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E" Activities
Springfield PSTC - Activities Setup Editor
ﬁ“ Customers

Springfield PSTC - Customer Setup Editor

ﬁ“ Equipiment
Springfield PSTC - Equipment Editor

E" Profile Synch with JOB DATA
Springfield PSTC - Job-Profile synch run-
contral

E" Projects
Springfield PSTC - Projects Setup Editor

E" Rate Adjustments - By Emplovee
Springfield PSTC - Rate Adjustments by
Emploves

Shifts - By Union
Springfield PSTC - Shift Setups by union

E" TC Group Lookups
Springfield PSTC - TC Group Lookups Editar

Standard Setup

Setup Tables

E“ Crews
Springfield PSTC - Crew Setup Editor

E" Earning Codes {Payroll Setup)
Springfield PSTC - Earning Code Extenzions
=zetup for Payrol

E" Laborcodes
Springfield PSTC - Laborcode Setup

E" Profiles
Springfield PSTC - Timecard Profiles setup
editor

E" Rate Adjustment - By Jobcode
Springfield PSTC - Rate Adjustments by
Jobcode

E" Schedule Modelling
Springfield PSTC - Schedule Modeling

E" Timecard Group Settings
Springfield PSTC - Timecard Group Settings

E" Tasks
Springfield PSTC - Task Setup Editar

Customer Groups
Springfield PSTC - Customer Group Editor

E" Earning Codes Mapping (TC Grp)
Springfield PSTC - Earnings Code Mapping
Editor for TC Groups

E" Materials
Springfield PSTC - Materials Setup Editor

E" Project Types
Springfield PSTC - Project Types

E" Rate Adjustment Rules
Springfield PSTC - Rate Adjustment Rules
Editar

E" Senvice Rates
Springfield PSTC - Service Rate Setup Edit

E" TC Admin Filters
Springfield PSTC - Administer Timecards
page Filter setup editor

E" Units of Measure
Springfield PSTC - Units of Measure setup
editar

There is a set standard in which you need to enter in the information for setup. There are
tables that depend on other tables so the setup needs to happen in a specific order. The order is

1. Create Timecard Group
2. Setup Crews
3.
4,
5.
6.
project types)
7. Setup Labor Codes
8. Create Profiles for employees

9. Map Earning Codes to employee Profiles
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Setup Customers (default only if you are not using Project and Task)

Setup Tasks (default only if you are not using Project and Task)

Setup Project Types (only if we are going to use project types)

Setup Projects (different than our projects. Only used if we are going to use



10. Time cards should be viewable and ready for entry

Activities

This is a description field that is automatically populated upon entering in the Labor Code,

Project, Task, etc. This field is used at Lane County for public works activity codes for cost
accounting. We will probably never use it.

Activity Setup

Timecard Group 1T Activity ID REPORT MAINT Status |FLEE

*Activity Description

Report Maintenance for FeopleSoft Mew Activity ID

Begin Date |07/01/2006 |[#) [CJ overhead Flag

End Date [12/31/2006 |[#] C]AdminUse only | 'Default Earnings Code |REG|

Uniit of Measure a [ Training Required ] anow only this Earncode

FN Departments Accessible to
Finance Department Description

Q &+ [=]

Custorize | Find | view A/l | B8 First [0 101 ] Last

Crews

The crew setup is used to setup groups of employees and the person that supervises them for
review of timecard and check off.
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{ Crew Setup

Timecard Group: Crew Number:
IT 2
First 4] 1ef 1 (v Last
Effective Date: El
0TON2008 i status[Acle v
Descriptiom: Short Description:
Group for IT | (IT Staff
Crew Supenision n
N e Primary
Reports To Name Description Supervisor Read Onl
1/00000050 | Lathrop Rodney G '[’j‘ifferg?na“”” [EClE R0 O =

Link ta Profile

Crew Members ¥y

Link to Profile Name Timecard UserlD Record # Department
Link to Profile Melancon, Randall P TOOORZ I} 23000

Link to Profile Guthrie,Faula Jane TO00ES 0 23000
Link to Profile iller,kerrie E TO02483 0 23000

Customer Groups

This is for grouping of customers. Doubt we will use it as Lane County uses this as part of their
billing module.
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/ Letc Custgrp Setup

Customer ID:
1

Timecard Group:
IT

Customer Setup Information

Information Technalogy

ind | Yiew A First E 1f 1 II' Last
‘Effective Date: *Allocation Type: El
07M0s2006 ||§J F'Er'n::ent:age v| [+] Active
‘Description: Short Description: Customer (General Desch
Customer Allocations (Must Total 100 %)

‘Mmbr Cust ID

Customize | Find [ view a1l | 88 First [ 4 of 1 [ Last
Description Y% to Allocate  Fin DeptiD
[ &

Fund Code

[+ =]
.

Total % 0.00

Projects Assigned To

‘Project Description
1] 2 =]
|
Customers

This is the setup editor to create customers. We probably won’t be using this as we don’t bill to
customers at Springfield.

6
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{ Lcte Cust Setup

Customer ID: Timecard Group:
1 IT Infarmation Technology
Customer Setup Information First E 1¢cf 1 E| Last
. ;
‘Effective Date: FTE: WS Count: . El
prioizo06 | [ Active | || |
‘Description: Short Description: Customer {General Desc):
Finance Department: Fund Code:
I [ Ja
~ Prepaid Account Details Customize | Find | Wiew Al | o First [+] 1of 1 [¥] Last
Date Entered Descr Posted Actual Amount  Sys Data

[+ =] & | | $0.00|

Ending Balance:
§0.00

Projects Assigned To Custornize | Find | View Al | i First 4] 1af 1 [¥] Last
‘Project Description

i =
|

Earning Codes Mapping (TC Grp)

Page used by timecard groups to give TG specific settings and map earning codes to employees.
This is more granular association.
1. Enter in Timecard Group and Earnings Code to map the earnings code to a more detailed

group.

LCTC_TG_ERNCD_SETP

/_Eind an Existing Value _}" Add a New Value

Timecard Group: l:lQ

Earnings Code: l:lQ

Add

Find an Existing Yalue | Add a Mew Value
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2. Associated Dept/Divisions — Enter in department or division that has access to this
earnings code in this TC Group

3. Associated Positions — Enter in positions that have access to this earning code in this TC
Group

4. Associated Jobcodes — Enter in jobcodes that have access to this earnings code in this TC
Group

5. Associated Unions — Enter in union code that have access to this earnings code in this TC
Group

6. Associated FLSA Statuses — Enter in FLSA status for use with earnings code in this TC
Group

7. Associated Employees — Enter in employee ids to be used with this earning code in this
TC Group (Can be used for injury leave or any special leave for an individual employee)

MewWindow | Customize Page | )

{ Earncode to Group Mappi M
Timecard Group: Earnings Code:
IT ovT Overtime 1.5

Customize | Fing [ View Al | B First (] 1or Custornize | Find | view Al | B8 First [ 40 4 [ Last

1 [H Last

‘Department Description ﬁ Description
[ & =l [ e =
Custornize | Find | view Al | B8 First [ 4 o 4 ] Last - Custornize | Find | view All| B8 First [ 1 or 1 0] Last
‘Union .
Code Description
1 & =

ize | Find | Wiews

= [, nize | Find [ viewall | B First [ 4 or 1 [F] Last

Record #

[ da®@E

Bl save | S\ Return to Search | [=] Matify | [E Akl

Equipment
At LC PW they have a fleet system that they use to import the data for this component.
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{ Equipment Details

TC Group HR Equip ID: TRLUCK1

Effective Dated Equipment Information Find | View s First 1 o1 [ Last

B

Effective Date |07/01/2005 |5 Status as of Effective Date | Active 4

License # [ABC123
EquipDesc |BIG TRUCK

Equip Class |A

Class Desc |A CLASS

Equip Assign A CIMonthly Trip Ticket
Assign Descr A ASSIGN

Fin DeptiD Fund Code FYAP
Equipment Owner (P Rate Information
Ratecode |ABC Fleet Rent Type H Rent Type CA H
Fleet Rate §15.00 CARate $15.00

Laborcodes

Laborcodes is a shortcut name for the account code combination of fund, dept, account, and
project. The laborcodes were setup by loading the information from PeopleSoft on what account
code combinations that have been used in the last year.
1. The labor code is setup fund, dept, project id (if there is one). It does not include the
account.
2. The account code piece is the whole account code combination that includes the account.
3. The description is the short description fund code, short description dept, and the whole
project description if there is a project code.
The laborcode short description is only the short description of the dept.
Each labor code is assigned to a timecard group.

SRR
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{ Find an Existing Value {_ Add a MewValue |

Search by: |Timecard Group v begins with

mw

Search Results
Only the first 300 results can be displayed. Enter more infarmation above and search again to reduce the number of search results.

Wiew All 1-100 of 300 [p] Last
Labor Code Account Code Description il .
- Description
LMo 100-01110 100-01110-510000 Gan Fd-ChO Admini ChiO Admini
Lo 100-01110-PE0116 100-01110-510000-FE01 16 Gen Fd-ChO Admini-Budget Preparation ChO Admini
LW 100-01130 100-01130-510000 Gen Fd-Economic O Economic O
Cho 208-01130 208-01130-510000 TRT Fund-Economic D Economic O
COURT 100-04210 100-04210-510000 Gen Fd-Court Court
COURT 236-04210 236-04210-510000 Pal Lewy-Municipal Municipal
DsD 100-63100 100-63100-510000 Gen Fd-DSD Admin DSD Admin
DD 100-63100-PE0116 100-63100-510000-FBE01 16 Gen Fd-DSD Admin-Budget Preparation DSD Admin
Dsh 100-63300 100-63300-510000 Gen Fd-Comm Ser comm Ser
DsD 100-63301 100-63301-510000 Gen Fd-Gen Prop M Gen Prop M
DD 100-63500 100-63500-510000 Gen Fd-Urhan Plan Urhan Plan
DED 100-63500-P20208 100-63500-510000-P20208 Gen Fd-Urban Plan-Pioneer Parkway Extension Urban Flan
DsD 100-63600 100-63600-510000 Gan Fd-CammunPl CommunP|
DD 100-63600-G36044 100-63600-510000-G36044 Gen Fd-CommunPl-S8HPO SallBen match CammunP|
Dsh 201-63500 201-63500-510000 Street-Urban Plan Urban Plan
S0 201-63600 201-63600-510000 Street-CommunPl CommunP|

To enter in a laborcode.
1. Verify that the laborcode is not setup in the system currently.
2. Click on Add to add a new laborcode

Laborcode Setup

[ Eind an Existing Yalue | Add a New Value

Timecard Group: QL
Labor Code:

Account Code: Q,

Add

Find an Existing Yalue | Add a Mew Yalue

3. Enter in the timecard group on what department that this laborcode is associated
with.

4. Enter in the labor code. Make sure and put in dashes between the chartfields. (ex:
Fund 100, department 23410, and account 510000 would be laborcode of 100-
23410. ex: Fund 612, department 62263, account 510000, and project P10455
would be laborcode of 612-62263-P10455.)

5. Enter in the account code. This includes all of the account code combination
fields including account. So by using the above examples the account code would
be (100-23410-510000 and  612-62263-510000-P10455)

6. Click on ADD

10
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{ Laborcode Setup

TC Group:  Labor Code:
CMO 100-01110-PE0116
Account Code:
100-01110-510000-PE0116

‘Description:
Gen Fd-CMO Admini-Budget Preparation
Short Desc:
CMO Admini

Find [ view Al First [ 4 o 1 [ Last

Customize | Find | view Al | B First (01 o 1 D] Last

E| ‘Project Description

‘Effective Date: 1 Q =]

100172004 |5 [ Active |
Account:

Department:

01110

Fund Code:

100

Program Code:
ProjectiGrant:

FBO116
|

Accessible by All

Users Available To

‘Tmed UserlD Name
1 Q =
B save | LLReturn to Search | +[5] Previous in List | +[E] Mext in List | [Z] Motify | [Er 2dd ‘ |

7. On the page, enter in the Description. You need to use the format that was
approved. Fund code short description, dash, department short description, dash
and project long description if there is a project.

8. On the page, enter in the Short Desc. You need to use the format that was
approved, department short description.

9. Check on the Accessible by All to make this code accessible to everyone in that
department.

10. If there is a smaller group of employees that will use this code, you can then
specify the users available to: use this account code combination.

11. The associated projects has to do with the LC project definition not ours. We are
not planning on using this right now.

Materials

Material Inventory is used by LC to track what employee working on a project, uses what
materials, for what time period, and using what equipment and what units of measure. We will
not be using this.

