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Terminology Terminology

Terminology — Employees

Elapsed Employees

Elapsed employees are those who use an Elapsed timecard. There are two types of
Elapsed timecards, one with labor distribution columns and one without. Elapsed timecards
without labor distribution are “forecasted”. These employees enter accrued time used, but
do not enter regular hours. Elapsed timecards with labor distribution are not forecasted.
These employees enter regular hours as well as accrued time used. At Milwaukee County,
Elapsed employees are generally ECP (i.e. Executive Compensation Plan). Employees
that use an Elapsed timecard should sign it before the end of each pay period.

Elected/Appointed Officials and Board Commissioners
Elected/Appointed Officials and Board Commissioners’ regular hours are “forecasted” from
Time & Attendance to HPW each pay period. These employees do not accrue or use time,
so they do not use timecards. Note: When an Elected/Appointed Official or Board Commis-
sioner is an approver, payroll clerk or editor they will interact with their employee’s timecards.

Project Employees

Project employees are those who use a Project timecard. These employees work in many
areas or on multiple projects that require them to change labor distribution frequently. A
Project timecard doesn’t show “In” and “Out” times, it shows the number of hours the
employee worked for each area or project instead. If a Project employee is entitled to shift
premium or weekend differential, it must be entered manually on the timecard. Employees
that use a Project timecard should sign it before the end of each pay period.

Standard Employees

Standard employees are those who use a Standard timecard to enter their time and labor
distribution. Standard timecards show columns for such things as “In”, “Meal Out”, “Meal
In”, “Out”, etc. and have seven timecard tabs instead of eight.

Standard timecards require that the employee enter his or her time daily unless the
employee has a schedule entered in the system. When a schedule is entered in the
system, the employee’s timecard is automatically completed based upon the schedule so
the employee only needs to enter exceptions (changes) to their time.

All Standard employees should sign their timecard before the end of each pay period.

Transaction Employees

Transaction employees are those who use an actual timeclock or the WebClock via the
Internet to enter their time and labor distribution. Transaction timecards show columns for
such things as “Time”, “Source”, “Type”, “Hours”, etc. and have an extra timecard tab, the
Transactions tab.

Transaction employees punch in/out each time they begin or stop working. Timeclock/
WebClock punches are displayed on the Transactions tab of their timecard. When a
schedule is entered in the system it affects the timecard even though the employee is
punching in and out. See the term “Schedules” in this section for examples.

Only the employee’s payroll clerk or editor and approvers are allowed to make corrections
to a Transaction employee’s timecard. Employees that use a Transaction timecard do not
sign it because a timeclock is used.

4/11/2007 Page 1 Approver Functions 3.5



Terminology Terminology

Other Terminoloqy

Company

Companies are groupings of Milwaukee County employees by high org. The Company 1D
is used for reporting purposes and to export data from the system. The Company ID in
CTA matches the PSID in HPW. The Company IDs at Milwaukee County are:

= JGR: All Organizations in the 1000 series, 2000 series, 3000 series and 4500 series
= JGS: All Organizations in the 4000 series, except the 4500 series

= JGT: All Organizations in the 5000 series, 9000 series

= JGU: All Organizations in the 6000 series

= JGV: All Organizations in the 7000 series, 8000 series

Exception Reporting

Employees that enter information on their timecard only when they deviate from the

schedule entered in the system are using “exception reporting”. Some examples of an
exception are:

The employee came in late or left early

Special Premiums, old Code 24— pager pay, standby etc. entered on the Expenses Tab.
Accrued Time Used— employee used some accrued time instead of working

NonRep Overtime— employee wants to be paid instead of accrue overtime

Union Overtime— employee wants to accrue instead of being paid overtime

Shift Premium— adjust shift premium calculated by the system (i.e. remove or add)

Forecasting
Forecasting is a method used by the system to automatically send an employee’s regular
hours from Ceridian Time & Attendance to HPW. There are two types of forecasting:

= Employees that accrue and use accrued time — During the pay period, these
forecasted employees use an Elapsed timecard without labor distribution columns to
enter any accrued time that they use, but do not enter regular hours on their timecard.
This is because their regular hours come from CTA to HPW each pay period. At
Milwaukee County, these employees are generally ECP.

= Employees that do not accrue or use accrued time — These forecasted employees do
not need to enter their regular hours on a timecard so they do not use them. This is
because their regular hours come from CTA to HPW each pay period. At Milwaukee
County, these employees are generally Elected/Appointed Officials or Board
Commissioners.

Pay Policy

Pay Policies are specific sets of pay rules for a particular group of employees. An
employee’s pay policy takes into account such things as, the type of timecard used, the
time codes available, overtime paid/accrued, flextime, shift or weekend rules, labor
distribution levels, etc.

REMINDER

Rule VII, Section 7 of the Civil Service Rules states that:
Knowingly punching or marking another employee's time card, having one's time

card punched or marked by another, altering time card for any unauthorized reason
or inaccurately recording time worked is a violation and may be Cause for
Discharge, Suspension or Demotion and/or Re-evaluation.
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Terminology Terminology

Other Terminology (Continued)

Schedules

A schedule is simply a template for when an employee or group of employees is assigned
to work. Whenever an employee’s schedule is entered in the system it always affects the
hours on the timecard.

If the employee uses a Standard timecard, his timecard is automatically completed based
upon the schedule and the employee is responsible for entering “exceptions” (changes) to
their time.

If the employee uses a Transaction timecard, their time is entered using a timeclock or the
WebClock, but if a schedule is entered in the system it still affects the timecard. For
example, a department may decide that an employee can forgo punching meal times and
allow the schedule to deduct for the employee’s “scheduled” lunch instead. In addition,
when a schedule is entered it rounds the employee’s time to 15 minutes before their start
time and rounds back 10 minutes to their scheduled end time.

EXAMPLES OF TIMECLOCK/WEBCLOCK ROUNDING:
An employee’s schedule entered in the system is from 8 am until 4:30 pm.

Punches In Rounds To

Before 7:45 Nearest 6 minute interval
From 7:45 to 7:59 8:00

After 8:00 Nearest 6 minute interval
Punches Out Rounds To

Before 4:30 Nearest 6 minute interval
4:31 to 4:40 4:30

After 4:41 Nearest 6 minute interval

CAUTION: Schedules must not be used with Project timecards, Elapsed without labor
distribution timecards or Elected/Appointed Officials and Board Commissioners.

Time Codes

A time code is a unique identifier that is used to track employee time in the system. The
time codes in Genesys were listed on the back of the Genesys timesheet. In the new
system there is an expanded list of time codes to cover more situations, but employees and
approvers will only be able to see the time codes that are available to them. The time
codes available to an employee are controlled by the employee’s pay policy. A list of oft-
used time codes appears on page 14 of this manual.
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Logging In Logging In

How Do | Log In?

Logging Into Ceridian Time & Attendance

1. Open up the Internet Explorer browser on your computer.

2. Atthe Address field, type: https://sourcetimeproi.ceridian.com
The “Ceridian Time & Attendance” window appears automatically (shown below).

<2} Login, - Ceridian Time & Attendance - Microsoft Internet Explorer,

: File Edit Vism Favorites  Tools  Help

; . ~ 0
: j :"| \ ] s ' )
: O ) x = NS Search 4y Favorites 6:“

: Address @j https:f/sourcetimepral, ceridian, com/

.@EIDone . . . . . é @ Internet

3. At User Name: type your clock number. Press the tab key on your keyboard.
Note: If you do not know your clock number, contact the Help Desk at 278-7819 or your
payroll clerk.

4. At Password: type your password and then press the tab key. Note: The first time you
log in your password is your clock number.

Note: You must change your password the first time you log in and every 120 days after that.
If you forget your password, your approver, payroll clerk or the Help Desk (278-7819) can
reset it. Once your password has been reset, it reverts back to your clock number.

