Special Payroall

By-Agreement Payment
Retroactive Leave Usage
L eave Usage

Reversing Previously Reported Leave
Usage

Retroactive Adjustment of Hours
Previously Paid

Perquisite Reporting

Transferring Vacation Credit When
Salary Moved by PET

Correcting Negative Comp Time
Balances on LASR

Title Code and Rate Change for Sub 2
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Choose Your Activities

M odulesonethrough six provided the detailson how the Online
Timekeeping system operates. Thismodulewill concentrate on devel oping
skillsfor actud payroll timereporting.

Thereareten specifictimeentry activitieson thefollowing pages. Each

activity providesdetailed instructionsto assist you. Complete as many of the
entry activitiesasyou canintheallotted time.
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Special Payroll

EXAMPLE:

For thisactivity, usethe Employee D # onyour
classworksheet for the employee named David.

Eighty (80.00) hoursneed to bereported for an
employeethat worksin your department, but does
not belong to your timekeeper code.

In order for an employeeto belisted onyour
timekeeper “EmployeeList”, he/lshemust be
assigned one of your timekeeper code(s) in PPS.
You will still beableto accessand report timefor
employeeswho are not assigned your timkeeper
code, provided the empl oyee has an appointment
or home department code affiliation with your
department. To report timefor these types of
employeesyou will need to completeaspecial.

Please seethe step-by-step instructionson the
following pages.
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| nstructions

1. Logon and proceed tothe TIMEK EEPER SELECT SCREEN.

2. Using your mouse, select the monthly pay period (9/1/99 - 9/30/99)
and al so select your timekeeper code from the window.

3. Click onthe[ SPECIAL] button.

4, Thesystemwill prompt you to type theemployee | D number or
Nameinthe Employeel D or Namefield of the SPECIAL
WINDOW as shown below. Usethe Employee D # of the
Specia employee named David fromyour classworkshest.

= =]
Cancel
Employee 10 ar Mame: I 123456
ks
E | Unzigned Java Applet Window
5. If you are authorized to enter timefor the empl oyee, the syslemwill

display theemployee' sDETAIL ENTRY SCREEN. If you receive
asystern messageindicating that you are not authorized, please
contact your departmental Payroll Personnel System (PPS) contact.
Accessto an employeerecord isdependent on your department’s
affiliation to the employeerecord onthe PPS database.

6. Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

7. To report theregular hours, tab or click your cursor onthe Reg
field of theselected lineand enter *80.00" hours.



8. Click onthe[UPDAT E] button to update the entry.

0. Thesample DETAIL ENTRY SCREEN below showshow the
completed entry should appear. (Note: someof theinformation
such asemployee name, index(es), etc. may vary)

# TimeKeeping Entry - Metzscape

0616-99 CEPT Ei16 Detail Entry

mMonthly  Period 09901599 - 0973099 Entry 09501599 - 09523199 Fay 10001099  Hrs 1683
Hame Empl I Taotal Hrs Total Pot . .
SMITH, DAVID E 751020 80.00 a7 67 Huisk | Exit | Help |

| | [*]
Index Index Description Fund Sub Title Title Description FOT
|AP><J:||:|D1 IDEPARTMENT OF AP - FUND 07 ICIT42?A |2 |?2?? IPRDGRAMMERIANAL IY
Period End Rate H:M Cos RA WSP Percant Fixed His
I 092090 j |34aa.a? | l | RES | | | 1,000 | 168.00
Sick Waec Reg Straight AT Premium OT COther Hrs Other Code
||:|.|:|u ||:|.|:n:| IE!D.EIEI ||:|.|:|u ||:|.|:n:| ID.DD I j |
Special I Empl I Freir: I et I Update I Capy 1 I Copy All | Cancel I Remowe I

Update Completed

APXOO01-07427A-2 (7277 |REG | 246667 | 02/30/09 [ =000 =[]

% Official Web Page of the Undversity of California, San Diego
VCSD Employeelink Customer Jervice Representative
~rewersa oy G@MEricLink
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By-Agreement Payment

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Jolene.

