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PPS Database Flags

In modules 3 and 4 you learned about the PPS Database Flag Indicators.
They arefound onthe EmployeeList screen andthe Detail Entry screen.
Let’sreview which areflagsare onwhich screen.

EmployeeList Screen:

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

2. + Theplussymbol indicatesthat theemployeewasnot originally
extracted on the employeelist, and was added or reactivated in
PPS.

3. / Thevergule(forward dash) symbol indicatesthat theemployee
was added to PPS and a so appointment or distribution updates.

Detail Entry Screen:

The Chged or Added flag appearsinthe Pay Period header information
betweenthe Total Pct field and the Quick button.

Employee Distributions Screen

When you click on the Employee button from the Detail Entry screen
you will seethe Employee Distributions screen. Thisscreen will show
what datainformation was added, changed, or deleted from the Payroll
Personnel System (PPS) asindicated by the"chged"” or “added” marker on
the Detail Entry screen, or the PPSflags(*, +,/) preceding the employee's
name on the EmployeeList screen. If you have aquestion or need more
information asto why the empl oyee datahas been updated, please consult
your departmental PPS contact.

See samplediagram of the Employee Distributions screen on the next page.
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Transferring Updated PPS Data

To movethe updated pay informationinto the Online Timekeeping system

S0 you can enter timeto effect the employee's pay, just sel ect the changed

PPSdigtribution ling(s) and click onthe Transfer button. The new informa:
tionwill be added to the Detail Entry screen. Thenew pay reporting line(s)
arenow ready for you to enter time. You can a so copy theselinesjust as

youwould any other pay reportingline.

Employee Distributions Fields & Buttons

NAME - Theemployee'sname (Last, First, MI) asit appearsin PPS.
I D - Theemployee'sidentification number that isgenerated by PPS.

TRANSFER BUTTON - Click onthisbutton after selecting achanged
distribution lineto transfer the changed datainto the Online Timekeeping
System.

CANCEL BUTTON - Click onthisbutton to exit the Employee
Digtributions screen and return to the Detail Entry screen without
transferring any changed pay data.

DISTRIBUTION INFORMATION - Theemployeedistribution pay

dataand related fields are popul ated by PPS. Any questions related to
this information should be directed to your departmental PPS contact.

Participant Activity 5

Working with PPS Refreshed Data

Whilefinishing your Monthly time entriesyou noticethat Allen hasa
an asterisk flag next to his name on the Employee Selection screen. You
haveasojust beeninformed that Allen hasanew fund source and you need
toreport 16.00 hoursof Straight Overtimefor thismonthly pay period.

52



Thefollowing stepswill guideyou through transferring the changed
dataand keying the new hoursfor Allen.

1.

10.

Proceed onyour owntothe DETAIL ENTRY SCREEN for
your employeenamed Allen.

FromtheDETAIL ENTRY SCREEN click onthe
[EM PL] button.

The system should now bedisplayingthe EMPLOY EE
DISTRIBUTIONS SCREEN for Allen.

Noticethe new PPS pay distribution line 12 with the new

Index effective 09/01/99. Thisnew distribution was not part of the
pay period dataextraction. It wasjust recently entered into PPS by
your departmental PPS preparer, and was captured by the nightly
timekeeping database refresh process.

Totransfer thispay datainto the Online Timekeeping system
click onthenew Digtribution lineto highlight it.

WiththeDisgtribution linehighlighted, click onthe[ TRANSFER]
button.

Thesystemwill returntothe DETAIL ENTRY SCREEN and
Allen’'snew Index Pay Linewill beavailablefor you to enter the
16.00 hoursof Straight Overtime. (Please notethat you are not able
toremovetheold pay linebecauseit issystem generated.)

Next, click onthe[UPDAT E] button to savethisentry.

Click onthe[EXIT] buttontofinish and returntothe
EMPLOYEELIST SCREEN.
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