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1 About AKPAY Inquiry (AKINQ)

1.1. History

On January 17, 2017 the IRIS Human Resource Management (HRM) system went live, IRIS HRM is the
State’s replacement of the mainframe AKPAY payroll application. When IRIS HRM went live AKPAY data
became read-only and any subsequent payroll and human resource actions were to be processed in IRIS
HRM. Historical employee and position data from AKPAY was not migrated to IRIS HRM.

The Division of Finance exported historical data from the AKPAY database and developed a series of
online reports that are accessible from the AKPAY Inquiry (AKINQ) website pages, so payroll and human
resources staff may still view AKPAY historical data. Where it is appropriate, the AKINQ Reports are
formatted to replicate the AKPAY screen layout that users are familiar with already, other data is
presented in a tabular format.

1.2. What data is in AKINQ?

AKINQ is a series of online reports that query a database extract of AKPAY data. The following data is
available in AKINQ:

e Employee Base/History (10/20/A1 screens)
0 Employee Base (10)
0 Employee History (20)
0 Payroll Base (A1)
e Accumulators (B8/B4/B5/B6/A3 screens)
0 Gross/Net (B8)
0 Earnings (B4)
0 Tax(B5)
0 Deductions (B6)
0 Ul/Medicare (A3)
e Employee Personal History (26 screen)
e Position Status (63 screen)
e Position Budget (61 screen)
e Position Definition (62 screen)
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2 Accessing AKINQ

2.1. User requests for access

Users are granted access to the AKINQ reports by the DOF System Security group. Users in the following
groups who have an AKPAY Certifying Officer Affidavit (COA) on file as of December 31, 2017 were

automatically granted access to AKINQ:

. DOP&LR staff,

. DOF Payroll staff,

. Office of the Governor HR/Payroll Staff,

. Legislature HR/Payroll Staff,

. Alaska Court System HR/Payroll Staff,

. Department HR Staff,

. DRB Finance Employer Payroll Services, and
o Legislative Audit Staff

After January 2, 2018 users are required to submit a Payroll Reports Request Form that has been signed

by their Agency’s Appointing Authority or Security Contact and the Division of Finance State Payroll

Manager to be granted access to the AKINQ reports.

2.2. AKINQ Login

The link to AKINQ and this User Guide is available on the Division of Finance’s Information for State

Agency Payroll Staff web page:

http://doadofinu-sq12p.soa.alaska.gov/Reports/Pages/Folder.aspx?ltemPath=%2fAKPAY+Inquiry

AKINQ security is tied to the user’s Window Security credentials.

Users who default to the statewide domain, SOA, will be logged
in automatically. Otherwise a Windows Security Prompt will
appear, users will need to change their domain to SOA by
entering SOA\ followed by their User ID in the User Name field:

e soa\User ID — For example: soa\awthomas

e Password — this is usually the password used to login to
your computer, but in some agencies, users may have a
different password for email, in which case please use
your password for your email.
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Windows Security X

iexplore.exe

Connecting to doadofjnu-5q12p.soa.alaska.gov.

Password |

Domain: SOA e [Tn0t SOA, enter SOAl and
your LDAP userID in the

|:| Remember my credentials User name field to change
your domain

More choices

OK Cancel
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2.3. Browser Capability

The AKINQ reports are made accessible with SQL Server Reporting Services, a Microsoft product,
consequently these reports perform best with Internet Explorer, reports are also function in Mozilla
Firefox, but not in Google Chrome.

3 Browsing Reports

Upon logging into AKINQ users will be presented with two options, Find Employee and Find PCN. Click
on Find Employee to access Employee data and Find PCN to access Position Data.

Home Home | My Subscriptions | Site Settings | Help
DOA-DOF 3QL Server Reporting Services
“ AKPAY Inquiry Search 2
4 New Folder 1 New Data Source ks Report Builder 4 Folder Settings t Upload File | L] Details View
N N
&“_l Find Employee kﬂ Find PCN

3.1. Report Toolbar

The toolbar at the top of each report is used to navigate through the report pages.

