FM2000 Timesheet Utility

Timesheets
To access the Timesheets function, select the Timesheets option from the Processing drop-down
4 L3

imeshesll button on the Payroll Manager Main window.

menu or simply select the Timesheet

P Timesheet Pay Entry -0l =
File Mavigation ©Options Help  Admin Tasks

H 2= x| eers B ES D~ BDET

Current Payroll Check Date: 05/08 /02

[~ Selectal Emp #: ID Y
Emp #]Mame [Emp Type|tccount [Eaming | Units]  PavRate]  Amount|Fet Sps[Date Bldg  [Cept |«
118 Grant, Jennifer CAFES  A211016000 PER DIEM 0.000 £0.000 OOOERS  05/03/00 <Mite <Mide
119 Eberly, Barbara SUBH £211013080 PER DIEM 0.000 75.000 DODERS  |05/03/01 |<MAhs <Mids |
121 Daily, Suzan AIDES  a2110711000 PER DIER 0.000 £5.000 OOOERS  03/20/02 <MAde <Mide
122 Daily, John SECI0 AZ11016000 PEFR DIEM 0.000 70.000 QODERS 050300 <Mide <Mede
128 Harriz, Julie SEC1Z2  Aa211013080 PER DIEM 0.000 7E.000 OOOERS 0570300 <Mide <Mid:
: i
Group Tatal: 1,505 352 19,174 13
Time Shest Total: 1,505.352 19,174 13

|S elect search column then type what you are searching for

The Timesheets function allows you to group and enter payroll period data by employee number,
employee name, employee type, account, earning code, units, pay rate, amount, retirement
system, date, building, department, or social security number. These various methods of data
input help to expedite the payroll process. Blank timesheet input worksheets can be printed and
distributed to various departments. Once the worksheets are completed and returned to the
Payroll Department, the data can be easily entered. Once entered into the system, the data is
transferred to the current payroll checks.

Overview

The Timesheet routine allows you to perform the following activities:

Set User Preferences allows you to customize the look of the Timesheet Entry window for each
user who inputs timesheet records.

Data Entry and Maintenance allows you to add, update, or delete a timesheet records for
employees. This also provides quick entry of timesheet units for each earnings record.

Printing allows you to print completed timesheet data so that you may verify your entries before
transferring the data to the current payroll. This also allows you to generate blank timesheet
input worksheets.

Transfer allows you to transfer timesheet data to the current payroll checks.

Utilities allows you to create, initialize, or purge timesheet entries for all employees associated
with a specific group (Account, Earnings, Building, Department, Employee Type, Employee).

Set User Preferences

The look of the Timesheet Entry window can be customized for each user who inputs timesheet
records. You can customize the columns that will show on the window by selecting the User

Preferences ﬁ option that displays in the toolbar at the top of the window. Upon selecting the
User Preferences option, the Set User Preferences window displays.
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|Er‘|ter data or press ESC to end.

When you first access Timesheets, all available columns are selected for you. Use the Set User
Preferences window to remove columns and change the order in which columns are displayed on
the Timesheet Entry window. You only need to set user preferences one time. After you change
user preferences, the Timesheet Entry window will have the selected defaults for the user until
you change the preferences again.

The data highlighted in Blue under the Selected columns section of the window cannot be
removed. This means that the Employee Number, Employee Name, Units, Pay Rate, and Amount
columns must always be displayed on the Timesheet Entry window. You may, however, choose
to change the order in which the required columns are displayed on the window. You have the
option of removing any or all other column information (SSN, Employee Type, Account, Earning
Code, Building, Department, Retirement System, and Date) from the Timesheet Data Entry
window. The order in which the column names are displayed on the Selected Columns viewer is
the order in which the columns are displayed in the Timesheet Entry browser.

To Remove a Column:

1. Click on a column name under the Selected Columns viewer. To select more than one
column, hold down the Ctrl key and highlight the appropriate column names.
2. Choose the <<Remove button.
The selected column name(s) is moved to the Available Columns viewer. Each time the user logs
into the Timesheet routine, only the columns indicated in the Select Columns viewer are
displayed.
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To Add a Column:

1. Click on a column name under the Available Columns viewer. To select more than one
column, hold down the Ctrl key and highlight the appropriate column names.
2. Choose the Add>> button.
The selected column name(s) is moved to the Selected Columns viewer. Each time the user logs
into the Timesheet routine, only the columns indicated in the Select Columns viewer are
displayed.

