
Running Payroll Extracts 

 

Accessing Departmental Payroll Extracts: Step 1: Log into PeopleSoft 

Step 2: Select OU Manage Time and Earnings from the PeopleSoft Menu, follow path: 

Step 3: Select OU Reports 

Step 4: Payroll Extract by Account Number 

Main Menu > OU Manage Time and Earnings > OU Reports > Payroll Extract by Account 

Number 

 

If you have run an extract before, select    or type in your run control ID (If not, follow instructions 

on next page) 



 

 

1. Select the Add a New Value tab at the top of the page 

2. Type in any number or letter you choose to be your run control ID 

3. Select  



 

 

 

 

1. Type in the Pay Period End Date 

2. Select either the hourly or monthly radio button 

3. Select if you want to run all accounts or just selected accounts 

4. If you want to select specific accounts, us the plus or minus buttons to add or remove accounts 

5. Select  



 

 

 

 

1. Leave the Server Name, Recurrence, and Time Zone blank 

2. Type should equal Web 

3. Format should equal PDF (these usually default in but always check to make sure they are correct) 

4. Select  



 

1. Select Process Monitor 

 

1. Click the    button until the Run Status shows success and the Distribution Status shows that the 

report has posted 



 

 

1. Click on the details link to the report you wish to view 

 

1.    Click on the View Log/Trace 



 

 

 

Click on the PDF file link. Another window will open showing your report. 