Example Toolbar

14 4 [2  Jofez b Pl [100% v | |Find I next - & & B

1 2 3 4 5 6 7 8 9 10 111213
Toolbar
Item Icon Description
1 I4 Jump to the first page.
2 4 Go back one page.
3 Enter a number to jump to a specific page.
a —— Total number of pages in the report. The total number of pages may
not be displayed until you jump to the last page in the report.
5 12 Advance one page.
6 ] Jump forward to last page.
7 Select a value to change the report zoom options.
8 |:| Enter a search value. You may search records for a specific term or
date.
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Toolbar
Item Icon Description

9 Find | Mext Click to browse search results based on the search value entered.

10 uE!; = Click for export options.

1 - Refresh report data. Note - The data in these reports is static there is
= no need to refresh data.

12 @ Print. Warning — this will print all report pages for an employee which

for reports can be a lot of pages.
13 & Not used.

3.2. Find Employee

Select the Find Employee Icon to view employee reports.

Home

DOA-DOF SQL Server Reporting Services

< AKPAY Inquiry

4 New Folder ! Mew Data Source Bl Report Builder ]
'h‘:-_J Find Employee L Find PCN

Users may search for employee data by Employee ID or Employee Social Security Number.

To search by empid, uncheck the NULL checkbox next to the EMPLOYEE ID textbox and enter the
employee’s six digit employee ID and either press Enter or click the View Report button.

Home = AKPAY Inquiry = Find Employee Home | My Subscriptions | Site Settings | Help
EMPLOYEE ID |277574\ | ULL SOCIAL SECURITY NUMBER (NO DASHES) | [VInuLL

Enter Employee ID Uncheck

Similarly, to search by SSN, uncheck the NULL checkbox next to the SOCIAL SECURITY NUMBER textbox
and enter the employee’s social security number (with no dashes) and either press Enter or click the
View Report button.

Home = AKPAY Inquiry = Find Employee Home | My Subscriptions | Site Settings | Help

EMPLOYEE ID 2 #nu SOCIAL SECURITY NUMBER (NO DASHES) |123456789| L. x| ULL __View Report
. Enter SSN (no dashes) Uncheck

o Users may search for employees by SSN, but only the last four digits of the
employee’s SSN will be displayed on reports in AKINQ.
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It is not necessary to enter values for both EMPID and SSN. One NULL checkbox
must always be selected when searching. If unchecked, you will receive an error
message prompting the entry of a value. For example:

Message from webpage *

Please enter a value for the parameter ‘'empid’. The parameter
| cannot be blank.

When a match for an employee record is found a list of report links is displayed. From this screen users
may review Employee Base/History, Accumulators, and Employee Personal History data from AKPAY.
Click on any of the blue hyperlinks to view the reports, you may use your browser’s Back button to
navigate back to this home screen.

Home Screen
Home > AKPAY Inquiry > Find Employee Home | My Subscriptions | Site Settings | Help
em pid ‘277674 ‘ [Inue ssn | MInuee View Report
4 4 [r Jefr b i [100% v | |Fnd jnext B+ @ & B

AKPAY Inquiry Report

Historical Payroll Records

EMPLOYEE ID EMPLCYEE NAME Employee Base/History Accumulators Employee History
277674 THOMAS AMANDA S W Emp Base/History (10/20 screens) Gross/Net (B8 screen) Personal History {26 screen)
Emp Payroll Base (A1 screen) Earnings (B4 screen)

Tax (BS screen
Deductions (B6 screen
Ul/Medicare (A3 screen)
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3.2.1. Employee Base/History (10/20 Screens)

Select this report to view the employee’s base and history information.

