Plans. Report is grouped by Non-Paid Adjustment Amounts, 
Negative Amounts, and all other Remittance File Detail amounts. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > FSA Deduction 
Extract Report   
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Check Date 
To Check Date 
Run by CSV (checkbox) 
Company 
 

Excel 
CSV 
 

Screenshot of the FSA Deduction Extract Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields.  
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Screenshot of the FSA Deduction Extract Report  
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Garnishment Check Register Report (RPY502) 
 
REVISED:  02/27/2023 
 
DESCRIPTION: 
This report lists all of the garnishment checks processed for the Pay Run ID entered and includes 
Employee ID, Employee Name, Check Number, Check Date, Amount, Vendor (payee) and the total 
number or checks.  It can be used to confirm and reconcile all garnishment payments after each payroll 
confirmation.  It can also assist SPO with the issued/distributed garnishment checks to the agencies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Garnishment 
Check Register Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 
 

PDF 
 

Screenshot of the Garnishment Check Register Report Run Control Page 
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Screenshot of the COVA Garnishment Check Register Report  
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HR Accounting Line Reconciliation Report (RPY447) 
 
REVISED:  3/29/2023 
 
DESCRIPTION: 
This report is an HR Accounting Line to General Ledger (GL) Reconciliation report.  This report reads 
HR accounting line detail and creates company totals by revenue, Accounts Payable 3rd Party checks, 
ATA funds, Suspense funds or expenditure categories and includes statewide Grand Totals. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Distribution > GL Interface Reports > HR Accounting Line 
Recon 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Integration Date From 
Integration Date To 
Business Unit 
 

PDF 
 

Screenshot of the HR Accounting Line Reconciliation Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Integration Date From and Integration Date To fields are required fields.  
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Screenshot of the HR Accounting Line Reconciliation Report  
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TPA_Retire Extract Report (RHR144) 
 
REVISED:  02/05/2024 
 
DESCRIPTION: 
This report displays employee-level deduction data that is used for auditing purposes by SPO and 
agencies to monitor deductions submitted to third party administrator and are additional benefits 
provided in accordance with the employee’s retirement plan. The rates for these are established in the 
Appropriations Act each year and the benefits are managed by VRS for all employees including ORP 
employees. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > TPA_Retire 
Extract Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Check Date 
To Check Date 
Run to CSV (check box) 
 

PDF 
CSV 
 

Screenshot of the TPA_Retire Extract Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields.  
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Screenshot of TPA Retire Extract Report - PDF 
 

 
 

 
 
Screenshot of TPA Retire Extract Report- CSV 
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Minnesota Life Deduction Extract Report (RHR145) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report displays employee-level deduction data that is used for auditing purposes by SPO and 
agencies to monitor deductions submitted to Minnesota Life in the Minnesota Life Extract .  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > MN Life 
Deductions Extract Report 
 

INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
From Check Date 
To Check Date 
Run to CSV (checkbox) 
 

PDF 
 

Screenshot of the Minnesota Life Deduction Extract Report Run Control Page 

 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields are required fields.  
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Screenshot of the Minnesota Life Deduction Extract Report 
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Minnesota Life Upload Error Report (RPY172) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists employee Optional Group Life Insurance changes which could not be updated by the 
Optional Group Life Premium interface, the reason for the error, and all other changes which were 
successfully loaded to Cardinal.  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Minnesota Life 
Upload Err Rpt 
 

INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
Company 
 

PDF 
 

Screenshot of the Minnesota Life Upload Error Report Run Control Page 
 

 

 

  
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Minnesota Life Upload Error Report 
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Multiple Worksite Report (RPY241)  
 
REVISED:  06/06/2024 
 
DESCRIPTION: 
This regulatory report lists each tax location used to calculate the employees’ work taxes. The tax 
location is considered a worksite when completing the information on the federally mandated Multiple 
Worksite report (BLS-3020) or state variations.   
 