To Move Columns:

1. Click on a column name under the Selected Columns viewer. To select more than one
column, hold down the Ctrl key and highlight the appropriate column names.
2. Choose the Move Up or Move Down button.
The selected column name(s) is shifted up or down in the Selected Columns viewer. When you
return to the Timesheet Entry window, the column names are displayed in the order that they
appear on the Selected Columns viewer in Set User Preferences.

To Set a Secondary Sort Option:

The primary sort option is specified by highlighting the desired column title in the Timesheet
browser. A secondary sort option is available when using a primary sort of Employee Type,
Account, Earnings, Building, Department, or Amount. The Secondary Sort By option, which is
defined in the Set User Preferences window, can be by Employee Number, Employee Name, or
Social Security Number. For example, if the primary sort is by Account Code, you may also
choose the Employee Number secondary sort by radio button. In this scenario, all timesheet
records will be sorted in numerical ascending order by Account Code. Within each account code,
records are sorted in numerical ascending order by Employee Number.
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Timesheet Data Entry

The Timesheet Entry browser contains a listing of those timesheet records that were manually
added or automatically set up through the Utilities setup routine. This routine facilitates the
Payroll Timesheet process in that the user can simply go down the list of timesheet entries and
enter the proper number of units to be paid.

P Timesheet Pay Entry =Olx

File Mavigation Options Help  Admin Tasks
tLmpm o x| eers [ BEI D H-NF0]

Current Payroll Check Date: 05/15/02

[~ Select Al Emp #: ID f Y
Emp ﬁlName |Emp Typela’-‘«ccount |Earning | Unitsl Pay Halel AmountlHet S_l,lslSSN |Da o
375 Substitute, Suzan SUBNI | A211074000 PER DIEM 0.000 B0.000 000 TRS 4954305390 |05
381 McDougal, Susan AIDEH  |a101011 REG PaY 100.000 10,000 1,000.00 343-80-3495 |05,
402 Warren, Alan PTMMNA  A101013 REG PAY 0.000 3140 0.0 294-50-3485 |05,

403 Cafeteria, Cathy CAFEH  A101076 REG P&Y 0.000 13.000 n.oo0 495-30-4583 DE;_I
404 D aily, D avid TREZ1  A101016 PER DIEM 0000 195.000 0.00 343-50-3438 |05,
< o[
Group Total: 1,505 3EE 19,174 13
Tire Sheet Total: 1,505 352 19,124.13

|S elect search column then type what you are searching for

Timesheet Browser

The Timesheet Entry browser displays the column information that is set up for each user in the
Set User Preferences routine. The Timesheet Entry routine allows you to group and enter payroll
period data by employee number, employee name, social security humber, employee type,
earnings, account, building, department, etc. These various methods of data input help to
facilitate and expedite the payroll process.

Building Permissions

Your building permissions, as defined in the Building Range fields in the User Maintenance
routine in System Manager, determine the information displayed in the Timesheet browser. If
your building range permissions in User Maintenance is EL (Elementary School) to EL (Elementary
School), the Timesheet browser only displays timesheet records for employees in the Elementary
School.

Filter

Use the filter to restrict the display of timesheet information in the browser. For example, you
may wish to display only timesheet records for employees whose last names start with A through
H.

B

i
Select the Filter button. The Filter window is displayed.
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Using the Filter:

1.

Enter the appropriate ranges in the filter starting and ending fields.

Example 1: To display timesheet records for employees whose last names start with A
through H, go to the Name field and type A in the starting field and HZ in the ending
field.

Example 2: To display only those timesheet records for Overtime Pay, go to the Earning
field and type OT Pay in both the starting and ending fields.

Use the drop-down menus in the Units, Pay Rate, and Amount fields to further restrict
the browser display.

Greater Equals — Select this option to display amounts greater than or equal to the
units, pay rate, or amount entered.

Greater Than — Select this option to display amounts greater than the units, pay rate,
or amount entered.

Equals — Select this option to display amounts equal to the units, pay rate, or amount
entered.

Less Than — Select this option to display amounts less than the units, pay rate, or
amount entered.

Less Equals — Select this option to display amounts less than or equal to the units, pay
rate, or amount entered.

Press the Filter button. The system returns the Timesheet browser, restricting data
displayed to the criteria specified on the Filter window.