5. At Company ID, type: MCJ

6. If the “Remember Me” check box is not checked, click it now. Note: when the “Remember
Me” checkbox is checked, Windows remembers your clock number and Company ID each
time you log in.

7. Click the Go button.
= |f the Password Change window appears, follow the instructions on the next page.
= If your personal Home Page appears, skip the next page of this manual. You are
logged into Ceridian Time & Attendance and can perform any task for which an
approver is authorized (for assistance see the rest of this manual).
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Logging In Logging In

Logging Into Ceridian Time & Attendance (Continued)

a Change Password - Milwaukee County for policy? test - Microsoft Internet Explorer

© Flle Edit View Favorites Tools  Help o

o = A ) ) &
GBack ? ) ﬂ IELI 0|/ Search ¢ Favartes 6“! = | .A“

: Address ﬁ_’] https:/fsourcetimeprol. ceridian.com/CTAGE0/cka. aspPRequest ID=EXBLO1660. clsBLController &sid=000336FEECO1 AC3BC 1 4ES0BTEFSE % a Go

Ceridian Time & Attendance

My Time System Home |Help | Logo

==

Password Change

Operations: (| Submit |

ou are being forced to change your passward!
“Y'ou are required to change your passwaord
wour Current Password: ||
“Wour Mew: Password:

Re-Enter our Mew Password:

Operations: (| Submit |

< >
@;’]Done é Q Internet

8. At Your Current Password: type your clock number.

9. At Your New Password: type a new password.

Note: Your new password must be 6 to 20 characters in length. You may use any combination
of numbers or letters. Your password is not case sensitive so you don’t have to remember if the
Caps Lock key is on.

10. Click the Submit button. The “Password Changed Successfully” window appears automatically
(shown below). Note: If you need assistance logging in, contact the Help Desk at 278-7819 or
your payroll clerk.

a Change Password - Milwaukee County for, policy? test - Microsoft Internet Explorer

: Fle Edt View Favortes Tooks Help "
: QBaEk - ﬂ é" W ) search g Favories 2 - g H 8
: Adriress | ] https:/fsourcetimepral ceridian. com/C TAGGD/cta.asp v Be

Ceridian Time & Attendance é{.{n‘.‘w

My Time System v Home | Help | Logo

Password Change
Password successfully changed. ‘_
Operations: | Submit

*our Current Passwword:
“rour Mew Passward

Re-Enter “our Mew Passward

Operations:

S @ Irtemet

/7

11. Click the word Home in the right corner. Your Home Page appears.
Note: the Home Page is the central navigation point. From the Home Page you can locate
closed, open and future pay period timecards.
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Searching for Employees Searching for Employees

How Do | Search for Employee Timecards? Log In To View Your Home Page

After you log into Ceridian Time & Attendance, your personal Home Page appears. An approver’s
Home Page is normally divided into three sections: the Search section, the Timecards section and
the Accruals section. The Timecards and Accruals sections contain your personal timecards and
accrual information. The Search section allows an approver to search for individual employees or
workgroups for timecard approval and maintenance operations.

Search Section

If you are an approver, the Search section appears at the top of your Home Page (shown below).
You will use it to search for any employees or workgroups for which you are the primary or
backup approver. Note: This means you will be unable to use it to search for yourself.

The Search section allows you to find employees or workgroups according to the search criteria
that you specify thereby making maintenance and approver operations an easier process. Note:
Although department is also an option, only payroll clerks or editors can search by department.

Home Page
Search

Look In: | Emplayess (% | For:

Including Pay Periods: OCurrent open periods @Most recently clozed periods lC:).i\.ll periods including the date; Morth| 1 % Day| 1 % [Year| 2005
Initial Wiew: @ Timecards O Error Summary O Schedules O Global Time Ertry

Lirnit to Timecarcs: DWTth errors only D That have not been approved

Dizplay Search Results as "Wiew Cnly'": [ves

Search Criteria

= Employees: The employee’s name or clock number.

=  Workgroup: A group of employees with the same approver(s). Each workgroup is
assigned a workgroup ID. Note: Workgroup IDs are generally an acronym, which is
easily identified by departmental staff. For example, one County Board workgroup is
CBDIST18— this stands for County Board District 18.

= Department: A Milw. County department. Each department is known by their low org.

= Look In field: Select Employees or Workgroup from the drop-down list. What is selected
here must agree with what is typed in the For field. Note: only payroll clerks or editors
can search by department.

= For field: What is typed here must agree with what is selected in the Look In field. To
maximize search results, leave the For field blank. To minimize search results, type a first
or last name or a workgroup ID here.

* Including Pay Periods field: Select “Current Open Periods” to view open pay periods.
Select “Most Recently Closed Periods” to view the most recently closed pay period.
Select “All Periods Including” and a date, when you want to open only the pay period with
that date.

= Initial View field: Select Timecards, Error Summary, Schedules or Global Time Entry.
What is selected here will determine the type of search results the system will display.
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Searching for Employees Searching for Employees

Search Criteria (Continued)

» Limit to Timecards checkbox: Select “With errors only” to limit your results to timecards
with errors. Select “That have not been approved” to limit your results to timecards that are

unapproved.

» Display Search Results as “View” Only checkbox: This checkbox must remain checked
so that search results are displayed in “View Only” mode UNLESS you are doing a timecard
approval search. CAUTION: failure to do so will lock all of your employee’s time cards from
being accessible by anyone else for the duration of the time the search results are open.

Sample Searches

Searching for One or More Employee’s Open Timecards

= AtLook In: select EMPLOYEES
= AtFor: type employee’s name (leave BLANK to get ALL your employees)
= At lIncluding Pay Periods: select CURRENT OPEN PERIODS
= At Initial View: select TIMECARDS
= At Display Search
Results As View Only: leave the YES checkbox checked

Searching for ALL My Employee’s Open Timecards With Errors

= AtLook In: select EMPLOYEES
= At lIncluding Pay Periods: select CURRENT OPEN PERIODS
= At Initial View: select TIMECARDS
» Limit to Timecards: select WITH ERRORS ONLY
» At Display Search
Results As View Only: leave the YES checkbox checked

Searching by Workgroup for Open Timecards That Have Not Been Approved

= AtLookIn: select WORKGROUP
= AtFor: type the entire workgroup ID or the first few characters
= AtlIncluding Pay Periods: select CURRENT OPEN PERIODS
= At Initial View: select TIMECARDS
» At Limit to Timecards: select THAT HAVE NOT BEEN APPROVED
= At Display Search
Results As View Only: uncheck the YES checkbox to do approvals

CAUTION: Only payroll clerks or editors are setup so they can search by Department
(Low Org).
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Searching for Employees

Searching for Employees

Searching for My Employee’s Timecards

Log in to Ceridian Time & Attendance. Your personal Home Page appears.

At the Search section, select or type the desired search criteria in their fields.

Click the Submit button. The Time Management Summary window displays a list of
employees who meet your search criteria (shown below).

4. To change the sort order of the search results: simply click the column title and the
search results will sort by the column you selected. For example, clicking the column title
“Wkgrp” will sort the list by Workgroup ID.

Timecard Management Summary

Operations: Page |1 w | cf5

BIWEEKLY Fay Period (Open). 0T/02/2006 - 0T 152006

Appr |Name 3t Dept  |vekarp [|Si|Ex |RT|SC| REG | SREX wHP | ACCTU | OTHER | MOPaY | SUBTL | PREM | OTPD | OTACR
D | Albett, Judith 2432 |CSEMARCING ilE: M | 6200|0000 0300 000|000 0X00| 6200|0000 0000 0300
Anderzen, Peqay 2432 |CEEMARCING 7200|0000 0000 000|000 omoo|  F200| 0000 0000 000
£ | Connot, John 2432 |CSEMARCING MES g0:00( 0000 00:00 00:00 00:00 00:00 80:00| 0m00)  Ooon [ilagal]
LConnar, Sarsh 2432 [CSEMARCING 7200 00:00 00:00 00:00( 0000 00:00)  F200| 00:000 0000 0300
@ | Marters. Mel 2432 |CSEMaRCND | 80:00| 0000 00:00 00:00[  0%00 0x00| 8000|0000 0000 0300
+/ | Patker, Ludmila 2432 [CSEMARCING b 54:00( 0200 16:00 00:00( 0000 0IO0|  FZOO| 0000 0000 000
v/ | Buso, Rudol 2432 [CSEMaRCINO || v 2800 0000 04:00 04:00( 0000 0O0|  3E00| 0000 0000 000
Zimnmer, Christine 2432 |CSEMARCING 7200 00:00 00:00 00:00| 0000 0x00| 7200|0000 0000 0300

Timecard Management Summary Terms

Appr = A check box provided for timecard approvals. Note: a check box only
appears here when search is NOT in “View Only” mode.