Every quarter, SPO produces the Multiple Worksite Report (RPY241) for the calendar year and 
calendar quarter specified on the run control page.  Agencies will also be able to generate the PDF for 
their agencies only.  The Multiple Worksite Report provides the employee count as of the 12th of the 
last month in the quarter and the total State Unemployment Insurance (SUI) wages paid in the quarter 
per worksite.  
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > COVA Multiple 
Worksite  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Write Flat File (checkbox) Only displays for SPO 
Company 
 

PDF 
 
 

Screenshot of the Multiple Worksite Report Run Control Page 
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ADDITIONAL INFORMATION: 
Balances for Year and Quarter fields are required fields for both SPO and agency users. 
The Write Flat File checkbox will be available for SPO to generate the text file.  The Write Flat File 
checkbox is not available for an agency user.  
Screenshot of the Multiple Worksite Report 
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Net Negatives by Employee/Vendor Report (RPY383) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This quarterly report identifies negative employee deduction amounts shown on the Accounts Payable 
(AP) Extract Line Detail for a Pay Run ID grouped by vendor.  This report is used by SPO. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Net Negatives by 
Emp/Vendr Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Begin Check Date 
End Check Date 
Vendor 
 

PDF 
 

Screenshot of the Net Negatives by Employee/Vendor Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Begin Check Date and End Check Date fields are required fields.  
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Screenshot of the Net Negatives by Employee/Vendor Report 
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Optional Retirement Plan Extract Control Report for TIAA (RPY453) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Extract audit reports for semi-monthly outbound vendor file to Teachers Insurance and Annuity 
Association-College Retirement Equities Fund (TIAA-CREF) Higher Education Optional Retirement 
Plan. Report is grouped by Negative Amounts and All other Remittance File Detail amounts. Totaled by 
Company, the report includes Employee Name, EmplID, Benefit Plan, Before-Tax Deduction Amount, 
Employer Contribution Amount, and Void Check Indicator. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > TIAA Extract 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Check Date 
To Check Date 
Run to CSV (checkbox) 
Company 
 

PDF 
 

Screenshot of the Optional Retirement Plan Extract Control Report for TIAA Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date are required fields.  
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Screenshot of the Optional Retirement Plan Extract Control Report for TIAA 
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Paycheck History Report (RPY515) 
 
REVISED:  10/17/2022 
 
DESCRIPTION: 
This report provides the history of the confirmed paychecks information for an employee including 
earnings, taxes, and deductions for research purposes by the agencies.  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Paycheck History 
Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Empl ID 
Empl Record 
All Empl Rcds (checkbox) 
Company 
From Check Date 
To Check Date 
Earnings/Deductions/Taxes (checkboxes) 
Tax Selection options 
 

CSV 
 

Screenshot of the Paycheck History Report Run Control Page  
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ADDITIONAL INFORMATION: 
Empl ID, From Check Date and To Check Date fields are required fields.  
Screenshot of the Paycheck History Report  
 

 
 
Screenshot of the Paycheck History Report (scrolled right) 
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Precalcalculation Audit Report (RPY122) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides a detailed listing (by company, pay group, and pay end date) of information that 
might cause problems during the Pay Calculation process. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Produce Payroll > COVA Precalculation 
Audit Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Precalculation Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
There are no required fields.  
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Screenshot of the Precalculation Audit Report 
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PRWORA-New Hire (RPY249) 
 
REVISED:  01/26/2024 
 
DESCRIPTION: 
The report contains employees hired and paid by the Commonwealth for a specific date range, 

including employees who transfer between agencies. In addition, the report also contains new hire 

statistics to support garnishment data. 

 
NAVIGATION PATH: 

Menu > Workforce Monitoring > Meet Regulatory Rqmts > Regulatory Reports > PRWORA-New Hire 

 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Regulatory Region - State (Required) 
Multi Company Organization checkbox (Do Not 
Use) 
Multi-State Employer (Do Not Use) 
Test Mode Checkbox (Do Not Use) 
Payroll Agencies only Checkbox (Do Not Use) 
Company  
From Date  
Thru Date 
 
 

PDF 
 

Screenshot of the PRWORA-New Hire Report Run Control Page 
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ADDITIONAL INFORMATION: 
Regulatory Region is a required field. 
 
 
Screenshot of the PRWORA - State New Hire Report  
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Reset W-4 Exempt List (TAX103) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report is a listing of employees who have not yet filed a new Form W-4 by the due date 
to continue their tax exemption status. If the report is run in update mode, it will insert a new tax record 
to reset the federal withholding status, marital status, and withholding allowances. 
 
