
 

 

 

Payroll Reports 

 

Handout 
 

 

 



When you reach the “application selection” screen in 

flair, select “5” and press enter 

 

 



You are now in your RDS report directory 

 

 



 

FLAIR Report Description/Form ID 

 

Salary Refund – Q21Y 

Salary Warrant Cancellation – Q21K 

EFT Cancellation – Q21Z 

Retirement Adjustment – Q21L 

Non-Cash Tax Refund Adjustment – Q21M 

Payroll Tabulation by Account Code – Q213 

Payroll Register – U214 

Miscellaneous Deduction Register (Post-tax) – Q214 

Health Life & Disability Insurance Reg. – U21Q 

Supplemental Insurance Reg. (Pre-tax) – U21R 

Accounts with a Negative Balance – 218A 



 

Basic RDS Navigation 
 

 F7 key takes you back one page.  

 F8 key takes you forward one page. 

 F3 key acts as the “back” button. 

 tab until you are beside the report, “s” 

to show, and “e” to extract, “f” to filter 

the reports (by type).    

 if you see an “a” next to a report, it is in 

“archive” status (30+ days old). 

 



 To gain access to an archived report, 

tab until you are beside the desired 

report.  Type “r” (to restore) and press 

enter.  On the next screen, type “y” for 

yes and press enter.  You will receive 

the message “report restore request is 

noW recorded on a.r.q. file”. 

 

 Once the request to restore the report 

has been recorded, in 15-20 minutes you 

Will see an “r” next to the report 

instead of an “a”.     



To restore an archived report 

Type “r”, press enter 

 



Type “y” on the next screen, press enter 

 



Your request to restore the report has been recorded 

 

 



In 15-20 minutes, your report is restored  

 

 



to vieW a report, type “s” to shoW, press enter

 

 



to extract the report for printing, type “e”, press enter 

 

 



you can also extract when viewing the report  

 



type “y” for yes, press enter 

 



Now you are at the print screen, my printer 

destination is pjacp2, “y” for yes, press enter 

 



Confirmation & details of the extraction (print) 

request 

 



type “f” next to the “type” of report you want to view 

exclusively, press enter

 

 



a list of that report only (payroll tabulation) 

 

This is very useful when searching for a report 



payroll tabulation by account code (Q213) 

 

From right to left: 

- Gross salary (the cash amount before any deductions for taxes or any other purpose are taken) 

- Object code – 4 digit code assigned to the payment…11** for salaried employees & 12** for 

OPS employees 

- Employer disability (1630) – Provided for senior management employees 

- Employer life (1620) – The matching life insurance amount paid by the employer 

- Employer health (1610) – The matching health insurance amount paid by the employer 

- Pre-tax benefit savings (1570) – Administrative fees paid by the employer for pre-tax deductions 

- Optional retirement plan (1550) – We do not have anyone participating 

- Public Employees Optional Retirement Plan (PEORP) (1522) – Employer investment plan 

contribution 

- State retirement (1520) – Employer contributions for state retirement 

- Employer FICA/MEDI (1510) – The combined FICA/MEDI employer contribution 

- Gross salary charge – The gross salary + employer contributions 

 



Payroll register (U214) 

 
From left to right: 

- A column labeled “E” – This will have either a 0 or a 1.  1 = EFT   0 = Paper warrant 

- Next is the payment number or warrant number 

- Then the employee SSN 

- Employees’ name with their inter-department # just below 

- Position number & class code 

- Marital status & exemptions claimed 

- Retirement code & employee status (09 – other) 

- Next is an insurance code made up of three components (participation/type of coverage/# of deductions &   

contributions)   

- Beginning & ending rate of pay – In case there was a mid-month adjustment to their salary 

- Beginning & ending hours – Indicates the number of hours they were paid at each rate of pay (if applicable) 

- Then we have the gross salary & net pay  

- Withholding tax & (miscellaneous deductions, which are post-tax, these deductions taken after the taxes are 

calculated) 

- “Employee” SS/MEDI deductions    



- Pre-tax benefit deductions & Tax deferred deductions: 

- Pre-tax benefit deductions (insurance premiums) will affect the W/H amount and the FICA/MEDI gross 

amounts.  These deductions are taken out before the employees’ taxes are calculated. 

- Tax-deferred deductions – These only affect the W/H, tax deferred deductions include the employee 

retirement (3%) and the deferred compensation deductions.  (IRS rules/guidelines) 

 

- At the end of each class code, you will find the totals for that class code.  It provides the employer/employee 

contributions, the net salary, the gross salary (cash gross), and the gross salary charge (gross salary + employer 

contributions). 

 

 

 

 

 

 

 

 

 

 

 