11
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{ Material lventory

TC Group 1T
Matl: 1
Matltem 1
Effective Dated Matimv information Find | Wieww All First [ 1 of 1 [+ Last
=l
‘Effective Date |05/01/2006 |[=1]
Status | Active v
Vendor 1
Description
List Price $0.00
Material UOM &’
Begin Date E‘j End Date E‘j

Bl save | [=] Matify | B Add | LlpdateJDispIay| J Include History | [&F Correct History |

Profile Synch with JOB_DATA

Profile Synch is used to sync up the Profile data with Job Data. This is an app engine program.
It should be ran every night or when a new employee is added in Profile or in Job Data. No
updates are made to the Job Data record. It is only updating the profile records for Time Entry.

1. Navigate to Set Up HRMS > SPR Timecard Setups > Profile Synch with JOB_DATA
2. Enter in the run control

Profile Sync with Job Data
Enter any information wou have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Search by: Run Control ID begins with ||

[]case Sensitive

Search | advanced Search

Find an Existing Yalue | Add a Mew Walue

3. There are not any parameters that need to be entered for this program to run.

12
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J/ Job Sync Profile to Job Data

Fun Control ID:: - 001 Repart Manager Process Manitar Run
4. Run the process LCTC_JBSYNC app engine.
5. It will then sync up the Profile to match what is in Job Data page
Process Scheduler Request
User ID: FS Run Control 1ID: 001
Server Name: *| Run Date: N&/01/2006 E)
Recurrence: ¥ Run Time: 4:51:25FM Resetto Current Date/Time |
Time Zone: Q
Select Description Process Name Process Type ‘Type ‘Format Distribution
PETC Job to Profile Synch Prac LCTC_JBEYMG Application Engine | YWeb || TKT w | Distribution
Profiles

Profiles is the page that is used for every employee to track different information that is needed
for timecards. It can also be used for contractors, volunteers, etc. Those records will not come
over to paysheets but be held in timecards for tracking and reporting purposes.

The effective date is very sensitive for employees. If an employee is transferred to another
department, it affects their timecard displays. Make sure and put in accurate effective dates if an
employee is being transferred or is taking another job.

The profile sync job should be run every night to create or update the profile records. You can
create a profile record if the employee record has not been created yet.

Once a profile is created, you will need to add the laborcodes, crew and holiday hours for that
employee.

If a person cannot login, it is probably because their profile user id is not the correct user id. Go
into their profile and make sure their userid is the first four characters of their last name and the
last 4 digits of their social security number. If it isn’t, change it, save the record and the
employee should then be able to login.

13
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{ User Profile

TC User ID: Record # EmpliD;
TODOBS 1] |

‘Name:

User ID:
Guthrie,Paula Jane |

Effective Dated Profile Settings

‘Effective Date: Timecard Group: Employee Status: El
07/0172005 |5 [ Active .

[CJanow TM vac During Probation

‘Emp Type: | SPREmp v Zone
‘DeptiD: | 23000 Q. Information Services

FnDeptin|  |Q
crew:[2|Q FundCode|  |Q
seris[ A

Wiewlpdate Assigned Laborcodes

Schedule ID
Sched Reason | Standard | | [
OR
Sat Sun Mon Tue Wed Thu Fri StdHrsDay StdHrs/Wk:  Hol Hrs:
L r r 1 Jl | 4ooof oo |
Position:Q System Administrator Rate Adjto Use for Leave I:IO‘
Job Code: Q System Administrator

Rate for Leave Hours
Union/BL: Q i Q Oregon Public Employees Union
FLSA Status: Hol Sched Q

Job Eff Date: Empl Rcds: Job Eff Seq: Pay Group:
ario1iz005 a a SP wanthly Payroll
TC User ID: Record : EmpliD: ‘Name: User ID:
T00085 0 Guthrie,Paula Jane |
Laborcodes Assigned

TC Group ‘Labor Code

First [«] 1af 1 [¥ L
. Short
Description Description Set As Default Default for L eave
[100-23410-PE0014 | Q [Peopleson

||PeopIeSUﬂ | O O

[+ =
|

IT

Project Types
Project Types

14
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{ Project Type Setup

Timecard Group:

HF Human Resaurces

‘Project e
Type Description
1 |||NC | |Wnrkers Compensation

Projects
Projects

[ Project Setup

Project ID: Timecard Group: Description:
BEM OFPEMN EMROLL HR Human Resources

Effective Dated Project Information ] 3
'Effective Date: Description: Short Description: =]
711802006 | |Benefits Open Enrallment | |BenopenE | [“lActive
Project Type:  Description:

7] ; .

l:lQ I Pre-Paid Project Allow Non-worked Time

Allow Accomplishments
Project Manager:

aQ Cl approved

Begin Date E‘:I Fund Code I:IO\ BMP | D-UUD| Proj Category D
ProjRolp| | EmP| 0.000]

End Date: I:IE':| Bridge TRS I:I Roadclass I:IQ Hopper |:|

Description Task Status
DFLT | Defaul | o [active | =
|

[lAccess All Customers
Associated Customers

'Customer 1D Description Dt Project Customer

DFLT |@  Defautt O =]

[lAccessible by All Laborcodes
Associated Laborcode(s)

‘Labor Coie Description

E— il

Rate Adjustment - by Jobcode
Rate jobcode

15
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{ Rate Adj by Jobcode

Timecard Group [T Rate Adjustment ID REW
Effective Dated Rate Xref Information

First E 1af 1 Izl Last

‘Effective Date | 01/01/1900 |5 Status Description

|EI

Job Code I:IQ
ocJobcode| R

Percent Increasel | |

Append Descr

[Cvalidate Flag

Rate Adjustment Rules
Rate rules

{ Rate Rules

Union Code:
OFE QOregan Puhblic Employees Union

Effective Dated Rate Rule Information

Effective Date:

roizons 5

Description: Short Description:

|Rate 5% nearest Step | 5% + Step

Percent Increase:

[Omcrease to Closest Step

Last Updated: Last Updated By:
07M19/06 11:24:40.000000AM TCMAR

Rate Adjustments — by Employee
Rate employee
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[ Employee Rate Adjustment Y Useage History |

Rate Adjustment ID:
MEWY

Effective Dated Rate Adj Info

‘Timecard UserlD:

(=]
Record =
Q,

*HR Status:

[N

EmpliD: DeptiD: Job Code: Grade: Step: Hrly Rate:

Union Code:
Effective Date:  ‘Description: "Adjustment Type:
08/01/2006 |3 | v | [JRate is for Leave Hrs [¥] Active

‘Beqgin Date: ‘Endl Date:
[e! [E]
Union:  Grade:  Step: Rate Applied to Emp: % Change:
Comment:

| Emplayee Rate Adjustment ) Useage History )

Rate Adjustment ID:;
MEWY

Rate Adj Useage Details

Pay Period End Date

Pay Run ID Weel No

First E 1of 1 |I| Last

Schedule Modelling
Modeling

17
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| Schedule Model Setup

TC Group: IT
Schedule ID b-F 2HRS

Description “-nnn - Fri 8 hour people

[Iseasonal
Typical Weekly Hours Model Customize | Eind | % f i First 4] 1af 1 [¥] Last
Sun Mon Tue Wed Thu Fri Sat StdHrsDay  StdHrs Wk Hol Hrs

0.00 2.00 2.00 2.00 2.00 200 0.00 |8.DD | |40.an | 2.00

Service Rates
Service rates — how much worth for billing purposes

[/ Service Rate Information '\

Service Rate ID:
AMNALYST

Effective Dated Rate Information ind | Firgt (4 1 of 1 D] Last

Effective Date: El

oz 5

‘Description:
HR Analyst

Short Description:

*Hourly Rate: *Allocation Type:
| $50.000000| Employee  +

Last Updated Date-Time Stamp: Last Upidated User Name:
O7M8/06 4:38:223.000000PM BELKZ2195

Shifts — By Union
shifts
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{ Shifts by Union

Timecard Group FIRE Fire Department

Timecard Group Settings
Tc group settings

| Timecard Group Setup and Maint |

Timecard Group: ‘Description: Short Description: Active for Payroll

FIRE |Fire Department | [FIRE |

‘Live Date: 07/01/2006 |[5

HR DeptsDivisions Customize | Find | View Al | B8 First M1 o 1 M Last
‘Department Description Use Accomps Use Equipment Use Materials [“luse Punch Times
1|35000 | Fire = [Fluse Training
e | LJLock Laborcode
Use Shifts
[“luse Projects & Tasks

Allow Drit Proj on Worked Time
Allow Drit Proj on Non-Worked
Allow ProjTask on Non-Worked

Use Activities & Projects
[ Auto-Number Projects

O Sign-Off D-Auwdit when Locking

[Cuse Billing (IS Only)

[ anow Labor Mods i Pyrl Lock

l:l 2 Chars of Fn Dept

~ Timecard Group Administrators
‘Position e .
Number Name Description Apprv Time Read Onl

00000216 |, Murphy,Dennis Michael Fire Chief O [=]

Customize | Find | Wiew All | i First E 1 0f 1 |I| Last

* Require Punch-Times for EarnCodes
Earnings Code

[ =

Customize | Find | Yiew A L] First (40 1 o 4 [¥] Last

1 Save | LLReturn to Search | +[E] Previous in List | +[E| Mext in List | [=] Matity |

TC Admin Filters

Bk Add

There are several Timecard Admin Filters. These are used to select (filter) only specific records
for a timecard group. The filters are used in the Administer Timecard page. Currently the filter

that are there are:
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TC Filters Status Description

Active Payraoll Exception Filter

Active Mo Employee Approval

Active Mo Supervisor Approval
Active Mo Department Audit Approval
Active Mo Department Approval
Active Mo Payroll Approval

Active WWeek 1 Timecards

Active Week 2 Timecards

EERRIEIEIEER

S1 - No Employee Approval - LC_EMPL_STATUS = “N’

S2 — No Supervisor Approval - LC_SUPV_STATUS ='N'

S3 — No Department Audit Approval - LC_DAUD_STATUS ='N'

S4 — No Department Approval - LC_DEPT_STATUS ='N'

S5 — No Payroll Approval - LC_PYRL_STATUS ='N’

W1 — Week One Timecards - LC_WEEKNO =1

W2 — Week Two Timecards - LC_WEEKNO ="2'

PX — Payroll Exception Filter — All Other Exceptions that need to be identified

N~ wWNE

The Admin Filters will be created by the IT Team. It is part of a sql statement that is used in
peoplecode when selecting records in Administer Timecards.

{ Admin Filters
‘TC Filters: Description: Short Description:
51 Mo Employee Approval Mo Emp Apy [ status

'SOL Statement Text:
LC_EMPL_STATUS ="N'

TC Group Lookups
Group lookup

RFP 1702 ATT 7 a
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| Project Types Y Roadclasses ' Units ofMeasure | it VendowStkPiles |

Timecard Group CMO

City Manager's Office

'Project e
Tvne Description

Bl Save | S Return to Search | 1E | +E] Mext in List | [=] Motify | S A |

{ Project Types | Roadclasses Y Units of Measure | hitrl VendonStkPiles )

Timecard Group CMO City Manager's Office

Customize | Find | View All | 55

‘Roadclass  ‘Description

{ Project Types | Roadeclasses | Units of Measure Y hitrl VendorStkPiles

Timecard Group O City Manager's Office

LInits of Measure

Unit of o
Measure Description

- . q " e . |
Customize | Eind | Wiews All | 5

First El 1af 1 IIl Last
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{ Project Types | Roadclasses | Units of Measure | Mirl Vendor StkPiles '

Timecard Group ChO City Manager's Office

Material Vendors/Stockpiles Customize | Find | Wiew Al | L First [ 4 or 1 [ Last

“Vendor ID Vendor Hame

| || | & =
L

Tasks
tasks
{ Task Setup
Task: Timecard Group:
DFLT Fir Finance

Effective Dated Task Description ind | Yiew Al First El 1 af 1 IE Last

Effective Date: Description: Short Description: [=]

brinzne 5 st | Flncine

Unit of Measure
Unit of measure

j Units of Measure

Timecard Group: [T

Unit of Measure |BS

Description

RFP 1702 ATT 7 a
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Dynamic Reporting

* SPR HTML Report Setup
— HThiL Report Definitioing

HTML Report Definitions

This is a description field that is automatically populated upon entering in the Labor Code,
Project, Task, etc. This field is used at Lane County for public works activity codes for cost
accounting. We will probably never use it.

TC Dynamic Reporting

This is a description field that is automatically populated upon entering in the Labor Code,
Project, Task, etc. This field is used at Lane County for public works activity codes for cost
accounting. We will probably never use it.
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Time Entry

User Procedures

Employee
e Access timecard information using the browser, Springboard or PeopleSoft HR.
e Enter and maintain timecard information regularly to department requirements.
e Electronically sign off on timecard weekly for submission to Supervisor.
Supervisor

e Performs all duties as an employee AND the following responsibilities.
e Accesses timecard information for subordinates and verifies time.

e Electronically signs off on timecards for crew and submits to Dept Audit
person

Department Audit
e Performs all duties as an employee AND the following responsibilities.

e Accesses timecard information for department inside PeopleSoft HR and
reviews all time.

e Makes any adjustments and changes necessary.

e Electronically signs off on timecard information for the department-audit and
submits to department head.

