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Quick Entry Screen

The Quick Entry screen was designed to facilitate efficient entry of hours for
(sub 2) positive time reported employees. All employees selected from the
Employee List appear on the reporting lines ready for time entry.

TIMEKEEPING UCSan Diego

bllnk Employee Link | Timekeeping
Employee Link » Timekeeping »
00060199 Quick Entry
Monthly Period 09/01/07 - 09/30/07 Entry 09/01/07 - 09/22/07 Pay 10001/07 Hrs 168.00
Detal  Ext

NAME <D $INDEX  4[SUB4[W $DOS ¢ RATES| SICKS| VACS| REGS  OT%| POT4| OTHERS|O ¢|CODE ¢In %
ABBOTT, ALLEN 5 ARXD0D1 1 REG pem[ 0] oo om0 000 000 v @ .
ABBOTT, ANTONIO 1 AXXO001 0 REG 300 000 000 00 000 000 000 V]
ABBOTT, CARMEN B0 AAXDOO! 2 SOF 5566 000 000 00 om0 000 000 v
ABBOTT, CARMEN B0 ANGIZ 2 REG 0400 000 000 080 000 000 000 v
ABEOTT, CARMEN B0 ANGIZ 2 REG 0400 000 000 00 000 000 000 v]
ABBOTT, CELINE 00 AAXDDO! 1 REG w200 000 000 00 0@ 000 000 v
ABEOTT, JOLENE 2700 AAXDIO! ) REG /667 000 000 000 000 000 000 v
ABBOTT, JOLENE [0 ANOIZ 2 REG 2667 000 000 00 000 000 000 v]
ABBOTT, JOLENE 200 ANDIZ 2 BYA 00 000 000 0B oW 000 000 v v
ABRNTT KAREM 2300 AAYNNNA 7 PRN nnn nnn n.nn nnn nnn nnn nnn wl

Update  Cancel

QUICK ENTRY SCREEN DIAGRAM

If you need to change any pay line information you will need to make the
change(s) on the Detail Entry screen. Just click on the “Detail” button to
toggle to the Detail Entry Screen. When you have finished making changes,
you can select the "Quick™ button on the Detail Entry Screen to return back
to the Quick Entry screen. Also note that adjustments to prior pay periods
will not appear on the Quick Entry screen.
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Pay Period Header Information & Buttons

PAY PERIOD INFORMATION - Shows the pay period
information for time entry that was selected on the Timekeeper
Selection screen.

DETAIL - Clicking on this button will take you to the Detail
Entry screen for the selected employee.

EXIT - Clicking on this button will exit you from hours entry and
return you to the Timekeeper Select screen. All hours entered at
the time of exit will be saved as indicated by the “Update
Completed” message.

CANCEL - Clicking on this button will cancel all hours entries
for the employee line that you are on during this session of the
Quick Entry screen.

Reporting Lines Information

NANE oD GMDEX SSUBY W WDOS v RNEY) SKKv  VACY REGY  OTv  POTV| OTHERV| O ¥ CODE viDy
ABBOTT, ALLEN oo AROOT REG 200 000 000 000 000 000 0 g &
ABBOTT, ANTONID i AR 0 REG HHO 0000 0 0 00 D ﬂ

NAME - Employee's name (Last, First Ml), populated from the Payroll
Personnel System (PPS). This data field cannot be changed.

ID - Employee identification number generated by PPS. This data field
cannot be changed.

INDEX-SUB - Indicates the employee's index funding source and sub
account type for the pay reporting line. This data field can be overridden
on the Detail Entry screen.

W - Workstudy code, which indicates a PPS workstudy distribution. (F-
federal funding, S-state funding, or I-institutional funding) This field
can be overridden on the Detail Entry screen.
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DOS - Description of Service code that indicates the type of service or time to be
reported against the departmental funding source for this pay reporting line. This
data field can be overridden on the Detail Entry screen.

PAY RATE - Indicates the rate of pay for this pay reporting line. Biweekly rates
are expressed as and hourly pay rate. Salaried employees are expressed as a
monthly pay rate or 1/12 th of their annual rate. This data field can be overridden
on the Detail Entry screen.

SICK - Sick leave hours entered for this pay reporting line. Hours entered in this
field will reduce the employee's sick leave balance accordingly, and will create
pay for sub 2 employees.

VAC - Vacation leave hours entered for this pay reporting line. Hours entered in
this field will reduce the employee's vacation leave balance accordingly, and will
create pay for sub 2 employees.

