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Quick Entry Screen

TheQuick Entry screen wasdesigned to facilitate efficient entry of hoursfor
(sub 2) positivetimereported employees. All employeesselected fromthe
EmployeeList appear onthereporting linesready for timeentry.

3% TimeKeeping Entry - Netscape
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Cancel |

Update Completed

u? Official Web Page of the University of California, San Diego
VCSD Employeelink Customer Service Representative
~rowersa 8, GenericeLink

QUICK ENTRY SCREEN DIAGRAM

If you need to change any pay lineinformationyou will need to makethe
change(s) onthe Detail Entry screen. Just click onthe” Detail” buttonto
toggletothe Detail Entry Screen. When you havefinished making changes,
you can select the" Quick" button onthe Detail Entry Screento return back
to the Quick Entry screen. Also notethat adjustmentsto prior pay periods
will not appear on the Quick Entry screen.
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Pay Period Header Information & Buttons

PAY PERIOD INFORMATION - Showsthe pay period information for
timeentry that was sel ected on the Timekeeper Selection screen.

DETAIL - Clicking onthisbuttonwill takeyoutothe Detail Entry screen
for the selected employee.

EXIT - Clicking onthisbuttonwill exit you from hoursentry and returnyou
tothe Timekeeper Select screen. All hoursentered at thetimeof exit will be
saved asindicated by the* Update Completed” message.

HEL P - Clicking thisbuttonwill takeyou to the Online Timekeeping web
stehelpandtraining area.

CANCEL - Clicking onthisbuttonwill cancel dl hoursentriesfor the
employeelinethat you are on during thissession of the Quick Entry screen.

Reporting LinesInformation

| Name | 1 | indexSub |w Title |DOS |PayRate | Sik | Vac | Reg | OT | FPOT oOther Cd[
SMITH, £ 980420 | APX0001-2 |T4Q2|:| REG TEO| 400 52.nn:| 200 D)=

SMITH, b 7585393  AFXD001-2 7163 |REG 993 S00| Fz200 =

[«

I ]

s

NAME - Employee'sname (Last, First M), popul ated from the Payroll
Personnd System (PPS). Thisdatafield cannot be changed. Note: the small
pointer indicatesthat thiscolumn can bedragged to revea theemployee's
entirenameif required.

| D - Employeeidentification number generated by PPS. Thisdatafield
cannot be changed.

INDEX-SUB - Indicatesthe empl oyee'sindex funding source and sub
account typefor the pay reporting line. Thisdatafield can be overridden
ontheDetall Entry screen.

W - Workstudy code, whichindicatesaPPSworkstudy distribution.
(F-federd funding, S-statefunding, or I-ingtitutional funding) Thisfield
can be overridden onthe Detail Entry screen.
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TITLE - Employeesassignedtitle code popul ated by PPSfor thispay
reporting line. Thisdatafield can be overridden onthe Detail Entry screen.

DOS- Description of Service codethat indicatesthetype of serviceor
timeto bereported against the departmenta funding sourcefor thispay
reporting line. Thisdatafield can be overridden onthe Detail Entry screen.

PAY RATE - Indicatestherate of pay for thispay reporting line. Biweekly
ratesare expressed asand hourly pay rate. Salaried employeesare
expressed asamonthly pay rate or 1/12 th of their annual rate. Thisdata
field can be overridden onthe Detail Entry screen.

SICK - Sick leave hoursentered for thispay reporting line. Hoursentered
inthisfield will reduce the employee'ssick leave bal ance accordingly, and
will create pay for sub 2 employees.

VAC - Vacation leave hoursentered for thispay reporting line. Hours
entered inthisfield will reduce the employee'svacation leave balance
accordingly, and will create pay for sub 2 employees.

REG - Regular hours (actual or estimated) entered in order to create pay
for positivetimereported (sub 2) employees. It isnot necessary to enter
hoursfor monthly exception timereported employees(sub 0, sub1).

OT - Straight overtime hoursentered to create pay for eligible employees
onall sub account types. Hoursreported will be paid at theemployee's
regular rate of pay. Overtimehoursworked for "comptime" purposes
should not bereported here, but inthe other hoursfield using the
appropriate other hourscode (seebelow).