Department Head
e Performs all duties as an employee AND the following responsibilities.

e Accesses timecard information for department inside PeopleSoft HR and
reviews all time.

e Electronically submits Department Head Approval

Payroll
e Accesses Springfield timecard information using PeopleSoft HR
e Audits, adjusts and processes time for the city.
e Electronically completes all high level Timecard adjustments for the pay period
and transfers information to PeopleSoft Payroll for final processing.

My Timecard Home
My timecard home

24

RFP 1702 ATT 7 a



{ My Timecard Home

Timecard UserlD: Name EmpliD
[Toooes | [suthrie Paula Jane | [1113

Timecard Information

J." Main Y Status \II

Wiew TC  |Template Red %&E Run 1D |Dates Description | Hol +Lleave |+ Norm = Reg Pay | TC Warn OT Hrs DT Hrs. Acrd Cth Hrs Adj At
Wiew TC | Template O I 1807 Q2. O FUTURE MISSING TC

Wiew TC | Template 0 T 1807|8426 - OM FUTURE MISSING TC

Wiew TC | Template O I 1707 |BMO - 8125 FUTURE MISSING TC

Wiew TC | Template 0 T 1707 |BMZ - BME FUTURE MISSING TC

Wiew TC | Template 0 I 1607 |85 - 8011 FUTURE MISSING TC

Wiew TC | Template 0 T 1607|720 - 84 FUTURE MISSING TC

Wiew TC | Template O I 1807 |Te22 - 7428 FUTURE MISSING TC

Wiew TC | Template 0 T 1807 |THME - Tezd FUTURE MISSING T

Wiew TC | Template O I 1407 | Ta- T4 FUTURE MISSING TC

Wiew TC | Template 0 T 1407 (THM-77 FUTURE MISSING TC

Wiew TC | Template O I 1806|820 - 8126 FUTURE MISSING TC

Wiew TC | Template 0 I 1806 |83 - 819 FUTURE MISSING TC

View TC | Template 0 I 1706 |86 -8/12 ACTIVE MISSING TC

Wiew TC | Template O T 1706|7630 - 845 ACTIVE MISSING TC

Wiew TC | Template O I 1606 | TME - 7122 HISTORY 16.00 16.00 32.00 ot 40 .00
Wiew TC | Template 0 T 1806 | Te2- T HISTORY Mot 40

I
My Timecard
My timecard.

MMy Timecard
Enter any information you have and click Search. Leave fields hlank for a list of all walues.

[ Find an Existing Value _Add a Mew Value |

Timecard UserlD: | hegins with » ||| |Q
Timecard User Record .1'.=':| = v| | |

Timecard Group: | hegins with || |Q

Pay Run ID: | heging with || |Q
PayPeriod End Date: | = | | la

Week Begin Dt: |= v| | |E’g

Week No: |: v| | v|
Name: | hegins with || |

[Icase Sensitive

Search | Claar | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue

My Timecard Template
My timecard template
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My Timcard Template

Timecard UserlD: Record # HName: Timecard Group:
TO0OBS 1} Guthrie Paula Jane IT

EaYe | Return to My TC Home

Template Values

f Main h

|m
IE
5
|Z
&
=}
=
d
&
B
=
=
m
=3
=
i
o
=
=3
=3
&
=3

*Labor Code  *Project *Task *Customer *Erncd Activity Desc | Sat

fwma [ Ja [ Ja | & [ & - —
]

I SPR Tirmecards

— Administer TS Groups

— Administer Timecards

— Administer Training

— Crew Sheets

— Delete a CrewsShest

— Dynamic TC Repart

— Load PETC Datato
PaylLines

— My Timecard Home

— My Timecard Template

— My Tirmecard

— Schedules - Employees

— Sort Codes for Crew
Sheets

— Delete 2 \WWarkrougp

= 'Waorkaroups - Setup
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Timecard Administration

Administer Timecards

Admini

ster timecards

[ Timecard A

ation 1 Brawse TC |

TC Group:

Refresh I Q Crewe #: Q War kgroup Q TC Filter 1: TC Filter 2:
hd hd

TC Filter 3

i

Bdgt Authz Al TC's
Bdgt Authz Week 1

Bagt Authzweek 2 |

Timecard Information

Wi TC

Wiew TC

Wiew TC
Wiew TC

Wiew TC

MWiew TC
Wiew TC

Miew TC

Wiew TC
Micw TC

Wicw TC

Wigw TC

Wigw TC

Pay Run ID: Pay Begin Dt: Wk 2 Start Ot: Pay End Date:
1706 =} LIM-Lock Wieek 1 UM-LockWeek 2 |
07/20/2006  02M06/2006 0212/2006
Erowss Hame Wk # |Empl St Emp  |Sup  |Dfwd  |Degt | Pyl
Browse Copeland Kimberley [ ik 1 Active
Browse. Copeland Kimberley [ Wz | Addive
Browse FINCH,MICHAEL i 1 Active
Browse FINCH,MICHAEL ik 2 Active
Browse Guthrie,Paula Jane ik 1 Active
Browse Zuthrie,Paula Jane ik 2 Active
Drowse. Haight,Daniel A, W4 | Active
Drowse. Haight,Danizl A, W2 | Active
Drowse. Kosuru,Ankineedu P W4 | Active
Drowse. Kosuru,Ankineedu P k2 | Active
Browse. Lathiop.Rodney & k4| Active
Hrowse. Lathrap.Rodney & W2 | Active

Crew Sheets
Crew sheets

RFP 1702

Crew Sheets

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value {_Add a hew Yalue |

Timecard Group: | hegins with s lT aQ,
Date of pay: = " [5]

Crew SheetlD: | hegins with

Type: = w Crew Sheet
Maode: = b

SupenAsor: hedgins with

Name: begins with

[Icase Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Find an Existing Value | Add a MNew Value

ATT7a

TC Wimrn

MISSING TC
MISSING TC
MISSING TC
MISSING TC
MISSING TC
MISEING TC
MIEEING TC
MISEING TC
MISSING TC
MISEING TC
MISEING T

MISEING T
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| Crew-Sheet { Funches /0T ' Training | Emp Hoor Check |

TC Group: T CSID 160610720N002 Draft
Id LbhrCode
Supv Opridl TGMAN Type Crew Sheet Synch Template
Waorkgroup Emcd
Pay Dt 072072006 Thursday Project
Dup Eqp Crew !
Weather 4 Dup Labor Use Sched Hours
Comments Dup Mame

Crew Sheet Entries

Sort Cd Save as Termplate
F

J( Main Y ACCOmps Y Comments Y Errar Info \II
Hame Rec  |Labor Code Project Task Cust Hrs it Adj Erncd bkl
D E FINCH,MICHAEL 0 NEW CD DFLT DFLT DFLT 200 REG
I:‘ E FINCH, MICHAEL anr HELF WE DFLT DFLT 2.00 RE&
I:‘ FINCH, MICHAEL anr DFLT DFLT DFLT 4.00 REG
D E Guthrie,Paula Jane 0|PsOFT HELF ME DFLT DFLT 200 REG
I:‘ Guthrie,Paula Jane 0|PsOFT DFLT DFLT DFLT 4.00 REG
D E Guthrie,Paula Jane 0 HEW CD DFLT DFLT DFLT 200 REG
I:‘ E MillerKerria E 0 MEW CD DFLT DFLT DFLT 2.00 REG
I:‘ MillerKerrie E anr LFLT LFLT DFLT 4.00 RE%
D E Miller Kerrie E anr HELF ME DFLT DFLT 200 REG

| S\ Return to Search | [=] hatify | B s |

|/ Crew-Sheet | Punches /OT Y Training " Emp Hour Check

Name Rec Erncd TC Hrs Punch/OT Hrs
Guthrie,Paula Jane u} REG a.00 a.0n
Miller,Kerie E ] REG 2.00 2.00
FINCH.MICHAEL ] REG 2.00 2.00

Punch Time Information

Name Rec Erncd Start Time PeriodEnd  Unpaid Extra/Pd TtiHIs | Comment
(Break) hrs Lunch Hrs

FINCH,MICHAEL a REG 2:00AM 5] .00 worked hard

Guthrie,Paula Jane 1] REG Q:00AM 57 8.00 |workeed hard

Miller Kerie E ] REG o:o0amfE] 2.00 |worked hard

L\Return to Search | [Z] Motify
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J/ Crew-Sheet | Punches /0T | Training {_Emp Hour Check

Requirements
Name Rec  Activity Hours Course Hours

x) o.on

Training Details

Name Rec Cowrse Code Couwrse Descr TinHrs
0 2

Employee Comment

LLReturnto Search | [=] Notify SN

| Crew-Sheet | PunchesiOT | Training | Emp Hour Check

Crew Sheet ID 160610720M002

Employee Hour Check

J.f Day W wieek )Wy Signoffs | [FER

View Emp Info Name STD HrsDay  |Hol Leave Morm Req o1 DT
Wiew ErMp N0 |FINGHMICHAEL

Accm Oth Day Warnings
16.00 16.00 (2 Hours already on TC)
Wiew Emp Infa | Guthrie,Paula Jane 2.00 2.00 16.00 (2 Hours already on TC)

Wiew Emp Info | Miller,Kenie E 2.00 2.00

Delete a Crew Sheet
Delete crew sheet

/ Delete a Crew Sheet

Timecard Group Q

Crew Sheet ID | |Q

| Delete Crew Sheet I
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Schedules - Employees
Schedules

[ Employee Scheduling

TC Group Q Pay Run ID | 1706 Q
Crew ID |:|Q Week Begin Dt 08/06/2006 |5

< LastiWeek| Mexivesk—»|

Wrkgrp ID | |O\ Scheduling Sat 08/06/06 - Fri 08/12/06
Schedule Information

Sort Codes for Crew Sheets

Sort codes
f Sorting Codes
TC Group: T
SortCode SCHED1  pescription |YWasteMamtSched | Hee"wm,|Emplwee v|
Sort Sequenceinfo
'Sequence Description
1| Short Mountain | =]
| 2| |EIearCreek | =l
| 3| |AdamsApple | =

Delete a Workgroup
Delete workgroup

30

RFP 1702 ATT 7 a



{ Delete A Workgroup

Timecard Group Q

Workgroup ID | |Q

Delete Workgroup |

[=] motify |

Workgroups - Setup
Setup workgroup

[ Workgroup Setup

Timecard Group: Workgroup 1D: Description: Sort Code

IT MNEW

[ | | Q
First [+] 1 of 1 [¥] Last

TC UseriD Rac #

| & [ & (ola @ =

[Ishare This Group

Last Updated Date-Time Stamp: Last Updated User Name:

Bl Save | [=] Matify

RFP 1702 ATT 7 a
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UpdateDisplay
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Timecard Approval

Administer Timecards

The Administer Timecards page is used by Supervisors, Department Auditors and Department
Heads to approve the group of employee timecards that they are assigned to.

Using the left-hand navigation, access the “Administer Timecards” link.

/" Timecard Administration {__Browse TC
TC Group:
Crew & Warkaraup TC Filter 1: TC Filter 2: TC Filter 3
Refresh
Q e | Q (&} v v v
Pay Run ID:

Pay Begin Dt: Wk 2 Start Ot; Pay End Oste:
07/30/2006 02062006 03M2/2008

1706 Q

Timecard Information Customize | Find All'| - First (4] 110 of 1a [V Last

Migw TC Browse Name ik # | Empl St Empl Super ﬁt %‘;—; Pyl Hol +Lleswe |+ Morm  |= RegPay TC Warn o1
Wiew TC Browse Bonevik, Trudy Juanita Wikl | Active MISSING TC
Wign TC Broukse Borevik, Trudy Juanita e 2 Artive MISSING TC
Migw TC Brovwse Grimaldi,Gine C. Ul 1 Aetive MISSING TC
Migw TC Brovwse Grimaldi,Gine C. Ul 2 Aetive MISSING TC
Wiew TC Browse Laudati Niel wied | Active MISSING TC
Wiew TC Browse Laudati Niel W2 | Active MISSING TC
Wiew TC Browse Fappas.Cynthia . Wikl | Active MISSING TC
Wiew TC Brouse. Fappas,Cynthia I Wk | Active MISSING TC
Migw TC Brovwse SowaAmy L. Ul 1 Aetive MISSING TC
Wiew TC Browse Sowa,Amy L. W2 | Active MISSING TC
Wiew TC Browse TamulanisJohn B. wied | Active MISSING TC
Wiew TC Browse TamulanisJohn B. W2 | Active MISSING TC
Wiew TC Browse Wiilson.Julie Martinez Wikl | Active MISSING TC
Wign TC Broukse Miilson Julie Martinez e 2 Artive MISSING TC

Screen Control

Timecard Group

Enter the Timecard Group you wish to view timecards for (This defaults to your home group, and most people will
only have access to one group).

