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Introduction

The Labor Distribution Report (LDR) displays wages and hours per employee, per payment date,
subtotaled by a general ledger account number. The LDR is available electronically on demand. This
report can be generated by account managers using Business Objects. This improves the timeliness of
reporting and gives account managers the ability to download the data to Excel for further

analysis. Account managers can run the report any time after payroll has posted to the general ledger
rather than waiting until the end of the month to receive a printed report from the Payroll Department.

Business Objects is a web based self-service reporting tool that enables reports to be stored centrally and
made available to communities of password protected users. In other words, when an account manager
runs the report, they will only see the data for the accounts for which they are responsible.

For further assistance in this topic or in using this guide, please contact:
April McCaskill for Data Content (april.mccaskill@marguette.edu)

Jack Sum for Technical and Running of Reports (jack.sum@marquette.edu)
Mary Jo Kuzma for Security / Access to Accounts (maryjo.kuzma@marquette.edu)
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Logging into Business Objects

Log on to Business Objects (https://infoview.mu.edu/InfoViewApp/Logon.aspx).

Note: If you have problems, please contact ITS Help Desk at 288-7799.

Navigation

Select Payroll Reporting (Document List / Public Folders / Finance / Comptroller / General Ledger /

Payroll Reporting)

/2 BusinessObjects InfoView - Windows Intemet Explorer
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A listing of the reports will appear. You might need to scroll up and down to see your
desired report. Some reports could be on Page 2, scroll to the bottom of the screen to change

pages.

Select Labor Distribution report to Run.
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Parameters

Enter in your User Name: -\ T User Mame

Your MU User Name

1 Select Payroll type from pull down selections

|

Enter Starting Payrall Date: REQUIRED Date From

Please enter Date in format "mm/dd fyyyy”™. ( ;

|

Enter Ending Payroll Date: Date To
Please enter Date in format "mm/ddfyyyy”".

| i

Enter From Responsibility Center {Optional): From Responsibility Center

Enter To Responsibility Center (Optional): To Responsibility Center

Enter From Restriction (Optional): From Restriction

Enter To Restriction (Optional): To Restriction

Can be left blank

Enter From Natural (Optional): From Natural

Enter To Matural (Optional): To Natural

Click OK

Note: Only posted Payroll Data to which you have access will be displayed.
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Report ‘
01001-00000-6000 = o
01001-00000-6005 E . .
01002-00000-6020 03-Dec-10 Marquette Un]vers]ty Page 1 of 623
01002-00000-8025 Labor Distribution for All Payroll Types
01002-00000-6040
For Payroll Dates: 01-Jun-2010 to 30-Jun-2010
H I I Emp# Employee Name EmpcCat  Date GL Account Amount Hours Payroll Name
tO prl nt a pageS or 1-01001-00000-6000
a page ranae 2673 Blake, Cindy FR 30-Jun-2010 01-01001-00000-5000 89167 0.00 Honthly
p g g 4888 Sampson, Stankey FR 30-Jun-2010 01-01001-00000-6000 83.05 0.00 Honthly
=TT =
& 01-01009-00000-6000 16904 Shaw, Flo FR 30-Jun-2010 01-01001-00000-6000 833.37 0.00 Honthly
@ 01-01009-00000-6001
& 01-01009-00000-5005 2589 Thornton, Ron FR 30-Jun-2010 01-01001-00000-6000 100.04 0.00 Honthly
© 01-01009-00000-6050
& 01-01010-00000-5000 3258 Smitherman, Bernard FR 30-Jun-2010 01-01001-00000-6000 499.85 0.00 Monthty
& 01-01010-00000-6005
& 01-01010-00000-8020 6594 Pendergraph, Austin FR 30-Jun-2010 01-01001-00000-6000 9,056.25 0.00 Honthly
© 01-01010-00000-6025 R
& 01-01010-00000-5040 5173 Shepherd, Joan FR 30-Jun-2010 01-01001-00000-5000 417918 0.00 Monthly
) 01-01010-00000-6045 . arooks. T
& 01-01010-00000-5050 s rooks, Tim FR 30-Jun-2010 01-01001-00000-5000 599.66 0.00 Honthly
) 01-01010-41950-6000
 01-01010-41950-5025 6926 Cornell, Roberta FR 30-Jun-2010 01-01001-00000-6000 83.00 0.00 Wonthly
& 01-01010-70540-6005
6833 Slade, Chester
5 01-01010-T054-6005 FR 30-Jun-2010 01-01001-00000-6000 8331 0.00 Honthly
) 01-01010-70564-6020 " "
3867 Wright, Wendy - 01001 5
B 01-01010-70554-6028 FR 30-Jun-2010 01-01001-00000-6000 5047 0.00 Honthly
& 01-01010-70564-6050 55
2559 Swain, Dee . 01001 s ?
B 01.01010-70525.5001 FR 30-Jun-2010 01-01001-00000-6000 14,157.29 0.00 Honthly
& 01-01010-70565-6050 8440 Skidmore, Troy
& 01.01010.70570.6001 FR 30-Jun-2010 01-01001-00000-6000 8332 0.00 Honthly
i 01-01010-70570-8050 6396 ‘Whitlock, Kimberly FR 30-Jun-2010 01-01001-00000-5000 20974 0.00 Monthly
& 01-01010-70590-6000 =
@ 01-01010-70590-6005 + I3 m G
Di i %