P OT - Premium overtime hoursentered to create pay for eligible
employeeson all sub account types. Hoursreported will be paid at the
premium rate of timeand one half, according to the Fair Labor Standards
Act and the appropriatelabor contracts. In most casesthismeansany hours
actually wor ked in excess of the employee's standard 40 hour work week.
Premium overtime hoursworked for " premium comp time" purposesshould
not bereported here, but in the other hoursfield using the appropriate other
hours code (see below).

OTHER CD - Other hoursand codefieldsalow you to enter timefor all
other purposes as described on the next page:
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Administrative Leavewith Pay (createspay for sub 2)*
Voting Time Off (creates pay for sub 2)*

Straight Compensatory Time Earned (does not create pay
for any employee, but adds the hours reported to increase
the employee's Comp balance onthe LASR)

Straight Compensatory Time Used (creates pay for sub 2, and
for al employees, reduces employee's Comp balanceonthe
LASR by the number of hoursreported)

Holiday Time (creates pay for sub 2)*
Jury Duty (creates pay for sub 2)*

TRIPBonus Time Used (creates pay for sub 2, and for all
employees, reducesthe employee's Paid Time Off balance by
the number of hours reported)

Other Leave with Pay (creates pay for sub 2)*
Military leave with Pay (creates pay for sub 2)*

No-Pay Absence without Pay (used only with sub 1 salaried
employees to reduce their number of regular hoursto be
paid, should not be used for sub 0 Academic employees)

Straight Compensatory Time Payoff (Used to pay employees
for Straight Comp Time balancewhen separating from UCSD
or upon transfer to another department. Createspay for all
employeesand deductsthereported timefrom theemployee's
Comp balanceon LASR)

Premium Compensatory Time Used (createspay for sub 2, and
for all employees, reducestheemployeesCMP+  balance
onthe LASR by the number of hoursreported)

Worker's Compensation Leave (creates pay for sub 2, and

should only be entered upon advice of the Departmental
Business Officeand/or Payroll Office)
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X Premium Compensatory Time Earned hours must be converted
totimeand ahdf beforeentering, for example, 4 premium
comp hoursworked would be converted and entered as6
hours (does not create pay for any employee but addsthe
reported hoursto theemployee's CM P+ balance onthe LASR)

Premium Compensatory Time Payoff (Used to pay

Z employeesfor Premium Comp Time balancewhen
separating from UCSD or upon transfer to another
department. Creates pay for all employees and deductsthe
reported time from the employee's CM P+ balance on
LASR)

* These codes are mandatory nonproductive codes for hospital funded
(63X XX) use and optional nonproductive codes for campus funded use
as approved by the Accounting Office.

Participant Activity 3

Quick Screen TimeEntry

In thisactivity you enter time for two student employeesin your
department, Frances and Mitch. They are General Assistance, Sub 2,
and Positive Time Reported.

For the Biweekly pay period 09/05/99 to 09/18/99, Francesworked
38.50 Regular Hours and, Mitch worked 24.00 Regular Hours plus
4.00 Straight Overtime Hours.

Thefollowing stepswill guide you through thisactivity:

1. Fromthe TIMEK EEPER SEL ECT SCREEN choosethe
Biweekly pay period 09/05/99-09/18/99.

2. Click on your training timekeeper code in the window to
highlight it.
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10.

Click onthe[GO] buttonto proceed to the
PAY PERIOD NOTE SCREEN.

Atthe PAY PERIOD NOTE SCREEN, click onthe[OK] button
to continuetothe EMPLOY EE LIST SCREEN.

From the EMPLOY EE LIST SCREEN, select the employees
‘Frances and‘Mitch’. Thenclick onthe[QUICK] button.

The QUICK ENTRY SCREEN should now be displayed with
Frances and Mitch appearing in the time entry window.

Click onthe Pay Line for Frances under the heading Reg and
enter *38.50" inthe Regular Hour sfield.
(Note: the pay lineyou areworking onishighlightedin blue)

Now usethe[ TAB] key to advancethrough fieldsuntil you move
downtoMitch’'sPay Line. You canasoclickinthenext field you
wishtoenter time.