Crew Number

Press the prompt button to select the crew you wish to administer. As a supervisor, you will only have access to
your primary crew, or crews you have been selected as back-up for. This defaults to blank.

Pay Run ID

Use the prompt to select the pay-run you wish to administer. This defaults to the Active period. The only time you
would select a Run-Id other than the active is in the brief window where the previous run is Still Processing and the
new Run-1d has started.

Lock Week1/2 Buttons

These buttons will only be available for Department administrators, and are used to prevent new timecard creation
and timecard updates for each week if desired by the department.

Timecard Information Columns

View TC

33

RFP 1702 ATT 7 a



You can access any of crew’s timecards by selecting the “View TC” link next to the person/week you wish to see.
Browse

This activates the “Browse TC” Tab and brings up the employee you select from the list. The “Browse TC” page is
discussed later in this document.

34

RFP 1702 ATT 7 a



Name
Employee Name

WKk #
Timecards are completed on a weekly basis. Run-I1D’s are a 2-week period. Week # indicates which week (1 or 2)
the given timecard is for in the given Run-ID.

Empl Sts
The Employee Status column displays the status the HR has entered for the employee. Typically, this should be
“Active”. However, if an employee is on leave, recently terminated or other, this status may reflect those situations.

Empl-Pyrl Checkboxes
These checkboxes indicate who in the process has signed off on the timecards.

Hours Columns.
The Timecard Home page will display hours in each of the categories seen. (Holiday, Leave, Regular, Overtime,
Double-time, Accumulated Hours (Comp Time), Other Hours, and finally Adjustment amounts).

TC Warn
This red indicator will alert you if the employee is Missing a timecard, or has entered regular hours <> 40. The “Not
40” warning can be ignored if they do not typically work 40 hours, or if that week they truly had an exception.

Other Info
This column may have warnings if the employee’s current profile is out of synch with HR Data, or they are a
contractor and not being paid through Payroll, or other important information about the employee.

Browse TC

Timecard Administration | Browse TC
TC Group: Crew #  RunliD: Wk = Job CD: Union: BGU: FLSA Stat: Empl Approval

ChiCr [R1= 1706 Wik 1 21936MN  NON Manexermpt Super Approval
TC UserlD: Rec #  Name: RegTemp  Std Hrs/Wk: Dept Audit Approval

TOO342 1] Borrevik. Trudy Juanita Regular 40,00 Dept Head Approval

Pawroll Approval

ViewTC  MISSING TC = Prevous]| [ Nex- ]

¥ Timecard Details

Tatals

} Adjustment Detail

¥ Punch Details

¥ Training Details

Hal: + Leawve: + Harm: = Reg Hrs: OT Hrs: OT Hrs: Acerd: Oth Hr=: Armount:
Leave RequestInfo Link Joh Data Link List Crewsheets

Jirnecard Administration | Browse TC

General Information

You can use the “Browse TC” page in the Timecard Administration area to review and approve your Employee’s
time. This feature allows quick access to view the timecards, however you cannot modify any employee time here.
If you need to perform an operation on an employee’s timecard other than approving it, you must use the “View TC”
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link to activate the employee’s timecard. From there, you can make any changes that may be necessary before
approving the employee’s time.

Approval Checkboxes
If you are a supervisor, check the “Super Approval” for the employee timecard if you approve the time as entered.
If you are the Department Audit, check the “Dept Audit Approval.”

Navigation Buttons
Use the “Previous” and “Next” buttons to scroll through the timecards you have actively showing on the “Timecard
Administration” page.

Timecard — Payroll

Earning Codes (Payroll Setup)

The “Earnings Codes Extensions” component performs 3 major functions. Through the
“Earning Code Setup” page, it allows payroll to assign attributes to Earning Codes that provide
for some validation during use by employees or report and lookup filtering and it allows Earning
Codes to be assigned to different leave types. The “Earning Code Mappings” page serves as a
mechanism to give or deny access to Earning Codes to the Timecard Groups or unions.

Earning Code Setup

[ Eaming Code Setup {_Earming Code Mappings |

Earnings Code:
HOL Haoliday

Effective Dated Information

Effective Date: |
07i03/2006 |[=) [+] Active [(1s Worked Time

Earncode Type: [CJcount Toward FMLA

ol 2 [ Count Toward OFLA Customize | Find | Wiew All |

Y i First El 1af1 m Last
[IBenefits Use Only omment

i e
Premium %: ClPayroll Use Only =Hne =
+

Update Audit Statuses +]

‘Multiplication Factor: |

1.0000
Timeclass {PW Historical) Leave Type Pend Usea?
hs «| O (=l

[Jaccess to All Employees -

1. Earncode Type: This drop-down allows you to setup an Earning Code as “Holiday”,
“Regular”, “Leave”, “Holiday”, “Overtime”, “Double-time”, “Accrue” or “Other”.

e Holiday — Places hours earned into the “Hol” bucket on the admin screen and is added to Leave
and Reg. to count towards the weekly 40 for warn-checking. ALSO, this selection requires
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timecard user to enter Holiday Date information for each day hours are applied to an earn-code
with this type.

e Leave — Places hours earned in the “Leave” bucket on the admin screen and is added with Reg.
hours counting towards the weekly 40 for warn-checking.

e Regular — Places hours earned into the “Regular” bucket on the admin screen and is added with
Leave and Holiday to count towards the weekly 40 for warn-checking.

e  Overtime — Places hours earned into the “OT” bucket on the admin screen.

e Double-time — Places hours earned into the “DT” bucket on the admin screen.

e Accrue — Used for comp-time types. Places hours earned into the “Accrd” bucket on the admin
screen.

e  Other — Used for on-call or other misc. hour types not fitting another bucket.

2. Premium %: This field is required for “Premium Pay” type earning codes. No-
where else in the system is the percent-over-base rate captured, so to pay a person
correctly, this field needs to be entered for premium-pays such as L10, etc.

3. Accessible by All (Checkbox) — This will grant immediate access to the given earn-
code to all employee timecards.

4. Attributes Checkboxes

e Is Worked Time — Check this box for earning-codes that are “Worked” hours.
Count toward FMLA - Check if the earn-code counts toward FMLA.
Count toward OFLA - Check if the earn-code counts toward OFLA.
Benefits Use Only — Check if only benefits should be using it (78, etc).
Payroll Use Only — Allows payroll person to enter the earn-code on the timecard,
but no-one else. (Use in conjunction with the “Accessible by All” checkbox.

5. Leave Types Avl To - Add entries here for each “Leave Type” that should have
access to a given earn-code. This is used as a lookup by the LC Leave and soon-to-
come Leave Request functionality to limit which earn-codes can be used in a given
editor.

6. Validation / Audit Rules Checkboxes
e Comments Required — Check this box to require the user to select from the list

of comments. (You must supply a list of approved comments when checking
this!)

7. Approved Comments - Add entries here to provide the Timecard User with options
for comments. For “Comment Required” type earn-codes, you MUST specify valid
comments as the Timecard User will be limited to only entering the approved
comments you enter here.

Earning Code Mappings
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/ Earning Code Setup | Earning Code Mappings

Earnings Code:
HOL Haoliday

Give this Erncd to Employees Having: Customize | Find | Wiew All | i First [+] 1af 1 (] Last
nion Descr FLSA Status Job Code Descr
Code —
Qregon Public
OPE|Q Emplavees Unian | 9| @ =]

Give this Erncdtothe TC Grouptomap Custormize | Find | Wiesw All | i

out themsehres:
‘Timecard Group Description

[ R = =

1. Give Earncode to employees Having- Add entries for each Union, FLSA Status
and/or Jobcode. Union is a required field but FLSA Status and Jobcode are optional.

2. Associated TC Groups - Add entries for each Timecard Group that should have
access to the given Earning Code. From this point, the associated Timecard Group
will have to assign the Earning Code out to employees for anyone to have access to
use it.

Administer TC Groups

This page is used by Payroll to monitor the status of each active Timecard Group and prepare
them for payroll processing. It can be given to the department auditor in read only to see what
percentage has been entered and approved.
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[ Payroll Administration

Pay Run ID: Pay Period End Date:

1706

Q n8H 22006 | Timecard Administration Link

| Load Payroll Link

Timecard Group Status Customize | Find | Yiew 7 | B First [ 1-10 of 10 ™ Last
ICGroup  |Description ;,L""’E—'“ere" E‘” D—j& :‘_Q*E—"tere" ,:,“L%'l EL&—Z'& Pavroll Status |Audited ?

Chia City Manager's Office 0.00 0.00 0.00 0.00 0.00 0.00 | In Process =
COURT Court 0.00 0.00 0.00 0.00 0.00 0.00|In Process =
DSD gg‘;?_mpme”tse"”ces 0000 000 0.00 0.00) 000 0.00 InProcess =
FIr Finance 0.00 0.00 0.00 0.00 0.00 0.00|In Process =
FIRE Fire Department 0.00 0.00 0.00 0.00 0.00 0.00 | In Process =
HR Human Resources 0.00 0.00 0.00 0.00 0.00 0.00|In Process =
IT Infarm ation Technolagy 0.00 0.0a 0.00 0.0a 0.0 0.00 InProcess =
LB Library 0.00 0.00 0.00 0.00 0.00 0.00|In Process =
POL Police 0.00 0.00 0.00 0.00 0.00 0.00 |In Process =1
P Public Works Department 0.00 0.00 0.00 0.00 0.00 0.00|In Process =

NG wWN

10.

TC Group field is a list of the Departments and descriptions that were setup for
timecards.

% Entered W1 — This is the percent that has been entered for that department for week 1
% Sup W1 - This is the percent that the supervisor has approved in week 1.

Dep % W1 - This is the percent that the Department Head has approved in week 1.

% Entered W2 — This is the percent that has been entered for that department for week 2
% Sup W2 - This is the percent that the supervisor has approved in week 2.

Dep % W2 - This is the percent that the Department Head has approved in week 2.
Payroll Status — The idea is that come Monday afternoon or Tuesday morning of the
"Processing” week, payroll will come in and see the department 100% signed off for both
weeks. They can then press the "Lock Payroll" button to lock the group down from
further entry (on the dept's part anyway). They will then use the "Administer Timecards"
page in payroll to audit each group. Once they are done auditing, they can optionally use
the "Audited" checkbox to mark the group as audited. Then they continue down the

list. When they are completed done auditing and are ready to load pay-lines, then press
the "Confirm all Timecards" button to fully lock down timecards, even from

payroll. Then they load payroll. (They CAN "Un-Confirm" with that button, as the label
will change to "Un-confirm all timecards" when they press it.)

Lock Group - Used the “Lock Group” button to lock each group individually for payroll
processing. When a TC Group is locked, Payroll can access and update timecard records,
but no-one else can modify any records. When you click the button (it is expecting the
pay-run to be in "Processing" period to work properly) it will change from "Lock Group”
to "Un-Lock Group". The group can be unlocked it if hasn’t bee processed yet.
Audited? — If there is another group that checks to make sure that the timecards are all
correct, they can go in here and check the audited box to show that they have audited that
department. Could be used for the department admin person.
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11. Confirm All Timecards Button — Use the “Confirm All Timecards” button to lock all
timecards for import into payroll. This will make all timecards view-only to everyone.
Once you have confirmed the timecards, you can Unconfirm All Timecards if you need
to make changes. This button is available when the pay period is in processing mode.
When it is still in active or future mode then the button will be grayed out.

12. Timecard Administration Link — Use the “Timecard Administration Link” to bring up
the Administer Timecards page in a separate window. This will allow Payroll the ability
to reach individual timecards in an orderly fashion. When it is still in active or future
mode then the link will not be available. It is only when it is in processing mode that the
link is available.

13. Load Payroll Link - Use the “Load Payroll Link” to access the application engine
process that loads payroll from the timecard data. When it is still in active or future mode
then the link will not be available. It is only when it is in processing mode that the link is
available.

Load PSTC Data to Paysheets

This is the process that takes the approved and audited timecards from the TC system to
paysheets. It is an application engine program. It loads into PAY_PAGE, PAY_LINES,
PAY_EARNINGS, and PAY_OTH_EARNS tables.

6. Navigate to SPR Timecards > Load PSTC Data to Paysheets
7. Enter in the run control

LCTC_LOAD_EXPORT
Enter any infarmation yvou have and click Search. Leave fields hlank far a list of all values.

