
Online Instructions for Processing Biweekly Gross Pay 
Distribution /Time Off Report 

Purpose 

These online biweekly reports provide gross pay data and time off information by 
organizational unit to end users and replace the paper reports provided by 
Corporate Payroll Services each pay day.  These online reports will use position 
based security authorization for retrieving and viewing all information.  
Authorization to run the report is based upon the organizational unit assigned to 
your position.    

Information Provided 

The biweekly gross pay and distribution report and vacation/sick report display 
the same data elements found on current paper copies. This detail reflects 
pertinent employee master data, and gross pay information which includes the 
following elements: 

• Hours Worked and Paid Time Off 
• Premiums  
• Total Hours and Amounts 
• Labor Distribution 
• Type of Pay in Hours and Amounts 
• Beginning Balances for Vacation, Sick and Discretionary Holidays 

(D-Days) 
• Hours Paid for Vacation, Sick and Discretionary Holidays (D-Days) 
• Ending Balances for Vacation, Sick and Discretionary Holidays (D-

Days) 

 

Processing the Gross Pay Report 

Data for gross pay distribution is extracted based on biweekly pay periods.  
 

• Type ZHGROSSPAY in the white transaction box at the upper left hand 
corner of the SAP screen.  The report will default to the current period but 
a manual selection may be entered by using the ‘other period’ radio 
button.  The report can be processed for prior periods if needed.    

• Enter the pay period in the first box and calendar year in the second box.   
• Organizational keys must be specified.    

• Click on the execute button in the upper left corner.   
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Example Screen Display: 
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      The report will then display on the screen. This can be saved as a file or sent 
to your SAP inbox using the following steps.  
 

 
 
 
 
Save as a File: 

• Go to the System icon at the top of the screen 
• Click on list 
• Click on save 
• Save to local file 

 
Send to SAP inbox  

• Go to the System icon at the top of the screen 
• Click on list 
• Click on send 
• The following screen will appear: 
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• Go to the Recipient tab and enter the name of the recipient or the 
system user id.  

• Click on the mail slot indicator   to send the document 
. 
 
 

Displaying the document from the SAP inbox: 
• Go to the main screen in SAP and click on the Business 

Workplace  icon  
 

• Once this screen appears, click on the inbox icon  
and then double click on Documents  
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• Once the list of documents appears, double click on the report 

you wish to view  
 

• Click on the attachment at the bottom of the screen 

 
 

• Your report will then display. 
            

 
Printing the document to a local printer:  

• While the print option is available, we encourage departments to 
save the information electronically 

  
• To print the document, click on the print icon at the top of the 

screen.  The following screen will appear. 
 

• To print, click on the green check at the bottom of the page below.  
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This report can be processed for prior pay periods, back to August 2002 . Under 
the payroll period, click on Other Period and key the period and calendar year.  
 
This report can be processed for multiple organizational keys. Enter an org key 
and then click on the yellow arrow. 

 

Add the org keys on the screen  
 
This report can be run once the pay period has been processed and exited, 
usually the Friday of a timecard week.  
 
 
Error messages: 



7 
 

 
Entering an org key for which there is no authorization will result in the following 
message 

 
 
 
Processing ZHGROSSPAY for an org key that includes employees not in the 
authorized org unit will result in the following message.  

 
 
 
Attempting to run the report for a period that has not been completed by 
Corporate Payroll Services will result in the following message. 

 
 
 
 
 
Other Messages: You may occasionally see a message indicating a wagetype is 
not in a table. This reflects a payroll area transfer. 
 
 
 
 
Processing the ZHTIMEOFF Report:  
 
 

Data for the Vacation/Sick report is extracted based on biweekly pay 
periods.   
  

• Type ZHTIMEOFF in the white transaction box at the upper left 
hand corner of the SAP screen.  The report will default to the 
current period but a manual selection may be entered by using the 
‘other period’ radio button.  The report can be processed for prior 
periods if needed.  
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• Enter the pay period in the first box and calendar year in the 
second box.   

• Organizational keys must be specified.    

• Click on the execute button in the upper left corner.    
 
 
 

 
 
 
 
The report will then display on the screen. This can be saved as a file or sent to 
the individual’s SAP inbox using the steps previously noted in this document. 
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Error Messages will be the same as the ZHGROSSPAY transaction noted earlier 
in this document.  
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