%Y CAMBRIDCE University Payment System

Reports on UPS

e On * Home page select Payments by Department from the Reports menu

SliE UNIVERSITY OF o

" CAMBRIDGE University Payments System = & Payments Authorisation ~ Reports
# Home Payments by Department
Useful Links Upcoming Payment Dates Payment Authorisation
University Payment System (UPS) Information Cut Off Date Payment Date Pending Requests
Human Resources Forms and Templates 01/11/2012 10/11/2012 Rejections
Finance Division: Payroll 15/11/2012 24/11/2012 Pending Authorisations
29/11/2012 08/12/2012
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&% CAMBRIDGE University Payment System

e Click in the Department field to see your list of reportable departments

2B UNIVERSITY OF

- = == University Pavmenis Sysie
% CAMBRIDGE JNIvVer IT_.I F'J_.umt‘flf oY tem

A Home Payments by Department

Payments by Department

Search

*Department

AF: Misd
"Payment Date AG: Finance

AH: Human Resources
Reset Search
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0 CAMBRIDGE University Payment System

=RE UNIVERSITY OF . . .
- 3 g I | 1 I'JI- = -5 _'l ! I'r: W = _5 .: Y “5 __.
3 CAMEBRIDGE Jnver IT_,. P Y ment Y tem

A Home Payments by Department

Payments by Department

Search

*Department x AG: Finance | » AH. Human Resources

*Payment Date

Eeset Search
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B UNIVERSITY OF
@¥ CAMBRIDGE

University Payment System

e Select one or more Payment Dates by clicking in the field and selecting from the
dropdown list

EEE UNIVERSITY OF

" CAMBRIDGE

#A Home

University Payments System

Reports /| Payments by Depariment

Payments by Department

Page 4

Search

*Department

*Payment Date

* AG: Finance

x 10M11/2012

271072012
13/10/2012
15/09/2012
25/08/2012
11/08/2012
28/07/2012

140772012

N aar i

* AH: Human Resources

x 20/10/2012

® 29/09/2012

m

-
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0 CAMBRIDGE University Payment System

ERE UNIVERSITY OF . . .
= 3 — University Payments Sysie
! {___."'g, P"r'lhR] I]':.I] JNIVer |T_.l F 1Y ment ""1_.1 tem

#& Home Payments by Department
Payments by Department
Search Results

*Department x AG: Finance | x AH: Human Resources

*Payment Date x 101172012 | | = 27M10/2012 | | % 20/10/2012 || = 29/09/2012

Reset Search
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] UNIVERSITY OF
» CAMBRIDGE

University Payment System

e There are several actions available within the returned results set

O Use the Adjust Columns -

B2 UNIVERSITY OF

‘% CAMBRIDGE

button to add or remove data

A Home / Report

wn

Payments by Department

Search Results

s}

Created

# CRSid Payee

1  AKS87 Brianly, Brian
(S0003825)

2 AKs87 Brianly, Brian
(S0003825)

3  MB267 Maclean, John
(MO005154)

4  MB267 Maclean, John
(MO005154)

5 RM4T4 Adamson, Adam
(AD0D05156)

s ]

Page 6

Payments by Department

Export Adjust Columns ~ Showing 1 to 5 of 5 entries

A

Payment

Date

29/09/2012

29/09/2012

20M10/2012

20M10/2012

20M10/2012

Created CRSid

Payee

=

Payment Date

=l

Department

€l

Payment Type
Start Date

End Date

OO (3

Earn Date

Cost Code

==

Payment Description

Mo. Sessions

]

Hrs Worked

o

Amount
Status
Action

t Payment
Cost Code Description
U AHAHXA ANHR.ERMZ.0000  Training sesions
UAHAHXA ANHR.ETZA 0000  Travel expenses
U.AHAHCJ.EDDI.BBAADDOD  Test

UAHAHCO EDDI.BBAA 00OD  Test

U.AHAHCO EDDI.BBAA 0000  testing

8_ups_extract_payment_data_vl_0

Search:
Amount Status Action
£750.00 Actions ¥
£86.40 Actions ¥
£500 ([ Actions ¥
£1200 (B3 Actions ¥
£10000 [ED Actions ¥

25 [=] rows per page
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AR UNIVERSITY OF

& UNIVERSITY OF ; .
CAMBRIDGE University Payment

University Payment System

# Home Payments by Department

Payments by Department

Search Results

Created

# CRSid Payee

1 MB267 Maclean, John
(MO005154)

2 MB267 Maclean, John
(MO005154)

3 RM4T4 Adamson, Adam
(AD0D05156)

Page 7

Export =

Payment
Date
20/10/2012

2011042012

20M10/2012

Adjust Columns =

Payment
Department Type Cost Code
AH WAD1 U.AH.AHCJ.EDDI.BBAA 0000
AH WAD1 U.AH.AHCO.EDDI.BBAA.C000
AH WAOD2 U.AH.AHCO_EDDI.BBAA . 0000

8_ups_extract_payment_data_vl_0

Showing 1 1o 3 of 3 entries (fittering from 5)

Payment
Description
Test

Test

testing

Amount Status Action

£35.00 B Actions ™
£1200 QUEY Actions ™
£100.00 New Actions =

25 [=] rows per page
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‘ gi%%}%%(?ﬁ University Payment System

o You can create a report for an individual by entering their Person Reference into the
Search box