J Find an Existing Value {_Add a Mew Value |,

Search by: Run Control I hegins with |

[Jcase Sensitive

Search | Advanced Search

Find an Existing Yalue | Add a Mew Value

8. It will automatically fill in the company of SPR and the pay group of BWK.
9. Enter in the Pay Period End Date for the timecards that you are loading to paysheets.
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{ Load TC Export File

Run Control ID: 001 Report Mananer Process Monitar Run
Company:
Pay Group:
Off Cycle
Pay Period End Date:
072952006 |C
B Save | L\ Return to Search | | +E] Mext in List Mitify | Sk A

10. Run the process LCTC_LOAD app engine.
11. It will then load the paysheets for every employee with a timecard.

Process Scheduler Request

User ID: Pg Run Control ID: 001

Server Name: *| RunDate: 07i27/2008 B

Recurrence: | Run Time: 10:48:18AM Resetto Current DaterTime |

Time Zone: Q

Select Description Process Name Process Type “Tupe ‘Format Distribution

LCTC_LOAD LCTC_LOAD Application Engine | Web || THT | Distribution
Ok Cancel

What does the load do?

1.1t mines PSOPRDEFN and JOB_DATA for new users to create.

2.1t creates a new PS_LCTC_PRFL record for the new users found

3.1t creates PS_LCTC_PRFL_DATA (child) records for the new PS_LCTC_PRFL records created.

4. For all existing users, it updates their associated LC_TMCD_GROUP setting effective-dated.

5.1t clears PS_LCTC_PRFL_DATA records for any corresponding PS_JOB records that may have
been deleted or corrected (rare).

6. It now goes through existing users and check for any new PS_JOB records that may have been
added an synchs/adds them to PS_LCTC_PRFL_DATA. (The only exception is if they re-
activate a termed employee, it will wait 20 days or so to re-term them if they never show up as
active in PS_JOB. Our departments reactivate employees before HR here...) It also goes
through here and links andy PS_LCTC_PRFL_DATA records added from the Dept side with
PS_JOB (Updates the LC_JOB_EFFDT and LC_JOB_EMPL_RCD and LC_JOB_EFFSEQ

fields)
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7.Updates PS_LCTC_PRFL record to set OPRID to blank where there are duplicate OPRIDS
(rare).
8.Updates PS_LCTC_PRFL to have OPRID set in PSOPRDEFN table if employee link is setup.

9. Updates PSOPRDEFN to have EMPLID if not already setup. (We here at LC setup PSoft
accounts BEFORE they are employees, so this program uses a component interface to go back
an update it after. You probably don't have this problem at Spfld)

10. Cleans Timecard Template of records that no longer correspond to valid Laborcodes, project,
etc.

11. Deletes future timecards for employees that may have entered them "expecting” to stay
employed, but them leave for some reason...

12. Refreshes scheduling tables.
13. Refreshes PS_LCTC_PAY_DATES tables.
14. Refreshes PS_LCTC_PERIOD_STS table.
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RetroPay

Retro Pay

w Retroactive Payrall
[+ Pay
[+ Benefits/Deductions
[+ Change Status/Review
Info
[+ Reports
— Calculate Retropay -

SPR
— RetroPay Details - SPR
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Leave Benefits Request

Leave Requests - Benefits

The leave request page is used by the employee to apply for a specific leave request (injury,
workers comp, fmla, ofla, etc). They fill out the leave request and let HR know that they have
applied for it. Should benefit staff fill out the form or should the employee?? Once the request
is entered it needs to go through an approval process.

1. Navigate to SPR Custom > Leave Requests — Benefits

2. Click on the Add a New Value

LC_LEAVE_REQ

[ Eind an Existing ¥alue | Add a New Value

Leave ID: [MEWY
EmpliD: a,

Add

Find an Existing Walue | Add a Mew Yalue

Keep the NEW in the Leave ID number and it will assign next number available
Enter in the EMPLID of the employee that you are adding the leave request for.
Click on Add.

The leave request page will appear.

o0~ W
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[ Leave Request

Leave ID: ‘Leave Type: *Approval Status: Maodified Release Date:
‘ edve Vi PRroval St [IPacket Sent i ‘
Lonaono Needs App ¥ B
Paperwork Completed
EmpliDy:; Clpay I Full Release Date:
1113 Guthrie,Paula Jane [IDLEX Letter Sent |:|EJ
Emp R#:  DeptlD: Fosition: Std Hr=aw'k: Rt - B%: Street: 2845 Martinique Avenue
1] 23000 00000081 40,00 32.360000 CitySt/Zip: Eugene OF o708
UniordEU: QPES: 4 OFEU Service D Swo Mths:
Job Cd: 030421 System Administratar 12M2M983 2710 Home: 544/484-6010 Work: 726.3643
HID: 544-60-7035
A= Of Bagin Date 22 of: EiJ
FhiLA Hours: 119480 FhALA Hours: 119480 Wiewr Comp and Accrual Infg
OFLA Hours: — 119.50 OFLA Hours: — 119.50 Wiew Scheduled Hour Totals
Begin Date: End Date; G0th Day Date:  Max Date: *Accrual Election:

070112006 |5 |09/28/2006 | |08i29/2006 |5 |09/28/2006 |51
Comment:

Unspecifd

‘ Hol Extends Elimination

Sat: Sun: Mon:  Tue:  Wed: Thu:  Fii: Earn Cid:

Hol Hrs:

N I N AN IR (NN N N

Load Schedule Template |

Ermpl Rocd# Ezarn Code | Day *Pay Date Leawve Hrs Comment

b I [ |8 |

7. Leave type

8. Approval status

Appry Proc
Cancelled
Cenied

Meeds App

9. Packet Sent

10. Paperwork Completed

11. DLEX Letter Sent

12. Modified Release Date

13. Full Release Date

14. As of Date

15. FMLA and OFLA hours available
16. View Comp and Accrual Info link
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Accrual Balance Information

Description: Balance:
Comp Time Q.o000oo

4 Custornize | Find | view Al | B First 4 13004 B Lact
Plan Type Balance
Sick 0.000000
Vacation 0.000000
Compensatory Time 0.000000

Return

17. View Scheduled Hours Total link

Custamize | Find | view all | B First B 1 or 1 [ Last

Earnings Code Descr Leave Hours
4.00
|

Return |

18. Begin Date

19. End Date

20. 60" Day Date
21. Max Date

22. Accrual Election
23. Comments

24. Schedule??

25. Employee Earn Code
26. Pay Date

27. Leave Hours

28. Comments

RFP 1702 ATT 7 a
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Training - Administration

Training is a separate section in the TC system. It allows you to track trainings that the City
employees have taken. It can be implemented by departments or Citywide. There are 3 steps
that have to happen to track the training.
1. Identify Courses
a. New courses need to be setup in PS
b. Course custom field department???
2. Allow training for the Department
3. Each employee will enter in the course in TC system under the My Training tab
a. This training tab needs to be made available to the employee
b. Employee can view all the training course they have taken at any time
4. Administer training
a. Finalize in TC system will dump into training in PS
We will be looking at implementing the training portion after we have been live for a while. It
will not be introduced when employees go live on the system July 2007. License and
certification classes and information will not be entered in the time entry system as there is
another place in PS for that.

Identify Courses

1. This menu option is not currently available to production. It needs to be turned on and
made available.
2. Itisthrough the Enterprise Learning module.

Allow Training for the Department

1. Navigate to Set Up HRMS > SPR Timecard Settings > Timecard Group Settings

2. Call up the department timecard group

3. Inthe Group Settings Area on the right, check the Use Training box.

4. This will allow the department employees to have the My Trainings tab available to
them.

a7
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{ Timecard Group Setup and Maint

Timecard Group: ‘Description: Short Description: Active for Payroll
T ‘\nformatmnTechmology | |Inf0Tech Live Date: | 07/0172007 |5

HR Depts/Divisions

First [ 1 or 1 [*] Last

‘Department Description Use Accomps Use Equipment Use Materials Use Punch Times
123000 | Information Serices (] O = [Fluse Training
1 | LLock Labarcode
[Cuse Shifts
Use Projects & Tasks

Allow Dt Proj on Worked Time
Allow Dftt Proj on Non-Worked
Allow ProjTask on Non-Worked
Use Activities & Projects

[ Auto-Number Projects

[CISign-0ff D-Audit when Locking

[Cluse Billing (IS Only)

[_]Alow Labor Mods if Pyrl Lock

2 Chars of Fn Dept
~ Timecard Group Administrators Cu J BB First [0 ora [P Last
m Name Description Apprv Time Read Onl

Employee Training Entry

My Training tab (If Available)

| My Timecard } Ny Timecard Punches § My Traming Y Haur Check | Information

Tmed UsarlD Rec # Name Empl 1D
Too09 a ™ Emp Apui Status
Teghin Presitinn # Inh Forla Sten I™ Sup Apvi Status
08051 Adminiskative Senicas D33 Aceountng Analyst 0 I Dept Audit Status
Union:  BargUnit:  Suo Dt SvaMns  Base ™ Dept A Sts
ANYLST 01 1 1.000(00__ 1.000000
Save | Returntohty TC Home Adjustmants
ils Custornize | Find | ] o Last
rs | Emploves Commart |
ENGIMEEING & —
Shudy sudy dud =
| surver il | L

General Information

The "My Training” tab allows you to View and Track training that you have taken. In some cases, training entries
will be prompted by activities and hours you have specified on the timecard, but you can enter trainings that do not
correspond to timecard entries as well.

Training Requirements
This grid-box displays any days / activities that you have specified on the timecard that request training information
be entered. Days are color-coded to make it easier to find entries in the Training Details grid below.

Training Details
This grid is used by the user to enter information about courses taken.

Training Date - Specify the Date(s) the training occurred.

Course Code - Specify the course code that you took from the list.

Hours — Specify the hours of training you received. (This field is optional).
Employee Comment — An optional comment about the entry.

View Employee Training History

48
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Use this link to view all of your training tracked in PeopleSoft. It will NOT include entries on timecards that have
not been processed yet.

Administer Training

Once the timecards have been entered and approved, the department can export the training
records from timecards to PS.
1. Navigate to SPR Timecards > Administer Training
2. Enter in the TC Group
3. Check all of the training records that were entered to make sure they are okay
4. Click on the Finalize (Export) Training button and it will upload the training records into
the employee training in PS.

~ SPR Timecards
— Administer TC Groups Jf Administer TC Training Info \'.
— Administer Timecards
— Administer Training TC Group || T Q, i . .
— Crew Sheets Period Begin Date Period End Date Finalize (Expart) Training |
— Delete a CrewShest Pay Run ID | 1608 Q 071162006 0712912008
— Dynamic TC Report o - )
— Load PSTC Data to Training Details for Pay Period
FaylLines TC User Hame K # #Train Ot *Course Description Hours Emploves Comment
— hty Timecard Home
— My Timecard Tarmplats TO0424 | FINCHMICHAEL 1 |Q ||orerizoos | ||oREEN | ;:":n'i;ipo':"“ 400
- gcr;r;;nuﬁ;irdEmgloyees Peopledoft
B . Ti d
 Cor Codes for Crew Ton424 FINCH,MICHAEL 1@, ||o7mazoos |C psTc | Tlr::lc:gr 5 400
Sheets
- Delete & Wotkaroup .

Review Training Records

To review the training records of all employees.
1. Navigate to Workforce Development > Career Planning > Review Career Summaries >
Training ?? or Workforce Development > Competency Management > Track Person
Competencies > Training ??

49
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=~ Workforce Development
= Competency Management
[> Assign Role
Competencies
= Track Person
Competencies
— Competencies
— Education
— Honors and Awards
— Languanges
— Licenses and
Cedifications
— Memhberships
— Significant Special

Projects
— Test Results

— Training
— ompetency [nventony

— LicensefCertificate
Renewal
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IT Stuff

Create New User for TC Entry

This is a description field that is automatically populated upon entering in the Labor Code,
Project, Task, etc. This field is used at Lane County for public works activity codes for cost
accounting. We will probably never use it.

