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Creating a Special Pay Entry

Creating aspecid iseasy using the Online Timekeeping system. Just click
onthe Specia button from the Timekeeper Select screen or Detall Entry
screen. Thiswill createthe specia pop-up window, whereyouwill be
prompted to enter avaid Employee I dentification Number or Name. Then
click onthe OK buttonand you will bereturned to the Detail Entry screen
wherethisemployee'sinformation will bedisplayed, provided you have
accessto theemployee'sfile (see security issueson the next page).
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Theemployeewill also be added to your Employee List under the selected
timekeeper codefor thispay period only. Note: the empl oyee's permanent
timekeeper codeis determined and maintained by the employeesHome
Department inthe Payroll Personnel System (PPS).

Why We Need to Create Specials

There may be times when you need to enter time for an employee that
you are not the authorized timekeeper. For example, Kathy worksin
department "x" and also works for your department, let'scall it "y". Her
Timekeeper Code is assigned to the timekeeper for department "x", and
for security purposes, only timekeeper "x" would be able to enter time
for Kathy. Thiswould not work very well, if you had to send
timekeeper "x" Kathy's timesheet in order for her time to be entered.
S0, the system allows you to create a special, so that you are able to
enter the time. In order for you to complete the special, your depart-
ment must have some affiliation to the employee'sfile (pleaseread
security issuesbelow).

Security | ssues

We know that thisinformation was covered previoudly, but wethought
that it would beagood ideato review it onceagain.

All timekeepersare assigned valid timekeeper code(s) for whichthey have
been delegated the responsibility by their department. All employees
working at UCSD must haveavalid timekeeper code, whichisassigned
and maintained in the Payroll Personnel System (PPS) by theemployee's
home department.

Accessto the employee'stime record will only be granted to the
employee's assigned timekeeper. If you are not the employee's assigned
timekeeper, the system will allow you to create aspecial entry if you
meet thefollowing criteria: a.) your department isset up in PPSwith home
department access, or b.) your department hasacurrent or previous
appointment on the employee's PPS datafile. Questions pertaining to PPS

information should be directed to your departmental PPS contact. 57



Participant Activity 6

I’ll Have the Special of the Day

You havejust beeninformed by your department that they have hired
Theodorefor additional employment for the next six months. Theodoreis
currently acasual employeeinthe Architecture Department, whichis
his Home Department.

Your departmenta PPS preparer isjust entering hisappointment and
distribution datainto PPS. Theodorewill be a Staff Research Associate,
title code 9612, and hewill be paid amonthly rate of $2516.67 onthe
fund source ATX0005-69750A-2. Sincethisisagrant fund, hewill need
to be positvetimereported on Sub 2. Hisdescription of service code
(DOS) isREG. Becausethe Online Timekeeping databaseisrefreshed
onceevery 24 hourswith PPS updates, hisrecord will not beflagged for
the PPS updatesuntil tomorrow.

Youwill needto create aSpecia Pay Entry to pay Theodorefor thetimehe
hasworked inyour department for this pay period, becausetoday isthe
deadlineto key timeinto thesystem.

Theodoreworked 62.00 Regular hoursfor the Monthly Pay Period
09/01/99 to 09/30/99.

Thefollowing stepswill guideyou through creating aSpecid for
Theodore stimeentry:

1 Proceed by clicking onthe[SPECI AL ] button, located onthe
TIMEKEEPER SELECT or DETAIL ENTRY SCREEN.
Thesystemwill then display the SPECIAL WINDOW.

2. Enter the employeeidentification number for Theodore (located on
your classtraining worksheet under Specials) intheEmployeel D
or Namefield. Now click onthe[OK] button.

3. Thesystemwill returntothe DETAIL ENTRY SCREEN and
display the Pay Information for Theodore.
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4, Click onany current pay reporting lineand then, click the[ COPY 1]
button. The pay reporting linewill be copied to anew reporting line
with the sameinformation and current pay period end date. Text on
thecopied linewill appear inred.

5. Click onthecopiedlineto selectit (it should be highlighted in blue).

6. Now click inthelndex field of the override areaof the DETAIL
ENTRY SCREEN. Deletetheexisting index and key Theodore's
new index ‘ ATX0005' inthefield.

7. Usethe Tab key to advancetothe Sub fieldand enter ‘2’

8. Continueby movingtotheTitlefield, whereyouwill deletethe
existing title code and enter ‘9612’ Proceed to the Ratefield and
replacethe existing monthly pay ratewith*2516.67' and make sure
thereisan‘M’ intheH/M field.

9. Next, youwill advancetothe DOSfield and enter the* REG’
description of service code.

10.  UsetheTabkey to movetothe Reg Hrsfield and enter the‘62.00°
Regular Hoursfor Theodore.

1. Click onthe[UPDAT E] button to update the entry and receive the
message“ Update Completed”.

12. Youwill begoingtolunch very soon!
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