A positivetimereported employee (sub 2) needs
to be paid aBy-Agreement amount of $250.00
onthecurrent monthly pay period.

Only theamount of the payment needsto be
entered inthe Ratefield of the By-Agreement

pay reportingline.

Theseinstructionswould a so apply to By-
Agreement paymentsfor exception timereported
(sub O and sub 1) employees.

Please seethe step-by-step instructionson the
following pages.
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| nstructions

Select theempl oyee named Jolenefrom your EMPLOY EE LIST
and proceed tothe DETAIL ENTRY SCREEN.

Using your mouse, select the correct By-Agreement distribution pay
line (the DOS code should be BYA), and click inthe Ratefield
located below inthe override areaof the screen. Thisiswhereyou
will enter the By-Agreement payment amount. For thisexample,
deletethe .00 rate and enter the the By-Agreement pay amount of
250.00" dollars.

When you havefinished therate entry for thisemployee, click onthe
[UPDAT E] buttonto completethe By-Agreement entry.

Thesample DETAIL ENTRY SCREEN on the next page shows
how the compl eted By-A greement payment entry for Jolene
should appear. (Note: some of theinformation such asemployee
name, index(es), etc. may vary)
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- TimeKeeping Entry - Netzcape

0616-99 CEPT Ei16 Detail Entry

mMonthly  Period 09901599 - 0973099 Entry 09501599 - 09523199 Fay 10001099  Hrs 1683
Hame Empl I Taotal Hrs Total Pot . .
SMITH, JOLENE 93021 0.00 0.00 Huisk | Exit | Help |

APXOO0A-0749427 A2 OG12 | REG 2516.67 | 09,2000
APXOO00Z-199004A-2 8612 REG 2516.67 | 09,3089

AP XO003-200004-2 |4|:|11 |EIYA | 25:::.DD| 09/30/99 | | | | | |>
| | [*]
Index Index Description Fund Sub Title Title Description FOT

IAPXEIDDS IDEPARTMENT OF AP - FUND 20 |2|:||:|D|:|A |2 |4c|11 IHEEHEATIDN PROGF IY
Period End Rate H:M Cos RA WSP Percant Fixed Hrs
I 09/30.99 j [250.00 [ B2 | | [[0.0000 [o.00
Sick Waec Reg Straight AT Premium OT COther Hrs Other Code
||:|.|:|u ||:|.|:n:| ID.DD ||:|.|:|u ||:|.|:n:| ID.DD I j I_
Special I Empl I Freir: I et I Update I Capy 1 I Copy All | Cancel I Remowe I

Update Completed

% Official Web Page of the Undversity of California, San Diego
VCSD Employeelink Customer Jervice Representative
~rewersa oy G@MEricLink
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Retroactive L eave Usage

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Antonio.

Twenty-four (24) hoursof vacation leavewas used
inaprior period but not reported.

Thisexampleillustrates vacation usage and would
apply toall subs, both monthly and bi-weekly. The
same method would a so be used for retroactive
sick leaveusage. If basesalary ispaid from more
than onefund source, reported hours should aways
equal reversed hoursfor leave adjustmentsthat are
not to affect theempl oyee’ s pay.

Note: that the period end datefor al adjustments
MUST bean actua payroll period end date.

Please seethe step-by-step instructionson the
following pages.
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| nstructions

Select theemployee named Antonio fromyour EMPLOYEELIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

Using your mouse, click onthe[ COPY 1] button. Thesystemwill
make one copy of your selected line. To easily identify the copied
line, thetext will appear inred.

To make changesto the pay period end date, click onthedown
arrow next tothePeriod End field located in the override areaof
theDETAIL ENTRY SCREEN.