Overview of system

- 99 tables

- 125 views

- LCTC is prefix

- LCisalso used as prefix

- Started July 2004

- Built strongly on the user side

- There is some hardcoding on the system but mainly table driven

Projects where TC resides
- SPR_XFER_BENLYV - benefit leave
- SPR_XFER_HTML_SETUP - dynamic reporting
- SPR_XFER_PSTC - time entry main objects
- SPR_XFER_PSTC_X1 - additional objects that are needed
-  SPR_XREF_RETROPAY - retro pay
- SPR_XREF_W4 _CUSTOM - customized W4 component for ePay using Oregon
also

App Engine
- LCTC_JBSYNC — job profile sync
- LCTC_LOAD - load paysheets

Records
- core tables
- 3 tables for getting payroll done
0 LCTC_TMCD - header record
0 LCTC _TMCD_DATA —enter in TC information
0 LCTC_TMCD_ADJMT - adjustments for time entry
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Financials

HRMS

Explode

A 4

Create New
Accts

A

y

Text File

RFP 1702 ATT 7 a

Fund, Org,Acct,
Project Descr

DTS

Stage Acct Codes
(GL_ACCT_CD_TBL)

y

Acct Code Thl
(ACCT_CD_TBL)

1A — All Acct

!‘f\!‘lﬂ rorn Y'HC

P

Laborcode Table
(LCTC_ACCTCD_EXT)

Fund, Org, Acct,

R Project Descr

1B - Added by

Nant Admin

2 — Assign to
Employee
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How to create new Laborcodes

Tables
PS_LCTC_ACCTCD_EXT
PS_VALID_COMBO_TBL
PS_LCTC_ACCT_TCID
PS_LCTC_PROJ_ACCT
PS_LCTC_PROJECT
PS_ACCT_CD_TBL
PS_ACCT_CD_TBL_GL

1. Navigate to MM > Setup HRMS > SPR Timecard Setup> Laborcodes
Enter in the Timecard Group (department)
Enter in the Account Code to see if it exists. When you enter in the combination code, you
need to enter in the dashes between each account code chartfield. The combination code is
FFF-DDDDD-PPPPPP. FFF =fund code 3 digits, DDDDD = department code 5 digits, and PPPPPP =
project or grant code 6 digits.

Favcg'rtes rﬂainldenu > Sef Up HRMS > SPR Timecard Setups » Laborcodes

Account Code Setup

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a Mew Value

Maximum number of rows to return {up to 300): [200

Timecard Group: | begins with |» ||FW (o}
Account Code; begins with |» ||201-62261-FP51017
Combination Code:| begins with |« (o}
Description; begins with |«

Short Description: | begins with

[Jcorrect History [ ]Case Sensitive

Search Clear |Basic Search Save Search Criteria

4. If it exists, then it can be setup to be used by an employee in their timecards. If it is not setup,
continue to the next steps.

5. Click on Add a New Value in Laborcode page. The Timecard group that will be using the new
combo string and the Account Code will stay populated. The account code string DOES NOT
include the actual account code.

53

RFP 1702 ATT 7 a



Account Code Setup

! Eind an Existing Value M Add a New Value
Timecard Group: |PW Q,

Account Code: |6‘1 1-62252-P51017

 Add

Find an Existing Value | Add a New Value

6. Click on Add button and it will take you to the Laborcode Setup page.

Laborcode Setup

Timecard Group: Account Code: *Description: Short Description:
PW 611-62252-P51017 | |
Combo Code Assign Chartfield Comnbination Create Chartfield Combination
Chartfield Configuration '
Eff Date: 11/29/2011 Account: 510000 Deptid: Project: Status Active
Fund: Program Code:

Users Assigned to this LaborCode

Accessibleby Al AcctCd| @ Append User List

Customize | Find | view A1 |8 | 5 Fist B qor4 I Last
*Tmcd UserlD Red # Name

1 a [ a E =

7. There are 2 hyperlinks on this page. One is to assign the chartfield combination if it exists and
the other is to create the chartfield combination. If you think the chartfield exists, then skip to
step 9. If the chartfield combo doesn’t exist, you will need to create it in the next steps.

8. Click on the Create Chartfield Combination hyperlink and it will take you to this page.

54
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Combination Code Table

" Find an Existing Value A Add a New Value
Set|D: Q

GL Combination Code: NEW

. Add

Find an Existing Value | Add a New Value

9. Enterinthe Set ID as SPR. Enter in the GL Combination Code as FFF-DDDDD-AAAAAA-PPPPPP.
FFF = fund code 3 digits, DDDDD = department code 5 digits, AAAAAA = account code 6 digits,
and PPPPPP = project or grant code 6 digits. Click on the ADD button and it will go to a new

page.
Combination Code Table

SetID: SPR
GL Combination Code: G11-62252-P51017

e Find | View Al First K 4 0f4 I3 ast
*Effective Date: ! ~Status:

*Description: |
Short Desc: Valid Value

Account :

Department :

ProjectiGrant :

Product :

Fund Code :

Class Field :

Affiliate :

Operating Unit :

Alternate Account :

|
|
|
|
|
Program Code : |
|
|
|
|
|

2L L L L L L L L L L

Budget Reference ;
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10. Change the effective date to the creation of the project or grant date or leave it as today’s date.
The description and short description should be Salaries. Enter in the Account, Department,
Project/Grant, and Fund Code. Enter in the Class field if there is an activity code assigned to it.

11. Click on Save. Close out of this page by using the red X at the top right to return to the previous
page.

12. Once the combination code has been setup (or if you are just assigning and already have an
existing laborcode), press the Assign Chartfield Combination hyperlink.

13. Enter in either the individual Chartfield Detail. The Chartfield detail would be Account,
Department, Project/Grant, and Fund.

Fa\rc;r'rtes MainvMenu » Set UvaRMS > SPR Timegrd Setups » Laborcodes
I New Window

ChartField Detail

Search Options
Combination Code: | Q & Combination Codes
SetID: SPRFL Search

ChartField Detail

Account Department Project/Grant Product Fund Code Program Code Class Field Affiliate

| Q | Q | Q | Q| Q | Q | Q|

Ok | Cancel

14. Click on Save
15. It will then take you back to the main laborcode page. Save record.

Favorites Main Menu > SetUp HRMS > SPR Timecard Setups > Laborcodes

Laborcode Setup

Timecard Group: Account Code: *Description: Short Description:
P 201-52221-P41024 Street-Technical |Tech Serv
Combo Code 201-62221-510000-P41024 Assign Charifield Combination Create Charffield Combination
Eind | View Al First EI 1074 D [ast
Eff Date: 11/30/2011 Account: 510000 Deptid: 2221 Project: P41024 Status Active
Fund: 201 Program Code; Activate/Deactivate Laborcode
O accessible by Al Acct Cd| ©| Append UserList

Customize | Find | View 21| B | 3 Firet B g of 4 T Last
*Tmed UserlD Becd # Name

o — | =
e

16. Once you have linked the laborcode with the combo code, you can move on to assigning the
code to a user.
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Creating Laborcodes in Time Entry

O:\Time Entry\laborcodes.xls
Insert into PS_LCTC_ACCTCD_EXT

LC_TMCD_GROUP — based on first 2 char of dept field (48 = LIB, 36 = POL)

LC_LABORCODE - fund, dept, and project

ACCT_CD - fund, dept, account and project

DESCR - blank

DESCR50- see below

LC_GRP_ACCESS_FLAG - Y

DESCRSHORT — 10 character department description

E Eenera !e!ger -~

[+ Statutory Repors
=7 Set Up FinancialsfSupphy
Chain

b Inatal ChartField Values
[+ Security
I Upgrade Account
[ Business Unit Related Alternate Account
= Common Definitions Operating Unit

[ Accounting Entry Fund Code

Templates 7[) " ;

I* Activities =enariment

[ Agency Location Codes Pragram Code

[ Bank Branch File Class Field

[» CalendarsfSchedules

Budget Reference
b codes and Auto Budget Reference

Murmbering Product

[ Currency Project

[» Customers Book Cade

=7 Design ChartFields Adiustment Tyoe
[ Configura _I_‘Lp_.
I ChartField Audits Scenario
=~ Define Yalues Statistics Code

— ChartField Values

— Account Types

— SpeedTypes

— Load Tree Detail
Walues
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/ Find an Existing Value Y Add a New Value |

SetlD: = v SPR Q
Fund Code: | hagins with « QL

Description: | bagins with «

[Dinclude History [ Correct History  [] Case Sensitive

Search | | Clear | Basic Search Save Search Criteria

Search Results

1-99 of 99
SetlD Fund Code Description Short Description
SPR 100 General Fund Gen Fd

SPR 150 GAAP General Fund blank

SPR 201 Street Fund Street

SPR 202 Jail Operations Jail oF

SFPR 203 Museum Fund bilank

SPR 204 Special Revenue Fund Spec Rev

SPR 208 Transient Room Tax Fund TET Fund

SPE 210 Community Develapment Fund Cormim Dey

SPR 214 Housing Fehab Fevalving Fund — {(blank)

SPR 222 RiverBend Development Fund FH Fund

SPE 224 Building Code Fund Bldg Fd

SPR 229 SEDA General Fund SEDA GF

SPR *RA Fire | neal Ontinn | awve Firal s

Using FUND_TBL.DESCRSHORT (8 character field)
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[ Find an Existing Value Y Add a NewValue |

SetlD: = ¥ SPR &}
Department: | beding with QL
Description: | begins with

[COmclude History  [JCorrect History [ Case Sensitive

Search | | Clear | Basic Search Save Search Criteria

Search Results

Wi All 1-100 of 168 m Last
SetlD Department Description Manager Name
SPE 00000 Rew Qrg (blank)
SPE 00001 Al Orgs (blank)
SFRE 01110 CMO Administration (blank)
SPR 01120 Communication (blank)
SPRE 01120 Economic Development TamulanisJohn
SPE 01160 Council (blank)
SPRE 01170 Intergovernment Adencies (blank)
SPR 02120 Contingency (blank)
SPR 04110 City Attorney (blank)
SPE 04120 City Prosecutor (blank)
SPRE 04210 funicipal Sourt (blank)
SPE 10000 Al Qrgs (blank)
SPR 4 nn Parcannal Lrdminictratinn fhlanly

Uses DEPT_TBL.DESCR (10 character trimmed field)

RFP 1702 ATT 7 a



ProjectID
Enter any information you have and click Search. Leawve fields hlank for a list of all values.

J Find an Existing Value {_Add a Mew Value |

SetiD: = w SPR Q
Project: hieding with &}
Description:| hegins with

[JcorrectHistory [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results

Only the first 300 results can be displayed. Enter more infarmation above and search agair
e All 1-100 of 300 [y] Last

SetlD Project Description

SPE 0120 332West Centennial Boulevard
SPE 73001 CDBG Housing Rehab Prog 2001
SPR 73002 CDBG Planning 2001

PE 72003 CDBG Housing Fehah Loans 2001
PE G22101 Reuse

G23501 Assistance To Firefighters

523502 Aszistance Firefighters Match
523503 Mckenzie YWatershed Em Response

]
0

o
-

[ux}
o
=l

ix]
Bl
0

~
il
B
0

Uses PROJECT_FS.DESCR (30 characters)
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This document steps through how LCTC_LOAD works in loading timecards to paysheets in PeopleSoft. The load

LCTC_LOAD Functionality

process is an app engine program. Here are the steps that it goes through to load the paysheets.

Steps in LCTC_LOAD app engine program

1. Main —Load Timecard Export Table

XSS E MY OETO3I3 AT IR0 Q0 T

2. DelPyrl section — Delete Payroll Entries

a.
b.
C.
d.

Clear Other Earnings step01 PS_PAY_OTH_EARNS
Clear Pay Earnings step02  PS_PAY_EARNINGS
Clear Pay Line step03  PS_PAY_LINE

Clear Pay Page step04  PS_PAY_PAGE

3. LdAddIPy section — Load Additional Pay to Adjustments

RFP 1702 ATT 7 a

Get run control data runcntl  PS_RC_PAYINIT
Delete Pay Tables — DelPyrl section resetl
Delete Export Entry reset2 PS_LCTC_EXPORT
Delete Export Temp Table reset3  PS_LCTC_EXPORT_TMP
Load Additional Pay Entries — LdAAddIPy section addlpayl
Load Basic Timecard Info step01  PS_LCTC_EXPORT_TMP
Compensate for Rounding — CompRnd section step01A
Move Temp info to Export step01B PS_LCTC_EXPORT
Update PAY_LINE key fields step01C PS_LCTC_EXPORT
Update Premium Percentage step02  PS_LCTC_EXPORT
Apply Hour Multiplier step02B PS_LCTC_EXPORT
Update Rate Adjustment Rate for J Types step03  PS_LCTC_EXPORT

. Update Rate Adjustment Rate for O Types step03A PS_LCTC_EXPORT
Update Rate Adjustment Rate for X Types step03B PS_LCTC_EXPORT
Update Rate Adjustment Rate for X Types no JC stepO3C PS_LCTC_EXPORT
Update Comprate step04  PS_LCTC_EXPORT
Update Account Code step05 PS_LCTC_EXPORT
Setup Page, Line, and Addl Number step06  PS_INSTALLATION
Prepare Export Data Pages — PrepPyrl section step07
Insert Pay Table Data — InsPyrl section step08
Mark Standard PED Timecard paid step09 PS_LCTC_TMCD_DATA
Mark Alternate PED Timecard paid stepl0 PS_LCTC_TMCD_DATA
Update Line Number step10A PS_LCTC_TMCD_DATA
Mark TMCD Paid stepll PS_LCTC_TMCD
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a. Insert LCTC_TIMCD_ADJMT records step01 PS_LCTC_TMCD_ADIMT

4. CompRnd section — Compensate for Rounding

a. Get rounding discrepencies step01
b. Apply rounding corrections
c. Update total hours and amounts step02 PS_LCTC_EXPORT_TMP

5. PrepPyrl section — Add Pages, Lines and Additional Numbers
a. Select from LCTC_EXPORT step01  PS_LCTC_EXPORT
b. Manage Pay, Lines and Additional Numbers
c. Update LCTC_EXPORT records

6. InsPyrl section — Insert to PeopleSoft Payroll

a. Check for 300+ lines check01

b. Insert Pages step01 PS_PAY_PAGE

c. InsertLines step02 PS_PAY_LINE

d. Insert Earns step03 PS_PAY_EARNINGS
e. Insert Other Earns step04 PS_PAY_OTH_EARNS
f. Insert Addl Pay based on earnings step04B PS_PAY_OTH_EARNS
g. Insert Addl Pay based on accumulation stepO4BC  PS_PAY_OTH_EARNS

h. Update Other Earning Stats step05 PS_PAY_OTH_EARNS
i. Update Earning Stats step06 PS_PAY_EARNINGS
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Notes:

| have modified the LCTC_LOAD application engine (TC to Payroll export) to load these calculated
additional pay types in the following manner:

SP2/5 or other Special Accumulator based additional earning codes will load on the first line only in other
earns for a given earnings record on a date. Thus, if an employee has page 3600, Line 2, Addl 1 and 2,
and both are for 12/24/07, then it will only load SP5 for example on 3600, 2, 1 and not on 3600,2,2.