= Anerroricon: Rederror> @& Yellow error-> ©
= A locked timecard icon: &
= An approved timecard: v

Name Clicking the underlined name opens the employee’s timecard

Dept The employee’s home department (low org)

When this icon appears in the column, a comment has been added to the

employee’s timecard.

Wkgrp The employee’s primary Workgroup ID. Workgroup IDs are generally an
acronym easily identified by the department. For example, one County
Board workgroup is CBDIST 18— this stands for County Board District 18.

Ex When % appears in the Ex column, expenses (i.e. special premiums etc.)
have been added to the Expenses tab of the timecard.

Notes, RT | thee columns are not currently used at Milwaukee County.

Si This column displays a “Y* if the employee has signed the timecard.
Displays an "E" if there are employee-initiated Schedule changes or an "M" if

SC L
there are manager-initiated Schedule changes.
All other columns are summaries of the total hours reported on the timecard
(i.e. hours worked, paid and accrued, shift etc.)
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Viewing a Timecard Viewing a Timecard

How Do | Open and View a Timecard?

1. Log in to Ceridian Time & Attendance. Using the Search section, search for one or more
employees. The Timecard Management Summary window displays a list of employees.

Timecard Management Summary

Dpera‘jms.DDFag& 1|w| o2 DD :

BMWEEKLY Pay Period (Open): 07462008 - 07/202006

Aper | ame Bt Dept | Wkoro [|3|| si|ex|rT [sc| Rec | saEx | wHP | AccTU | OTHER ] NOP&Y | SUBTL | PREM | OTPD | OTACR
O et Judth CSEMAR| | Y s000 0000 0000 Oooo  oooo oood| 000 oooa|  ofao 000
[ | éndersen Ponay CSEMAR | ¥ 8000 0000 000D 000D uo:ou| opoo|  eao0| ool ooa 000
[ | Canror Jobn cseMeR| | Y 8000 0000 0000 0000 0000 omoo|  s0:00| oo00| 000 0000

2. To open a specific timecard: locate the name of the employee in the Name column.
Click the employee’s underlined name. Their timecard for the open pay period appears.
» [If the employee uses a Standard timecard, the Timecard tab will be displayed (shown below).
= |If the employee punches a timeclock/WebClock, the Transactions tab will be displayed.

Standard Timecard (Timecard Tab)

Signed | Mo REG 80:00 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq  Biveskly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2005-08/1 2/2006 Wiew Other Periods SUBTL 80:00 PREM 00:00
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operstions: Add Fows | 1 % | Approve Timecard Frintsble [ Backto List 8 | Subit |
Del |Date Time Code In Moﬁ' Mlia' out |Hours Favorite Set [LowOg  |Actvy  [Funct  |RptCt  |dob
[[1 || Mon 07431 s | || REG - 0 Regular Hours he 07:304 || 12200P| ||12:30P| | | 04:00P| | 08:00| 7] 50a1 00000 | || 0000 0000
021 Jooooo joooofoooo] |
Comment:
1|/ Tue 02/01 ~| || REG - 01 Regular Howrs v 07:204) | [12:00p] |[12:30P| | 04:00P|| 08:00| 5081 |00000 |0000 |0000 |
031 Jooooo joooofooco] |
Comment:

Transaction Timecard (Transactions Tab)

Signed Mo REG 40:00 SAEX 00:00
Approved hio VHP 40:00 ACCTU 00:00
Pay Freq | Bivieekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2006-08/1 272006 ¥iew Cther Periods SUETL 80:00 PREM 16:36
OTPD 0718 OTACR 00:00

Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profie

Operatiors: Add Rows |1 % | Approve Timecard Frintable [:] 2] Eackio List )] D E
Del |Date Time Source |Type i Hours: Favorite Set |LowOg | Actvy Funct Rptct Jok
Code Lo
[ 5un 0730 ~ | |[10:004] o, In a v O
111
Comment:
[ 5un07/30 | |[05.00F| & fut M o @l ‘ | | |
111}
Comment:

3. Skip this step unless, you want to:

= View a Transaction employee’s punches compiled by day: Click the Timecard tab.
= View employee accrual balances: Click the Accruals tab.

* View the employee’s pay policy: Click the Profile tab.

* View the employee’s schedule: Click the Schedule tab.

= View the expenses (i.e. special premiums etc) entered: Click the Expenses tab.

» Find out who made changes to the timecard: Click the Audit tab.

4. To return to the previous page: Click the underlined words “Back To List” (circled
above). The Timecard Management Summary page reappears.
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Viewing a Timecard Viewing a Timecard

Viewing An Employee’s Timecard

A timecard consists of several pages or tabs that display pertinent info for the pay period selected.
Tabs are accessed by clicking the tab that contains the info you want to view (tabs shown below).

Tabs for Transaction Employees (Employees Who Punch a Timeclock/WebClock):

Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profile

Tabs for All Other Types of Employees

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Timecard Tab Terms

= Timecard tab: An employee using a Standard, Elapsed or Project timecard enters time here,
but when an employee punches a timeclock/WebClock, it compiles the punches displaying them
by date. This tab shows time rounded to tenths of an hour.

= Transactions tab: This tab only appears for employees who punch a timeclock/WebClock. It
displays punches exactly as they come from the timeclock/WebClock. Note: Only payroll
clerks, editors or approvers can make changes to a timeclock/Webclock punch, but the system
displays the letter M in the “Type” column when a punch has been modified.

= Schedule tab: Displays the employee’s current default schedule. Note: Permanent changes
to an employee’s schedule are entered by the payroll clerk, but pay-period-specific schedule
changes can be entered here by the employee, approvers, payroll clerks or editors.

= Accruals tab: Displays year-to-date accruals, 1 week after the prior pay period is processed.
= Notes tab: Not used by Milwaukee County.

= Expenses tab: Displays any expenses (i.e. special premiums) entered.

= Audit tab: Displays any changes that were made to this timecard.

= Profile tab: Displays information about the employee such as the date of hire, pay policy, clock
number, department number etc. Note: Only payroll clerks can change employee profiles.

Summary Bucket Terms

Summary buckets are pay-period-specific fields that appear on timecards just above the tabs.
Summary buckets help employees, approvers, editors and payroll clerks understand how an
employee’s time will be paid/accrued.

At Milwaukee County, some accrued times are lumped together in a single summary bucket (i.e.
VHP includes vacation, holiday paid and personal; PREM includes shift and weekend), but this is
only within the summary bucket. Accrued time balances are still maintained separately in the
system. In addition, shift and weekend will be paid at the correct rates.

= REG: Regular hours worked during the pay period.

= SAEX: Sick allowance and excused used during the pay period.

= VHP: Vacation, holiday paid and personal used during the pay period.

= ACCTU: Overtime and holiday accrued time used during the pay period.

= OTHER: Other time with pay used during pay period (i.e. paid leave, paid union release etc)
= NOPAY: Time without pay used during the pay period.

= SUBTL: Subtotal of all regular hours worked or non-worked. SUBTL adds up hours in the
REG, SAEX, VHP, ACCTU, OTHER & NOPAY summary buckets. It does not include hours
in the PREM, OTPD or OTACR summary buckets.