Removing the Filter Criteria:

B

i
1. Select the Filter button. The Filter window is displayed.
2. Press the Show All button.
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The system returns the Timesheet browser and removes any filter criteria previously
selected.

Sorting

To change the manner in which information is displayed in the browser, simply click on the
column title (i.e., Empl #, Name, SSN, Emp Type, Account, Earning, Building, etc.) to change the
sort. The column title is highlighted in yellow to indicate the selected primary sort option. A
secondary sort option is available when using a primary sort of Employee Type, Account,
Earnings, Building, Department, or Amount. The secondary sort option, as set up in Set User
Preferences, can be by Employee Number, Employee Name, or Social Security Number. For
example, if the primary sort is by Account Code and the secondary sort is by Employee Number,
all timesheet records will be sorted in nhumerical ascending order by Account Code. Within each
account code, records are sorted in numerical ascending order by Employee Number.

Searching

In addition, you may use the Search field to change the starting point of timesheet records
contained in the browser. For example, if your primary sort is by Earnings and you wish to
display those timesheet records for Overtime Pay first, type “OT PAY” in the Earning search field
that displays to the above right of the browser. Press the binoculars to have the browser start
with timesheet records for overtime earnings.

Refreshing

Cud
You may press the Refresh ™ button at any time while in the Timesheet Entry routine. The
system will refresh the timesheet browser with any new timesheet information that another user
may be entering.

Copying a Timesheet Record

The Copy feature is used to copy an existing timesheet record from one employee to another.
The Copy option should be used when all or most of the timesheet information is the same for
the employee to which you are copying the timesheet record.

1.  Highlight the timesheet record in the browser that you want to copy.

2. Press the Copy button. The Timesheet Copy window displays.

RI=IE
Reset | Save | Cancel |
“Employes: ID—QI Current Payroll Check Date: 07405702
*Emp Type: W Ql “Entry Date: W Uriiks: IW Retire: Systen: l— Ql
“Building: IEL— QI *Earning: Iw QI *Pay Rate: Im Last Modified:

*Dept: |<N.u’.-’-‘n.> gl *thccaunt: |m HNO1BE0Z2000 gl Amount, 1,057 E0

* Denotes a mandatory field

|Ehoose an Employes A

3. Enter the number identifying the employee to which the timesheet record is to be copied.
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4. Change the copied employee type, building, department, entry date, earning code,
account code, units, pay rate, and/or retirement system code as needed.
5. Press the Save button.

To Use the Timesheet Quick Pay Entry Window:

1. Click on the appropriate column title in the browser to indicate how the timesheet data is
being grouped and inputted. Employee timesheet records can be sorted in any one of
the following methods: by Employee Number, Name, Social Security Number, Employee
Type, Account, Earning, etc. The column heading in the browser is highlighted to reflect
the selected primary sort for timesheet entry.

2. Optionally select a secondary sort for timesheet entry by flagging the appropriate radio
button in the Set User Preferences routine. For primary sort methods Employee Type,
Account, Earnings, Building, Department, or Amount, a secondary sort by employee
number, employee name, or social security number may be specified. For example, if
timesheets are entered alphabetically by employee name within each building, click the
Building column title and set the Secondary Sort By radio button in Set User
Preferences to Employee Name.

3. The Search button can be used to restrict the browser to specific timesheet entries
based on the primary sorting option selected. For example, if you only wish to display
timesheet records associated with those employees in the Elementary School Building,
click the Building column title, type “Elementary” in the Building Search field, and press
the OK button.

4. To enter pay units, do one of the following: Double-click on the desired Units field in the
browser or highlight the appropriate record and press the F5 key. The record that you
are updating is highlighted. Enter the appropriate number of units to be paid for each
employee and press Enter, Tab, or the Down Arrow key. The system multiplies the
number of units by the pay rate and automatically calculates the extended pay amount.
NOTE: If the Units and Amount fields are highlighted in red, the values have already
been transferred to payroll. In this case, update to the units and amount values are not
permitted. Use the Enter Additional Earnings function to make any necessary changes.

As you continue to record timesheet units, the system displays a running total of the extended
amounts for the entries in the selected group and for all timesheet records.

5. To exit the timesheet quick data entry mode, click anywhere within any one of the rows
in the browser or press the F10 key.