(Note: the system updatesthe entered hoursand adviseswith a
message after you leave apay reportingline)

Enter *24.00" hoursinthe Regular Hour sfield and ‘4.00°
hoursinthe OT or Straight Overtimefield.

When you havefinished click onthe[EXI T] button and returnto
theEMPLOYEE LIST SCREEN.
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3 TimeKeeping Entiy - Netscape
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Detail Entry Screen

TheDetail Entry screenwill allow you to completemore complex time
entries. From thisscreen you will beableto key adjustmentsfor prior pay
periods, aswell asto override certain pay block fields. You havethe choice
of entering timeinthe Reporting Lineswindow or inthe Override area of
the Detail Entry screen. When you havefinished all timeentriesfor an
employee, click onthe Update button to save all entered data.

Detail Entry

Empl I Tuotal Hrs Total Pot
T0zz90 168.00 100.00

Quick | Exit | Help |

REG 2516.67 | 0953089 .00 F2.00 5.00 J
Brra 121.60 | 09,2009
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|AD><J:u:u:|1 IDEPARTMENT OF A0 - FUND 7 |0?42?A |2 IQE12 ISTAFF RESEARCH A IN
FPeriod End Fate Hitd Los FA wspP Fercent Fized Hrs
I —— j |251s.s? | b | REG | | ||:|.5|:||3|:| |s4.nn
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% Official Web Page of the University of California, San Diego
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qJchlemd By GEIIEI‘I(:LII"IK

DETAIL ENTRY SCREEN DIAGRAM
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Detail Entry Fields & Buttons

Header Fields & Buttons

0616-99 DEPT G146 Detail Entry

mMonthly  Period 0901799 - 09530799 Entry 09501599 - 09723599 Pay 10001/99 Hrs 168
Name Empl Il Tatal Hre Tatal Pot . .
SMITH, ALLEN 0800z 16800 10000 Choed Huick | Bt | Help |

DETAIL SCREEN HEADER DIAGRAM

PAY PERIOD INFORMATION - Containsthedetail s of timeentry for
the pay period, which was sel ected on the Timekeeper Selection screen.

NAME - Employee'sname (Last, First M), popul ated from the Payrall
Personnel System (PPS). Thisdatafield cannot be changed.

EMP 1D - Employeeidentification number generated by PPS. Thisdata
field cannot be changed

TOTAL HOURS-Thisvauerepresentsthetotal number of hoursfor
which the employee isto receive compensation or reported comp time.
For full time salaried employeesthisfield will default to the total
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
hoursreported for Sub1 and Sub2 employeesinrelation to thetotal number
of hoursinthepay period, excluding overtime or comp time hours. For full
time s aried empl oyeesthe percentage will default to 100.00, otherwisethe
defaultis0.00.

CHGED - Whenthisflagispresent it indicatesthat the employee's PPS
pay data has been updated and changed.

QUICK - Clicking onthisbutton will takeyou to the Quick Entry screen.
EXIT - Clicking onthisbuttonwill exit you from the Detail Entry screen

and return you to the EmployeeList screen. All hoursentered at thetime of
exitwill besaved.
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Reporting LinesInformation

APXO001-079427 A2
APXO001-07427 A2
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DETAIL REPORTING LINESWINDOW DIAGRAM

INDEX - Indicatesthe employee'sindex funding source and sub account
typefor the pay reporting line. Thisdatafield can beoverriddeninthe
"Index" field of the Overridearea.

TITLE - Employeesassignedtitle code popul ated by PPSfor thispay
reporting line. Thisdatafield can be overriddenin the"Title" field of
the Override area.

DOS- Description of Service codethat indicatesthetype of serviceor
time to be reported against the departmental funding source for this pay
reporting line. Thisdatafield can be overriddeninthe"DOS' field of
the override area.

PAY RATE - Indicatestherate of pay for thispay reporting line. Biweekly
ratesare expressed asand hourly pay rate. Salaried employeesare
expressed asamonthly pay rate or /12 th of their annual rate. Thisdata
field canbeoverriddeninthe"Rate" field of theoverride area.

END DATE - Indicatesthe pay period end datefor this pay reporting line.
Thisdate can beoveriddeninthe"Period End" field of the Override area.