= PREM: Shift premium and weekend differential to be paid during the pay period.

= OTPD: Overtime to be paid during the pay period (includes overtime at 1-1/2 or straight rate).

= OTACR: Overtime to be accrued during the pay period (includes overtime at 1-1/2 or straight rate).
4/11/2007 Page 10 Approver Functions 3.5




Changing a Schedule Changing a Schedule

How Do | Make Changes to an Employee’s Schedule?
Standard & Transaction Employees

When a schedule is entered in the system it can make the process of completing a timecard
much easier because the employee is only responsible for entering “exceptions” to their time,
but it can also create errors on the timecard when the employee deviates from his or her
schedule.

When an employee does not work their scheduled hours, employees (except Transaction
employees), approvers, editors and payroll clerks are allowed to temporarily change the
schedule. Note: Payroll clerks enter schedules into the system, so if the employee’s schedule
changes permanently, contact the employee’s payroll clerk to update the employee’s schedule.

Changing a Schedule for a Pay Period

Note: You must change the schedule before changing the employee’s timecard or the changes
you make will not be accepted by the system.

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

2. Click the Schedule Tab and the employee’s schedule appears.

3. At the Dflt column, uncheck the checkbox for any day that the employee did not work their
scheduled hours.

4. Make changes to the scheduled times (i.e. In, Meal Out, Meal In and Out) to match the time
the employee worked.

5. Click the Submit button.

6. If this is a Transaction Timecard, click the Transactions Tab. Make the same changes to
the employee’s timecard that you made to their schedule and then click the Submit button.

7. If this is a Standard Timecard, click the Timecard Tab. Make the same changes to the
employee’s timecard that you made to their schedule and then click the Submit button.

Del |Date Dot EZD\; I Meal Out Meal In ot Initisted Total Fawvarite Set

O |[Mano7s31 s 0Ol 0| 7o 300P | [[Mar 08:00| [] 4_
[ | Tue0B/01 % 1| [ | | oo 00P Mar [+ 08:00| [] 4—
[ ||'wed 08/02 |~ [ | |7o0s 1:308) | [12:30P] | [400F | || Mone v 08:00| []

[ || Thu08/03 v [ | 7008 11308 | [1230P) | [400P | || Mone w 08:00| []

[] || Fiog/nd  » . FO0a, 11:308 12:30F 4:00F Mone v 0800 []

Del |Date it E';c\'; In Meal Cut Meal In Ot Initiated Tatal Favorite Set

[ | Mon08/07 » [ | |7o0a 11:308] | [1230P| | [4:00P | || Mone + 03:00| []

[ || TueD8/m8 » 1 | |00 11:308] | [1230P) | [400P | || Mone + 03:00| []

[] | 'wed0amg « ] | |7o0a 11308 | (1230 | [400P | || Mone » 03:00| []

[ | ThubaAn » 1 | [7o0a 11:308] | [1230P) | [400P | || Mone + 03:00| []

[] | Fiogi1  » ] | |7o0a 11:308] | [1230P| | [4:00P | || Mone + 03:00| []
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Missing Time

Missing Time Standard

9.

How Do | Add Missing Time? i.e. Hours Worked

Standard Employees

Note: If the employee has a schedule entered and he or she did not work their scheduled
hours, you must change the schedule and then change the timecard. See the procedure “How
Do | Make Changes to An Employee’s Schedule” for assistance.

1.

© N o o0 »~ O

Using the Search section, perform a search for one or more employees. Locate the
employee in the list and click their underlined name in the Name column. The timecard
appears. Locate a blank row at the bottom of the timecard.

At Date, select the date of the missing time (shown below). Note: be sure the date you
select is within the current pay period.

Standard Timecard (Timecard Tab)

Del |Date Time Code n "gej' Mlia' out  |Hours Favorite Set [LowOgy  |Actwy  |[Funct  |RptGt  [Job
| | + | || REG - 01 Regular Hours v ]

|52t 0617

Sun 06A13

pon 0619 Commert:

Tiete |
At Time Code, select “REG — 01 Regular Hours”.

At In, type the time the employee started working.

At Meal Out, type the time the employee stopped working, if applicable.
At Meal In, type the time the employee started working, if applicable.

At Out, type time the employee stopped working.

Skip this step unless, the employee’s default labor distribution must be changed:

To change this row to a Low Org, Activity, Function and/or Rpt. Category:

= At LowOg: type the low Organization
= At Actvy: type the number 1 followed by the Activity
2 (Note: To skip Activity field, type 10000 instead)
= At Funct: type the Function
(Note: To skip Function field, type 0000 instead)
= At RptCt: type the Reporting Category

(Note: To skip Reporting Category field, type 0000 instead)

To change this row to a Job Number:

= At LowOg: type the low Organization
= AtJob: type the number 2 followed by the Job Number

Note: Ceridian offers special features that allow you to search for labor distribution
codes and set up “favorite sets” of oft-used codes to eliminate repetitious typing. To
learn how to search for codes and set up favorite sets, see the section in this manual
called, “Searching for Labor Distribution and Setting Up Favorite Sets”.

Click the Submit button to save and sort the timecard by date.
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Missing Time Missing Time Transaction

How Do | Add a Missing Punch? i.e. Hours Worked

Transaction Employees

1.

6.

Using the Search section, perform a search for one or more employees. Locate the
employee in the list and click their underlined name in the Name column. The timecard
appears. Locate a blank row at the bottom of the timecard.

At Date, select the date of the missing punch (shown below). Note: be sure the date you
select is within the current pay period.

Transaction Timecard (Transactions Tab)

Del |Date Time |Source |Type U Hours

Code IS Favorite Set |LowOg  |Actvy Funct RptCt Jak

| v Fast Swipe » v [}

111
Sun 06/18
Man 06/13 Comment:

Tug06/20 |

At Time, type the missing in or out time. Note: Each punch must have its own row. This
means if you are missing two punches you must enter two rows on the timecard.

At Type, select “Fast Swipe”. Note: Although other Types may be selected here, “Fast
Swipe” is the preferred selection. Selecting Fast Swipe causes the system to determine
whether the punch is an in, out or meal punch.

Skip this step unless, the employee’s default labor distribution must be changed:

CAUTION: The system will not accept new labor distribution unless the Type
selected above was “In”, “Transfer” or “Fast Swipe”.

To change this row to a Low Org, Activity, Function and/or Rpt. Cateqgory:

» AtLowOg: type the low Organization
= At Actvy: type the number 1 followed by the Activity
(Note: To skip Activity field, type 10000 instead)
= At Funct: type the Function
(Note: To skip Function field, type 0000 instead)
= At RptCt: type the Reporting Category

(Note: To skip Reporting Category field, type 0000 instead)

If you want to change this row to a Job Number:

» AtLowOg: type the low Organization
= AtJob: type the number 2 followed by the Job Number

Note: Ceridian offers special features that allow you to search for labor distribution
codes and set up “favorite sets” of oft-used codes to eliminate repetitious typing. To
learn how to search for codes and set up favorite sets, see the section in this manual
called, “Searching for Labor Distribution and Setting Up Favorite Sets”.