Example Base Screen

Home > AKPAY Inquiry > Employee Base

([t Jef1 b b1 [100% v |Fnd | next B~ @ & B

AKPAY Inquiry Report
Historical Payroll Records

AKPAY EMPLOYEE BASE HISTORY - 10 screen

EMPLOYEE NUM _ EMP ID 277674 EFF DATE 2015-07-01 DOC NUM 000000
NAME THOMAS AMANDA S W

State of Alaska - Employee Base |

STATUS
ACTION iC STATUS EFF DATE 2015-04-16 STATUS IND A
STATUS PE LOA START LOA END
SEASONAL FR LAST HIRE 20020114 ORIG HIRE 1998-05-15
SEP DATE LEAVE ELIG DATE 2002-0213
COMMENTS EVAL DATE 2016-04-15
COMPENSATION
ACTION MU COMP EFF DATE 201507-01
SCHED HOURS 082 50 PAY RATE I - ~vcs o 00
RATE FREQ S RATE OVERRIDE N MERIT ANN DATE 2017-04-16
POSITION
AGTION MU POS EFF DATE 20150701 PCN 024030 acTt
BARG UNIT GP Loc AwA ravce [ s
JOB CLASS P3508 PAYENT SEMI
DEPT 02 REGION 01 DIV 40 SECT 09 PAYROLL RD 02400 SALARY SCHED 205
T & A GENERATION S SCHED PATTERN PO101
FLAG A CREATIONDATE 20150710  ORIG DATE 19000101 DOC NUM SEQ NO

Go To History - 20 Screen g=——— Click here to view 20 screens

Click the link at the bottom of the bottom of the 10 screen to access the employee’s history (20
screens). Use the toolbar at the top of the report to navigate through the history screens.

Revised 12/31/2017
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Example History Screen

Home = AKPAY Inquiry = Employee Base History

4 4 [t Jef2? b b [100% V]
AKPAY Inquiry Report

JFind [ next Wb~ @ & B8

Historical Payroll Records

AKPAY EMPLOYEE BASE HISTORY - 20 Screen

EMPLOYEE NUM _ EMP ID 277674 VIEW DATE
NAME THOMAS AMANDA S REF VIEW
w
1998-01-12
STATUS
ACTION AP STATUS EFF DATE 1998-01-12  STATUS IND A
STATUS TE LOA START LOA END
SEASONAL FR LAST HIRE 1998-01-12
SEP DATE LEAVE ELIG DATE 19968-02-11 ORIG HIRE 1998-01-12
COMMENTS NEW HIRE EVAL DATE
FLAG A CREATION DATE 1998-01-15- ORIG DATE 1998-01-15- DOC NUM 01159 SEQNO 1

16.12.32.000000 16.12.32.000000

COMPENSATION

ACTION AP COMP EFF  1998-01-12
DATE
SCHED HOURS 007.50 PAY RATE 0000011.26 EARNINGS 100
NUM
RATE FREQ H RATE OVERRIDE N MERIT ANN  1901-01-01
DATE
FLAG A CREATION DATE  1998-01-15- ORIG DATE 1998-01-15- DOC NUM 011598 SEQ 1
16.12.32.000000 16.12.32.000000 NO
POSITION
ACTION AP POS EFF DATE 1998-01-12 PCN 01501Y ACT
BARG UNIT XE LOC AWA RANGE 08 STEP A
JOB CLASS  X1946 PAY ENT SEMI
DEPT 01 REGION 01 DIV 50 SECT 01 PAYROLL RD 01501 SALARY SCHED AA
T & A GENERATION H SCHED PATTERN
FLAG A CREATION DATE  1998-01-15- ‘ORIG DATE 1998-01-15- DOC NUM 011598 SEQ 1
16.12.32.000000 16.12.32.000000 NO

3.2.2. Payroll Base (Al Screen)

Select this report to view a table of the employee’s payroll base data.

