27 December 2023

Net Pay Amount (NPAM) Report

Introduction

Net Pay

This guide provides the procedures for running the Net Pay Amount
(NPAM) report in Direct Access (DA).

Amount Report

This report provides mid- and end-month payroll information. This report
is generally directed to Cutters and overseas units with limited
connectivity to see a quick snapshot of their members’ pay.

Procedures See below.
Step Action
1 Navigate to: NavBar icon > Menu > Schedule a Query.
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Net Pay Amount (NPAM) Report, Continued

Procedures,
continued

Step Action
2 Select the Add a New Value tab.

Schedule a Query

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

w Search Criteria

Search by: | Run Control ID v| begins with

[JCase Sensitive

Advanced Search

Find an Existing Value Add a New Value

3 Enter a Run Control ID (this may be anything, but it should be something you
remember). Click Add.

{ Process List

Schedule a Query

| Find an Existing Value | | Add a New Value

*Run Control ID | NPAM

Find an Existing Value Add a New Value

4 Enter 0NPAM in the Descriition field and click Search.
< Process List Direct |

Schedule Query

Run Control ID  ppap Report Manager  Process Monitor
Query Name | | Search
*Description | %NPAM

[ Add H Update/Display l

Continued on next page
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Net Pay Amount (NPAM) Report, Continued

Procedures,
continued
Step Action
5 Enter %NPAM in the Query field and click Search.
Scheduled Query Search Page x
Help =~

“Query Type: ‘ Queries v|

o [ |

Query
|Ei| |€| 112 of 1489 P M | View100
ACA_SAMPLE_FOR_EXTRACT1 Sample ACA Extract Employees 1 Public
ACA_SAMPLE_FOR_EXTRACTZ2 Sample ACA Extract Employees 2 Public
ACA_SAMPLE_FOR_EXTRACT3 Sample ACA Extract Employees 3 Public
ACA_SAMPLE_SAFE_HARBOR Sample Safe Harbor Query Public
6 | The Query will display. Click the CG_NPAM_QRY link.
Scheduled Query Search Page x
- Help

“Query Type: ‘ Queries v|

oy, )
Query

‘E;| |E| 1-1 of 1 View All
CG_NPAM_QRY Net Pay Amount Query Public
.:En

Continued on next page
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Net Pay Amount (NPAM) Report, Continued

Procedures,
continued

Step Action

7 Enter the Calendar Group or use the search icon to search for the correct
Calendar Group ID. Enter the Dept ID or use the search icon to search for the
appropriate Dept ID. Click OK.

x
Hel
CG_NPAM_QRY P
“Calendar Group |C123121 Q |
“DeptID | 000780 al
OK ‘ Cancel ‘

8 | The Schedule Query will display with the information entered in Step 6. Click
Run.
Schedule Query

Run Control ID NPAIM Report Manager Process Monitor Run

Query Name | CG_NPAM_QRY | Search

“Description |Net Pay Amount Query |

Update Parameters

Prompt Name Value
CAL_RUN_ID |c123121 y
DEPTID | 000780 D

[ Add H Update/Display l

Continued on next page
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Procedures,
continued
Step Action
9 | The Process Scheduler Request page will display with a Process List. Verify

PSUNX displays from Server Name drop-down. Ensure the PSQUERY is

checked and click OK.

Process Scheduler Request

User D 1234567

Server Name I PSUNX "I
Recurrence ‘ v‘
Time Zone ‘ Q

Process List

Select Description Process Name

PSQUERY PSQUERY

Run Control ID  NPAM

Run Date |12/19/2023

Help

Run Time [3:13:26PM

-

Reset to Current Date/Time

Process Type *Type

*Format Distribution

Application Engine Web V|

‘ TXT v Distribution

10

The Schedule Query page will re-display with a Process Instance number. Click

on Process Monitor.

Schedule Query

Run Centrol ID NPAM Report Manager I Process Monitor I | Run ‘
Process Instance: 1492213
Query Name | CG_NPAM_QRY | Search

*Description | Net Pay Amount Query |
Update Parameters

Prompt Name Value

CAL_RUN_ID | c123121 )

DEPTID |000780 P
‘ Add l | Update/Display ‘

Continued on next page
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Net Pay Amount (NPAM) Report, Continued

Procedures,
continued
Step Action
11 | The Process List will display. The Run Status may initially indicate Queued or
Processing. Click the Refresh button until the Run Status updates to Success
and the Distribution Status indicates Posted.
*New Column* Click the Actions drop-down and select View Log/Trace.
NOTE: This process may be very quick or may take several minutes depending
on the number of personnel under the Dept ID entered in Step 6. Continue to
click the Refresh button periodically as necessary.
I Process List
View Process Request For
User ID ‘123456? Q Type | V‘ ‘ Last V| 1| ‘ Days v‘ I Refresh I
Server ‘ V‘ Name | Q‘ Instance From ‘ ‘ Instance To | ‘ ‘ Clear ‘
Run Status ‘ "‘ Distribution Status ‘ "| 4 Save On Refresh Report Manager ‘ Reset ‘
¥ Process List
|E‘ ‘E‘ Tof1 v View Al
Select  Instance Seq. Process Type Eraor::ss User Run Date/Time Run Status Igl::lrlils:»ution Details Actions
1492213 Application Engine PSQUERY 1234567 12/19/2023 3:13:26PM EST | Success Posted Petails fAF’inn< )
Go back to Schedule a Query ':F:la‘te Process 2
Parameters
—
12 | Click on the CG_NPAM_QRY -XXXXXX.csv link.

View Log/Trace x
Report Help
ReportID 1520435 Process Instance 1492213
Name PSQUERY Process Type Application Engine

Run Status Success
Net Pay Amount Query
Distribution Details

Distribution Node RPTNODE Expiration Date | 02/17/2024

File List

Name File Size (bytes) Datetime Created
AE_PSQUERY_1492213 stdout 289 12/19/2023 3:14:16.901768PM EST
CG_NPAM_QRY-1492213.csv 32 12/19/2023 3:14:16.901768PM EST

Distribute To
Distribution ID Type *Distribution ID

User 1234567

:
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Navigate to a folder agd click Save.

G Save As

T » ThisPC » Documents » Reference

Organize Mew folder

~

[ Desktop ol Mame Status = Date modified

¢ Favorites
Mail
Reference

[ This PC

DM5 3] CG_BAH_COLA-1492203 @ 12/19/2023 1:55

PM

v | O O Search Reference

Type Size

Microsoft Excel C... TKBE

Save as type: | Microsoft Excel Comma Separated Values File

+ Hide Folders

Save

Cancel

14

To open the file, navigate to the folder where it is saved OR click the download

icon and double-click on the appropriate file.

2 w Bt

Recent Downloads *

@ CG_MPAM_QRY-1492213.c5v

32 B« Done

@ CG_BAH_COLA-1492203.csv
259 B - 20 minutes ago

Show all downloads A

15

The NPAM spreadsheet will open. Each member is listed using the Last 4 of
their Social Security Number (SSN) (numbers with less than 4 on the list do not
show the zeros: -33 = -0033) and their Net Pay for the pay period selected in
Step 6. Scroll through the list and review for any negative Payment Amounts or
significant payroll changes.

Payment Amount

-33 3338.74
-93 1415.18
-284 1108.85
-469 1188.84
-529 976.37
-559 1302.77
-723 1303.54
-756 3182.35
-839 1341.6
-928 1575.55
-1085 1331.26