Click the Submit button to save and sort the timecard by date.
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Non-Worked Time — General Information

Non-Worked Time — General Information

Non-Worked Time
All Eligible Employees

i.e. Sick, Vacation, Personal etc

Generally, non-worked NON-WORKED TIME CODES w20 | c1A CROSS REFERENCE
time is time that an TIME
employee does not In order by Description as of 8121/06 CODE CO':I"[?E .;: J[?E ;;"1
actually work, but needs Absent without Pay (21) ANOP 03 | SICK | 4
to specify on their | Annroved Leave without Pay (21) LWOP 04 WAC | 3
timecard using atime |~ Back to Back (41) BACK 05  PER | TP
code. Non-worked time Excused-Bereavement (09 BERY 07 oTUS | 5L
can be paid or non-paid Excused-Critical (09) CRIT 0g HP 2H
hours and also includes Excused-Medical (09) MELD 09 : BERYW i 4B
absent hours, however, it Excused-Other Absence (09) OTHR 0 CRIT | 4C
does not include special Holiday Paid (08 HF 09 MED : 4D
premiums (code 24) such Holiday Used (20 HOLLU 08 {OTHR | 4R
as “standby” or “crew Haoliday-Murses Preimium (573 MHOL 14 P JURY : 7
leader”. Note: Learn how Holiday-Pool Murses (f3) PR HYY 14 MILF il
to enter special premiums Jury Duty (143 JURY 14 1 MISC | TH
by reviewing the section in Medical without Pay (217 MWOP 14 {SEQR{ 70
this manual, “How Do | Military with Pay (14) MILP 14 | 5QOT: 50
Add Special Premiums to Wilitary without Pay (38 MIL Yy 14 {SUSP: 7§
a Timecard?” Misc Paid Leave {14) MISC 14 (UREP: 7R
Cvertime Used (07) aTUS 16 (PDMWi 1P
The time codes in Faid MatWarked {16) POMY 20 i HOLU G 2u
Genesys were listed on Fersonal Hours (05) FER 21 RO A,
the back of the Genesys Foaol Murses wiBenefits (38 MOP 21 LwopP TL
timesheet. In the new Fulling Fee (55) 5250 21 PMWOP: 7D
system there is an Sequester OT 8 Hours (143 S@0T 21 pEwWoP: T
expanded list of time Sequester Straight 16 Hours (14) SEQR 21 iTwoP: TT
codes to cover more Sick Allowance (03 SICE ag MILYY FL
situations. For example Suspended with Pay (14) SLISP 38 imWOP: TH
excused time (code 9) has Suspended without Pay (21) SWOP 38 iUBWP i TN
been split into several Tardy without Pay (21) TWOP 35 YTO Fid
CTA codes. nion Business without Pay (38) LIBWYF 41 BACK, Akl
Union Release with Pay {14) LREP 55 5240 BP
Remember, the time Yacation (04) WA ar MHOL 2M
codes that the employee vaoluntary Time Off (Budget Reduction) (38§ WTO 63 PMHW | 5P

can see in the Time Code drop-down field on their timecard are controlled by the employee’s

pay policy. Therefore, employees and approvers should only be able to see the time codes

that are available to them.

Standard, Project and Elapsed employees and their approvers are responsible for adding
non-worked hours to their timecards, but when Transaction employees need non-worked

time added their approver is responsible for adding it (see examples in this section).

Whenever any non-worked time code is entered on a timecard you should follow the
procedures in this manual for entering non-worked time.

Note: if you are entering holiday paid, be sure to also review the section in this manual “How
Do | Adjust Holiday Paid, Accrued, Worked?”
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Non-Worked Time Non-Worked Standard

How Do | Add Non-Worked Time? i.e. Sick, Vacation, Personal etc.

Standard Employees

Note: If the employee has a schedule entered and he or she did not work their scheduled
hours, you must change the schedule and then the timecard. See the procedure “How Do |
Make Changes to an Employee’s Schedule” for assistance.

1.

Using the Search section, perform a search for one or more employees. Locate the
employee in the list and click their underlined name in the Name column. The timecard
appears. Locate a blank row at the bottom of the timecard.

At Date, select the date of the non-worked time. Note: be sure the date you select is
within the current pay period.

At Time Code, select the appropriate non-worked time code.

At In, type the employee’s normal start time.

At Out, type time the employee’s normal stop time.

Standard Timecard (Timecard Tab)
hisal Meal

Del |Date Tirme Codle In out o ‘ Out  |Hours

%Fmoﬂmsd LowOg [Actvy  |Funct  Rptct  |Job

[7] | Fi07407 s | | PER - 05 Persanal hd 1] ap v

Comment:

Click the Submit button to save and sort the timecard by date.

Verify that the number of hours is correct. Note: If the hours calculated by the system
are incorrect due to lunches, adjust the “Out” time and click the Submit button again.

EXAMPLE: A full-time Standard employee did not come in on Wednesday. She only
has 5 hours of personal time left. The balance of her 8 hours must be absent time (code
21). In this special situation you will need to add two rows to the timecard.

Signed | Mo REG 00:00 SAEX 00:00
Approved Mo VHP 05:00 ACCTU 0000

Pay Freq | Bitizckly (Open) OTHER 00:00 NOPAY 0300 6—
Pay Period | 05/27/2006-09/09,2006 view Other Periads SUETL 08:00 PREM 0000
OTPD 00:.00 OTACR 0000

Timecard Audit | Profile

Schedule | Accruals | Notes | Expenses

Operations: Add Rows | 1 ¥ | Approve rd Printable Backto List :
Del |Date Time Code In Moelil Mlia' out  |Hours Favorte Set |LowOg  |Actvy  |Funct  |RetCt  |Job
[ || wed 08/30 | || PER - 05 Personal v| ||0s:008 01:00P| | 05:00| 7] 1159 | ||00000 | (0000 | | 0000
1150 |ooooo Joooafoooo] |
Camment:
[ || wed 08/30 s | || Aw0OP - 21 Absent Without Pay v| [|otooe 04:00P| | 03:00| 7] 1159 ‘nouoo |0000 |nono |
115900000 Joooo Joooo ]|
Comment:
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Non-Worked Time Non-Worked Transaction

How Do | Add Non-Worked Time? i.e. Sick, Vacation, Personal etc.

Transaction Employees

1. Using the Search section, perform a search for one or more employees. The Timecard
Management Summary window displays a list of employees. Click the employee’s
underlined name in the Name column. The timecard appears. Locate a blank row at the
bottom of the timecard.

2. At Date, select the date of the missing punch. Note: be sure the date you select is within
the current pay period.
3. At Time, type the employee’s normal starting time.
4. At Type, select Manual TC for all non-worked time.
5. At Time Code, select the appropriate non-worked time code.
Transaction Timecard (Transaction Tab)
Del |Date Time |Source |Type Ei::e Hours Favorite Set |LowOg |Actvy Funct RptCt Job
[ |[wed 0z/28 [+] |[7 M O [v
ick
SUSF - 14 Suspend With Pay 1111
SWOP - 21 Suspend Without Pay i
TWOP - 21 Tardiness Without Pay Comment:
UBWP - 38 Union Business Without Pay
UREP - 14 Union Release with Pay
VAL - 04 Vacation
\VTO - 38Volurtan TimeQff (Budgetary Reduction) [ )
6. At Hours, type the number of hours of non-worked time.
7. Click the Submit button to save and sort the timecard by date.

EXAMPLE: A Transaction employee was on vacation on Monday and worked 8 hours
on Tuesday. With the entries below, he will be paid for 8 hours worked and 8 hours of

Signed | No REG 0&:00 SAEX 00:00
Approved No VHP 0200 ACCTU 00:00
Pay Freq BiWeekly (Dpen) OTHER 00:00 NOPAY 00:00
Pay Period | 07/16/2006-07/29/2006 View Other Periods SUBTL 16:00 PREM 00:00
OTPD 00:oo OTACR 00:00
Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profile
Operations: Add Rows |1 v Approve Timecard Printable Back to List m
Del |Date Time Source |Type -élg:e Hours Favorite Set LowOg Actvy Funct RptCt Job
[ | Men 0717 v] 08:D0A| A Manual TC | 11 VAC - 04 Vacation M 08:00 O
111
Comment:
O [Tue 07418 [w] | [o2:008 A n vlu e O | | | ‘
Comment
0 |[Tue 0712 [v] 04:00P | & Out ~|u v O | | | ‘
111
Comment:
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Holidays Paid, Accrued, Worked — General Information

Holidays Paid, Accrued, Worked — General Information

Holidays Paid, Accrued, Worked
All Eligible Employees

Unless otherwise specified by Union contract, when employees that are eligible for holiday pay
are off on a major or minor holiday, they must be paid for the holiday— this means that they are
not allowed to use vacation or other accrued time instead. This also means that they are not
allowed to accrue for a holiday unless they work it.