REG - Regular hours (actual or estimated) entered in order to create pay for
positive time reported (sub 2) employees. It is not necessary to enter hours for
monthly exception time reported employees (sub 0, sub 1).

OT - Straight overtime hours entered to create pay for eligible employees on all
sub account types. Hours reported will be paid at the employee's regular rate of
pay. Overtime hours worked for "comp time" purposes should not be reported
here, but in the other hours field using the appropriate other hours code (see
below).

P OT - Premium overtime hours entered to create pay for eligible employees on
all sub account types. Hours reported will be paid at the premium rate of time and
one half, according to the Fair Labor Standards Act and the appropriate labor
contracts. In most cases this means any hours actually worked 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
hours field using the appropriate other hours code (see below).

OTHER CD - Other hours and code fields allow you to enter time for all other
purposes as described on the next page:

A Administrative Leave with Pay (creates pay for sub 2)*

B Voting Time Off (creates pay for sub 2)*
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Straight Compensatory Time Earned (does not create pay for
any employee, but adds the hours reported to increase the
employee's Comp balance on the LASR)

Straight Compensatory Time Used (creates pay for sub 2, and
for all employees, reduces employee's Comp balance on the
LASR by the number of hours reported)

Holiday Time (creates pay for sub 2)*

Jury Duty (creates pay for sub 2)*

Furlough Time Used (creates pay for sub 2, and for all
employees, reduces the employee's Furlough 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 hours to be paid,
should not be used for sub 0 Academic employees)

Straight Compensatory Time Payoff (Used to pay employees
for Straight Comp Time balance when separating from UCSD
or upon transfer to another department. Creates pay for all
employees and deducts the reported time from the employee's
Comp balance on LASR)

Premium Compensatory Time Used (creates pay for sub 2, and
for all employees, reduces the employee's CMP+ balance on the
LASR by the number of hours reported)

Worker's Compensation Leave (creates pay for sub 2, and
should only be entered upon advice of the Departmental
Business Office and/or Payroll Office)
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Premium Compensatory Time Earned hours must be converted to time
and a half before entering, for example, 4 premium comp hours worked

@ X would be converted and entered as 6 hours (does not create pay for any
employee but adds the reported hours to the employee's CMP+ balance
on the LASR)

Premium Compensatory Time Payoff (Used to pay

employees for Premium Comp Time balance when separating from
Z UCSD or upon transfer to another department. Creates pay for all

employees and deducts the reported time from the employee's CMP+

balance on LASR)

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

Participant Activity 3

Quick Screen Time Entry

In this activity you enter time for two student employees in your department, Frances
and Mitch. They are General Assistance, Sub 2, and Positive Time Reported.

For the Biweekly pay period 08/26/07 to 09/08/07, Frances worked 38.50 Regular
Hours and, Mitch worked 24.00 Regular Hours plus 4.00 Straight Overtime Hours.

The following steps will guide you through this activity:

Click on your training timekeeper code in the window to highlight it.
Choose the Biweekly pay period 08/26/07-09/08/07.

From the EMPLOYEE LIST SCREEN, select the employees ‘Frances’ and “‘Mitch’.
Then click on the [QUICK] button.
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The QUICK ENTRY SCREEN should now be displayed with Frances and Mitch
appearing in the time entry window.

Click on the Pay Line for Frances under the heading Reg and enter “38.50 in the
Regular Hours field. (Note: the pay line you are working on is highlighted in blue)

Now use the [TAB] key to advance through fields until you move down to Mitch’s
Pay Line. (Note: the system updates the entered hours and advises with a message
after you leave a pay reporting line)

Enter “24.00” hours in the Regular Hours field and ‘4.00° hours in the OT or
Straight Overtime field.

Click Update button to record entries.

When you have finished click on the [EXIT] button and return to the EMPLOYEE
LIST SCREEN.
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Detail Entry Screen

The Detail Entry screen will allow you to complete more complex time
entries. From this screen you will be able to key adjustments for prior pay
periods, as well as to override certain pay block fields. You have the choice
of entering time in the Reporting Lines window or in the Override area of the
Detail Entry screen. When you have finished all time entries for an employee,
click on the Update button to save all entered data.