*Sample data shown for illustration only

Exporting Data

If Exporting Data, Select Format.

Export .S Use drop down
selection to pick
type of format

File Format:
| Microsoft Excel (97-2003) Data-Onhy

\

1

Pag Crystal Reports (RPT)
© PDF
Microsoft Excel (97-2003)
| |T Microsoft Excel (97-2003) Data-Only L
Microsoft Word (97-2003) :l
Microsoft Word (97-2003) - Editable
Rich Text Format (RTF)

XML

Note: If this is your first time exporting data, you might have to accept the download and
Active X before the export will work. If this happens, you may have to rerun the report.
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01-01001-00000-6000
01-01001-00000-6005

m

Click on Log

01-01002-00000-5020 03-Dec-10 Marquette Unive ity Out to exit
01-01002-00000-6025 Labor Distribution for All Payroll Types
01-01002-00000-6040
01-01003-00000-6045 For Payroll Dates: 01-Jun-2010 to 30-Jun-2010
01-01003-00000-6050
01-01003-00000-6510
grgmtﬂ gigjggg Emp#  Employee Name EmpCst  Date GL Account Amount Hours Payroll Name
01-01005-53005-6050 01-01001 8
01-01008-80105-6000 2673 Blake, Cindy FR 30-Jun-2010 01-01001-00000-6000 69167 0.00 Hontnly
01-01008-80105-6050
01-01008-80250-5025 4898 Sampson, Stankey FR 30-Jun-2010 01-01001-00000-6000 83.05 0.00 Honthly
01-01008-50250-6050 =
01-01009-00000-6000 18904 Shaw, Flo FR 30-Jun-2010 01-01001-00000-5000 833.37 0.00 Monthly
01-01009-00000-6001
01-01009-00000-5005 2588 Thornton, Ron FR 30-Jun-2010 01-01001-00000-6000 100.04 0.00 Wonthly
01-01009-00000-6050
01-01010-00000-6000 258 Smitherman, Bernard FR 30-Jun-2010 01-01001-00000-6000 499.85 0.00 Monthly
01-01010-00000-6005
01-01010-00000-6020 8594 Pendergraph, Austin FR 30-Jun-2010 01-01001-00000-5000 9,056.25 0.00 Monthly
01-01010-00000-6025 B
01-01010-00000-6040 5173 Shepherd, Joan FR 30-Jun-2010 01-01001-00000-6000 4,179.16 0.00 HMonthly
01-01010-00000-6045 a7 Srooks, Ti
01-01010-00000-5050 5 rocks, Tim FR 30-Jun-2010 01-01001-00000-6000 589.66 0.00 Hontnly
01-01010-41950-6000
6926 Comell, Roberta - 01001
01-01010-41950-6025 FR 30-Jun-2010 01-01001-00000-6000 82.00 0.00 Wonthly
01-01010-70540-6005
6833 Slade, Chester
01-01010-70584-6005 FR 30-Jun-2010 01-01001-00000-6000 8331 0.00 Honthly
01-01010-70564-6020 Wriaht. W
3967 Wright, Wendy . 01001 5 ?
010101070552 6035 FR 30-Jun-2010 01-01001-00000-6000 5047 0.00 Honthly
01-01010-70564-6050 2550 Swain, Dee -
D10101070585.8001 FR 30-Jun-2010 01-01001-00000-6000 1415728 0.00 Honthly
01-01010-70565-6050 6449 Skidmore, Troy
10101070570.8001 FR 30-Jun-2010 01-01001-00000-5000 8332 0.00 Honthly
01-01010-70570-6050 6396 ‘Whitlock, Kimberly FR 30-Jun-2010 01-01001-00000-6000 20074 0.00 WMonthly
01-01010-70590-6000 -
01-01010-70580-6005 ~ |7 T v
Di: i %

*Sample data shown for illustration only