Feriod End

oz31ma

Y

093089

08s21m0
ayiz4ma
Q520589
05424048

For thisactivity choosethe pay period end date‘ 08/31/99’

To report the 24 hours of vacation used inthe example, moveyour
cursor totheVacfieldand key ‘ 24.00° hours. Make sureyou enter
the hourson the copied pay reportingline.

Toreversethehoursprevioudy reported to regular time, movethe

cursor totheReg field and key * <24.00>" hours. Note: negative
hoursentries should bereported using theminus(-) sgn.

70



7. When you havefinished your entriesfor thisemployee, click onthe
[UPDATE] buttonto saveall of theentries.

8. Thesample DETAIL ENTRY SCREEN below showshow the
completed entry should appear. (Note: someof theinformation
such asemployee name, index(es), etc. may vary)

Timekeeping Entry - Netscape

0616-99 DEPT G166 Detail Entry
Maonthly  Period 09501599 - 09730599 Entry 09/01/99 - 09723599 Pay 1001599  Hrs 168
Name Empl Il Total Hrs Total Pet . | . | |
Quick Exit Hel
SMITH, ANTONIO 920301 162.00 100.00 - il e
APXOO0M-07427 40 3240 REG | 2431.00 | 09/20/99
APXODD1-07427A-0 |3240 |REG | 243100 | 025189 | | 2400 za00] ] E
| | [*]
Index Index Description Fund Sub Title Title Description FOT
|AP><J:||:|D1 IDEPARTMENT OF AP - FUND 07 ICIT42?A ||:| |3244:| IPDSTGRAD RES IN
Feriod End Rate HeM pos RA WSP Fercent Fixed Hrs
Igglng-”gg j |2431.|:|c| |ru1 IREG | | |1.|:u:u:|:| ||:|.|:u:|
Sick Wae Reg Straight OT  Premium OT Other Hrs Other Code
||:|.|:|c| |24.|:|D |-24.|:u:| ||:|.|:|c| ||:|.|:u:| ||:|.D|:| I j |
Special I Empl I Freir: I et I Update I Capy 1 I Copy All | Cancel I Remowe I
Update Completed
% Official Webh Page of the Urdversity of California, San Diego
VCSD Employeelink Customer Jervice Representative
=qumr&d By GBIIEI'I(:LII"IK
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L eave Usage Entry

EXAMPLE:

For thisactivity, usethe Biweekly employeefrom
your classworksheet named Frances, notethat
theremay be 38.50 regular hoursthat were
entered inapreviousactivity.

Inthe current month, the employee used 4.00 hours
of sick leave, 2.00 straight comptime.

Sinceall thesehourscreate pay for “Sub 2”
employees, thetotal of al theleave usage hoursand
theregular hoursworked must equal theamount of
hoursto bepaid. Thesehourswill not affect pay
for exceptiontimeemployees, “Sub 1and 0.

Please seethe step-by-step instructionson the
following pages.
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| nstructions

Select theempl oyee named Francesfromyour EMPLOY EE LIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

TO REPORT LEAVE USAGE HOURSUSED FOR (SUB 2)
EMPLOYEES

Moveyour cursor to the Sick hoursfieldand key *4.00' hours,
next movethe cursor tothe Other Cd fieldandkey *2.00' hours
and Other hourscode‘D’.

If you arenot surewhich“Other Hours Code” to use, click your
mouseon thedown arrow of the Other Code description
field, located intheoverrideareaof theDETAIL ENTRY
SCREEN. Thewindow will display all the* Other Hours Codes’
fromwhichyou can choose.

Other Code
Haliday P ay j

Admin Leawve With Fay
Holiday Pay

Jury Druty

Military Leawe With P ay
Ma-F ay WMithout P ay

Other Leawe With Pay

Frem Comp Time Earned
Frem Comp Time Fayoff
Frem Comp Time Used
Straight Comp Time Earned
Straight Comp Time Payoff
Straight Comp Time Uzed
TRIFP Hours Usage
Warkers Comp Leave
Wating Time Off

In thisactivity choosethe Other Code* Straight Comp Time Used’
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4, When you havefinished your entriesfor thisemployee, click onthe
[UPDATE] buttonto saveall of theentries.