TIMEKEEPING UCSanDiego

bllnk Employee Link  Timekeeping
Employee Link - Timekeeping »
000601-99 Detail Entry
Monthly Period 09/01/07 - 09/30/07 Entry 09/01/07 - 09/22/07 Pay 10/01/07 Hrs 168.00
Name EmplID Total Hrs Total Pct
ABBOTT, JOLENE 2300 0.00 0.00 Quick Entry Exit
INDEX FUND § TITLE DOS RATE C PCT ::[; END DATE SICK VAC REG or POT OTHER O CODE RA W IDDEPT REF
AAX00D1 O7427A 2 9612 REG 251667 M 05000 84.0009/30/07 v | 0.00) 0.00 0.00 0.00 0.00 0.00 V]
AAX0002  19900A 2 9512 REG 251667 M 0.5000 84.00 UQBDID?ﬂ 0.00 0.00 0.00 0.00 0.00 0.00 ﬂ
AAX0003  20000A 2 4011 BYA 000 M 00000 0.0009/30/07 ﬂ 0.00 0.00 0.00 0.00 0.00 0.00 ﬂ
< >
Special Empl Update Copy 1 Copy Al Remove Cancel

DETAIL ENTRY SCREEN DIAGRAM
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Detail Entry Fields & Buttons

Header Fields & Buttons

00060199
Monthiy

Name

ABBOTT, ALLEN

Detail Entry
Period 09/01/07 - 09/30/07 Enlry 09401107 - 09122407 Pay 100107 His 168.00
Empl 1D Total Hrs Tatal Pet
5 16800 100.00 Chiged QuckEny  Exit

PAY PERIOD INFORMATION - Contains the details of time entry for the
pay period, which was selected on the Timekeeper Selection screen.

NAME - Employee's name (Last, First MI), populated from the Payroll
Personnel System (PPS). This data field cannot be changed.

EMP ID - Employee identification number generated by PPS. This data field
cannot be changed

TOTAL HOURS-This value represents the total number of hours for which
the employee is to receive compensation or reported comp time. For full time
salaried employees this field will default to the total number of working hours
for the given monthly pay period, otherwise the default is 0.00.

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

CHGED - When this flag is present it indicates that the employee's PPS pay
data has been updated and changed.

QUICK ENTRY- Clicking on this button will take you to the Quick Entry
screen.

EXIT - Clicking on this button will exit you from the Detail Entry screen and
return you to the Employee List screen. All hours entered at the time of exit
will be saved.
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Reporting Lines Information

FUND § TLE DOS RATEC PCT o ENDOATE ~ SCK VAC  REG O POT OTHER O CODE RA~ W IDDEPTREF

HRS
T 0O 1 1 Vi
%2 REG  25fa6T M 0300 84‘UDﬂ9i3UIUTﬂ om0 o ﬂ
i BYA 00 W 00000 U‘UDHQBUIUM (1 1 1 ﬂ

DETAIL REPORTING LINES WINDOW DIAGRAM

INDEX - Indicates the employee's index funding source and sub account type for the
reporting line. This data field can be overridden in the "Index" field of the Override
area

TITLE - Employee's assigned title code populated by PPS for this pay reporting line.
This data field can be overridden in the "Title" field of the Override area.

DOS - Description of Service code that indicates the type of service or time to be
reported against the departmental funding source for this pay reporting line. This data
field can be overridden in the "DOS" field of the override area.

PAY RATE - Indicates the rate of pay for this pay reporting line. Biweekly rates are
expressed as and hourly pay rate. Salaried employees are expressed as a monthly pay
rate or 1/12 th of their annual rate. This data field can be overridden in the "Rate"
field of the override area.

END DATE - Indicates the pay period end date for this pay reporting line. This date
can be overridden in the "Period End" field of the Override area.

SICK - Sick leave hours entered for this pay reporting line. Hours entered in this
field will reduce the employee's sick leave balance accordingly, and will create pay
for sub 2 employees.

VAC - Vacation leave hours entered for this pay reporting line. Hours entered in this

field will reduce the employee's vacation 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 positive
time reported (sub 2) employees. It is not necessary to enter hours for monthly
exception time reported employees (sub 0, sub 1).

OT - Straight overtime hours entered to create pay for eligible employees on all sub
account types. Hours reported will be paid at the employee's regular rate of pay.
Overtime hours worked for "comp time" purposes should not be reported here, but in
the other hours field using the appropriate other hours code (see below).

P OT - Premium overtime hours entered 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 cases this means any hours actually worked 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 hours field using the
appropriate other hours code (see below).