NOTE: Once timesheet data has been transferred to the current payroll and checks are printed

and posted, the Units and Amount values are zeroed out. When appropriate, the units for the
next pay period may be entered.
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Printing Timesheet Reports

The Printing window is used to print completed timesheet data in order to verify your entries. It
is important to review all entries and make any necessary changes before timesheet data is
transferred to the current payroll. This window also allows you to generate blank timesheet input
worksheets.

[
To print timesheet information, press the Print button in the toolbar at the top of the
Timesheet Entry window. The Timesheet Printing window displays.

P Timesheet - Printing - Building 1Ol x|
Eile Mavigation Options Help
T Cu = ‘ Repart Criteria
‘ € € & 5 | ‘ = ‘ @ [~ Frint Blank Input Shesets
Selection Methad ¥ Select Al Building: I i Include ANl Entries Even If Amount |z Zeno:
i~ Mes * Mo

Include Entries Updated By User(s]:
* diane Al

Account

Include Entries For Datefs):
 Specific % Al

Building

Department

Ermployes

|Entel data or pregs ESC to end.

To Print Timesheet Reports:

1. Use the folders on the left-hand side of the window under Selection Method to indicate
how the timesheet data is being grouped and printed. Employee timesheet records can
be sorted in any one of the following methods: by Account Code, Earnings Code,
Building, Department, Employee Type, or Employee Number.

2. Click on the column title to change the sort order of the information contained in the
browser. Use the Search field to change the starting point of information contained in
the browser.

3. Once the timesheet print method has been specified, use the browser to select specific
entries to be printed.

Select the criteria from the browser list by clicking on the data to be included in the
printed timesheets. Each selection is highlighted. Hold the Ctrl key and click in the
browser to select more than one item. (To deselect an item, click on the item to remove
the highlight.)

OR
Check the Select All box if you wish to print all timesheet data associated with the
selected group.
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4. Define the timesheet reporting criteria.
Include All Entries Even if Amount is Zero -
Flag the YES radio button if you wish to include all timesheet entries including those that
have zero amounts.
Flag the NO radio button if you only wish to include those timesheet entries where the
amount is not zero.
Include Entries Updated by User(s)
This option allows you to print those timesheet entries that were entered by the user
who is currently logged into the system or timesheets records entered by all users.
Flag the radio button that is next to the user name if you wish to print timesheet data
that was entered only by that user.
Flag the All radio button if you wish to include timesheet data that was entered by all
users.
Include Entries for Date(s) —
Flag the Specific radio button if you wish to include timesheet data that was entered
during a specific date range. Then indicate the timesheet entry date range.
Flag the All radio button if you wish to include all timesheet entries regardless of their
entry dates.

5. Select the OK push button to generate the report.

All Timesheet Reports contain the following information: employee number, employee name,
account number, earnings code, building, department, employee type, pay rate, units, extended
pay amount, transfer flag (indicating whether the timesheet information has been transferred to
the current payroll), timesheet entry date, and initials of the individual who entered the
timesheet information. Subtotals are provided for each group and for the entire timesheet.

A sample report is shown on the following page.
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05/26/02 FINANCE MANAGER CSD PAGE 1

R IR Ik Ik 2k dh 3k b kb b b b b b b b b b b b b b b b b b b b b kb b b b b b b b b bk kb bk bk kb b b b b b b b b b R b R R b b R Rk kb b R R R S

