	How to Use the Payroll Certification Report
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The Payroll Certification Report is used to certify Salaried employee attendance for each pay period.  It replaces the Form 672 for Salaried employees.  (Use the Hourly Employee Time Voucher and Pay Certification Form to certify payroll and attendance for Hourly Intermittent Employees.)
Frequency: Monthly (just prior to the Certification Report due date)
Certifying Attendance 
	Step 1: 

Navigation: 

Menu > POM Custom Menu > Pomona HR > Absence Mgmt > 
PY006-Payroll Cert Report

	Run and print the Payroll Certification Report in PeopleSoft. Refer to “Running Reports in PeopleSoft” guide for instructions.
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Payroll Certification Report
Enter any informatian you have and click Search. Leave fields blank fr a st of all values.
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	Run Control Page:

Department:

Enter the Department ID you’d like to print,  or leave blank to print all departments that you have security access to.

Pay Period End Date:

Enter the last day of the pay period that you’re certifying.

Print a blank report:

Check to print a blank report.  
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Run ControlID: - PayroliReports ReportManager  Process Monitor __Run
Language:  [EngishIv]

Report Request Parameters.

This reportis sorted by Class, Serial, and SSN.

Leave Department blankto print ALL Depariments.
Department: 44500 Q. cal Poly Pamana Department

Pay Period End Date: [03/31/2009 5

Cprint a blank report





Note: 

Don’t forget to uncheck the box to print a non-blank report.



	Step 2: 
	Complete the Certification Report.
Refer to the Time and Attendance Manual for detailed instructions on completing the Payroll Certification Report.



	Step 3: 
	The Payroll Certification Report must be signed by the person authorized to approve attendance. This signature must be on file in Payroll Services. Signatures are authorized from the Delegation of Authority forms.

	Step 4: 
	Submit signed Certification Report to Payroll Services by Payroll Certification Report due day. 
Refer to the Attendance Due Dates  web page on Payroll Service attendance website.
Keep copies for  your records.




Sample Report
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