The system knows when there is a major or minor holiday and automatically enters a row on the
employee’s timecard as holiday paid. When an employee works on the holiday, the time code
must be changed from holiday paid to holiday accrued. When an employee works part of a
holiday, there will be at least three “holiday related” rows on the timecard to account for hours
worked, holiday accrued and holiday paid.

Unless otherwise specified by union contract, whenever eligible employees work all or part of a
holiday:

= Hours Worked are paid in the normal manner. Hours worked on a holiday are entered in the
system, as usual, using the time code “REG — 01 Regular Hours”.

= Holiday Accrued equals the numbers of hours worked; up to the maximum number of hours
the employee is normally paid for a holiday. Holiday accrued is entered using the time code
“HOLA — 19 Holiday Accrued”.

= Holiday Paid is never more than 8 hours, but it can be less. When it is less, holiday paid is
based on the employee’s assigned workweek (i.e. 20 hours/week = 4 hours holiday etc). If
the employee worked on the holiday, the number of holiday hours to be paid is reduced by
the hours worked and they are accrued instead. Holiday paid on a holiday is entered using
the time code “HP — 08 Holiday Paid”.

When a Standard, Elapsed or Project employee works the holiday, the employee and his or her
approver are responsible for adjusting the timecard for hours worked, holiday accrued and/or
holiday paid. When a Transaction employee works the holiday the approver is responsible for
adjusting the timecard for holiday accrued and/or holiday paid (see examples in this section).

When employees work the holiday, the system automatically records a special internal time code,
“HW - Holiday Worked”. In order to determine which employees have worked the holiday,
approvers, payroll clerks and editors can run a History Scan Report (see page 46) that looks for the
time code “HW”. When this is done the system creates a report that displays the hours worked,
accrued and paid on the holiday (see below). Approvers use this report to determine which
timecards still need to be adjusted for holiday paid, accrued or worked.

A B C (] E F G H |

Period MNarne Employee 1D Time Time Code Description Internal Date Day i Hours
1 Ending Code Time Code
2 02/24/2007 Burns, Jan 904955 iHP 08 Holiday Paid I 02/19/2007 ¢ wMon g.00
3 02/24/2007 :Busman, kKaren 902525 iHP 08 Holiday Paid I 02192007 i han 8.00
4 |02/24/2007 iConnor, Donna 930499 HP 08 Holiday Paid I 024192007 ¢ won a.00
8 02/24/2007 iHudsaon, Cara 932089 HP 08 Holiday Paid M 02/19/2007 | wan 8.00
6 02/24/2007 :Potts, Patricia 922316 iHP 08 Holiday Paid I 024192007 ¢ hdan g.00
70272402007 {Taylor, Roger 926730  iHOLA 19 Holiday Accrued M 02A19/2007 ¢ won 2.00
8 |02/24/2007 (Taylor, Rager 926730 REG 01 Fegular Hours I 02192007 i han 8.00
9 |02/24/2007 MWilkenson, Sally 915742 iHP 08 Holiday Paid I 02A19/2007 ¢ won 8.00
10 |02/24/2007  2Wills, Mary Ann 9294954  HOLA 19 Holiday Accrued M 024192007 ¢ wan g.00
11 |02/24/2007  BWills, Mary Ann 928854 REG 01 Fegular Hours I 02192007  hon g.00
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Holidays Paid, Accrued, Worked Holidays Standard

How Do | Adjust Holiday Paid, Accrued, Worked?

Standard Employees

Adjusting for Holidays— Paid, Accrued, Worked

1.

Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

Using the timecard, determine the number of hours the employee worked on the holiday. If
time worked on the holiday is missing from the timecard see the procedure, “How Do | Add
Missing Time?” for Standard employees to add the missing time before proceeding.

Skip this step unless, the employee worked at least the number of hours he is normally
paid for a holiday. Note: He will accrue his normal holiday paid hours.

To accrue for the holiday:

= Locate the “HP - 08 Holiday Paid” row the system entered on the timecard.
= At Time Code, change the time code to “HOLA — 19 Holiday Accrued”.

= Click the Submit button to save and sort the timecard by date.

Skip this step unless, the employee worked less than the number of hours he is normally
paid for a holiday. Note: He will be paid for a “partial” holiday and accrue a “partial” holiday.

To accrue for a “partial” holiday:

= Locate a blank row at the bottom of the timecard.

= At Date, select the date of the holiday.

= At Time Code, select “HOLA — 19 Holiday Accrued”.

= At lIn, type the employee’s start time on the holiday.
Note: The employee’s accrued holiday begins when the employee starts working.

= At Out, type the employee’s stop time on the holiday.
Note: The employee’s accrued holiday ends when the employee stops working.

= Click the Submit button to save and sort the timecard by date.

= Verify the number of hours is correct. Note: If the hours calculated by the system
are incorrect due to lunches, adjust the “Out” time and click the Submit button again.

To pay a “partial” holiday:

= On scratch paper, calculate the difference between the number of hours the
employee is normally paid for a holiday and the hours worked on the holiday. For
example, if the normal hours are 4 and the hours worked 2, the difference is 2 hours.

= Locate the “HP — 08 Holiday Paid” row the system entered on the timecard.

= At In, type the employee’s stop time on the holiday.
Note: The employee’s holiday pay starts when the employee stops working.

= At Out, type a stop time that when subtracted from the “In” time will equal the
number of hours you calculated above.

= Click the Submit button to save and sort the timecard by date.

= Verify the number of hours is correct. Note: If the hours calculated by the system
are incorrect due to lunches, adjust the “Out” time and click the Submit button again.
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Holidays Paid, Accrued, Worked Holidays Standard

Holidays Paid, Accrued, Worked (Continued)
Standard Employees

EXAMPLE: The full-time Standard employee below worked 8 hours on the holiday. With
these entries, he will be paid for 8 hours worked and accrue 8 hours of holiday accrued.

. hdeal hdeal .
Del |Date Time Cocle In ot In Qut  |Hours o Favorte et
[J| Tue 07/04 » | (| HOLA - 19 Holiday Accrued hd 12:004, 08004 | 08:00) ™
[ Tue07/04 '+ | || REG - 01 Regular Hours v 08:004| |[12:00P| || 12:30P| || 04:30R| | 08:001 7]

EXAMPLE: The full-time Standard employee below worked 6 hours on the holiday. In order
to accrue a partial holiday, one row was added to the timecard. In order to pay a partial
holiday, the hours on the row the system added were reduced. With these entries he will be
paid for 6 hours worked, 2 hours holiday paid and he will also accrue 6 hours of holiday.

) ezl heal .
Del |Date Time Cade In ot n Out  |Hours D Favorite Set
]| Tue O7/04 '~ || HOLA - 19 Holiday Accued || D00 02:00P| | 0600 | ] "
[ Tue 0704 |~ ||| REG - 01 Regular Hours | 0e.00s oz00p|| 0600 ™ "
|| Tue 07404~ ||| HP - 03 Holiday Paid ~| | 0z00P 04:00P| | 02:00| ~

EXAMPLE: The part-time Standard employee below is normally paid for 4 hrs of holiday on a
holiday. In this example, the employee worked 6 hours on the holiday. In order to accrue the
holiday, the row the system added to the timecard was changed from holiday paid to accrued.
With these entries, he will be paid for 6 hours worked and accrue 4 hours holiday.

