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This Job Aid walks through the process of running the Payroll Detail – Students and Temporary 
Employees report.  This report uses data from actual payrolls for students and other temporary 
employees, including graduate assistants, temporary USS employees and temporary unclassified 
employees.  This report is accessed on the Department Dashboard. 
 
Note that this report uses payroll processing data.  Changes made outside of payroll processing 
(e.g. retro costing changes processed on a journal entry) are not reflected on this report.  Users 
will need to check the Transaction Detail report for other transactions that need to be considered 
when reconciling cost centers. 
 

Step Action 

1. Select Payroll Detail – Students and Temporary Employees report from the Departments 
Dashboard. 
 

2. Select the appropriate data to be included in the report as needed.  Details for each 
selection’s options are below.  
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3. Start Pay Date and End Pay Date.  Use the calendar icon to select the start pay date 
and end pay date or enter the dates in the appropriate format (yyyy-mm-dd). 
 
The Start Pay Date is the first pay date to be included on the report.  The End Pay Date is 
the last pay date to be included on the report. 
 
Examples:   
 
#1 – To get a report with all pay dates between 7/14/2017 and 10/20/2017, enter: 

Start Pay Date = 2017-07-14 
End Pay Date = 2017-10-20 
 

#2 - To get a report with one pay date only, enter 
Start Pay Date = 2017-07-14 
End Pay Date = 2017-07-14 

     

 
 

4. 
 
 
 
 
 
 
 
 
 
 
 

 

Employment category.  Leave the Employment Category as Blank to include all 
temporary employees or select the specific employment category to be included. 
 
Example:  Students-No Benefits-Nonexempt are hourly students.  
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5. Fund.  To select a fund, click on the drop down arrow next to Fund.  The search 
box will open.  Click search, then type in the fund number.  Select the fund, then 
Ok. 
 
Note that you can leave Fund as Blank and the report will run based on other 
selection criteria. 
  

 
   

6. Cost Center.  To select a cost center, click on the drop down arrow next to Cost 
Center.  The search box will open.  Click search, then type in the cost center 
number.  Select the cost center, then Ok. 
 

   
 
   
 

7. Click on Apply: 
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8. Click on the drop down next to the Excel Icon and click on Excel.  You will 
need to open or save the Excel file depending on our computer settings. 
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9. Excel will open using a PIVOT Table.  All of the data columns have a drop down 
to use to filter.   
 
If you want the detail by pay date, you can filter for each pay (process) date. 
 
Note that the Assignment Category is the Employment Category (see #4, above) 
 

   
 

   
 

   
 

 


