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Create a Payroll Spreadsheet 
 
Example:  Spreadsheet Template 
 

 
 
How You Do It 

1. Pull information from HRB320 – Salary Listing Report from eReports to populate template. 
(www.oit.ohio-state.edu/hrfin/index.html) 
[Human Resources > Personnel > HRB320 (Salary Listing) > Choose Criteria] 

 

 
 

2. Export report and save to your desktop.  To Export from eReports click on the EXPORT button and save to 
your desktop. 

3. Open exported file in Excel 
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4. Sort or filter data by Appt Length to determine if biweekly (52/52 weeks) or monthly (9/12, 12/12, Quarters) 
paid employee. 

5. Add formula to calculate monthly or hourly rates. 
 

Monthly Rate = JED Annual Rate/12  
Hourly Rate = JED Annual Rate/JED FTE/2080 

 
6. Add formula to calculate standard hours for all permanent biweekly employees.  

 
Standard Hours = FTE Sum * 80 

 
7. Open Reconciliation Template in Excel. 
8. Arrange sheets horizontally in same window. (WINDOW – ARRANGE – HORIZONTAL) 
9. Copy chartfield values, name, and employee id for biweekly paid employees from Salary Listing Report to 

Reconciliation Template Biweekly sheet.  (columns A through H) 
10. Copy your calculated values of hourly rate from Salary Listing Report for biweekly employees to 

Reconciliation Template sheet. (column I). 
11. Copy your calculated values or standard hours from Salary Listing Report for biweekly employees to the 

Reconciliation Template sheet into all Hours Worked Pay Periods.  
12. Edit spreadsheet for new hires, terms, or changes to JED, standard hours, or pay rate, etc. per pay period. 
13. Close the Salary Listing Report.  Save your work on the Reconciliation Template. 
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Step 1:  Verify Timekeeping Entry 
 

1. Ensure timekeeping entry is completed on alternate Mondays for biweekly and two days prior to monthly 
deadline to ensure enough time to verify and correct entries. 

2. Run HRB710 - Data Entry Verification Report from e-Reports. (www.oit.ohio-state.edu/hrfin/index.html) 
[Human Resources > Timekeeping and Leave > HRB710 > Choose Criteria] 

 

 
 

3. Ensure all hours worked are entered in the correct pay period.  You will need to run the Prior Pay Period Detail 
if any entries were made outside of the current pay period. 

4. Ensure all entries correspond to documented and approved Timesheets and/or Leave forms. 
5. Ensure all hires and changes to active records have been entered correctly on Job Data Activity Reports. 
6. Ensure all activities have been entered correctly on the Additional Pay Activity Report. 
7. Document your verification on the Payroll Processing Checklist for the pay period. 
8. Retain Timesheets and leave forms according to retention guidelines. 
9. Input Hours Worked on Payroll Spreadsheet for Student or Temporary 

Employees. 
 

How You Do It 
1.  Pull information from HRB710 – Biweekly Data Entry Verification Summary Report from eReports to 

populate template. 
(www.oit.ohio-state.edu/hrfin/index.html) 
[Human Resources > Timekeeping and Leave > HRB710 > Choose Criteria] 
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2. Either manually enter total hours worked from report into Template Spreadsheet, or Cut and Paste from 
Exported copy of report. (Hint:  a pivot table easily calculates the totals for the two week period per chartfield.)  
Remember, you will only need to enter student and temporary employee hours worked each pay period. 

3. Open the exported file in Excel. 
 

 
 

4. Create a pivot table.  Position cursor in cell A1.  From menu [Data – Pivot Table – Data from Excel (Next) – 
Enter Range (Next) – New Worksheet (Finish)].  Consider that the Pivot Table will sort in ascending order from 
left to right. 

5. Drag chartfield and name information to Row Fields as desired. 
6. Drag Totals to Data Items. 
7. Filter on account code for students and temporary staff only. 

 



Revised July 2007 

 
 
   

8. Enter total hours to be paid into Template Spreadsheet under appropriate pay period in category Hours 
Worked.  (Hint:  you can hide the field Total and Grand Totals if you desire)   

9. It is important for your template and the pivot table to be in agreement if you would like to Cut and Paste 
directly.  Otherwise, the names and/or funds will not reconcile without manual manipulation on your part.  

