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Note: Document images are provided as guidance only and may not illustrate the exact 
setup and steps taken at your college. 

 Some screen images may have been captured from a prior user interface (UI) 
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Note: The title of this document changed from December Payroll Data File Creation to 
December Payroll Data Report – NC Office of the State Auditor (OSA) File 
Creation and Submission for Version 3.0. 
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1 Purpose 
This document provides North Carolina community college staff with the workflow used to 
create and submit a file containing required December payroll data to the North Carolina Office 
of the State Auditor (OSA). 
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2 Requirements 
Annually, in February, each NC community college is required to submit a file containing 
December payroll data to the NC Office of the State Auditor (OSA). 

Use the State Auditors December Payroll (XAUD) form to: 

• Generate a report of data to review 

• Generate the file 

Information included in the file generated by XAUD includes: 

• Last Name 

• Hire Date 

• First Name 

• Birth Date 

• Middle Initial 

• Termination Date 

• Member ID 

• Termination Code 

• Gross Pay – by pay type, e.g., Regular, Sick, etc. 

• Pay Period Start Date 

• Pay Type 

• Pay Period End Date 

• Plan Code 

• Part/Full-Time Indicator 

• Gender 

Data is gathered from the following files within Colleague: 

• HRPER 

• PAYTODAT 

• PERSON 

• PERSTAT 

• XNC.NCRS.ORBIT 
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3 Access the Auditor File Processes 
The auditor file processes are located under CF > Custom Financial System – XCFM > Annual 
Auditor Files – XAF. 

 

 

Figure 3.1 – Annual Auditor Files – XAF 

 

The auditor file processes may also be accessed directly via the quick access field at the top of 
the Colleague application. 

 

 

Figure 3.2 – Quick Access – Example 
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4 State Auditors December Payroll (XAUD) 
Use the State Auditors December Payroll (XAUD) form to generate the required file for the NC 
Office of the State Auditor and place it in the XAUDF.DIRECTORY directory. A report illustrating 
the data in the file is also generated. 

 

 

Figure 4.1 – XAUD – State Auditors December Payroll 

 

The following field descriptions are provided as guidance when using the XAUD form: 

• Calendar Year: This field defaults to the current calendar year minus one; however, you 
may enter any previous year. 

• Generate File?: Enter N to generate a report of data for December for the specified 
calendar year. Enter Y to generate the file. If no errors occur during the building of the 
file, a report is generated. Any error that occurs during the building or transmission 
process will display in the report. 

• File to be Generated: This field is inquiry only and displays the name of the file to be 
generated, which is based on the Calendar Year entry and the college’s fiscal code in 
Colleague, e.g., NCCCS_8XX_DECYYYY_PAYROLL.PDI, where 8XX is the college fiscal 
code, and YYYY is the year entered into the Calendar Year field. 
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• File Already Exists?: This field is inquiry only and displays Yes if the File to be Generated 
exists in the XAUDF.DIRECTORY or No if the file does not exist in the 
XAUDF.DIRECTORY. 

Save All. 
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5 Report 
The XAUD process builds and displays a report of the December payroll data that is used to 
build the flat file. 

The report header indicates if the process was run in Report Mode only (NC State Auditor File 
Request (Dec YYYY) – Report Only) or if the process generated a file (NC State Auditor File 
Request (Dec YYYY – File Created). 

 

 

Figure 5.1 – XAUD – NC State Auditor File Request – Report Only – Example 

 

The data in the report contains information for all employees with a pay record in December of 
the calendar year specified. The report lists all pay records for the December pay period. The 
last two rows in the report contain a total of the gross pay for the December payroll period and 
an individual employee count (not a pay record count). 
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Any file generation errors display in the report. 

 

 

Figure 5.2 – XAUD – Report Error – No Record to Report for Requested Year 
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6 Examples 
Refer to the examples in this section when running XAUD. 

 

6.1 Example 1: No Records 

In this example, the Calendar Year field defaults to 2019 (the current year-1, e.g., 2020-1), a 
year with no records (in this environment). Leave the Generate File? field set as N. 

 

 

Figure 6.1 – XAUD – No Records 

 

Click Save/Save All and Update to complete processing. 

A report displays an error that no records were found for 2019. 

 

 

Figure 6.2 – XAUD – Error Report 
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6.2 Example 2: Report for 2003 

For this example, the Calendar Year field is changed to 2003, and the Generate File? field is set 
to N. 

Note: The File to be Generated field reflects the specified calendar year (2003). 

 

 

Figure 6.3 – XAUD – Report Mode 

 

The Generate File? field remains N. Click Save/Save All and Update to run the process to build 
the report. 
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A report containing data for 2003 displays. 

 

 

Figure 6.4 – XAUD – NC State Auditor File Request – Report Only – 2003 Data 

 

The final page of the report includes the total payroll for all employees reported and a count of 
the total number of individual employees. (A single employee can have multiple pay records.) 

 

 

Figure 6.5 – XAUD – Report Totaling 
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6.3 Example 3: File Generation for 2009 

In this example, the Calendar Year field is changed to 2009, and the Generate File? field is set 
to Y. The File to be Generated reflects the specified calendar year (2009). 

 

 

Figure 6.6 – XAUD – Generate File 

 

Click Save/Save All, then Update to complete processing. 
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A report containing the 2009 data collected for the file displays. 

 

 

Figure 6.7 – XAUD – 2009 Data 

 

The final page of the report includes the total payroll for all employees reported and a count of 
the total number of individual employees. (A single employee can have multiple pay records.)  

 

 

Figure 6.8 – XAUD – Report Totaling 
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6.4 Example 4: Rerun XAUD for 2009 

After creating the file described in the previous section, rerunning XAUD for the Calendar Year 
of 2009 changes the indicator field File Exists? to Yes. 

 

 

Figure 6.9 – XAUD – File Already Exists 

 

The file has already been created in XAUDF.DIRECTORY. If Generate File? is set to Y and XAUD 
processing is completed, the existing file will be overwritten. 
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7 Transmit the File 
The December payroll data file must be sent to the NC Office of the State Auditor. 

For more information regarding how to use the State Auditor’s ShareFile site, access the NCCCS 
Service Portal at https://ncccs.servicenowservices.com/sp and refer to KB0015212 – NC Office 
of the State Auditor (OSA) File Submission. 

 

https://ncccs.servicenowservices.com/sp
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