Signed | Mo REG 06:00 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Bieekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 08/27/2005-09/03,2006 ¥iew Other Periods SUBTL 06:00 PREM 0o:00
aTPD 0000 OTACR 00:00
Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie
Operations: Add Rows |1 || Approve Timecard Frirtsble Backto List Submit
Del |Date Time Code In "gi:' Mlia' oul  |Hours Favorite Sel [LowOg  |Actvy  |Funct  |RptCt  |Job
[ |[ Mon 09704 [v] ([ HOLA - 13 Holiday Accrued v | ogooa 12:00P|| 04:00| 7] 1159 | ||00000 |||0000 || 0000
1150]ooooo oooojoooo| |
Commert:
[ | Man 09/04 | || REG - 01 Requiar Hours | |[oz008 02:00P| | 06:00) 7] 1159 ‘UEIEIEIU |EIUEIEI |EIEIEID |
1150 ]ooooo joooofoooo| |
camment:
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Holidays Paid, Accrued, Worked Holidays Transaction

How Do | Adjust Holiday Paid, Accrued, Worked?

Transaction Employees

Adjusting for Holidays— Paid, Accrued, Worked

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

2. Using the timecard, determine the number of hours the employee worked on the holiday. If
the employee’s holiday worked time is missing from the timecard, see the procedure in this
manual, “How Do | Add a Missing Punch?” for Transaction employees before proceeding.

3. Skip this step unless, the employee worked at least the number of hours he is normally
paid for a holiday. Note: She will accrue her normal holiday paid hours.

To accrue for the holiday:

= Locate the “HP - 08 Holiday Paid” row the system entered on the timecard.

= At Time Code, change the time code to “HOLA — 19 Holiday Accrued”.
= Click the Submit button to save and sort the timecard by date.

4. Skip this step unless. the employee worked less than the number of hours she is normally
paid for a holiday. Note: She will be paid for a “partial” holiday and accrue a “partial” holiday.

To accrue for a “partial” holiday:

= | ocate a blank row at the bottom of the timecard.
= At Date, select the date of the holiday.

= At Time, type the employees start time on the holiday.
Note: The employee’s accrued holiday starts when the employee begins working.

= At Type, select Manual TC.

= At Time Code, select “HOLA — 19 Holiday Accrued”.

= At Hours, type the number of hours worked on the holiday.

= (Click the Submit button to save and sort the timecard by date.

To pay a “partial” holiday:

= On scratch paper, calculate the difference between the number of hours the
employee is normally paid for a holiday and the hours worked on the holiday. For
example, if the normal hours are 4 and the hours worked 2, the difference is 2 hours.

= Locate the “HP — 08 Holiday Paid” row the system entered on the timecard.

= At Time, type the employees stop time on the holiday.
Note: The employee’s holiday pay starts when the employee stops working.

= At Hours, type the difference you calculated above.
= Click the Submit button to save and sort the timecard by date.
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Holidays Paid, Accrued, Worked Holidays Transaction

Holidays Paid, Accrued, Worked (Continued)
Transaction Employees

EXAMPLE: The full-time Transaction employee below worked 8 hours on the holiday.
With these entries, he will be paid for 8 hours worked and accrue 8 hours of holiday.

’ Time .
Del |Date Time Source |Type Code Hours Lo Favaorite Set
1| Mon 0523 | || 12008 4 [AUTOG || Manual TC v p (| HOLA - 19 Holiday Accrued ~ | ||los00 || [
]| Mon 05729 ~ ||| 0s00a 2 In v v ]
[ || on 08423~ | ||04:00P | &, Out w hd |

EXAMPLE: The part-time Transaction employee below is normally paid for 4 hours of
holiday on a holiday. In this example, she worked 10 hours on the holiday. In order to
accrue the holiday, the row the system added to the timecard was changed from
holiday paid to accrued. With these entries, she will be paid for 8 hours straight time, 2
hours overtime and she will also accrue 4 hours of holiday.

signed o REG 05:00 SAEX | 00:00
Approved | ko VHP 00:00 ACCTU | 00:00
Pay Freq| Bivweekly (Open) OTHER 00:00 NOPAY| 00:00
Pay Period | 07/30/2006-08M 2/2006 Views Other Periods SUBTL 02:00 PREM | 00:00
OTPD 0200 OTACRI 00:00

Timecard | Transactions c Audit | Profile

Operations: Add Rows | 1 ¥ | Approve Timecard Printable m m Backto List g m

) Time |® .
Del |Date Time Source |Type Code Hours LD Favorite Set
7| Tues 07/04 [+ | [07:008] & In v v O Iv]
[ || Tues 07/04 [ | 07:008] & [8UTOG| Manual TC [+ || HOLA - 19 Holiday Accrued v| |oa00 || 0 v
[ {[Tues 07704 [s] |[05:00P| & Out v v ] v
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Overtime Paid & Accrued — General Information

Can | Change Overtime Accrued to Paid or Paid to Accrued? Yes.
All Eligible Employees

At Milwaukee County, eligible employees generally receive overtime after 8 hours in a day and
40 hours in a week, but there are variations (i.e. flextime etc). In the system, unless otherwise
specified by union contract or county ordinance, union employee overtime is defaulted to paid

while non-represented employee overtime is defaulted to accrued.

The employee’s pay policy governs the payment or accrual of overtime and the system
automatically calculates overtime based upon it. Each employee’s pay policy is listed on the
Profile tab of his or her timecard.

In order to “change” the overtime the system defaulted, another row must be entered on the
timecard. The added row “moves” the amount of overtime indicated from paid to accrued or
from accrued to paid based upon the time code used.

= Qvertime Paid to Accrued: It subtracts the number of hours to be accrued from the OTPD
summary bucket, which decreases the amount of overtime to be paid. At the same time it
adds the number of hours to be accrued to the OTACR summary bucket, which increases
the amount of overtime to be accrued.

= Qvertime Accrued to Paid: It subtracts the number of hours to be accrued from the OTACR
summary bucket, which decreases the amount of overtime to be accrued. Atthe same
time it adds the number of hours to be accrued to the OTPD summary bucket, which
increases the amount of overtime to be paid.

The time code used on the added row varies depending upon several factors such as: the
employee’s union type, whether overtime is at 1-1/2 or straight rate, whether the employee is
covered by FLSA, as well as, whether the overtime worked was FLSA. Note: FLSA overtime
is a complicated formula. Generally, the overtime worked is FLSA, if the hours worked in a
week plus hours of holiday paid are greater than 40. If you have a question about FLSA
overtime, call Milwaukee County Central Payroll for clarification.

When Standard and Project employees work overtime, the employee and his approver are
responsible for changing timecard overtime. When Transaction employees work overtime, the
approver is responsible for changing timecard overtime.

When employees work overtime, the system automatically records a special internal time code
that allows an approver to review the overtime calculated by the system by examining the
summary buckets near the top of the employee’s timecard. It can also be reviewed by running
a History Scan report (see page 46).
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How Do | Change Overtime Paid & Accrued?

Changing Overtime
Standard Timecard

Changing Overtime from Paid to Accrued or from Accrued to Paid

In order to change the overtime the system calculated based upon the employee’s pay policy;
another row must be entered on the timecard.

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.
Locate a blank row at the bottom of the timecard.

2. At Date, select the date the overtime, which you want to change, was worked.

3. At Time Code, select the appropriate code:

Attorneys: Select MNOT - 63 Mandatory Overtime Paid
DC48/Sheriffs:  Select OTAC — 06 Overtime Accrued

Non-Represented, depends upon the situation causing the overtime:

* Non-FLSA Overtime at 1-1/2: Select MNOT — 63 Mandatory Overtime Paid
= FLSA Overtime at 1-1/2: Select OTF — 80 Overtime FLSA
= Qvertime at Straight Rate: Select VOTP — 62 Voluntary OT Paid

Nurses, Skilled Trades and Machinists: Select MOTA — 67 Mandatory OT Hrs Accrued

TEAMCO, depends upon the situation causing the overtime:

= FLSA Overtime at 1-1/2: Select MOTA — 67 Mandatory OT Hrs Accrued
* Non-FLSA Overtime at Straight Rate:  Select VOTA — 66 Voluntary OT Hrs Accrued

4. AtlIn, type a valid start time that corresponds to the overtime threshold.
Note: In our example on the next page, the employee is in an overtime situation from 10:30
pm to 2:30 am. If the employee wants to accrue the 2 hours, enter an “In” time of 10:30 pm
so that the accrued time overlaps the worked time.