This calendar year-end report is used by SPO. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > Year-End/New Year Preparation > Reset 
W-4 Exempt List  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Due Date for W-4 Forms 
Date to be Used for Eff. Date on Inserted Records 
Scope - All Employees or By Company 
Company 
Report Mode (radio button) 
 

PDF 
 

Screenshot of the Reset W-4 Exempt List Report Run Control Page 
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ADDITIONAL INFORMATION: 
This report has no required fields.  
 
Screenshot of the Reset W-4 Exempt List Report 
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Retroactive Enrollment Report (RPY365) 
 
REVISED:  11/13/2023 
 
DESCRIPTION: 
This report displays retroactive enrollments for both benefits and general deductions established 
through vendor uploads from source systems such as Virginia Retirement System (VRS) VNAV 
(retirement and buybacks), TPA-Retire (Deferred Compensation), FBMC (Annuities and Misc 
Insurances). It includes retroactive enrollments entered by users online. This report is used by the 
Agency Payroll Administrators. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Retroactive 
Enrollment Report 
 

INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
Thru Date 
Company 
 

CSV  

Screenshot of the Retroactive Enrollment Report Run Control Page 
 

 

 

  
ADDITIONAL INFORMATION: 
From Date and Thru Date fields are required fields.  
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Screenshot of the Retroactive Enrollment Report  
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Salary Rate and Regular Pay Comparison Report (RPY086) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
A report that pulls employees where current pay period earnings is different than per pay period 
compensation on their job record.  
 
This calendar year-end report is used by SPO and agencies.  This report can be run more than once a 
year. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Salary Rate 
Comparison Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID 
Company 
 

PDF 
 

Screenshot of the Salary Rate and Regular Pay Comparison Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID is a required field. 
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Screenshot of the Salary Rate and Regular Pay Comparison Report 
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SPOT Transactions Not Loaded to Payline Report (RPY449) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report is used to identify those transactions that have been approved on Single Use Payroll Online 
Transactions (SPOT) in closed batches but have not been updated on the employee’s payline(s). 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Create and Load Paysheets > SPOT 
Entries Not on PayLine  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Batch ID 
Company Parameters 
 

PDF 
 

Screenshot of the SPOT Transactions Not Loaded to Payline Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Batch ID field is a required field or Company Parameters are required.  
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Screenshot of the SPOT Transactions Not Loaded to Payline Report  
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Tax Deposit Summary Report (TAX001) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report displays pay period details of federal, state, and local taxes that are withheld from 
employees, and liabilities incurred for employer-paid taxes. 
 
This quarterly report is used by SPO. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Pay Period Tax Reports USA > Tax Deposit Summary  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Pay Run ID or Off-Cycle Pay Calendar 
Payroll Cycle (checkboxes) 
 

PDF 
 

Screenshot of the Tax Deposit Summary Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Pay Run ID field or a pay calendar specification is a required field(s).  
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Screenshot of the Tax Deposit Summary Report 
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Tax Remittance Report (RPY174) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This Tax Remittance report provides the amount and other details to be paid to state and localities 
manually via Accounts Payable. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > COVA Tax 
Remittance Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company 
Pay Run ID or From/To Check Date 
State 
Locality 
Sub-Totals (checkbox) 
 

PDF 
 

Screenshot of the Tax Remittance Report Run Control Page 
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ADDITIONAL INFORMATION: 
Pay Run ID or From/To Check Date fields are required fields.  
 
Screenshot of the Tax Remittance Report 
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Total Number of Direct Deposit/Check by Employee Type Report (RPY163) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report lists percentage and number of direct deposit and paper checks processed on a payroll and 
sorted by employee type. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Number of DDs 
and Checks 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Date 
To Date 
 

PDF 
 

Screenshot of the Total Number of Direct Deposit/Check by Employee Type Report Run Control 
Page 
 

 
 
ADDITIONAL INFORMATION: 
From Date and To Date fields are required fields.  
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Screenshot of the Total Number of Direct Deposit/Check by Employee Type Report 
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US Census Annual Survey Report (RPY247)    
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This report provides the annual survey of payroll by employment in state government needed to 
complete the US Census Bureau Annual Survey of Public Employment and Payroll.  This report is used 
by SPO only. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > U S Census 
Annual Survey  
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Calendar Year 
 

PDF 
 

Screenshot of the US Census Annual Survey Report Run Control Page 
 

  
 
ADDITIONAL INFORMATION: 
Calendar Year field is a required field.  
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Screenshot of the US Census Annual Survey Report   
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Virginia DSS Child Support Report (RPY461) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
Extract audit reports for semi-monthly outbound vendor file to Virginia Department of Social Services 
(DSS) for Child Support deductions. Report is grouped by Non-paid Adjustment Amounts, Negative 
Amounts, all other Remittance File Detail amounts, and a report of netted amounts by employee.  
 