SICK - Sick leave hoursentered for thispay reporting line. Hoursentered
inthisfield will reduce the employee'ssi ck |eave bal ance accordingly, and
will create pay for sub 2 employees.

VAC - Vacation leave hoursentered for thispay reporting line. Hours
entered inthisfield will reduce the employee'svacation leave balance
accordingly, and will create pay for sub 2 employees.
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REG - Regular hours (actual or estimated) entered in order to create pay
for positivetimereported (sub 2) employees. It isnot necessary to enter
hoursfor monthly exception timereported employees(sub 0, sub 1).

OT - Straight overtime hoursentered to create pay for eligible employees
onall sub account types. Hoursreported will be paid at theemployee's
regular rate of pay. Overtimehoursworked for "comptime" purposes
should not bereported here, but inthe other hoursfield using the
appropriate other hourscode (seebelow).

P OT - Premium overtime hoursentered to create pay for eligible
employeeson all sub account types. Hoursreported will be paid at the
premium rate of timeand ahalf according to the Fair Labor Standards Act
and the appropriate labor contracts. In most casesthis meansany hours

actually wor ked in excess of the employee's standard 40 hour work week.

Premium overtime hoursworked for " premium comp time" purposesshould
not bereported here, but in the other hoursfield using the appropriate other
hours code (see below).

OTHER CD - Other hoursand codefieldsalow you to enter timefor all
other purposes. For alist of other other hours codesrefer to page 32
inmodule4.
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Userid/Date/Time Stamp

REG lmlmll—l—l—l—l——r

REG | 2516.67 | 0953089
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REG 53.33 | 08531539 .00 50.00 # | OUTOS0
BYA 0.00 | 0521509 = | OUTOED

S SR I T I I T T R e
R

Sep 11, 99 12:324
Sep 11,99 2:44F
Sep 11,99 2:44F

F

Sep 11,00 2:49F |
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USERID/DATE/TIME STAMPINFORMATIONDIAGRAM

reporting linethat containsentered data. To view the stamp feature, just use

E Thelast feature of the screenisa"Userid/Date/Time" stamp of each pay

thescrolling tool at the bottom of the Reporting Lineswindow and scroll to

theright.

Thisisasoasecurity feature. Thefirst timekeeper that updatesapay
reporting linewill havetheir Userid recorded for that line, and only this
timekeeper can makeany further changesto thelinefor theremainder of
the pay reporting period. Any other timekeeperswho have accesstothis
employee can seethe“Userid/Date/Time” stamp, but will beunableto
updatetheline. They should contact the timekeeper who hasaccessor

copy the pay lineto make or correct entries.

39



Overide Area Fields & Information

Indesx Index Description Fund Sub Title Title Drescription FOT
IAPXDDD'I IDEPﬁRTMENT OF AFX - FUND 07 |u?42m |2 |4920 IASSIST&NT I IY
Period End Rate Hh Losg RA  WNSP Percent Fixed Hrs
||:|gl.'1gl.lgg j |?_5n IH IREG | IF ||:|.|:u:||3|:| ||:|.|:u:|
Sick Wae Reg Straight AT Premium OT Other Hrs Other Code
|4.|:u:| ||:|.|:u:| |38.5|:| |u.|:|c| ||:|.|:u:| |2.D|:| IStraightEomp Time Used j ID_

DETAIL OVERRIDE AREA DIAGRAM

INDEX - Indicatesthe employee'sseven digit index code. 4
INDEX DESCRIPTION - Providesthe departmental account and fund
sourceinformation from the General Ledger system andiscontrolled by the

Genera Accounting Division. Thisfield cannot be overridden.

FUND - Indicatesthesix digit funding sourcethat isderived and linked to
the"Index" code. Thisfield cannot be overridden.

SUB - Indicatestheemployeessingledigit subaccount number (Academic
Titles-0, Staff Titles-1, General Assistance Titles-2).

TITLE - Indicatesemployee'sfour digit title codein referenceto the
empl oyee's appoi ntment classification.

TITLE DESCRIPTION - Isthe namethe employee'sjob description as
relatedtothe"Title" code. Thisfield cannot be overridden.

POT - (Yesor No) indicating if theemployeeiséeligiblefor paid overtime
/ based on their assigned " Title" code. Thisfield cannot be overridden.

