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- TimeKeeping Entry - Netzcape

0E16-99 DEPT E16

Monthly  Period 09/01/99 - 09530799 Entry 09701799 - 08723599 Pay 10001098  Hrs 168

Emplovee Count:

* | BMITH, ALLEM

EmployeeList Screen

Emplovee List

Exit |
Select All

o 980302 | Yes es 168.00 | 100.00 Detail

SMITH, A 100.00
AUl 0.00 Quick
ITH, CELIME 0
SMITH, DAYID E 20 30.00 _ _
Add To List
SMITH, JOLEME o 980421 es Yes .00 .00
SMITH, KAREM o BEET 36 Mo Yes .00 .00
SMITH, YIUSOF o 980414 K] Yes 168.00 100.00
Timesheets
¢ with Hours
W0 Hours
¢ Blank
% Official Weh Page of the University of California, San Diego
VCSD Employeelink Customer Service Representative
~eoverea ey GenericLink

EMPLOYEELIST SCREENDIAGRAM

Beforeyou can proceed to thetimeentry screensor timesheet printing, you
must first select the employeg(s) from the employeelist for the selected
Timekeeper Code. To sel ect an employee smply movethe pointer over the
selected employeeand | eft click. Usethe " Ctrl™ key, or click and drag to
select morethan oneemployee.

You may aso click the Select All buttonto auto select al theemployees
containedinthelig.
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Decoding the Buttons

SELECT ALL - Thisbuttonwill auto select all employeescontainedinthe
employeelist to completetimeentriesor print timesheets.

EXIT - Thisbutton will exit you from the EmployeeList Screen and return
you to the Timekeeper Select Screen.

DETAIL - After selecting employee(s) from thelist choose thisbutton to
completetimeentriesusing the Detail Entry Screen.

QUICK - After selecting employeg(s) fromthelist choosethisbuttonto
completetimeentriesusing the Quick Entry Screen.

ADD TO LIST - Usethishandy button to add employeesto your
employeelist that are assigned to another timekeeper codefor whichyou
do not have access. Thiswill alow you to print timesheetsfor theseem-
ployeesbeforethe pay period isactivated for timeentry. To completetime
entriesfor these employeesyou will need to add them asa Special. Refer to
Module6 for moreinformation.

TIMESHEETS- Thisbuttonwill initiatethetimesheet printing process.
Refer to Module8for moredetailed information about printing timesheets.

Timesheets

™ with Hours
™ WID Hours
" Blank

1 With Hours: printstimesheetswith entered hours.

2. W/O Hours: printstimesheetswithout entered hours.
Select thisoptionto print timesheets at thebeginning
of apay period.

3. Blank: printsablank timesheet with no employee
information.
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Employee List Headings

* | SMITH, ALLEM o 980302 | Yes es 165.00 10000

EMPLOYEE LIST HEADINGS DIAGRAM

PPSFL AG-Symbol indicating aPPS Update to employee' srecord. See
next pagefor detailed information.

NAM E-Theemployee'sname (Last, First MI). Note: thesmall pointer
indicatesthat thiscolumn can bedragged to reveal theemployee' sentire
nameif required.

EMPL OY EE | D-Theemployee'sidentification number, generated by
PPS.

PRIOR UPDATED-(Yesor No) Indicatesif theemployee'sfilehasan
updatefor aprior pay period.

CURRENT UPDATED-(Yesor No) Indicatesif theemployee'sfilehas
an updatefor the current pay period.

TOTAL HOURS-Thisvauerepresentsthetotal number of hoursfor
which the employee isto receive compensation or reported comp time.
For full time salaried employeesthisfield will default to thetotal
number of working hoursfor the given monthly pay period, otherwise
the default is0.00.

TOTAL PERCENT-The percentage of time based on the number of
hours reported for Subl and Sub2 employeesin relation to the total
number of hoursin the pay period, excluding overtime or comp time
hours. For full time salaried employeesthe percentage will default to
100.00, otherwise the default is 0.00.
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PPS Database Flags

* REVELLE, ALLEN

Notethe"*" preceding the employee Allen Revelle. Thisisanindicator
flagto aert you of any Payroll Personnel System (PPS) updatesto an
employeesrecord sinceyou first loaded the extractionfile. Thedatainthe
Online Timekeeping systemisrefreshed every 24 hours. For example, if you
had started keying timefor anumber of employeesand went back aday
later tofinishyour entries, any employeeswith PPS dataupdateswould
now beflagged indicating that achange had occured. Thereare 3 different
flag symbol srepresenting thetypesof changes. Thefollowinglegend defines
eachsymboal:

1 =

Theagterisk symbol indicatesthat appointment or distribution data
was added, changed, and/or deleted on theemployee'srecordin
PPS.

The plussymbol indicatesthat theemployeewasnot origindly
extracted on the employeelist, and was added or reactivated in
PPS.

Thevergule (forward dash) symbol indicatesthat the employee
was added to PPS and al so appointment or distribution updates.

Participant Activity 2

Selection & Navigation Skills

1.

Fromthe TIMEKEEPER SELECT SCREEN choosethe Monthly
pay period 09/01/99 -09/30/99.

Select the training timekeeper code assigned to you by clicking

onit in the timekeeper code window. It should now be
highlighted .
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10.

11.

Click onthe[Go] buttonto theright of thetimekeeper code
window.

Fromthe EMPLOY EE LIST SCREEN, click onthe[ADD TO

L IST] button. Theadd window will appear. Enter the Employeel D
Number for the employee named Theodore on your green classlist
and click OK. Theodore should now have been added to your
employeelis.

Now click the[SELECT AL L] button located abovethe
employeeligt. All of theemployeesinyour list should be highlighted.

Thesearetheemployeesyou have selected to enter time. Click
on the [QUICK ENTRY] button to proceed to the QUICK
ENTRY SCREEN.

You should now seeall of the selected employees appear inthe
QUICK ENTRY SCREEN time entry window. Click on the
[EXIT] button. The system should now havereturned tothe
EMPLOYEE LIST SCREEN.

Now clickthe[SELECT AL L] button located abovethe
employeeligt. All of theemployeesinyour list should be highlighted.
Next, choosethe option to print timesheets“W/O Hours” and then
clickthe[TIMESHEETS] button. Thiswill launch another
browser window with theinstructionsto“ Click Here” link to
activate Acrobat Reader to view/print your timesheets. Pleasedo
not try to print thetimesheetsin thetraining room.

Repeat steps 1-4, thistime choosing the Biweekly Pay Period and
you can choose to add the employee named David if youwish.

Now select any number of employeesof your choicefromthe
EMPLOYEE LIST SCREEN. After you have made your
selection, click onthe[DETAIL ENTRY] button. The system
will takeyoutothe DETAIL ENTRY SCREEN andtheinformation
for thefirst employee chosen fromthelist will bedisplayed.

Click onthe[EXIT] buttontoreturntotheEMPLOY EE LIST
SCREEN.
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