TIMESHEETS BY BUILDING

ENTERED
EMP# NAME Account Earning Dept Type UNITS PAY RATE AMOUNT TRANSF DATE BY
<N/A> - NONE ASSIGNED
1567 Hourly, Hal A124016110 REG PAY <N/A> 2016 80.000 12.000 960.00 YES 05/19/02 MGR
1588 Hourly, Howard A131016110 OT PAY <N/A> AUTO 8.000 19.500 156.00 NO 05/26/02 sc
1588 Hourly, Howard A162016010 REG PAY <N/A> AUTO 80.000 13.000 1,040.00 NO 05/26/02 sc
1590 Laughton, Patricia A131016010 REG PAY <N/A> SEC10 75.000 13.000 975.00 NO 05/26/02 sc
1575 Multiple, Mary A131016010 REG PAY <N/A> AUTO 20.000 9.615 192.30 YES 05/19/02 MGR
1591 Oliver, Pat A104016010 REG PAY <N/A> TEAID 60.000 11.000 660.00 YES 05/19/02 MGR
Total <N/A> 323.000 3,983.30
DO - HHS DISTRICT OFFICE
1572 Andrews, John A143016110 REG PAY <N/A> CLEAN 60.000 9.390 563.40 NO 05/26/02 sc
1318 FRYE, MATTHEW J. A162016210 REG PAY <N/A> SUM-H 75.000 7.500 562.50 NO 05/26/02 sc
1105 TOWLER, SARAH A131016110 REG PAY <N/A> STUD 80.000 8.000 640.00 NO 05/26/02 sc
Total DO 215.000 1,765.90
FGL - FGL ELEM SCHOOL
1571 Jackson, Mark A124016110 OT PAY ENG CLEAN 10.000 12.750 127.50 YES 05/19/02 MGR
1571 Jackson, Mark A124016510 REG PAY ENG CLEAN 80.000 8.500 680.00 YES 05/19/02 MGR
Total FGL 90.000 807.50
MAIL - US POST OFFICE-MAIL
1439 AGUILAR, ANNABELLA A124016510 REG PAY <N/A> SUB-T 40.000 25.060 1,002.40 YES 05/19/02 MGR
Total MAIL 40.000 1,002.40
O&M - CUST-CHAUF WEEKLY
1470 BRICKMAN, AARON A162016210 REG PAY <N/A> SUM-H 80.000 7.000 560.00 NO 05/26/02 sc
370 FLYNN, THOMAS 2162016210 REG PAY <N/A> SUM-H 75.000 7.500 562.50 NO 05/26/02 sc
1467 GRADY, KEVIN A162016210 REG PAY <N/A> SUM-H 80.000 7.000 560.00 NO 05/26/02 sc
Total 0O&M 235.000 1,682.50
Grand Total 903.000 9,241.60
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TOTAL TIMESHEETS BY BUILDING

ACCOUNT CODE HOURS DATILY OTHER AMOUNT
A104016010 <N/A> 60.000 0.000 0.000 660.00
A124016110 <N/A> 80.000 0.000 0.000 960.00
A124016110 FGL 10.000 0.000 0.000 127.50
A124016510 MAIL 40.000 0.000 0.000 1002.40
A124016510 FGL 80.000 0.000 0.000 680.00
A131016010 <N/A> 95.000 0.000 0.000 1167.30
A131016110 DO 80.000 0.000 0.000 640.00
A131016110 <N/A> 8.000 0.000 0.000 156.00
A143016110 DO 60.000 0.000 0.000 563.40
A162016010 <N/A> 80.000 0.000 0.000 1040.00
A162016210 DO 75.000 0.000 0.000 562.50
A162016210 o&M 235.000 0.000 0.000 1682.50

Report Completed 9:10 AM
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Printing Blank Input Sheets

This option prints blank timesheet input worksheets for selected or all Hourly or Per Diem
employees or those associated with selected accounts, earnings, buildings, departments, or
employee types.

1.

Use the folders on the left-hand side of the window under Selection Method to indicate
which timesheet input worksheets are to be printed. Employee timesheet worksheets
can be printed in any one of the following methods: by Account Code, Earnings Code,
Building, Department, Employee Type, or Employee.
Once the print method or group has been specified, use the browser to select specific
criteria for the print blank timesheets process.
Click on the column title to change the sort order of the information contained in the
browser. Use the Search field to change the starting point of information contained in
the browser.
Select the criteria from the browser list by clicking on the data to be included in the
printed blank timesheets. Each selection is highlighted. Hold the Ctrl key and click in the
browser to select more than one item. Select the criteria from the browser list by
clicking on the selected account(s), earning(s), building(s), department(s), employee
type(s), or employee(s). Each selection is highlighted. (To deselect an item, click on the
item to remove the highlight.)

OR
Check the Select All box if you wish to print blank timesheets for all employees
associated with the selected group.

3. Check the Print Blank Input Sheets checkbox.
4. Press the OK button.

The Blank Timesheets display the employee number, employee name, account number, earning
type (Reg Pay, Per Diem, OT Pay, etc.), and pay rate. Use the worksheets to enter the
appropriate number of units worked for each employee. Once the worksheets have been
completed, these worksheets may be used to quickly input timesheet data on the Timesheet Data
Entry window.