5. Thesample DETAIL ENTRY SCREEN below showshow the
completed entry should appear. (Note: someof theinformation
such asemployee name, index(es), etc. may vary)

- TimeKeeping Entiy - Hetscape

0616-99 CEPT Ei16 Detail Entry

Bivweekly Period 09905/99 - 0971 8199 Entry 09511599 - 09522199 Pay 09729799 Hrs 80
Hame Empl I Tatal Hrs Total Pot . .

SMITH, FRANCES 920420 4450 55 63 Muick | Sl | IR |

_---------_
APXOO0A-07427 A2 | 4920 | REG F.50 | 09000 28.50 i

| |'|
Index Index Description Fund Sub Title Title Description FOT
|AP><J:||:|D1 IDEPARTMENT OF AP - FUMD 07 ICIT42?A |2 |492c: IASSISTANT i IY
Feriod End Fate He pos RA WSP Fercent Fixed His
Iggmglrgg j |?.5|:| IH IREG | IF ||:|.|:u:||3|:| ||:|.|:u:|
Sick Wae Reg Straight OT  Premium OT Other Hrs Other Code
|4.|:|c| ||:|.|:u:| |3a.5|:| ||:|.|:|c| ||:|.|:u:| |2.|3|:| Igtraightgomp Time Used j ID
Special I Empl I Freir: I et I Update I Capy 1 I Copy All | Cancel I Remowe I

Update Completed

% Official Web Page of the Undversity of California, San Diego
VCSD Employeelink Customer Jervice Representative
~rowersa ey G@MEFiCLink
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Reversing Previously Reported
L eave Usage

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Allen, notethat there
may be 16.00 hoursof premium overtimefor the
current pay period, that wasentered froma
previousactivity.

Eight (8) hoursof anticipated vacation usage that
wasreported inthe month of Junewasactualy not
used.

Sincethe hourshave aready beenrecorded and
deducted from theemployee' sLeave Activity
Summary Report (LASR). Thetimekeeper needs
toreturn the hoursto the employee’ sLASR by
making areversing entry.

Please seethe step-by-step instructionson the
following pages.




| nstructions

Select theemployee named Allenfromyour EMPLOY EELIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

Using your mouse, click onthe[ COPY 1] button. The system will
make one copy of your selected line. To easily identify the copied
line, thetext will appear inred.

To make changesto the pay period end date, click onthedown
arrow next tothePeriod End field located in the override areaof
theDETAIL ENTRY SCREEN.

Feriod End

0253129 -

09209

0234/00
0721/84a
0520249
05531949

For thisactivity choosethe pay period end date * 06/30/99’

Toreversethe 8 hoursof vacation previoudy reported, moveyour
cursor tothe Vacfield and key ‘<8.00> hours, note: negative
hoursentries should bereported using theminus(-) sign.

To report regular hoursto off set the negative vacation hours, move
the cursor tothe Reg field and key * 8.00" hours.
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7. When you havefinished your entriesfor thisemployee, click onthe
[UPDATE] buttonto saveall of theentries.

8. Thesample DETAIL ENTRY SCREEN below showshow the
completed entry should appear. (Note: someof theinformation
such asemployee name, index(es), etc. may vary)

TimeK.eeping Entry - Hetscape

0616-99 CEPT Ei16 Detail Entry

mMonthly  Period 09901599 - 0973099 Entry 09501599 - 09523199 Fay 10001099  Hrs 1683
Hame Empl I Taotal Hrs Total Pot . .
SMITH, ALLEN 0E0E02 168.00 100,00 Chged Buidk | Bt | Help |

