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PURPOSE 

 

Purpose 

This document provides supplemental payroll information.  The report offers departments a tool for 
managing and administering various aspects of an employee’s payable time to include scheduled hours 
and reported hours. This document is for DPRs. 
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PAYROLL INFORTION REPORT 

Step Action  

1.  Navigate to: Menu > Navigator > Human Capital Management (HCM) > Reporting 
Tools > BI Publisher > Query Report Scheduler  

2.  For an existing Run Control ID: 

• Enter the Run Control ID.  

• Select the Search button. 
For a new Run Control ID: 

1. Select the Add New Value tab. 
2. Enter a Run Control ID. 
3. Select the Add button. 

 

3.  • Data Source Type: Select Query 

• Report Name: Enter MDPYRLINFO 

• Select the magnifying glass icon to search 
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Step Action  

4.  • Select the Report Name link  
 

 

5.  • Pay Run ID: Select the magnifying glass 
 

   
 

6.  • Select the desired Pay Run ID 
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Step Action  

7.  • Enter Business Unit and / or Employee ID (this is optional)  

• Select OK 
 

 

8.  • Review the Query Parameters 

• Select Run 
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Step Action  

9.  • Type: Select Web 

• Format: Select PDF or XLS (Excel) 

• Select OK 

 

10.  • Select Process Monitor 
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Step Action  

11.  • Select Refresh until Run Status reads Success and Distribution Status is Posted 
 

 

12.  • Select Report Manager 
 

 

13.  • Select the Administration tab 
 

 
 



INFORMS Job Aid: Payroll Information Report 
   

 

8 

Step Action  

14.  • Select the report link to view the report and save the report (e.g., to your 
desktop) 

 

 
 

  
 