PERIOD END - Indicatesthelast day of the specified pay period.

RATE - Indicatestherate of pay. Biweekly ratesare expressed asan
hourly pay rate. Salaried employeesare expressed asamonthly pay rateor
1/12thof their annua rate.

H/M - Indicatestheratetype (M-Monthly, H-Hourly).
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A AN

DOS- Indicatesthe empl oyee's Description of Service codefor thetype of
serviceor timeto bereported against the departmental funding source or
"Index".

RA - Enter an A inthisfield to indicate aretroactive pay rate adjustment
for sub 2 employeesonly. Retroactive pay adjustmentsfor sub 0 and sub 1
employeesare processed by the Payroll Personnel System (PPS), consult
your departmenta PPS contact for moreinformation.

W SP - Thisfieldisused to indicate aWorkstudy pay block and should be
used for student employment only (F-Federa funding, S-Statefinding,
[-Ingtitutiond funding).

PERCENT - Indicatesthe pay percentagefor thispay reporting block and
isawaysexpressed to thefourth decimal. Thisfield can not be overridden.

FIXED HOURS- Indicatesfixed percentage hour equivaent. Thisfield
can not beoverridden. Clicking onthisfield will auto enter thefixed number
of hoursintothe“REG” field of the pay reporting linefor Sub 2 employees.

SICK - Sick leavehoursfield. Hoursentered inthisfield will reducethe
employee'ssick leave balance accordingly, and will create pay for sub 2
employees.

VAC - Vacation leave hoursfield. Hoursentered in thisfield will reducethe
employee'svacation leave balance accordingly, and will create pay for sub
2employees.

REG - Regular hours (actual or estimated) entered in order to create pay
for positivetimereported (sub 2) employees. It isnot necessary to enter
hoursfor monthly exception timereported employees(sub 0, sub 1).

41



STRAIGHT OT - Straight overtime hoursentered to create pay for
eligibleemployeeson al sub account types. Hoursreported will bepaid at
theemployee'sregular rate of pay. Overtime hoursworked for "comp time"
purposes should not be reported here, but inthe other hoursfield using the
appropriate other hourscode (seebelow).

PREMIUM OT - Premium overtime hoursentered to create pay for
eligible employees on all sub account types. Hours reported will be paid
at the premium rate of time and a half according to the Fair Labor
Standards Act and the appropriate labor contracts. In most casesthis
means any hoursactually wor ked in excess of the employee's standard
40 hour work week. Premium overtime hours worked for "premium
comp time" purposes should not be reported here, but in the other
hoursfield using the appropriate other hourscode (seebelow).

OTHER HRS- Other hoursfield alowsyou to report hoursfor all other
purposesand must be used in conjunction withthe” Other Code” field.

OTHER CODE - Theother codefield allowsyou to select an Other
Hours Code from apredefined drop down list (see diagram below). For
alist of other other hourscodesrefer to page 32 in module4.

Other Code
Holiday P ay j

Admin Leawe WMiith Pay
Haliday P ay

Jury Doty

Military Leawe Wilith P ay
Mo-Fay Without P ay

Other Leawe With Pay

Frem Comp Time Earned
Frem Comp Time Payoff
Frem Comp Time Used
Straight Comp Time Earned
Straight Comp Time Payoff
Straight Comp Time Uzed
TRIF Hours Uzage
Wokers Comp Leawve
Woting Time Off
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Action Buttons

Special | Empl I Pre‘mrI Mext I Update | Copy 1 I Coapy All I Cancel | Remmrel

DETAIL ACTIONBUTTONSDIAGRAM

SPCL BUTTON - Clicking onthisbuttonwill initiate the Special Window
to create aspecial pay for an employee. Note: you must have accessto an
employeesrecord to complete aspecia timeentry.

EMPL BUTTON - Clicking onthisbuttonwill initiatethe Employee
Distributions screen, where you can transfer changed PPS datainto the
Online Timekeeping system. Refer to PPS Database Changesfor more
detailed information.

PREV BUTTON - Clicking onthisbuttonwill return youto the Detail
Entry screen for the previous employee.

NEXT BUTTON - Clicking on thisbutton will moveyouto the Detail
Entry screen for the next employee.