2ie UNIVERSITY OF

1 CAMBRI l)(.-'l E Uniw Git'_'p" P aym ents

A Home Payments by Department
Payments by Department

Search Results

Export ~ Adjust Columns ¥ Showing 1 to 3 of 3 entries (filtering from 2,909) Search: S0005152
Created . . Payment Payment Payment

# CRSid Payee Date Department Type Cost Code Description Amount Status Action

1 MB267 Smith, Mark 201102012 AB SEO1 U.AB.ABBA ANBO BHAA 0000  Lecture £150.00 | LEY Actions ™
(50005152)

2 MB267 Smith, Mark 20/10/2012 AB SEO02 U.AB.ABBA ANBO.BHAA 0000 Exams £175.00 [EE Actions =
(S0005152)

3 MB267 Smith, Mark 201102012 AB SE05 U.AB.ABBA ANBO.ETZA.0000  Train £4580 L&Y Actions ™
(50005152)

25 [=] rows per page
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o o Iéim%{%ggﬁ University Payment System

o Usethe =w~i- button to save the results to your preferred format

alis UNIVERSITY OF

® CAMBRIDGE Unw

A Home Payments by Department
Payments by Department

Search Results

Export * Adjbgt Columns + Showing 1 to 5 of 5 entries Search:

Excel

Created “ Payment Payment
# CRSid Payee PDF Type Cost Code Description Amount Status Action
Clipboard
1 AK587 Brianly, SED4 U AH.AHXA ANHR_ERMZ 0000 Training sesions £ 750.00 Actions ¥
2 AKS87 Brianly, Brian (SO0044 - SEDS U.AH.AHXA ANHR.ETZA.0000  Travel expenses £ 86.40 Actions ~
3 MB267 Maclean, John (MOO05154)  20/10/2012 WAO1 UAHAHCJ EDDI.BBAA 0000  Test £500 [E Actions =
4 MB267 Maclean, John (MOO05154)  20/10/2012 WAO1 U.AHAHCO.EDDI.BBAAO0O0  Test £1200 [E Actions >
5 RM4T4 Adamson, Adam 20/10/2012 WAD2 UAHAHCO EDDI.BBAA 0000  testing £10000 [E0 Actions ~

(A0005156)

25 [x] rows per page
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o [éim%{ﬁ?ggg University Payment System

o For Excel & PDF exports, choose a save location and File name then click _ Ssave

| (Il
& Save As | &8 |
Savein: I .| UPS Reports ~ I':j EE~
| s Name - Date modified Type
-
Hecel:rt:ﬁaces L my_ups_extract 30/10/201209:22  Microsoft
Desktop
IJElElries
A
Computer
= N
@
Metwork I
4 | I | 3
@e: Il'l'r'_-'_up5_ead|act ) Save |
Save as type: I.Pdl Files (**) ;I Cancel |
|
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Page 11

A UNIVERSITY OF
» CAMBRIDGE

o Open the saved file (example shows Excel)

University Payment System

|,_]L3@H'7' M- (3= my_ups_extract - Microsoft Excel EEr= ]
File Home Insert Page Layout Formulas Data Review View Developer Acrobat [ e o B 2
=] # cut _— e = _ = ] = === X AutoSum ~
Calibri 11 v A A = E[; B =" Wrap Text General - Normal Bad "]
P " e &
Faste . Merge & Center - B8 - ar 5 | <0 .00 Conditional Format | Good MNeutral Insert Delete Format Sort & Find &
- fFormat Fainter E g % ° 00 =0 Formatting = as Table = - - - 2 Clear - Filter = Select =
Clipboard Fl Font Fl Alignment Fl Mumber Fl Styles Cells Editing
118 - fe \ @
A B = D E F G H I 1 K L M N :
1 Created CRSid Payee Payment Date Department Payment Type StartDate EndDate EarnDate CostCode Payment Description No. Sessions Hrs Worked Amount Status
2 |AK587 Brianly, Brian (S0003825) 29/09/2012 AH SE04 09/07/2012 16/07/2012 13/07/2012 U.AH.AHXA.ANHR.ERMZ.0000 Training sesions 4 28 £750.00 Processed
3 | AKS87 Brianly, Brian (S0003825) 29/09/2012 AH SEOS 09/07/2012 16/07/2012 13/07/2012 U.AH.AHXA.ANHR.ETZA.0000 Travel expenses 4 28 £86.40 Processed
4 MB267 Maclean, John (M0005154) 20/10/2012 AH WAOL 01/01/2012 01/01/2012 01/01/2012 U.AH.AHCJ.EDDI.BBAA.O000  Test 1 5 £5.00 New
5 MB267 Maclean, John (M0005154) 20/10/2012 AH WAOL 01/01/2012 01/01/2012 01/01/2012 U.AH.AHCO.EDDI.BBAA.0000 Test 5 £12.00 New
6 RM474 Adamson, Adam (A0005156) 20/10/2012 AH Wao2 01/10/2012 10/10/2012 08/10/2012 U.AH.AHCO.EDDI.BBAA.O000  testing 1 1 £100.00 New
7
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