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Earnings and Deductions Statement ZHR_RPTPY711 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

05/01/2007 Janet Pasion Initial Draft 

05/03/2007 Lesa Terry Reviewed 

5/4/2007 Mary Openshaw-
Mensing 

Functional Team Review 

6/18/07 Janet Pasion Updated screenshots 

6/25/07 Janet Pasion Added additional information in Helpful Hints. 

6/26/07 Paula Holmes Manager Review 
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Purpose 

Use this procedure to view and/or print an employee’s Earnings and Deduction Statements. 

Trigger 

Perform this procedure when viewing and/or printing an employee’s past or current Earnings 
and Deduction Statements. 

Prerequisites 

• Run after payroll is exited as this report will read payroll posting data. OR 

• Run this on Day 3 of the payroll processing cycle to show impacts of entries that have 
been made.  This could be used as a preview of the statement. 

 

In order to perform this transaction you must be assigned the following roles: 

Payroll Processor, Payroll Analyst, Payroll Supervisor, Time & Attendance Supervisor, Time & 
Attendance Inquirer, Organizational Management Supervisor & Security Auditor 

Transaction Code 

ZHR_RPTPY711 

Date Procedure Update Log 

7/2/2007 Created 

 

Helpful Hints 

On the 7/10/2007 pay date, the following items will be effective: 

Employees Earnings and Deductions Statements will reflect a number of fixes that 
have either been reported to DOP by agencies, or that DOP has found during testing 
since go-live.  An example is a retroactive action; Earnings Statement reprinted from 
prior pay periods reflected that subsequent retroactive activity.  Beginning with the 
7/10 pay date, the statements will be static and reflect the amounts as they 
appeared when issued, despite any subsequent retroactive activity. 

To avoid system timeouts, consider limiting your request to no more than 100 employees. 
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Procedure 

1. Start the transaction using the transaction code ZHR_RPTPY711. 
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ZHR_RPTPY711XD - Select Earnings Statement 
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2. In the Period section, review/complete the following fields: 

Field Name R/O/C Description 

Payroll Area R Groups and designates the employees whose payroll is run 
on the same date. 

 The Payroll Area 11 is the default for the State of 
Washington.  Payroll Area 10 is the default for the Board of 
Volunteer Firefighters only. 

Example: 11 

Pay Period O Designates the single or range of pay periods to report on.  
The periods in a payroll year are numbered in ascending 
order, beginning with 01.  It is uniquely identified with the 
number of the payroll period and the payroll year. 

 For a list of current year pay periods, see Job Aid, 
HRMS Payroll and Reports. 

Example: 08 2007 (Reflects April 1 – 15, 2007) 

O Runs the report for the current pay period. 

 

 The Run Type field is defaulted as P for Production.  For a preview of the Earning 
Statement, use Run Type T for Test.  This may be used during DAY 3 of the payroll 
processing cycle to show impacts of entries that have been made. 
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ZHR_RPTPY711XD - Select Earnings Statement 
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3. In the Selection section, review/complete the following fields:  

Field Name R/O/C Description 

Personnel Number C A unique identifying number assigned by HRMS for 
identification purposes.  This number will follow the employee 
throughout his/her employment with the State of Washington.  
This replaces the use of identifying employees by social 
security number. 

Example: 20009999 

Business Area C A specific agency in the State of Washington. 

 This selection option will run the report for the 
specified agency including their Personnel Area(s).  

Example: 1110 (Department of Personnel) 

Personnel Area C A specific agency/sub-agency in the State of Washington. 

Example: 1111 (HRISD) 

Org Unit C An organizational grouping of employees which serves as 
functional units of an agency and defines organizational 
structure. 

Example: 60009999 

Org Key C The employee’s payroll distribution location. 

Example: 6000 
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ZHR_RPTPY711XD - Select Earnings Statement 
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 To change the sort order of the report results, click  .  The 
system defaults at Business Area, Personnel Area, Org Key and Last Name First 
Name, which is shown in the screenshot below.  The following dialog box will appear.  
Designate the order by renumbering the options from 1 through 6. 

TEXT-456 

 

 

Once the selections have been made, click  to accept selections. 

4. Choose a radio button in the Statement Type section. 

 Only one button can be selected at a time. 

Field Name R/O/C Description 

C This will provide 2 pages of information.  If the amount of 
information exceeds 2 pages, then the extended version will 
be produced. 

C This will provide detailed retroactive information and will print 
on as many pages necessary.  Information will include the 
payroll period, wage type and net difference of the affected 
wage types. 
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5. Choose a radio button in the Output Options section. 

 Only one button can be selected at a time. 

Field Name R/O/C Description 

 
C This will preview the Earning Statement in PDF format. 

 
C This will preview the Earning Statement directly from HRMS.  

(Select Print Preview from the selection screen) 

 
C This will provide the option to save the Earning Statement 

directly to the users PC. 

 

5.1 When selecting the Save PDF File to PC option, use the following: 

If Then 

the Normal Statement has been chosen as 
the Statement Type, 

provide the path and file name for your 
document. 

the Extended Statement has been chosen as 
the Statement Type, 

provide only the file name for the document. 

 

6. Choose a radio button in the Payment Type section. 

 Only one button can be selected at a time. 

Field Name R/O/C Description 

 
C This selection will provide both Warrants and Direct Deposit 

as the payment types. 

 
C This selection will only provide Warrants as the payment type. 

 
C This selection will only provide Direct Deposit as the payment 

type. 
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ZHR_RPTPY711XD – Select Earnings Statement 

 

 The Employee No-Print Option section is not be used at this time and the 
Department of Personnel recommends not making a selection in this field.  This option 
selection will be used with future functionality enhancements. 
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7. Click  (Execute) to execute the report. 

 The screenshot below is an example of a Normal version.  Notice the Allowances and 
Noncash Taxable tables now reflect a Year-to-date total. 

 Results are shown here in two screenshots. 
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Earnings and Deductions State (Normal) – Page 1 
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Earnings and Deductions State (Normal) – Page 2 

 

 

8. You have completed this transaction. 

Result 

You have generated the Earnings and Deduction Statement. 

Comments 

None 