Earncode based additional pays (567 for example) will now only load into other-earnings if there is hours
for the earncode it calculates on (OVT in this case). So if a given pay-earnings record does not have
OVT earnings, then 567 will not load onto it.

These changes have been applied directly to Production, and do not exist in any other database. All
changes | have made are located in project SPR_MBF1_17_08 if you wish to move them to PAY or
somewhere to test them first (ya, right..). Obviously | have not been able to test these other than to run
the SQL statements separately against last period to see what it would have looked like. It appeared to
be correct, for example emplid 1627, the new statements would not have loaded the SP2 and SP5
records onto Addl-nbr 11.

Added an error-check in LCTC_LOAD app engine (PSTC Payroll export) that will generate a “No
Success” if it attempts to create 300 or more lines in Pay-lines for a single employee. The error will list
the employee(s) and the number of lines.

Paula, it looks great, you did it exactly right. It looks like you are inserting the FLSA into
PAY_EARNINGS. Assuming that is so, then this should be great. If FLSA is going to end up in any record
"above" PAY_EARNINGS (such as PAY_LINE or PAY_PAGE) and there is the possibility that the value
might change mid-period, then you have to do it differently. But since it is going into PAY_EARNINGS,
and because those rows are by day, then that isn't a concern and you did it perfectly.
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To correct the problem where additional pay splits are only loading the first line and not all lines (Example
TC User T0O0001), Paula, you need to do this:

1: Go into App-designer and bring up the LCTC_LOAD application engine.
2. Go into the LdAddIPy section.

3: Go into the PeopleCode step (Create Adjustment Records PeopleCode).

Find the following statement:

SQLExec("Select count(*) from PS_LCTC_TMCD_ADJMT where LC_TMCD_USERID =:1 and
LC_TMCD_USER_RCD =:2 and LC_TMCD_GROUP =:3 and RUN_ID =:4 and PAY_END_DT =:5 and
WEEK_BEGIN_DT =:6 and LC_WEEKNO =:7 and ADJ_DT between :8 and :9 and ERNCD = :10",
LCTC_LOADD3_AET.LC_TMCD_USERID, LCTC_LOADD3_AET.LC_TMCD_USER_RCD,
LCTC_LOADD3_AET.LC_TMCD_GROUP, LCTC_LOADD3_AET.RUN_ID,
LCTC_LOADD3_AET.PAY_END_DT, &WkBegDt, &WkNo,
AddToDate(LCTC_LOADD3_AET.PAY_END_DT, 0, 0, - 13), LCTC_LOADD3_AET.PAY_END_DT,
LCTC_LOADD3_AET.ERNCD, &StsChk);

Change it to be: (Difference is highlighted in blue)

SQLExec("Select count(*) from PS_LCTC_TMCD_ADJMT where LC_TMCD_USERID =:1 and
LC_TMCD_USER_RCD =:2 and LC_TMCD_GROUP =:3 and RUN_ID =:4 and PAY_END_DT =:5 and
WEEK_BEGIN_DT =:6 and LC_WEEKNO =:7 and ADJ_DT between :8 and :9 and ERNCD =:10 and
LC_LABORCODE =:11", LCTC_LOADD3_AET.LC_TMCD_USERID,
LCTC_LOADD3_AET.LC_TMCD_USER_RCD, LCTC_LOADD3 AET.LC_TMCD_GROUP,
LCTC_LOADD3_AET.RUN_ID, LCTC_LOADD3_AET.PAY_END_DT, &WkBegDt, &WkNo,
AddToDate(LCTC_LOADD3_AET.PAY_END DT, 0,0, - 13), LCTC_LOADD3_AET.PAY_END_DT,
LCTC_LOADD3_AET.ERNCD, &LaborCd, &StsChk);

The protection | added to prevent the processor from double-loading adjustments in the event that the
load process had to be run more than once was not sensitive enough to check the laborcode, so it was
only loading 1 entry and skipping any additional ones for the same person.

| have already made this change in HRT, but not sure if that is up to date and | can't reach your
production environment from here. So | recommend applying this code directly to production rather than
copying the app-engine over from HRT.
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Hi Paula. | am pretty certain that UNION_CD is being sent to PAY_EARNINGS, and is part of the
LCTC_LOAD/LCTC_EXPORT process/Table. | also think that FLSA_STATUS is there too, but not as
certain as UNION_CD. Anyway, absolutely they can be added if they are not there for some reason..
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Allocate and PW Allocate

You may have two special account code options, Allocate or PW Allocate. These are used
to split out your time to several different accounts.

The Allocate code is based on your budgeted time allocation that is in payroll, not everyone
has this allocation.

The other is a department specific allocation that is used in Public Works. This is based on
your last 4 weeks of time and selects the top 3 accounts that you have charged to. This is
used mainly for vacation and sick allocation. If you are a new employee, you should not use
this option for the first 4 weeks of employment.

If you are using Allocate, you should not be using PW Allocate. If you use PW Allocate, you

should not be using Allocate.

PW Allocate

The other way that an employee can allocate their time is through the department/group allocation.
Each department can use the department allocation but we only have PW setup and that department
will probably be the only one that will use the Group Allocation. The way that this allocation works is
identify employees that should have their entered work-hours allocated for use with leave time. Each
employee in a timecard group are identified as eligible for the allocation setup and usage. An
automated process will automatically determine the allocations from the prior 4 weeks of confirmed
payroll.

The processor selects every employee that is actively setup for Group-allocation. Each
employee is then processed one-by-one to see how many worked-hours they had in the last 2 pay-
periods. If their worked hours are greater than or equal to 20, their allocations are calculated. If an
employee does not qualify as having at least 20 worked hours, their records are skipped, and the
department can enter/maintain their allocations manually. The “Group Allocate” labor-code selection
will only be used on non-worked time.

"PW-Allocate" is setup by entering a distribution on the Timecard-profile page AND/OR by using
the application engine to look at historical employee time to make an allocation. The reason the PW-
allocation setup is on the Profile page is because in the case of a new-hire, they need to give them a
starting allocation since the program won't have any hours with which to base an allocation on. They
may also want to manually manipulate it.
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=

My Timecard " My Timecard Punches | Hour Check Y Information |

Trncd UserlD: Rec #: Mamea: Ernpl ID:
TO00z0 a ParkerMarcella M 1137 Employee Approval
DeptlD: Fosition #: Job Code: Step: Supervisor Approval
62000 FublicWarks 00000890 891137 Maintenance Supendizar 4 Dept Audit Approval
Crew: Unicn: Barg Unit: Svo Date: Swo Mths: Base Rate:  Pay Rate: Dept Head Approval
Q00755 HON o 1150171935 2590 28514802  Z5.514502

Save | Return to by TC Harme

Adjustments

Timecard Hours Breakdown
Standard Howrs

Holiday Hrs: Leawve Hrs: Adjust Hrs:  Mormal Hrs: Regular Hrs:

0.00 + 1600 + 000 + 400 = 40.00

Excess Hours

Grp Allocate Dist
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0T Hrs:
0.00

DblTime Hrs: Accrued Hrs: Other Hrs:

0.00

0.00 0.00

Adjust Armourt:
0.00

100-62281
100-62282
201-62231
201-62233
201-62262
611-62251
617-62241
B17-62242

Account Code

40.000
5.000
15.000
5.000
5.000
20.000
5.000
5.000
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Allocate Discussion

There are two ways in which employees can allocate their time. One is through budget allocate and the
other is through previous 4 week work allocation. Following is a description of both.

Allocate — through the budget

When a position is budgeted in different accounts and different funds, the employee may be required to
charge their time to those funds. The allocation is by a percentage in each of the accounts. Below is an
example of an employee and their allocation. The allocation is setup in the Job record for the employee
under Earning Distribution. All employees have an earnings distribution type of NONE or BY PERCENT. If
an employee has an earnings distribution type of none, then they don’t have the allocate option on the
timecards. Sometimes there may be a budget allocation but the department chooses not to allocate
through earning allocation. Their time is then manually entered into account code strings which may
include projects.
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Belknap Ardis J Employee EmpliD: 1455 Empl Readi 1}

Earnings Distribution Type

Effective Date: 0450152007 Effective Sequence: 1] Job Indicator:  Prirmary Jobh

Action / Reason: Change of Pay System Change to Bk - bi-weekly Current
Standard Hours: 40.00 Work Period: W Weakly
Compensation Rate; 33.35550507 Comp Freq: H Haurly

*Earnings Distribution Type:

Job Earnings Distribution

Position Unit Department Job Code Shift ‘Earn Code =
| |O\ |SF'R |O\ 2 | |O\ 2 | |O\ B e v REG |O\ Regular

GL Pay Type  Account Code Compensation Rate  Std Hrs Distrb %

| | [1o0-21100-51 0000 | | =] | [ s0.000]
Position Unit Department Job Code Shift ‘Earn Code [*[=
| |Q |SF'R |O\ -@ | |O\ -@ | |Q _':’J |NIA "| REG |Q Regular

GL Pay Type  Account Code Compensation Rate  Std Hrs Distrh %

| | |ro7-21301-510000 (3 | =] | | 20.000]
Paosition Unit Department Job Code Shift ‘Earn Code E|
| |Q |SF'R |O\ -':ﬂ | |O\ -':ﬂ | |Q _':’J |NIA "| REG |Q Regular

GL Pay Type  Account Code Compensation Rate  Std Hrs Distrb %

| | |ro7-21302-610000 e | =1 | [ 20.000]
Paosition Unit Department Job Code Shift ‘Earn Code E|
| |Q |SF'R |Q~ -':d | |Q~ -':d | |Q _':'J |NIA "| REG |Q Regular

GL Pay Type  Account Code Compensation Rate  Std Hrs Distrb %

| | [ro7-21303-510000 (e} | =1 | [ 10.000]

For the employee, on their timecards, on the Hour Check page, it displays if they have an Allocation by
percentage in the Job record. So when they are entering their hours and they are using Allocate, they
can see from this page, what their actual allocation will be.
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-

My Timecard | my Timecard Punches |~ Hour Check Y Information

Tmcd UserlD: Rec #: Marme: ErnplID:

TO0373 0 Slaymaker,Cheryl & 1704 Employee Approval
DeptiD: Position #: Job Code: Step: Supervisor Approval
2000 Fublic Woks 00000213 182267 Construction Inspector 2 3 Dept Audit Approval
Crew: Union: Earg Unit: Swo Date: Swo Mths: Base Rate:  Pay Rate: Dept Head Approval
ooq0z2 OPE 1 09/20/2004 230 26171928 26.171082

Save | Retum to iy TG Home

Timecard Hours Breakdown
Standard Hours

llocate Dist%'s 8 [,

Holiday Hrs: Leawe Hrs: Adjust Hrs: Normal Hrs: Regul=r Hrs: Account Code Distribution %

0.0 + 000 + 0.0 + 40,00 = 40.00 201-62232-510000 23.000
611-62252-510000 23.000
617-62243-510000 25.000
T19-62232-510000 7.000
T19-62243-510000 12.000
T19-62252-510000 10.000

Excess Hours

OT Hr=: DblTime Hrs: Accrued Hrs: Other Hrs: Adjust Arnournt:
0.0 0.o0 0.0 o.oo F0.00
PW Allocate

The other way that an employee can allocate their time is through the department/group allocation.
Each department can use the department allocation but we only have PW setup and that department
will probably be the only one that will use the Group Allocation. The way that this allocation works is
identify employees that should have their entered work-hours allocated for use with leave time. Each
employee in a timecard group are identified as eligible for the allocation setup and usage. An
automated process will automatically determine the allocations from the prior 4 weeks of confirmed
payroll.