 
Your Reconciliation Spreadsheet should now look like this. Compensation Earned and Variance are calculated by a 
formula formatted within the spreadsheet. 
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Step 2.  Reconcile Check Distribution Report  
 

How You Do It 
1.  Pull information from PAY364OSBI – Check Distribution Report from eReports to populate template once 

payroll has been confirmed by OHR. 
(www.oit.ohio-state.edu/hrfin/index.html) 
[Human Resources > Prerun Batch > FY 2006 > EDUCOL > D# > Org # > PAY364OSBI_12XX] 
 

 
  
 (NOTE:  The report is pre-run for each org and delivered as a pdf or csx file.  The date listed corresponds to the  
          date the report is posted to eReports.) 
 

 
 
2. Open .csx file and format into columns. (Note:  Last 4 columns are labeled incorrectly)  
3. Filtering with the Sort Key or Sort Decode Key will eliminate duplications due to check sort and department 

distribution on report.  
4. Again, you want to make certain to sort the file by name and chartfield to coincide with your Reconciliation 

worksheet. 
5. Open your Reconciliation worksheet. 
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6. Copy and paste or enter by VLookup function, the JED Gross Amount (this is located in the Pay Rate in .csx 
file)   Caution:  Both tables must have the same row setup for the Vlookup function to work appropriately.  
Additionally, you will need to change the name of the sheet and workbook, utilizing an acceptable naming 
format. 

 

 
 

7. Any discrepancies will calculate in the Variance column.   
8. Resolve any errors or variance figure.  Contact Payroll immediately with any overpayments or underpayments. 
9. Insert a comment to your spreadsheet regarding your resolution for future reference.[for instance:  Variance due 

to 2 hours of overtime paid at rate of $xx.xx…] 
10. Document your verification on the Payroll Processing Checklist for the pay period 
11. Retain the Check Distribution Report on file according to retention guidelines. 
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Step 3.  Reconcile Status of Leave 
 

How You Do It 
1.  Run HRB730 – Status of Leave Report from eReports. 

(www.oit.ohio-state.edu/hrfin/index.html) 
[Human Resources > Timekeeping and Leave > HRB730 (Status of Leave) > Choose Criteria] 
 

 
 
2. Verify leave used, earned, and adjusted, ensuring each employee’s balances are correct, in accordance to 

University policy.   Leave balances are to be maintained on a formal and current basis and will be verified prior 
to the next payroll period.  

3. Make correcting entries into the HRIS as necessary, documenting reason for correction in the comments field. 
4. Print and process Status of Leave reports according to School policy. 
5. Verify yearly balances with employees.  An individual report is available to do so. 
6. Document your verification on the Payroll Processing Checklist for the pay period. 
7. Retain the Status of Leave Report on file according to retention guidelines. 
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Step 4.  Reconcile to GL 
 

How You Do It 
1. Export the HRB140 (Schedule 4.3 and 4.4) (www.oit.ohio-state.edu/hrfin/index.html) 

[Human Resources > Financial > Reconciliation > HRB140 (YTD HR-GL Activity) > Choose Criteria] 
 

 
 

2. Create a pivot table to extrapolate Expense, Encumbrance, and Annual Rate for Reporting for all lines.   
 

 
 

3. This can be performed within eReports as well. 
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Schedule 4.4 details monthly expense 
 

 
 

4. Run the GLU004OS-90 Standard Monthly Report from eReports. 
(www.oit.ohio-state.edu/hrfin/index.html) 
[Financials > Standard Monthly Report > FY 2006 > Education > Dept # > Org # > GLU004OS-90] 
 

 
 

5. Ensure all personnel lines are expensed correctly.   
6. Run a Flex report GLU604OS – Detail Activity Report for both GFSA and PBA to determine if any 

adjustments were made in the period. 
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[Financials > Flexible Report > GLU604OS (Detail Activity Report) > Choose Criteria] 

 

 
 
Results of Cash Transfers: 
 

 
 
Results of PBA Transfers: 
 

 
 


