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The Payroll Information Extract (PIE) was designed to provide organizations the ability to 
access detailed payroll information. The user submits the parameters for the report; the 
information is extracted and the report sent in an excel spreadsheet. The requestor receives 
an email notice when the report has been generated. The report may be accessed by 
selecting the correct notification in the requestor’s worklist. 
 
 
UAB HR Deducting → Payroll Information Extract (PIE) 
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The extract provides specific information as outlined below: 
 

 
 

 
The top portion, DATA TYPE / DATE RANGE, of the form is used to establish the type of data 
and date ranges desired by the requestor. 
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In the DATA field, click the radio button next to Payroll. The requestor may elect to receive 
detail or summary information on the report. Select the radio button next to the desired 
criteria. Selecting the SUMMARY option activates the PERSON and ELEMENT buttons. 
 

     Payroll > Detail   Payroll > Summary > Person/Element 

   
 
 
The requestor must determine the time period to select in the TYPE field. The options are 
ALL (four quarters per year), Q1 (1st quarter), Q2 (2nd quarter), Q3 (3rd quarter), or Q4 (4th 
quarter.) 
 

 
 
 
The requestor must consider the TYPE and DATE fields collectively. The requestor may 
retrieve data from any 12-month period. Dependent on the time period selected, the DATE 
field will enable the requestor to input the extract parameters. 
  
Calendarl > Date Paid > All 

 
 
Calendar > Date Paid > Q1, Q2, Q3, Q4 
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The MAIN CRITERIA portion of the document is restricted according to the requestor’s system 
security including the organization(s) and responsibilities. These restrictions are the same as 
those for THE APPOINTMENT, CHANGE, AND TERMINATION (ACT) document. 
 
The requestor may define the extract criteria utilizing a single field or a combination of fields. 
 

 
 
 
To select an employee by NAME, type the individual’s name (Last Name, First Name) or 
type a partial value including the percent (%) sign and press the Tab key on the keyboard. 
A listing of available names will appear. Select the appropriate person and double click or 
select OK. 
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To use the JOB number as a criteria, enter the job number or use the percent (%) sign and 
any applicable numbers or letters and press tab. All available listings will appear. Select the 
appropriate job and double click or select OK. 
 

 
 
 
Extract criteria may also be filtered by ORGANIZATION. Leaving the organization field blank 
will extract all organizations to which the requestor has access. To select an organization, 
the requestor may use partial values (i.e. letters or numbers) and the percent (%) symbol. 
Double click the correct organization or highlight the selection and select OK. 
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Data may also be filtered according to the ELEMENT SET. The default, UAB PIE HR 
Deducting Elements, contains all deducting elements. To further define the element set, 
select the LOV and a listing of element categories will appear. Select the element and 
double click or select OK. 
 

 
 
 
Using the ELEMENT criteria enables the requestor to view the specific elements that are 
associated with the element sets. Select the LOV and all elements pertaining to the defined 
element set with appear. Select the element and double click or select OK. 
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To request only individuals with a specific payroll, use the PAYROLL TYPE filter. Place the 
cursor in the field and an LOV will be activated. Click the LOV and all applicable payroll 
types will appear. Select the correct payroll type and double click or select OK. 
 

 
 
 
Use the ASSIGNMENT CATEGORY (ASMT CATEGORY) filter to select only individuals in a 
specific assignment or employment group. Place the cursor in the field to activate the LOV. 
Click the LOV and all applicable data will appear. Highlight the correct assignment 
category and double click or select OK. 
 

 
 
 
After selecting all extraction filters,  
click Submit. 
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The NOTE BOX will inform the requestor that the report will be available as a workflow 
notification. A request id number will also be included should the requestor experience any 
problems accessing the extract. 
 

 
 
 
The requestor will receive an email with instructions to access the report. The email will also 
contain the extract parameters of the report. 
 

 
 
 
To access the notification containing the report, select the Personal Worklist menu item 
under the Workflow responsibility on the PERSONAL HOME PAGE. 
 

 



Payroll Information Extract (PIE) 
Payroll Data Extract 

HR Deducting Departments 
 

Created 08/01/2006  9 

Click on the correct notification in the WORKLIST. 
 

 
 
 
The notification will contain the extract parameters submitted by the requestor. Click the 
view report link on the NOTIFICATION. The requestor should pay particular attention to the 
note regarding access to the report. The statement reads as follows: 

***“NOTE 1: For Security reasons this report will be viewable only once. i.e. once you 
have viewed the report, you will no longer be able to click on the URL. To retain the 
report click on File>Save and save to a local directory. Otherwise, to view it again, you 
will have to regenerate the request.” 

 

 
 
***It is possible to retrieve requests by selecting View > Requests on the task bar. 
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The FILE DOWNLOAD BOX will appear. Select Save.  
 

 
 
Selecting save will launch the SAVE AS WINDOW. The file will be authentically named using 
the identification number (i.e. payroll_information_extract_id number.) The file will save as a 
Microsoft Excel Worksheet. The requestor should select the appropriate file location. 
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Once the location has been selected, click Save. NOTE: If desired, the requestor may 
change the file name. 
 

 
 
 
The DOWNLOAD STATUS BOX will appear indicating that the download has completed. Select 
Open. 
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The spreadsheet will launch. NOTE: The extraction parameters are indicated on the first line 
of the spreadsheet. 
 

 
 
 
The requestor may then manipulate the data as desired. 
 
 
 
 
 