APXOO0A-0749427 A1 4723 | REG 2202.00 | 09,2059

APXO00Z-07427 41 |a722 |REG | 220200/ ooiosoa 16.00 =
APHON0Z07427A-1 (4723 |RES | 220800 | 085099 | | soo| ool ] E
| | [*]

Index Index Description Fund Sub Title Title Description FOT
|AP><J:|002 IDEPARTMENT OF AP - FUND 07 ICIT42?A |1 |4?23 | ASSISTANT II IY
Period End Rate H:M Cos RA WSP Percant Fixed Hrs
I 0F/30.99 j [2298.00 [ [rEw | | [ 10000 [o.00
Sick Waec Reg Straight AT Premium OT COther Hrs Other Code
||:|.|:|u |3.|:n:| |-3.|:n:| ||:|.|:|u ||:|.|:n:| ID.DD I j |
Special I Empl I Freir: I et I Update I Capy 1 I Copy All | Cancel I Remowe I

Update Completed

% Official Web Page of the Undversity of California, San Diego
VCSD Employeelink Customer Jervice Representative
~rewersa oy G@MEricLink
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Retroactive Adjustment of
Hours Previoudly Paid

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Jolene.

A 100% split funded empl oyeereceived amerit
increasefrom, $2516.67/month to $2600.00/month
retroactiveto last month.

Since PPS had been updated to reflect the proper
ratefor the current month, the employeeisonly due
aretroactive pay adjustment for last month. This
employeeisduethedifferencein salary of $83.33
per month ($2516.67-$2600.00) for the period
ending August 31, 1999.

Note The“A”,inthefieldlabeled“RA”, indicates
that thisisaretroactive adjustment of pay for hours
which haveprevioudy beenpaid. Thisistheonly
timethe"RA” field should beused.

Please seethe step-by-step instructionson the
following pages.




| nstructions

Select theempl oyee named Jolenefrom your EMPLOY EE LIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

Using your mouse, click onthe[ COPY AL L] button. Thesystem
will make one copy of each of the pay reporting linesand each of
the copied lineswill havethe previous pay period end date. For this
activity theend dateis08/31/99. To easily identify the copied lines,
thetext will appear inred.

Toreport theretro payment, using the mouse, select thedistribution
pay linewherein you want to report the hoursby clicking on any of
thehoursreportingfields.

Moveyour cursor to the Ratefield of the override areaof the
screen and key *83.33', thisisthe difference between the new and
oldrates. Theemployeewasa ready paidtheir origina ratefor the
monthly pay period ending 08/31/99. Wejust want to pay the
difference onthismonthly pay period.

After you have completed therate overide, moveyour cursor to
any of thehoursentry fields ( Reg, Vac, Other, etc,) to report the
hoursaffected by theretroactive change. Inthisexample, key
‘4.00" hoursinthe VAC fieldand *80.00" hoursinthe Regfield.
These hoursrepresent thetimethat wasoriginaly reported for
themonthly pay period ending 08/31/99.

Moveyour cursor tothe RA field of the override areaand key the
letter * A’ Thisistoindicatetheretroactive rate adjustment.

Now, you need to enter the retroactive rate adjustment for the
additiona funding source, repeat steps4 through 7.
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0. When you havefinished your entriesfor thisemployee, click onthe
[UPDATE] buttonto saveall of theentries.

10. Thesample DETAIL ENTRY SCREEN below showshow the
completed entry should appear. (Note: someof theinformation
such asemployee name, index(es), etc. may vary)

