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Payroll Threshold Report  
  
Purpose Use this procedure to run and view the Payroll Threshold Report.  This report is 

used to view payroll information after a payroll run has been executed and has been 
released for corrections. 
 

Trigger Perform this procedure when you need to verify payroll information or you would 
like to ensure that employees are set up correctly with payroll master data. 
 

Prerequisites None. 
 

End User Roles In order to perform this transaction you must be assigned the following role: 
Payroll Processor, Payroll Supervisor, Payroll Analyst, Payroll Inquire. 
 

  

Change History 

Date Change Description 

07/30/2012 Procedure updated to match current system.  Description of fields and infotype 
selections added. 

  
  
Transaction Code ZHR_RPTPYN09 
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Procedure 

1.  Start the transaction using the transaction code ZHR_RPTPYN09. 
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2.  
In the Periods section click , and complete the following fields: 
 

 
 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Payroll Area R A payroll area groups and designates the employees whose 
payroll is run on the same date.  Payroll Area is the default for 
the State of Washington.  Payroll Area 10 is the default for the 
Board of Volunteer Firefighters. 
 
Example:  11 

Current Period C Displays current payroll information. 

Other Periods C 
This selection option will run a report for a specific pay period. 
Refer to the HRMS Payroll and Reports Job Aid for a list of all 
pay periods 
 
Example:  13/2012 

In-period view C The current payroll period. 

For-period view C 
The prior period that was processed in the current payroll 
because of retro calculations in that period. 
 
For example: 
If an adjustment was made during the pay period 12/2012 
(June 1- June15) to dates in the 8/2012 (April 1-15) pay period 
the change will display on the report. 

http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/JobAids/payrollandreports.pdf
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3.  In the Selections section complete the following fields: 

 
 

 R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Personnel 
Number 

C The employee’s unique identifying number. 

Example:  40000235 

Personnel Area C A specific agency/sub agency in the State of Washington. 
 
Example:  3008 (Western State Hospital) 

Personnel 
Subarea 

C A subdivision of Personnel Area that identifies bargaining units, 
WMS, Exempt and non-represented positions. 
Example:  0001- Non represented 

Employee group C Status of an employee or position within the State of 
Washington.   
Example:   0 (Permanent) 

Employee 
subgroup 

C A sub-division of employee group which defines work period 
designation and salary rate unit. 

Example:  00 Hourly (H) OT Exempt 
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4.  In the Infotype selections section complete the following fields: 
 

 
 

R=Required Entry    O=Optional Entry    C=Conditional Entry 

Field Name R/O/C Description 

Arrears C Checks for employees who do not have enough money for 
retirement/health deductions to be taken in full for the 
current pay period.  The remaining amount will be placed into 
Arrears. 

Claims C Check for employees who have claims due to not enough pay 
to cover deductions. 

Net Pay < 0 C Checks for employees with net pay < 0. 

Gross Pay < 0 C Checks for employees whose gross pay is < 0. 

Working Hours = 0 C Checks for employees who do not have hours worked during 
the pay period. 

Deductions not 
taken 

C Checks for employees who did not have enough money for all 
of their deductions to be taken.  

Cost Dist Hrs > C Checks for hours that have been entered for an employee 
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Available Hrs which are greater than the actual hours for the pay period. 

Net Pay Exceed 
Limit 

C Checks for employees Net Pay that Exceeds the keyed amount. 

 Tip: Place cursor in the field and double click to access the 
Maintain Selection Options to change the search results: 

 
To change option, select and double click. 
 
Example: Net Pay Exceed Limit = to 1500 

  

Retroactive Pay 
Exceed Limit 

C Checks for employees who have Retroactive Pay that exceeds the 
keyed amount. 

 Tip: Place cursor in the field and double click to access the 
Maintain Selection Options to change the search results: 
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To change option, select and double click. 

 

Example: Retroactive Pay Exceed Limt  ≥  1500  

 

Wage Types 
Exceeding Limit 

C Checks for employees with specified wage types and amounts. 

   

Click  and enter desired wage types and 

amounts. 
Place cursor in the amount field and double click to select 
different search options. 
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5. Click   (Execute) to execute a process or action. 
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Screen shot 1 of 2 

 

Screen shot 2 of 2 

 

6a. 
To remove unwanted columns click the    (Change Layout) icon on the application toolbar. 
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6b 
Use the  (Select Fields up/down) to rearrange the order of the columns 
displayed on the report. 
 

 6c. 

Use the  (Show/hide selected fields) to move unwanted columns into the Column Set. All 
columns listed in the Column Set  will not display on the report. 
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6d 
Click   (Copy) to return to the report. 
 

 
 

7. The report results display. 
 

Results 

You have generated the Payroll Threshold Check Report to verify the accuracy of employees payroll 
results and identify possible issues. 

 