Example Payroll Base Screen

Home » AKPAY Inguiny » Employee Payrell Base

of 1 M [100% ~ et W- & & B

Hame | My Subsery

AKPAY EMPLOYEE PAYROLL BASE - A1 Screen

REC FL EFFECTIVE DATE EMPLOYEE ID EMPLOYEE NAME TAX SEUND EFFECTIWVE  OCCUP CODE PERSITRS PAY ACTION  PAY ACTION EQUIV PAY FREG CD HELY SAL
ENTITY DATE EFF DT CODE IND
A 19980113 276 THOMAS AMANDA 5 W 41000 1 19900192 N 1HER01E AR 1 5 H
A 19580515 276 THOMAS AMANDA 5 W 41000 2 19900515 N 10515 IC 2 5 H
A 0001118 2TT6T4 THOMAS AMANDA 5 W 51000 3 2000-11-16 A 0004146 c 2 5 -]
A 2000-12-31 2TT6T4 THOMAS AMANDA 5 W 51000 L] 2000123 N 00423 c 2 5 -]
R 2000-12-31 2TT6T4 THOMAS AMANDA 5 W 51000 4 2000123 A 00423 c 2 5 -]
A 0020114 2TT6T4 THOMAS AMANDA 5 W 51000 & 20020114 N 0020114 c 2 5 H
A 0030101 2TT6T4 THOMAS AMANDA 5 W 51000 T 20030101 A 0030101 c 2 5 -]
A 0030201 2TT6T4 THOMAS AMANDA 5 W 51000 L] 20030201 A 0030201 c 2 5 -]
A 20050516 277674 THOMAS AMANDA 5 W 41000 1] 2005-05-16 A 20050516 [+ 2 5 E3
A 2006-06-01 277674 THOMAS AMANDA 5 W 41000 10 2006-06-01 A 2005-06-01 [+ 2 5 E3
A 20080415 277674 THOMAS AMANDA 5 W 51000 1 20000416 A 080416 IG 2 5 E]
A 20110201 277674 THOMAS AMANDA 5 W 41000 12 20110201 A 20110201 [+ 2 5 5
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HI RATE
o
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HIRATE  HIELIG DATE
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o aaee

15010101
15010101
15010101
2000-12-30
20001216
15010101
15010101
20038201
20036201
20036201
20034201
20036201
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3.2.3. Employee Accumulators

There are five accumulator reports available:

Gross/Net (B8 screen)
Earnings (B4 screen)
Tax (B5 screen)
Deductions (B6 screen)
Ul/Medicare (A3 screen)

vk wnN e

Each report is presented as a table of the employee’s accumulator history. Some report columns have

the option to sort by the data in that column, click the arrows * next to the report heading to sort data
in ascending or descending order.

Example Employee Accumulators - Gross Net (B8 Screen) Report

Home = AKPAY Inquiry > Employee Accumulators-Gross Net

W4 [ Jef1 b b [ Jrmdines B- @& & B
AKPAY Inquiry Report

Historical Payroll Records

AKPAY EMPLOYEE ACCUMULATORS - GROSS NET - B8 Screen

EMPID 277674 NAME THOMAS. AMANDA S W

REC * EFFECTIVE * YEAR LASTPD =+ Q1GROSS Q1 NET Q2 GROSS Q2 NET Q3 GROSS Q3 NET Q4 GROSS Q4 NET YTD * YTD NET =

FL DATE DT GROSS

A 1998-01-01 1998 1998-12-15 3.413.19 2,807.62 1,660.85 1.346.12 47212 2,033.65 2,249.01 0.00 12,035.17 6,187.39
A 1999-01-01 1999 1999-11-15 1.943.10 0.00 2,792 86 0.00 341317 0.00 93938 0.00 9.088 51 0.00

3.2.4. Employee Personal History (26 Screen)

Select this report to view the employee’s name and marital status history.

Example Personal History Report
Home = AKPAY Inquiry = Personal History

I4 4 [t Jofz b bl [100% v | [Find | Next E - & & B
AKPAY Inquiry Report

Historical Payroll Records

AKPAY EMPLOYEE HISTORY

REC FL EFFECTIVE DATE EMPLOYEE ID EMPLOYEE NAME GENDER  MARITAL RACIAL ID CITZN CD CREATE DATE ORIG
STATUS CODE CREATE DATE
A 1998-01-12 277674 WEBB AMANDA S. 1998-01-15 1998-01-15
A 1998-01-12 277674 WEBB AMANDA S. F S H 1998-01-15 1998-01-15
A 2000-08-30 277674 WEBB,AMANDA S F s H 2000-08-30 2000-08-30
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3.3. Find PCN

Select the Find PCN Icon to view Position reports.