NAVIGATION PATH: 
Menu > Payroll for North America > Payroll Processing USA > Pay Period Reports > Virginia DDS Child 
Support 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

From Check Date 
To Check Date 
Pay Run ID 
 

PDF 
 

Screenshot of the Virginia DDS Child Support Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
From Check Date and To Check Date fields or Pay Run ID field are required fields.  
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Screenshot of the Virginia DDS Child Support Extract Report  
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Virginia Quarterly UI Wage Report (RPY246)  
 
REVISED:  09/23/2024 
 
DESCRIPTION: 
This regulatory Unemployment Insurance (UI) report creates a list of unemployment wages submitted 
quarterly.  
 
This report displays a list of the employees and their quarter to date UI taxable wages reported to VEC. 
Agencies only see info for the agencies they have access to.  Negative amounts in the QTD SUI Wage 
column are reported in a separate section or report and totaled separately from the positive 
amounts.  These amounts must be manually submitted as adjustments to VEC by the individual 
agencies.  
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Quarterly Processing > Quarterly Reports > VA Qtrly UI Wage 
Rpt 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Quarter 
Company 
 

PDF 
 

Screenshot of the Virginia Quarterly UI Wage Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Year and Quarter are required fields. 
 
Note: This report produces two PDF files.  One is the positive QTD SUI wage totals used by the 
agencies in online reporting to VEC.  The second displays employees with negative QTD SUI wage 
amounts which must be submitted separately to VEC.   
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Screenshot of the Virginia Quarterly UI Wage Report – PDF (1 of 2) 
 

 

 
 
Screenshot of the Virginia Quarterly UI Wage Report – Negative Wage Listing PDF (2 of 2) 
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W-3 Transmittal Totals Report (RPY450, TAX915) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report used by line agency for calendar year-end certification and verification of 
company-level totals. This calendar year-end report is used by SPO. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > W-2 Reporting > COVA W-3/W-3SS 
Transmittal Report 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

(none) PDF 
 

Screenshot of the W-3 Transmittal Totals Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
This report has no required fields.  
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Screenshot of the W-3 Transmittal Totals Report  
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W-4 Exemptions - Federal Tax Data Status Report (TAX100) 
 
REVISED:  12/12/2023 
 
DESCRIPTION: 
This regulatory report is a listing of all employees whose U.S. Tax Data records indicate they are 
exempt from federal income tax withholding (W-4). 
 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > Year-End/New Year Preparation > W-4 
Exemptions Report. 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

As Of Date PDF 
 

Screenshot of the W-4 Exemptions - Federal Tax Data Status Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
As of Date field is a required field.  
 
  



 
 

Rev 10/22/2024  Page 194 of 198 
  

Screenshot of the W-4 Exemptions - Federal Tax Data Status Report  
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Year End Data Audit Report (TAX910AU) 
 
REVISED:  12/7/2023 
 
DESCRIPTION: 
This regulatory report a listing of the amounts loaded in the year end files and identifies certain errors. 
This calendar year-end report is used by SPO and agency Payroll Administrators. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > Year End 
Data Audit 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Balances for Year 
Sort/Order Report By 
Employees Options (All or Selected) 
Employee ID 
W-2 Reporting Companies (All or Selected) 
 

PDF 
 

Screenshot of the Year End Audit Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
Balances for Year is a required field. 
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Screenshot of the Year End Data Audit Report  
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Year End Record Error Report (TAX910ER) 
 
REVISED:  09/15/2021 
 
DESCRIPTION: 
This regulatory report Identifies errors in the year-end data. 
 
This calendar year-end report is used by SPO and agencies. 
 
NAVIGATION PATH: 
Menu > Payroll for North America > U.S. Annual Processing > Audit and Error Reports > COVA Error 
Listing 
 
INPUT / SEARCH CRITERIA: OUTPUT FORMAT: 

Company PDF 
 

Screenshot of the Year End Record Error Report Run Control Page 
 

 
 
ADDITIONAL INFORMATION: 
The Company field is a required field.  
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Screenshot of the Year End Record Error Report  
 

 