TimeK.eeping Entry - Hetscape

0616-99 CEPT Ei16 Detail Entry
mMonthly  Period 09901599 - 0973099 Entry 09501599 - 09523199 Fay 10001099  Hrs 1683
Mame Empl 1D Total Hrs Total Pt . | . | |
0 uick Exit Hel
SMITH, JOLENE BE0421 0.00 0.00 o - 20
APXO001-07427 42 (D612 |REG | 251857 | 09/320.09 (<]
APXO00Z-199004-2 (9612 REG | 254667 | 09/30.99
APXO00Z-Z00004-2 (4011 | BYA 250,00 | 09/30/99 =
APXO001-07427 4.2 (D612 | RES 93.32 | 0202109 400 | 20.00
|APXDDDZ-1QQEIDA—2 |QEi12 |REG | 23.32 | 0m/21/99 | | 4.|:|u| 8EI.DEI| | |>
APXOODZ-200004-2 (4011 | B 0.00 | 05431499 B
] | [*]
Index Index Description Fund Sub Title Title Description FOT
|AP><J:|002 IDEPARTMENT OF AP - FUND 1% |1QQDDA |2 IQE12 ISTAFF RESEARCH A IN
Feriod End Rate Hetl DosS RA ISP Fercent Fixed Hrs
IEIS.G'UQQ j |83.33 |ru1 IREG |A | ||:|.5|:||3|:| ||:|.|:u:|
Sick Yac Reg Straight AT Premium OT Other Hrs Other Code
||:|.|:|u |4.|:n:| IE!D.EIEI ||:|.|:|u ||:|.|:n:| ID.DD I j |
Special I Empl I Frer, I Hest I Update I Capy 1 I Copy All | Cancel I Remowe I
Update Completed
% Offivial Web Page of the University of California, San Diego
VCSD Employeelink Customer Service Representative
—powerea 5y G@MEricLink
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Perquisite Reporting

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Karen.

A $500.00 Perquisite amount needsto be reported
for an eligibleemployee on the current monthly pay

period.

Employeesthat require Perquisitetimeentries, need
to haveat least two (2) PPSdistributions. Onefor
thetotal dollar “vaue’ of their perquisite(ie., room
and board, meals) with aDOS code of (PRF), and
the second distribution for thetota dollar “cost” of
the perquisitewithaDOS code of (PRQ). These
distributionswill need to be updated by your
departmental PPS preparer, please consult him/her
for assistance.

For thisexample, both amounts are $500.00,
thereforeno actual pay isbeing generated. If the
amount of the (PRF) pay reporting lineisgreater
than theamount of the (PRQ) pay reporting line,
thedifferencewill result in payment equd tothat
amount.
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| nstructions

Select the employee named Karen fromyour EMPLOY EE LIST
and proceed tothe DETAIL ENTRY SCREEN.

Using your mouse, select thefirst Perquisitedistribution pay line
(it should have aPRF or PRQ description of service code), and
clickinthe Ratefield located below inthe override areaof the
screen. Thisiswhereyou want to enter the Perquisite“value’ or
“cogt” dollar amount.

For theexample, click the Ratefield of the Perquisite pay reporting
linewith the PRF description of service code (DOS). Next, delete
the .00 rateand enter the perquisite“value’” amount of * 500.00°
dollars.

Continueyour entries, by clickingintheRatefield of the next
Perquisite pay reporting linewith the PRQ description of service
code (DOS). Again, deletethe .00 rate and enter the perquisite
“cost” amount of *500.00" dollars.

When you havefinished therate entriesfor thisemployee, click on
the[UPDAT E] button to compl etethe Perquisite entries.

Thesample DETAIL ENTRY SCREEN on the next page shows
how the compl eted Perquisite reported entriesfor Karen should
appear. (Note: some of theinformation such asemployeename,
index(es), etc. may vary)
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- TimeKeeping Entry - Netzcape

0616-99 CEPT Ei16 Detail Entry

mMonthly  Period 09901599 - 0973099 Entry 09501599 - 09523199 Fay 10001099  Hrs 1683
Hame Empl I Taotal Hrs Total Pot . .
SMITH, KAREN BEETIE 000 0.00 Huisk | Exit | Help |