UPDATE BUTTON - Clicking on thisbutton updates and savesthe data
entered. You will seethe message” Update Completed”.

COPY 1BUTTON - Clicking onthisbutton will make one copy of the
selected pay reporting line. Text onthe copied linewill appear inred.

COPY ALL BUTTON - Clicking onthisbutton will make one copy of al
pay reporting linesand the copied lineswill be assigned the prior pay period
end date. Text on the copied line(s) will appear inred.

REMOVE BUTTON - Clicking onthisbutton removesthe selected
copied pay reporting line. System Generated lines can not beremoved.

CANCEL BUTTON - Clicking onthisbuttonwill cancel al current pay
entriesfor thisemployee sincethelast update.
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Copying Pay Reporting Lines

Copy 1 I Coapy All I

period, arethe Copy buttons. Itisalso beneficid, if you need to enter time
for morethan one" Other Hours Code". If you would liketo remove apay
reporting line, just click on the Remove button. Test on copied lineswill
appear inredfor thissession of timeentry.

,E A very useful function, if you need to key an adjustment for aprior pay

COPY 1 - Choosing thisbutton will make one copy of the selected pay
reportingline.

COPY ALL - Choosing thisbutton will makeonecopy of al pay reporting
linesand the copied lineswill be assigned the prior pay period end date.
Seethe sampleof thisfunction in the diagram bel ow.

0R16-99 DEPT 616 Detail Entry

Monthly  Period 0970199 - 09/30/99 Entry 09701/99 - 09523799 Pay 1001599  Hrs 168
gaMTTEH.JDLENE E;nuﬂzlg) ;T:T;I i ;.?:T;l ret Buisk | Exit | Help |
| ndec |PayRate EndDate | Sik | Vao | Reg | OT [FOT Other ©d
APEO001-07427 2 %E 251667 | 09/30/99 z
APX0002-199004-2 9612 |REG | 251667 | 09/30/09

APX0003-200004-2 4011 | B | 25000 | 09/30/00 s
APXOO01-07427 42 |9612 | REG §3.33 | 08/31m9 400 =000

|AP><|::D|::2-199|:|DA-2 |9512 |REG- | 83.23 | 0o/21/09 | | 4.D|:|| an.n:u:u| | |}
APXO003-200004-2 | 4011 | BYA 0.00 | 02/21/09 =
al | o

COPY WINDOW DIAGRAM
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Participant Activity 4

Detail Screen Time Entry

Inthisactivity you enter timefor a100 percent career Exception Time
Reported employee, Sub 1, paid monthly. Youwill usethe employeeon
your classlist named Celine.

For the monthly pay period ending August 31, 1999, Celinetook aweek
of vacation (40.00 hours), however it was not reported. It must now be
reported on the current monthly pay period asan adjustment to aprior pay

period.
Thefollowing stepswill guideyou through thisactivity:

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

2. Click onyour training timekeeper codein thewindow to
highlightit.

3. Click onthe[GO] button to proceedtothe EMPLOY EE LIST
SCREEN.

4, Fromthe EMPLOY EE LIST SCREEN, select theemployee
named‘ Cdline . Thenclick onthe[ DETAIL] button.

5. TheDETAIL ENTRY SCREEN should now bedisplayed with
employeerecordinformationfor Celine.

6. Click ontheonly pay reporting linefor Celineinthe Reporting Lines
areaof thescreen. (Note: thereporting lineyou areworking onwill
behighlightedinblue)

7. Next, click onthe[COPY ALL] button. Thesystemwill makea
copy of Celine sonly pay reporting lineand the copied linewill have
the pay period end date 08/31/99. Text on the copied linewill
appear inred.
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10.

To enter the40.00 hoursof vacation for Celine, click intheVac
field of the copied pay reporting line (red text and pay period end
date 08/31/99). Now enter ‘40.00" hoursfor vacation.

Click onthe[UPDAT E] button to update the retroactive vacation
entry. Noticethe“ Update Completed” messagetext at thelower
part of the screen.

Finishtheactivity by clicking onthe[EXIT] button, which will
returnyoutothe EMPLOY EE LIST SCREEN, and thenthe
[EXIT] button onthisscreentoreturntothe TIMEKEEPER
SELECT SCREEN.
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