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 Reviewing Payroll Transactions in PeopleSoft Financials 

Background: This step-by-step guide will walk you through the process of reviewing details 
relating payroll expenses to individuals by date, within the PeopleSoft Financials system. 

1.   Log in to PeopleSoft through the Financials Login (www.uvm.edu/~erp/portal). 

2.  
Navigate as follows: General Ledger > Review Financial Information > Payroll 
Accounting Entries. You will see a search page like the one reproduced below. 

 

 

 

3.  

Enter your criteria and search by journal date and/or by chartstring. The journal 
date is equivalent to the Pay Date. (However, note that if payroll retros are 
processed in the Human Resource system (HCM) after a payroll, they will show 
only the date that the retro batch was posted in PeopleSoft Financials.) 
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4.  
Note that if you wish to search for journals posted within a range of dates, you 
can select ñbetweenò by clicking on the Journal Date drop-down menu and then 
enter a beginning and end date. 

 

 
 

5.  

Your search will produce a list of all journal lines that meet your criteria. 

(This information is summarized from the detailed accounting line information that 
HCM sends over to the Financials System.) 

Check the information at the top right corner of the Search Results table to see 
whether you are viewing all of the search results. 

Click on the column headings to sort the results by Journal Date or by Chartfield. 

 

 

6.  

Click on one of the lines to see detailed information related to that journal line. 
The information page will appear. The top part of the page will show the journal 
line and the chartstring. The Payroll Accounting Entries section will show the 
detail of all the transactions that were summarized to form that journal line. 
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7.  
The employee name information for all payroll transactions posted after the 
06/15/2008 semi-monthly payroll will be on the MISC tab. 

8.  

You may find it desirable to customize the page settings to bring the employee 
name information onto the first tab, where it will be immediately visible when you 
open this page. To do that, click on the Customize link (see the red arrow in the 
graphic above). 

Highlight Line Desc in the Column Order box, then press the UP arrow located to 
the right of the box until Line Desc is listed above the chartfields. (See the 
graphic below). 

You may also wish to select certain other fields and either hide or freeze them by 
placing a checkmark in the appropriate checkboxðsee the pattern below. 
(Freezing a field means that it will always display where you place it. Hiding a 
field means that it will not displayðbut you can always return to this page and 
ñunhideò it.) Make whatever changes seem appropriate, then click OK. 
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9.  
Now, whenever you access this page, you will see the amount and employee 
information immediately. 

 

 

10.  End of Procedure. 

 


