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Work Instruction 
 

 

 

Payroll Distribution Report and Payroll 
Distribution Report for archived data 

 

When to Use 
 

Payroll Distribution Report 

 
This report is most commonly used to perform a monthly reconciliation of payroll charges between payroll 

entries in HRIS and the payroll charges posted to FIS.  

 
This report is required to be run each month by departmental business officers in order to reconcile the 

departmental accounts.  

 

Payroll Distribution Report for archived data  
 

This report is used to review payroll charges to FIS accounts older than 18 months.  

 

Report Functionality 
 

The report provides the details of the payroll transactions that were calculated within HRIS and “sent over” 
to FIS for posting. The report: 
 

 Presents the HRIS details of the actual salary and benefit charges incurred as well as the payroll 
reserves calculated for a specific month, the totals of which should agree to the actual postings in 
FIS*. 

 Summarizes the payroll payment information using FIS account information and coding. 
 Subtotals the payroll information by general ledger accounts to facilitate reconciliation to FIS 

reports, namely the Monthly Statement of Accounts. 
 Downloads the payroll details into an excel spreadsheet providing the user with the flexibility of 

being able to re-sort the data to meet other reporting requirements. 
 Download contains additional information not available in the Online version, namely, Position 

number, Employee sub-group, Contract type, Job. This additional information can be used to 
prepare analysis and management reports on FIS salary & benefit costs using HR (i.e. HRIS) 
information. For example, the Employee sub-group can be used to allocate FIS salary & benefit costs 
between Tenured and Non-tenured staff. 

 
NOTE:  
 

Actuals:  These will be posted to the FIS accounts listed within the HRIS records irrespective of 
whether there are sufficient funds; the only exception to this rule relates to Fund 
accounts. If the Fund date is in the past, indicating that the fund is closed for further 
postings; the payroll entry is re-directed to the CFC listed on the HRIS record.  

 
Reserves:  If there are sufficient funds available, there should be no difference between the payroll 

http://finance.utoronto.ca/wp-content/uploads/2015/11/Statement_of_Accounts_Funds_Center_and_Non-Research.pdf
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reserve amount reported on the Payroll Distribution report and the payroll reserves 
reported in FIS. If there are insufficient funds to cover the payroll reserve requirement, 
the payroll program will reserve whatever it can until funds available is “0”.  A payroll 
reserve will never create an overdraft in a FIS account. 

 

 
 

Detailed Procedures 
 
 

Access the report using any of the following menu paths:  
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