A sample blank timesheet is shown on the following page.
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FINANCE MANAGER CSD

PAGE 1

R R R o

BLANK TIMESHEETS BY EMPLOYEE TYPE

EMP# NAME ACCOUNT EARN TYPE UNITS PAY RATE
CLEAN - Cleaners

1572 Andrews, John A143016110 REG PAY 9.390
1573 Brown, John A162016410 REG PAY 11.000
1571 Jackson, Mark Al124016110 OT PAY 12.750
1571 Jackson, Mark A124016510 REG PAY 8.500

Report Completed

Total CLEAN

Grand Total

9:17 AM
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Timesheet Maintenance

The Maintenance routines are used to add, update, or delete a timesheet record for an
employee. If you already have used the Setup Entries by Account option under Timesheet
Utilities, those timesheet records are displayed on the Timesheet Pay Entry window.

P TimeSheet Maintenance - UPDATE o m] |

Reset | Save | Cancel |

*Employee; 407 Test, Timesheet 345-E0-3234F Current Payroll Check Date: 0872370

“Emp Type: CAFEH “Entry Date:; IDSIZSIDZ kit I 0,000 Fietire Spstem: I QI
Bulding [T Q| *Eaming: REG PAY “Pay Rate: | 1&.000 Last Modified: 05/23/02

“Dept: |<N.u’.-’-‘-.> QI “Aecount: I."-‘«1U1D13 QI Amount; 0.00

* Dienotes & mandatary field

|l:hoose a Building

Current Payroll Check Date

Emp Type

Building

Dept

Entry Date

Description

(Required) The number that uniquely identifies the employee.
If necessary, use the Employee Lookup browser to select the
appropriate employee. The system defaults the employee
name and social security number. NOTE: This field is not
modifiable in Update mode.

This field defaults to the current pay period check date as
defined in the Payroll Parameters File and is not modifiable.

(Required) This field defaults to the employee type associated
with the Aourly or gaily appointment. If no hourly or daily
appointment exists, this field defaults to the employee type
defined on the Information window in Employee Maintenance.
You may change the default value if necessary. If needed, use
the Employee Type Lookup browser to select the appropriate
code.

(Required) This field defaults to the building code defined on
the Information window in Employee Maintenance. You may
change the default value if necessary. If needed, use the

Building Code Lookup browser to select the appropriate code.

(Required) This field defaults to the department code defined
on the Information window in Employee Maintenance. You
may change the default value if necessary. If needed, use the
Department Code Lookup browser to select the appropriate
code.

(Required) This field defaults to the current system date and
may be changed if necessary.
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Earning

Account

Units

Pay Rate

FM2000 Timesheet Utility

(Required) Enter the appropriate earnings code for the
employee. Valid codes are:

R — Regular Pay

O - Overtime Pay

U - Doubletime Pay

I — Differential Pay

X — Extra Pay

D — Per Diem Pay
To display more earnings codes, use the Earnings Code Lookup
browser to select the appropriate code.
NOTE: The Earning field can not be modified in Update mode.
You may not use the Contract, Contract-Adjust, Docked, or
Retro earnings codes in Timesheets.

(Required) This field is used to indicate the account number
from which the earning is being expensed.

e If the Earnings Code selected is Regular Pay, this field
defaults to the Regular Account code defined on the
Earnings window in Employee Maintenance.

e If the Earnings Code selected is Overtime Pay and the
employee is an Hourly employee, this field defaults to
the Overtime Account code defined on the Earnings
window in Employee Maintenance.

o If the Earnings Code selected has a default account
code as defined in the Earnings Code Maintenance File,
the system defaults the appropriate account code.

The number of units to be paid to the employee. Based on the
earnings code, enter the number of days or hours.

(Required) This field is used to indicate the employee’s hourly
or daily pay rate.

e This field defaults to the pay rate associated with the
earnings code as defined on the Earnings window in
Employee Maintenance. If the Earnings code is for
Overtime or Doubletime Pay, the system calculates the
appropriate pay rate based on the hourly pay factors
defined in the Set Payroll Parameters function.

e If the earnings selected is a “Fixed Amount” type as
defined in the Earnings Code Maintenance File, the
system defaults the fixed amount associated with that
earning.

NOTE: If the employee is to be paid a fiat dollar amount, enter 1 (one) in the Units field and
the flat dollar amount in the Pay Rate field.

Amount

Retire System

This field is for display purposes only and is not modifiable.
The system multiplies the number of units by the pay rate and
automatically calculates the extended pay amount.

This field defaults to the employee’s retirement system code, as
defined on the Retirement window in Employee Maintenance.
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Last Modified This field is for display purposes only and is not modifiable.
Each time the timesheet record is modified, the last modified
field is changed to reflect the date the record was changed.