APXOO0A-0749427 A2 4126 | PRO S00.00 | 09,2099

APXO001-07427 42 |4125 |F'RF | 5Dn.n|:|| 0043099 | | | | | |>
| | [»
Index Index Description Fund Sub Title Title Description FOT

|AP><J:||:|D1 IDEPARTMENT OF AP - FUND 07 ICIT42?A |2 |4126 IRESIDENT ASST IY
Period End Rate H:M Cos RA WSP Percant Fixed His
I 09/30.99 j [500.00 [ [Pr | | [[0.0000 [o.00
Sick Waec Reg Straight AT Premium OT COther Hrs Other Code
||:|.|:|u ||:|.|:n:| ID.DD ||:|.|:|u ||:|.|:n:| ID.DD I j I_
Special I Empl I Freir: I et I Update I Capy 1 I Copy All | Cancel I Remowe I

Update Completed

% Official Web Page of the Undversity of California, San Diego
VCSD Employeelink Customer Jervice Representative
~rewersa oy G@MEricLink
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Transferring Vacation Credit
When Salary Moved by PET

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Carmen, notethis
employeeissplit funded and only oneof theindexes
wasmoved by aPET.

Anemployeewasorigindly paid salary onindex/
fund APX0004-63000A -2 and had reported 20.00
hoursof vacation usage (creating afinancia credit
onthe VACLAC Report). A Payroll Expense
Transfer (PET) wascompleted to movethesalary
payment to index/fund A* X 0001-07427A-2.

The department needsto movethefinancial credit
onthe VACLAC Report for the vacation usage
from APX 0004 to A* X0001 using theOnline
Timekeeping system.

Thefollowing step-by-step instructionsprovide the
detail on how to completethisentry for al sub

types.
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| nstructions

Select theemployee named Carmen from your EMPLOY EE LIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

Using your mouse, click onthe[ COPY AL L] button. Thesystem
will make one copy of each of the pay reporting linesand each of
the copied lineswill havethe previous pay period end date. For this
activity theend dateis08/31/99. To easily identify the copied lines,
thetext will appear inred.

Firg, click inthe VAC field of the copied pay reporting linefor the
index (A* X0001-07427A-2) and enter * 20.00" hours. Then, move
totheReg field and enter’ <20.00>" hours, note: to enter negative
hoursusetheminus(-) Sgn.

Click on or moveto the second copied pay reporting linewith the
index (A* X0002-1990A-2), and click onthelndex field of the
overridearea. Deletethe current index information and enter
‘APX0004’ (thiswaswherethe vacation wasprevioudy reported).

Tab to movethe cursor to the Vacation field and enter * <20.00>" ,
again, to enter negative hoursusethe minus(-) sign. Tab the cursor
totheReg Hr sfield and enter the offsetting  20.00" hours.
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7. When you havefinished your entriesfor thisemployee, click onthe
[UPDATE] button to saveall of theentries.

8 Thesample DETAIL ENTRY SCREEN below showshow the
compl eted entry should appear. (Note: some of theinformation
such asemployee name, index(es), etc. may vary)

Timek.eeping Entry - Hetscape

0616-99 DEPT HBI16 Detail Entry
Maonthly  Period 09501599 - 09730599 Entry 09701799 - 097235949 Pay 1001599  Hrs 168
Hame Empl 1D Total Hrs Total Pet . | . | |
Quidk Exit Hel
SMITH, CARMEN FEOETS 0.0 0.00 o i Ak
APXOO01-07427A-2 |B761 | SDF 5563 | 09/20/89 [«]
APXOO01-074274-2 |6761 |REG | 208400 | ogiosg
APXO00Z-100004-2 |6761 |REG | 208400 | 0gi000
APXOO01-07427A-2 |8761 | SDF 5565 | 02/21/99
APXO001-07427 4.2 |6761 |REG | 208400 | ozt 2000 | 2000
APXODD4B300042 |6761 |REG | 208400 | 025199 | | 2000 zooo| ] =+
q | C
Index Index Description Fund Sub Title Title Drescription FOT
|AP><J:|DD4 IDEPﬁRTMENT OF AP - FUND B2 |63|:|DDA |2 IB?EH ILIEIF-:ﬁRYASST I IY
Period End Rate HeM pos RA WSP Fercent Fixed Hrs
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Correcting Negative Comp
Time Balanceson LASR

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Celine, notethat she
may have 40.00 hoursof vaction already reported
for aprior pay period that you entered from
another activity.