OTHER CD - Other hours and code fields allow you to enter time for all other
purposes. For a list of other hours codes refer to page 32 in module 4.
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Userid/Date/Time Stamp

INDEK  FUND § THTLE DOS

AQKDODT O7427A 2 4510 REG
AQKDODL O427A 2 4820 REG
ADKO003 200008 2 4320 REG

RATE (

AT FADAR ENDDATE  SIOK
1308 00000 000 000

TA0H 00000 000 030807 v 00

S

TA0H 00000 000 04080 v 4N

| S

VAC REG QT POT OTHER O CODE RA W T DEPTREF
1 3 1 A 1 F &
1 3 1 N 1 F &
000 000 000 000 200 |D-StCmp Lszd f }l
T s
{008 11008

USERID/DATE/TIME STAMP INFORMATION DIAGRAM

The last feature of the screen is a "Userid/Date/Time" stamp of each pay
reporting line that contains entered data. To view the stamp feature, just hover
over the avatar icon &,

This is also a security feature. The first timekeeper that updates a pay
reporting line will have their Userid recorded for that line, and only this
timekeeper can make any further changes to the line for the remainder of the
pay reporting period. Any other timekeepers who have access to this
employee can see the “Userid/Date/Time” stamp, but will be unable to update
the line. They should contact the timekeeper who has access or copy the pay
line to make or correct entries.
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Override Area Fields & Information

INOEK  FND 5 TILE 003
AL O 2 Thed ARG

RATE C POT ERORR ENDOATE  SIOK ACREG OT POT OWER 0 (O0E R W T DEPTREF
Sk 000 0 A0 003030 000 000 - 2D 0% G s F&

DETAIL OVERRIDE AREA DIAGRAM

INDEX - Indicates the employee's seven digit index code. Hovering over it
provides the departmental account and fund source information from the
General Ledger system.

FUND - Indicates the six digit funding source that is derived and
linked to the "Index" code. This field cannot be overridden.

SUB - Indicates the employees single digit subaccount number
(Academic Titles-0, Staff Titles-1, General Assistance Titles-2).

TITLE - Indicates employee's four digit title code in
reference to the employee's appointment classification.
Hovering over it displays the employee's job description as
related to the "Title" code.

DOS - Indicates the employee's Description of Service code for the type of
service or time to be reported against the departmental funding source or
"Index".

RATE - Indicates the rate of pay. Biweekly rates are expressed as
an hourly pay rate. Salaried employees are expressed as a monthly
pay rate or 1/12 th of their annual rate.

H/M - Indicates the rate type (M-Monthly, H-Hourly).

PERCENT - Indicates the pay percentage for this pay reporting block and
is always expressed to the fourth decimal. This field cannot be overridden.

FIXED HOURS - Indicates fixed percentage hour equivalent. This field
cannot be overridden. Clicking on this field will auto enter the fixed

number of hours into the “REG” field of the pay reporting line for Sub 2
employees.

PERIOD END - Indicates the last day of the specified pay period.
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SICK - Sick leave hours field. Hours entered in this field will reduce the
employee’s sick leave balance accordingly, and will create pay for sub 2
employees.

VAC - Vacation leave hours field. Hours entered in this field will reduce
the employee's vacation leave balance accordingly, and will create pay for
sub 2 employees.

REG - Regular hours (actual or estimated) entered in order to create pay
for positive time reported (sub 2) employees. It is not necessary to enter
hours for monthly exception time reported employees (sub 0, sub 1).

OT - Straight overtime hours entered to create pay for eligible employees
on all sub account types. Hours reported will be paid at the employee's
regular rate of pay. Overtime hours worked for "comp time" purposes
should not be reported here, but in the other hours field using the
appropriate other hours code (see below).

PREMIUM OT - Premium overtime hours entered 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 cases this means any
hours actually worked 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 hours field using the
appropriate other hours code (see below).

OTHER - Other hours field allows you to report hours for all other
purposes and must be used in conjunction with the “Other Code” field.

O — System derived letter code for other hours description. If letter code is
known, it can be entered here.
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OTHER CODE - The other code field allows you to select an Other
Hours Code from a predefined drop down list (see diagram below). For a
list of other other hours codes refer to page 32 in module 4.

A-Admin Leave
H-Haoliday Pay
J-Jury Dty
M-Military Leave
M-Mo-Pay

L-Cther Leave
#-Zormp+ Earned
Z-Comp+ Payoff
T-Cormp+ Used
Z-5t Crnp Earned
P-5t Crnp Payoff
D-5t Crnp U=ed
Wewrkr Crnp Leaw
B-Woting Tirne Off

K-TRIP Hrs U=sage

RA - Enter an A in this field to indicate a retroactive pay rate adjustment for
sub 2 employees only. Retroactive pay adjustments for sub 0 and sub 1
employees are processed by the Payroll Personnel System (PPS); consult your
departmental PPS contact for more information.