The processor selects every employee that is actively setup for Group-allocation. Each
employee is then processed one-by-one to see how many worked-hours they had in the last 2 pay-
periods. If their worked hours are greater than or equal to 20, their allocations are calculated. If an
employee does not qualify as having at least 20 worked hours, their records are skipped, and the
department can enter/maintain their allocations manually. The “Group Allocate” labor-code selection
will only be used on non-worked time.

"PW-Allocate" is setup by entering a distribution on the Timecard-profile page AND/OR by using
the application engine to look at historical employee time to make an allocation. The reason the PW-
allocation setup is on the Profile page is because in the case of a new-hire, they need to give them a
starting allocation since the program won't have any hours with which to base an allocation on. They
may also want to manually manipulate it.
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—

My Timecard " My Timecard Punches | Hour Check Y Information

Tracd UserlD: Rec #: Mame: ErnplID:
T0O0Z0 1] Parker Marcella W 1137
Deptl0: Fosition #: Job Code Step:
62000 FublicWatks Q0000890 2891137 Maintenance Supenisar 4
Crenw: Union: Barg Unit: Swo Date: Svo Mths: Base Rate:  Pay Rate:
000755 HON o 110171935 259.0 28514302 28514802

Save | Return to by TC Home

Adjustments

Employee Approval
Supervisor Approval
Dept Audit Approval
Dept Head Approval

Standard Howrs

Timecard Hours Breakdown

RFP 1702 ATT 7 a

Holiday Hrs: Lemwe Hrs: Adjust Hrs: Hormal Hrs: Regul=r Hrs
0.00 + 16.00 + 0.0 + 2400 = 40.00
Excess Hours Grp Allocate Dist
OT Hr=: ObiTire Hrs: Accrued Hrs:  Other Hrs: Adjust Amourt Account Code
0.00 0.00 0.00 0.00 §0.00 100-62281
100-62282
201-62231
201-62233
201-62262
611-62251
B17-62241
617-62242
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PW Allocation Specifications for changes to the TC system

Allocation has been implemented in the system with regards to the earnings distribution page. If
an employee does not have distribution, then there is no allocation option on the drop down for
entering in their time. If they do use the allocate option, it splits all the time allocated to the
percentage that is stated on the earnings distribution page.

There is another scenario that we need to add, PW Allocation. It is different than the allocation
customization stated above. We have met with the people in Public Works to talk about how
they allocate and if there was other options in trying to record the information on their timecard.
Hopefully we came up with an option that will be easy to implement and maintain.

a. Employee works on several projects during the week and they enter in their
time for each of the projects

b. Employee enters in their other total reg, sick, vacation, comp hours, etc

c. Itallocates the total reg, sick, vacation, and comp hours based on the top 3
projects they worked on that-weekduring a rolling 4 week period immediately
preceding the time card week. This would be entered as PW allocate.
(Question for Mike: What about if this week is the second week of the two
week cycle and should we be looking at the previous week that had not been
approved or paid yet? Or should we look at the rolling 4 week period that had

been paid?)

Specifications:

Earnlnqs Dlstrlbutlon for PW Allocate

earnlngs dlstrlbutlon table for PW AIIocate (Ilke PS JOB EARNS DIST) It ould create the
top 3 projects and their percentages for the previous 4 weeks that had been paia-ferwith-al
worked on by each PW employees. This table would then be used as the PW Allocate table to
calculate the earnings distribution for sick, vacation, and other leaves when the employee enters
in PW Allocation into the laborcode field.

Timecard Allocation
The code would be PW Allocate for those employees in PW. It would be an additional option to
the drop down box that currently has the allocate option.

Allocation Based on the top 3 Projects Entered (Ongoing Projects Option)

Timecard Entered

Laborcode Monday | Tuesday | Wednesday | Thursday | Friday Calc
Allocation

Project1 | REG 8 7 none

laborcode

Project2 | REG 1 none

laborcode
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Project3 | REG 4 1 none
laborcode

Project4 | REG 1 1 none
laborcode

Project5 | REG 1 none
laborcode

PW VAC 4

Allocate

PW FHOL 4

Allocate

PW SIC 8

Allocate

Project 1 — would have the actual labor code entered with the 15 hours

Project 2 — would have the actual labor code entered with the 1 hours

Project 3 — would have the actual labor code entered with the 5 hours

Project 4 — would have the actual labor code entered with the 2 hours

Project 5 — would have the actual labor code entered with the 1 hours

Sick — would have the laborcode of PW Allocate, earning code = SIC, and hours entered into

dates

Vacation — would have the laborcode of PW Allocate, earning code = VAC, and hours entered

into dates

Floating Holiday — would have the laborcode of PW Allocate, earning code = FHOL, and hours

entered into dates

PW Allocate Table — top 3 projects

Emplid Project Code Total Hours for 4 Percentage
weeks

1234 100-62333-P12345 | 100 65%

1234 100-64511-P33333 | 44 29%

1234 100-65888-P23456 | 10 6%
154 - total 100% total

Sick Allocation

Laborcode column

Earning code column

Friday Hours column

PW Allocate (Highest) Sick 5.2 hours
PW Allocate (Second) Sick 2.32 hours
PW Allocate (Third) Sick .48 hours

8 hours total (may need to
round three above to = total)

Vacation Allocation
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Laborcode column

Earning code column

Tuesday Hours column

PW Allocate (Highest)

Vacation

2.6 hours

PW Allocate (Second)

Vacation

1.16 hours

PW Allocate (Third)

Vacation

.24 hours

4 hours total (may need to
round three above to = total)

Floating Holiday Allocation

Laborcode column

Earning code column

Thursday Hours column

PW Allocate (Highest)

Floating Holiday

2.6 hours

PW Allocate (Second)

Floating Holiday

1.16 hours

PW Allocate (Third)

Floating Holiday

.24 hours

4 hours total (may need to
round three above to = total)

RFP 1702 ATT 7 a

74



Group-Allocation

Summary:

This document describes the new Timecard Group level functionality. This functionality allows a
Timecard Group (PW in this case) to identify employees that should have their directly charged work-
hours allocated for use with leave time. Timecard Groups have the ability to specify employees that are
eligible for the allocation setup and usage. An automated process will automatically determine the
allocations from the prior 4 weeks of confirmed payroll. This functionality was created by specific
request for Public Works, but it is available for any Timecard Group that wishes to use it in the future.

Technical Specifications:

Records:

e LCTC_PRFL_DIST — New record added to maintain the user’s accounts and dist-percentage (Kind
of like the JOB_EARNS_DIST table).

e LCTC_TG_DEPTID — Modified record to have field LC_USE_ALLC_FLAG (Y/N values).

e LCTC_PRFL_DATA — Modified record to have field LC_USE_ALLC_FLAG (Y/N values)

e LCTC_ACCTC_SRCH — Modified record (view) to display new Grp-Allocate labor-codes for
employees that have distributions setup. The labor-code id is a concatenation of
LC_TMCD_GROUP and the word “ALLOCATE”. Thus, PW employees will see “PW-ALLOCATE” as
their selection. If other groups wish to participate in usage of this functionality, such as IT, then
IT employees would see “IT-ALLOCATE”.

Pages:

e LCTC_PRFL_SETUP — Modified page to have new LC_USE_ALL FLAG control and added Level 2
grid (LCTC_PRFL_DIST) for manual user specification of allocations (for new emps, etc).

e LCTC_TMCD_GROUP — Added new LC_USE_ALLC_FLAG control to page on Level 1 -
LCTC_TG_DEPTID grid.

Components:
e LCTC_ALLC_UD — New component serving as run-control for running the LCTC_ALLC_UD
application engine process.
Application Engine:
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e LCTC_ALLC_UD — New Application Engine that is used to automatically update/insert
LCTC_PRFL_DIST records. These records are derived from the last 2 confirmed payrolls data.

Application Engine Specific Logic:

The processor selects every employee that is actively setup for Group-allocation. Each
employee is then processed one-by-one to see how many worked-hours they had in the last 2 pay-
periods. If their worked hours are greater than or equal to 20, their allocations are calculated.

Their new allocation-distributions are recorded in the LCTC_PRFL_DIST table with a new
effective-date of the day after the pay-end-date of the last payroll run processed (i.e. the PAY_END_DT
was 1/31/07, the new EFFDT would be 2/1/07). If any entries in LCTC_PRFL_DIST are found with
effective-dates later than this date, then they are updated to be the same as the new distribution
amounts. A new effective dated entry is also written into LCTC_PRFL_DATA, as LCTC_PRFL_DIST is a
child record of this table.

If an employee does not qualify as having at least 20 worked hours, their records are skipped,
and the department can enter/maintain their allocations manually.

Assumptions:

e The “Group Allocate” labor-code selection will only be used on non-worked time.
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Usage Instructions:

Identifying employees that are participating in Group-allocation can be accomplished in 2 different

ways:

Batch identification -

1. Navigate to SetupHRMS -
> SPR Timecard Setups ->
Timecard Group Settings

2. Select the “Use Hrs Allc”
checkbox in the division
settings area to identify
an entire division that will
use the allocations.

PeopleSoft.
T 1

— Activity Codes

— Crews

— Customer Groups

— customers

— Earning Codes (Payrall
Setupy

— Earning Codes Wapping
(TS Grp

— Equipment

— Laborcodes

— Materials

— Profile Synch with
JOB DATA

— Profiles

— Froject Types

— Projects

— Rate Adjustment - By
Jobcode

— Bate Adjustment Bules

— Rate Adjustments - By
Employee

— Schedule Modelling

— Service Rates

— Shifts - By Union

— Timecard Group Settings

B

Y

Timecard Group Setup and Maint ‘||

Timecard Group: *Description: Short Dest
P Public Warks Department | P
HR. Depts/Diisions

*Department Description

162000 |2 Public Warks

Individual identification — (The allocation area is still updated even if division(batch) setting is used)
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Navigate to SetupHRMS
-> SPR Timecard Setups
->Timecard Group
Settings

Select the “Use Hours
Allocation” checkbox in
the division settings
area to identify an
entire division that will
use the allocations.

If the employee is
selected for allocation
use using the division
(batch method) above,
you still use the
allocation grid to
distribute hours
manually.

— ATty Codes

— Crews

— Customer Groups

— Customers

— Earning Codes (Payroll
Setupy

— Eaming Codes Mapping

C G

— Eguiprnent

— Labareodes

- Materials

— Profile Synch with
JOB DATA

— Project Tynes

— Projects

— Rate Adjustment - By
Jobcode

— Rate Adjustment Rules

— Rate Adjustments - By
Employes

— Schedule Madelling

— Sepice Rates

— Shifts - By LInion

— Timecard Group Settings

— T Admin Filters

— TG Group Lookups

— Tasks

= Units of Measure

— Update TC Group

Allocations

{ User Profile '

TC User ID: Record #:

EmpliD:

*Name:

User ID:

TOO424 1}

FIMNCH,MICHAEL

| [TCman |

Effective Dated Profile Settings

*Effective Date:

07/05i2008 |3
*Emp Type; | SPREmMp v

Active

Timecard Group:

*DeptiD; 23000 U Information Services
Crew: |[NEW O, [Look up DeptID (Al+5)

View/Update Assigned Laborcodes

Position: |00000067 |Q,  Resource Assistant (1T

Job Code: 221477 |O,  Resnurce
Assistant
[N

unionBU:[OFE 2 k[ |&
FLSA Status: | Monexempt s

Oregon Public Employees Union

Hol Sched [OFN |,

Employee Status:

.

*Labor Code

[
[ Alow Vacation During Probation

IShifts
Available

*Shift

*Distrb %

100-23410 |

27,000/

[100-23410-P00T4 |

Running the allocation-update processor

Navigate to Setup HRMS -> SPR Timecard Setup -> Update TC Group Allocations

Run the process (There are no run-control settings)
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— Activities

— Activity Codes

— Crews

— Custarmer Graups

— Custamers

— Earning Cades (Payrall
Setupy

— Eathing Codes Mapping
T Grpd

— Equipment

— Laborcodes

— Materials

— Profile Synch with
JOB DATA

— Profiles

— Project Types

— Projects

— Rate Adjustrment - By
Jobcode

— Rate Adjustment Rules

— Rate Adjustments - By
Employee

— Schedule Modelling

— Bervice Rates

— Ehifts - By Union

— Timecard Group Settings

— TC Admin Filters

—TC Group Lookups
— Tasks

— Units of Measure

: Enterprize Companhents
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/ Update TC Grp Allocations

Run Control ID:  mbf

(S | L Return to Search | [=] Motify |

Report Manager

Frocess Monitar Run

B Acd | UpdateDizplay
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