Anemployee' sLeaveActivity Summary Report
(LASR) reflectsanegative comp timebalance,
because hourswere previoudy reported onthe
August 1999 monthly pay period usngthe
incorrect Other hourscode.

Thisemployeeincorrectly reported 8.00 hours of
straight comp time used (Other hourscode®D”),
whenit should have been reported aspremium
comp timeused (Other hourscode“T”).

Thefollowing pageswill giveyou step-by-step
instructionson how to correct the negative balance
using the Online Timekeeping system.




| nstructions

Select theemployee named Celinefromyour EMPLOYEELIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, select the pay reporting linewith the pay period
end date of 08/31/99 by clicking on any of the hour reporting fields.

Movethecursor tothe Other field and enter’ <8.00>’, note: to
enter negative hoursusetheminus(-) sign. Next, movethe cursor
tothe Cd field and enter the Other hourscode ‘D’ to reversethe
previousentry of straight comp timeused.

Next, makeacopy of thisreportingline. Click onthe[ COPY 1]
button. The system will make one copy of your selected linethat
containsthe sameinformation and the same pay period end date,
08/31/99. To easlly identify the copied line, thetext will appear in
red.

Onceyou have successfully copied the new line, movethe cursor to
the Other field and enter *8.00° hoursand then, moveto the Cd
field and enter the Other hourscode* T’ to correctly report premium
comptimeused.

When you havefinished therate entriesfor thisemployee, click on
the[UPDAT E] button to completetheleave correction entries.

Thesample DETAIL ENTRY SCREEN on the next page shows
how the compl eted entriesfor Celine should appear. (Note: some
of theinformation such asemployee name, index(es), etc. may vary)
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- TimeK.eeping Entry - Netscape
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Title Code and Rate Change

for Sub 2

EXAMPLE:

For thisactivity, usethe Monthly employeefrom
your classworksheet named Yusof.

Effectivethismonth, a100% Blank Assistant 111,
title code 4722 and amonthly rate of $2442.00
received areclassto Administrative Coordinator,
title code 9701 and anew monthly rate of
$2850.00.

Note: Title code and rate changesfor exception
timereported (sub 0 and sub 1) employeesarepaid
by entriesinto the Payroll Personnel System (PPS).
S0, they should not be entered into the Online
Timekeeping system. However, sincedl overtime
paymentsare positivetimereported for dl
employees(sub 0,1,2), you must overridethetitle
codeandratefor al overtime payments.

Please seethe step-by-step instructionson the
following pages.
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| nstructions

Select theemployee named Yusof fromyour EMPLOY EELIST
and proceed tothe DETAIL ENTRY SCREEN.

Using themouse, sel ect the distribution pay linewhereinyou want
to report the hours by clicking on any of the hoursreporting fields.

To report the current month hours, movethe cursor to the

appropriatefield (Sick, Vac, Reg, OT, Prem OT) and enter the 7
hours. For thisexample, moveto the Reg field and enter * 168.00

regular hours.

To changetheemployeestitlecode, click ontheTitlefieldinthe
overrideareaof theDETAIL ENTRY SCREEN and enter the new
titltecode‘ 9701’ .

To changethe pay rate, click or movetothe Ratefield of the
override areaand enter the new pay rate of * 2850.00'.

When you havefinished theentriesfor thisemployee, click on
the[UPDAT E] button to completetheleave correction entries.

Thesample DETAIL ENTRY SCREEN on the next page shows

how the compl eted entriesfor Yusof should appear. (Note: some
of theinformation such asemployee name, index(es), etc. may vary)
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