W - This field is used to indicate a Work-study pay block and should be used
for student employment only (F-Federal funding, S-State finding, I-
Institutional funding).
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Action Buttons

| Special || Empl || Prev || Next | Update | | Copy1 || CopyAll | | Remove | | Cancel |

DETAIL ACTION BUTTONS DIAGRAM

SPCL BUTTON - Clicking on this button will initiate the Special Window to
create a special pay for an employee. Note: you must have access to an
employee’s record to complete a special time entry.

EMPL BUTTON - Clicking on this button will initiate the Employee
Distributions screen, where you can transfer changed PPS data into the
Online Timekeeping system. Refer to PPS Database Changes for more
detailed information.

PREV BUTTON - Clicking on this button will return you to the Detail Entry
screen for the previous employee.

NEXT BUTTON - Clicking on this button will move you to the Detail Entry
screen for the next employee.

UPDATE BUTTON - Clicking on this button updates and saves the data
entered. You will see the message “Update Completed”.

COPY 1 BUTTON - Clicking on this button will make one copy of the
selected pay reporting line. Text on the copied line will appear in red.

COPY ALL BUTTON - Clicking on this button will make one copy of all
pay reporting lines and the copied lines will be assigned the prior pay period
end date. Text on the copied line(s) will appear in red.

REMOVE BUTTON - Clicking on this button removes the selected copied
pay reporting line. System Generated lines cannot be removed.

CANCEL BUTTON - Clicking on this button will cancel all current pay
entries for this employee since the last update.
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Copying Pay Reporting Lines

[ Copy 1 | | CopyAll |

Very useful functions, if you need to key an adjustment for a prior
pay period, are the Copy buttons. It is also beneficial, if you need to
enter time for more than one "Other Hours Code". If you would like
to remove a pay reporting line, just click on the Remove button.

COPY 1 - Choosing this button will make one copy of the selected
pay reporting line.

COPY ALL - Choosing this button will make one copy of all pay
reporting lines and the copied lines will be assigned the prior pay
period end date. See the sample of this function in the diagram below.

INDEX

ATHO0NL
ATHO00Z
ATHO00L
ATHOONL
ATHO00Z
ATHOOOL

FUND  §
M2 2
193004 2
(74274 2
(M2 2
133004 2
(4274 2

TITLE
312
%12
401
312
361
401

00§
REG
REG
BrA
REG
REG
BYA

RATE C  PCT FXDHR ENDDATE  SICK  VAC REG  OT POT OTHER O CODE RA ¥ 1 DEPTREF
231667 M 03000 84,00 000 000 000 000 000 D00 ]
ZiLe67 M 03000 84,00 000 000 000 000 000 D00 ]

2000 M 0.0000 0.0 000 000 000 000 000 D00 ] &
DAAT O 05000 000 D37 v) 000 000 000 000 000 M0

e L

DIAAT M 05000 000 0RRLAO7 Y| 000 000 000 000 000 M0

L L L

25000 W 0,000 0.00 03/31/07 (v| 000 GO0 0,00 000 000 0.0

COPY WINDOW DIAGRAM
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Participant Activity 4

Detail Screen Time Entry

In this activity you enter time for a 100 percent career Exception Time
Reported employee, Sub 1, paid monthly. You will use the employee on your
class list named Celine.

For the monthly pay period ending August 31, 2007, Celine took a week of
vacation (40.00 hours), however it was not reported. It must now be reported
on the current monthly pay period as an adjustment to a prior pay period.

The following steps will guide you through this activity:

1.

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

From the TIMEKEEPER SELECT SCREEN choose the Monthly pay
period 09/01/07-09/30/07.

From the EMPLOYEE LIST SCREEN, select the employee named
‘Celine’. Then click on the [DETAIL] button.

The DETAIL ENTRY SCREEN should now be displayed with
employee record information for Celine.

Click on the only pay reporting line for Celine in the Reporting Lines
area of the screen. (Note: the reporting line you are working on will
be highlighted in blue)

Next, click on the [COPY ALL] button. The system will make a copy
of Celine’s only pay reporting line and the copied line will have the
pay period end date 08/31/07.

To enter the 40.00 hours of vacation for Celine, click in the Vac field
of the copied pay reporting line (red text and pay period end date
08/31/07). Now enter “40.00” hours for vacation.

Click on the [UPDATE] button to update the retroactive vacation
entry. Notice the “Update Completed” message text at the lower part
of the screen.
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9. Finish the activity by clicking on the [EXIT] button, which will
return you to the EMPLOYEE LIST SCREEN, and then the [EXIT]
button on this screen to return to the TIMEKEEPER SELECT
SCREEN.
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