Adding a Timesheet Record

Select the Add + button on the Timesheet Entry window.

Enter all appropriate timesheet information.

Select the Save button on the Timesheet Maintenance window to lock in the new
information.

W=

Editing a Timesheet Record

1. Highlight the appropriate timesheet record in the browser on the Timesheet Entry
window.

Select the Update f button.

Make changes by typing over the existing data.

Select the Save button on the Timesheet Maintenance window to lock in the new
information.

N

Deleting a Timesheet Record
1. Highlight the appropriate timesheet record in the browser on the Timesheet Entry
window.

2. Select the Delete x button.
3. Confirm that this is the correct record that you wish to delete. Click Yes to delete the
record. Click No if you do not wish to delete the record.
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Transfer

The Transfer routine is used to transfer timesheet data to the current payroll checks. If a payroll
record does not exist for the employee, a payroll record is created. If a payroll record does exist
for the employee, the payroll record is updated with the earnings entered into timesheets.

NOTE: This function should only be used after the timesheet data has been entered and
verified. Use the Printing routine to print a timesheet report to ensure that all data is correct
before generating the timesheet transfer process.

=+

To transfer data to payroll, press the Transfer
The Transfer pop-up window displays.

TRANSFER |

@ This Roukine will Import ALL the Processed Payvroll Timesheets

button on the Timesheet Pay Entry window.

onto the Current Pawvroll of Date 052302,

If there is no existing employee payroll record, a record is
created, IF an employee payroll record currently exists, that
payroll record is updated with timesheets earnings.

To Transfer Timesheet Data:

1. Select YES if you wish to transfer timesheet data. Otherwise, select NO.

2. A message box displays asking you to confirm that you wish to proceed with the
timesheet transfer process at this time. Press YES to proceed or NO if you want to
cancel the transfer process.

3. Once data has been transferred, the system displays an Information box stating that the
transfer is complete.

The timesheet entries on the Timesheet Pay Entry window are displayed in red, indicating that
the data has been transferred to the current payroll. The transferred payroll records can be
viewed using the Display/Modify Current Payroll Checks or Enter Additional Earnings function. At
this point, updates to the units and amount values are not permitted on the Timesheet Pay Entry
window. Use the Enter Additional Earnings function to make any necessary changes.
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Utilities
The Utilities routine is used to create, initialize, or purge timesheet entries for selected or all

employees associated with a specific group (Account, Earnings, Building, Department, Employee
Type, Employee).

To create, initialize, or purge timesheets, press the Utilities =5 button on the Timesheet Pay
Entry window. The Timesheet Utilities window displays.

o
File Mavigation Options Help
‘ e & > B | | £ | @ w— | —Select a Ltiliy:
% Set Up Entries by Account
A t:l
B Eeleci Al ceoun i £ Initialize Ertries by Account
Marne -
010 TE ™ Purge Entries by Account
A1010013 Test Account This Fouting will create any new Time Sheet entries
A101011 FILE ACCOUMT

needed for Howrly or Per Diem(D aily] Employees that
Alnmz PICTURE ACCOUNT

£101013 DESKTOP ACCOUNT =

£101014 MONITOR ACCOUNT Dett=lRarge Dt

£101015 CPU ACCOUNT Stating Date:  |07/01/01

£101016 FOWER ACCOUNT . [oc 0702 |
End Date : 0&/30/0z2

Building 2101016140 Board of Ed - Clerical Salaries el e

Atomm? DRIVE ACCOUNT - I™ Use Past Payrall Date

are paid from the selected .

Department

Employes Type

Employes

|Se|ec:t zearch column then type what pou are searching for

Setup Entries Utility

This utility creates a new timesheet entry for all employees with Hourly or Per Diem
appointments based on a specified date range. If any hew employees were hired since the last
payroll was run, this utility will create a timesheet entry for those employees. This utility can also
be used to create a new timesheet entry for hourly or per diem employees at the start of the
fiscal year.

You may also use the setup routine to setup timesheet records for those employees who were
paid in a selected past payroll date. If this option is selected, the system will only setup
timesheet records for those employees who had timesheet earnings and were paid on the
specified past payroll date. This option can be especially useful for creating timesheet records for
those employees who do not have appointments.

The Timesheet Dec Pos field in Payroll Parameters can be used to indicate whether the Overtime
Pay rate is to be set up using a two- or three-decimal extension.