Home

DOA-DOF SQL Server Reporting Services

< AKPAY Inquiry

4 New Folder . Mew Data Source B Report Builder ]
-h:._l Find Employee - Find PCN

[

Users may search for position data by Position Control Number (pcn). Enter the PCN (with no dashes) in
the pcn textbox and either press Enter or click the View Report button.

Home = AKPAY Inguiry = Find PCN Home | My Subscriptions | Site Settings | Help

pen |024030] x| [ view Report |

I

When a match for a PCN record is found a list of report links is displayed. From this screen users may
review Position Status, Position Budget, and Position Definition data from AKPAY. Click on any of the
blue hyperlinks to view the reports, you may use your browser’s Back button to navigate back to this
home screen.

Home Screen
Home = AKPAY Inquiry = Find PCN Home | My Subscriptions | Site Settings | Help
pen (024030 = | View Report
——
4 4 1 Jofz b bl [100% v |Find |next B~ & & B

AKPAY Inquiry Report

Historical Payroll Records

POS NUM
024030 Go To Position Status (63 screen)  Go To Position Budget (61 screen)  Go To Position Definition (62 screen)
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3.3.1. Position Status (63 Screen)

Select this report to view a report of the position status history.

Example Position Status Report

Home = AKPAY Inguiry = Position Status

14 4 [t Jofz b bl [100% v Jfind [ Next  EL- & & B
AKPAY Inquiry Report

Historical Payroll Records

POSITION STATUS - 63 Screen

REC + EFFECTIVE + PCN + POS NAME TYPE CREATE + ORIG CREATE < ARMS/
FL DATE STATUS DATE DATE FLAG
A 1901-01-01 88 FACL 1/1/1990 01/01/1880 N

A 2005-05-16 IC ADMINISTRATIVE MANAGER | FACL 5/6/2005 05/06/2005 N

R 2008-04-16 IC ANALYST/PROGRAMMER Il FLEXHV FACL 471772008 04/17/2008 N

3.3.2. Position Budget (61 Screen)

Select this report to view a report of the position budget history.

Example Position Budget Report

Home = AKPAY Inquiry = Position Budget

14 4 [1 Joft b bl [100% v |Find |nest - @ & B
AKPAY Inquiry Report

Historical Payroll Records

PCN BUDGET CONTROL - 61 Screen

REC FL  EFFECTIVE BUDGET ACTION CREATE DATE ORIG NUM OF BASERATE BASEFREQ ADJRATE ADJ FREQ SEQNO DOC NUM
DATE CREATE DATE POS

A 1901-01-01 S5 1/1/1990 1/1/1980 00001 0009999.99 S 0009999.99 S 1 090001

A 2009-07-01 NP 6/29/2009 6/29/2009 00001, 0009999.99 S 0009999.99 S 2 760101

A 2011-02-01 NP 1/25/2011 1/25/2011 00001, 0009999.99 S 0009999.99 S 3 760101

3.3.3. Position Definition (62 Screen)

Select this report to view a report of the position definition history.

Example Position Definition Report

Home > AKPAY Inguiry > Postion Defintion

i1 Jeta b - find It Wb @ & @

POSIMON DEFINIMON - 62 Screen

REC FL EFFECTIVE DEFINITION ACTN  DEPT REGION DIV SECTION LOCATION FLSA CAT BARG UNIT STRIKE PAY ENT HANGE CREATE DATE ORIG SEQNO DOC NUM
DATE CLASS CREATE DATE

A 1901-01-01 = 02 o 40 o AWA N GG SEMI 12 17111990 1111990 1 020001

A 1901-01-01 55 02 n 40 n AWA N GG 3 SEMI 12 111590 N0 2 060513
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