1. Use the folders on the left-hand side of the window under Selection Method to indicate
how the timesheet entries are to be set up. Employee timesheet records can be set up
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in any one of the following methods: by Account Code, Earnings Code, Building,
Department, Employee Type, or Employee.

2. Once the setup method or group has been specified, use the browser to select specific
criteria for the setup process.

Click on the column title to change the sort order of the information contained in the
browser. Use the Search field to change the starting point of information contained in
the browser.
Select the criteria from the browser list by clicking on the data to be included in the
timesheet setup. Each selection is highlighted. Hold the Ctrl key and click in the browser
to select more than one item. Select the criteria from the browser list by clicking on the
selected account(s), earning(s), building(s), department(s), employee type(s), or
employee(s). Each selection is highlighted. (To deselect an item, click on the item to
remove the highlight.)

OR
Check the Select All box if you wish to set up a timesheet entry for all employees
associated with the selected group.

3. Select the Setup Entries radio button.

4. Indicate the starting and ending date range. If this option is selected, the system will
create a timesheet record for each hourly and per diem employee who does not already
have an existing timesheet record. If all timesheet records have been purged, the
system will resetup the proper timesheet records from the employee’s earnings screen.

OR
Check the Use Past Payroll Date option to setup employee timesheet records for those
employees who were paid in a selected past payroll date. If this option is selected, the
system will only setup timesheet records for those employees who had timesheet
earnings and were paid on the specified past payroll date. This option can be useful for
creating timesheet records for those employees who do not have appointments.

5. Press the OK button. An Information window displays stating that the setup is complete.

The timesheet entry can be viewed on the Data Entry and Maintenance folders.
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Initialize Entries Utility

This utility sets all units to zero for selected or all Hourly or Per Diem employees or those
associated with selected accounts, earnings, buildings, departments, or employee types.

1. Use the folders on the left-hand side of the window under Selection Method to indicate
which timesheet entries are to be initialized. Employee timesheet records can be
initialized in any one of the following methods: by Account Code, Earnings Code,
Building, Department, Employee Type, or Employee.

2. Once the initialization method or group has been specified, use the browser to select
specific criteria for the initialization process.

Click on the column title to change the sort order of the information contained in the
browser. Use the Search field to change the starting point of information contained in
the browser.
Select the criteria from the browser list by clicking on the data to be included in the
timesheet initialization. Each selection is highlighted. Hold the Ctrl key and click in the
browser to select more than one item. Select the criteria from the browser list by
clicking on the selected account(s), earning(s), building(s), department(s), employee
type(s), or employee(s). Each selection is highlighted. (To deselect an item, click on the
item to remove the highlight.)

OR
Check the Select All box if you wish to initialize the timesheet record for all employees
associated with the selected group.

3. Select the Initialize Entries radio button.

4. Press the OK button. An Information window displays stating that the initialization is
complete.

The Timesheet Pay Entry window displays the Units field as 0.00 for those entries that were
selected.
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Purge Entries Utility

This utility removes all timesheet entries for selected or all Hourly or Per Diem employees or
those associated with selected accounts, earnings, buildings, departments, or employee types.

1. Use the folders on the left-hand side of the window under Selection Method to indicate
which timesheet entries are to be purged. Employee timesheet records can be purged in
any one of the following methods: by Account Code, Earnings Code, Building,
Department, Employee Type, or Employee.

2. Once the purge method or group has been specified, use the browser to select specific
criteria for the purge process.

Click on the column title to change the sort order of the information contained in the
browser. Use the Search field to change the starting point of information contained in
the browser.
Select the criteria from the browser list by clicking on the data to be included in the
purge process. Each selection is highlighted. Hold the Ctrl key and click in the browser
to select more than one item. Select the criteria from the browser list by clicking on the
selected account(s), earning(s), building(s), department(s), employee type(s), or
employee(s). Each selection is highlighted. (To deselect an item, click on the item to
remove the highlight.)

OR
Check the Select All box if you wish to purge the timesheet entries for all employees
associated with the selected group.

3. Select the Purge Entries radio button.

4. Press the OK button. A Message window displays asking you to confirm that you wish to
proceed with the timesheet purge process at this time. Select YES if you wish to purge
timesheet records. Otherwise, select NO.

5. If you chose to purge timesheet records, an Information window displays stating that the
purge is complete.

The selected timesheet records are removed from the Timesheet Pay Entry window.
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