5. At Out, type a valid stop time that corresponds to the overtime threshold.
Note: In our example on the next page, the employee is in an overtime situation from 10:30
pm to 2:30 am. If the employee wants to accrue the 2 hours, enter an “Out” time of 12:30
am so that the accrued time overlaps the worked time.

6. Click the Submit button to save and sort the timecard by date.

7. Verify the OTACR and OTPD summary buckets near the top of the timecard to be sure the
overtime paid and accrued are now correct.

4/11/2007 Page 23 Approver Functions 3.5



Overtime Paid & Accrued

Overtime Standard

Changing Overtime (Continued)
Standard Timecard
Overtime Paid to Accrued

EXAMPLE: A DC48/Sheriff employee uses a Standard timecard and his pay policy
indicates that he receives overtime over 8 hours in a day and over 40 hours in a week.

This employee worked daily overtime on Wednesday of 4 hours. The system defaults this
employee’s overtime to paid. What changes will allow the employee to accrue 2 hours of

the overtime instead?

SOLUTION:

= To move all or part of the overtime the system calculated, another row is entered on
the timecard.

= Because the employee is from DC48/Sheriff, the time code selected is “OTAC — 06
Overtime Accrued”.

= The added row decreases the amount of overtime paid by 2 hours and increases the

amount of overtime accrued by 2 hours. Notice the summary buckets below.

Signed |Mao
Approwved Mo

Pay Freq | Biweekly (Open)
Pay Period | 0702/2006-07 M 502006 view Cther Periods

REG
VHP

OTHER

—>

SUBTL
OTPD

0500
oo
00:00
0s:00
02:00

SAEX 00:00
ACCTU 00:00
NOPAY 00:00

PREM 028:30
OTACR 0200

Timecard | Schedule | Accruals | Notes | Expense:

=

Audit | Profile

Operations: Add Rews |1 % | Approwve Timecard Prirtsble D D Backto List D D

heal

fleal

Out  |Hours Favarite Set

Del |Date Time Codle In out o el
[]| wed07/05 + | | REG - 01 Regular Hours 02:30F 02304/ | 12:00( 7]
[ || wed07/05 = | [ OTAL - 08 Overtime accrued 10:30P 12:304/( | 92:00] 7]
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Changing Overtime (Continued)
Standard Timecard
Overtime Accrued to Paid — NonRep

EXAMPLE: A NonRep employee uses a Standard timecard and her pay policy indicates
that she receives straight rate overtime. This employee worked daily overtime on
Tuesday of 1 hour. The system defaults this employee’s overtime to accrued. What
changes will allow the employee to be paid for 30 minutes of the overtime instead?

SOLUTION:

= To move all or part of the overtime the system calculated, another row is entered on
the timecard.

» Because the employee’s overtime is at straight rate, the time code selected is “VOTP
— 62 Voluntary OT Paid”.

» The added row decreases the amount of overtime accrued by 30 minutes and
increases the amount of overtime paid by 30 minutes. Notice the summary buckets

below.
Signed Mo REG 0500 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Biweekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/16/2005-07/29/2006 view Cther Periods SUBTL 08:00 PREM 00:00

— OTPD 0030 OTACR 00:30

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie

Operations: Add Rows |1 % | Approwe Timecard Prirtsble D D Ezck to List D D

Del |Dste Time Code In btz et Cut [Hours Farvotite Set
Qut In LD

[ || Tue 0725 |+ | || REG - 01 Regular Hours v | ||o7one||[11:004)|[12:00F| || 0500R] | 99:00| ] v

O || Tueo7i2s | || ¥OTP- 62 ¥oluntary OT Paid v | | 0400P 04:30P || 90:30| [ -
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How Do | Change Overtime Paid & Accrued?

Changing Overtime
Transaction Timecard

Changing Overtime from Paid to Accrued or from Accrued to Paid

In order to change the overtime the system calculated based upon the employee’s pay policy;
another row must be entered on the timecard.

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.
Locate a blank row at the bottom of the timecard.

2. At Date, select the date the overtime, which you to change, was worked.

3. At Time, type a valid start time that corresponds to the overtime threshold.
Note: In our example on the next page, the employee is in an overtime situation on
Monday from 9:30 pm to 12:00 am. If the employee wants to accrue the 1:30 hour, enter
a time of 9:30 pm so that the accrued time overlaps with the worked time.

4. At Type, select Manual TC.

5. At Time Code, select the appropriate code:
Attorneys: Select MNOT - 63 Mandatory Overtime Paid

DC48/Sheriffs: Select OTAC — 06 Overtime Accrued

Non-Represented, depends upon the situation causing the overtime:

* Non-FLSA Overtime at 1-1/2: Select MNOT — 63 Mandatory Overtime Paid
= FLSA Overtime at 1-1/2: Select OTF — 80 Overtime FLSA
= Qvertime at Straight Rate: Select VOTP- 62 Voluntary OT Paid

Nurses, Skilled Trades and Machinists: Select MOTA — 67 Mandatory OT Hrs Accrued

TEAMCO, depends upon the situation causing the overtime:

=  FLSA Overtime at 1-1/2: Select MOTA — 67 Mandatory OT Hrs Accrued
= Non-FLSA Overtime at Straight Rate:  Select VOTA — 66 Voluntary OT Hrs Accrued

6. At Hours, type the number of overtime hours to be changed.
7. Click the Submit button to save and sort the timecard by date.

8. Verify the OTACR and OTPD summary buckets near the top of the timecard to be sure
the overtime paid and accrued are now correct.
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Changing Overtime (Continued)
Transaction Timecard
Overtime Paid to Accrued — Union

EXAMPLE: A Nurses, Skilled Trades or Machinist employee uses a Transaction timecard
and his pay policy indicates that he receives overtime over 8 hours in a day and over 40 hours
in a week. This employee worked daily overtime on Monday of 2:30 hours. The system
defaults this employee’s overtime to paid. What changes will allow the employee to accrue
1:30 hours of the overtime instead?

SOLUTION:
= To move all or part of the overtime the system calculated, another row is entered on the
timecard.

= Because the employee is a Nurses, Skilled Trades or Machinist employee the time code
selected is “MOTA — 67 Mandatory OT Hrs Accrued”.

» The added row decreases the amount of overtime paid by 1:30 hours and increases the
amount of overtime accrued by 1:30 hours. Notice the summary buckets below.

Signed Mo REG 0300 SAEX a0.00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Biveckly (Open) OTHER 00:00 HOPAY 000
Pay Period | 074 6£2006-07 2902006 vwiewr Other Periods SUEBTL 0g:00 PREM 0530
OTPD 01:00 OTACR 01:30
Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profie
Operations: pdd Rowes |1 % Approve Timecard Prictable D D Back to List D D
) Time .
Del |Date Time Source |Type Code Hours LD Favoarite Set
[ Mon07A7 '~ |[01:00P] &, In S v O
[T Mon0FAT » | || 07:00P| 2 Meal Out v O
[ || Man 077w | | |07:30P| & Mealln  w v El
[T MonD7AT » | || 09:30P |2, Marual TC » m || MOTA - B7 Mandatory OT Hrs Accrued b 01:30 |[ []
[0 Tue07ne | |[12:008]a Out v M v O
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Overtime Transaction

Changing Overtime (Continued)
Transaction Timecard
Overtime Accrued to Paid — NonRep

EXAMPLE: A NonRep FLSA employee uses a Transaction timecard and her pay policy
indicates that she receives overtime at 1-1/2, over 8 hours in a day and over 40 hours in
a week. This employee worked daily overtime on Wednesday of 30 minutes. The
system defaults this employee’s overtime to accrued. What changes will allow the

employee to be paid for 30 minutes of the overtime instead?

SOLUTION:

To move all or part of the overtime the system calculated, another row is entered on
the timecard.

Although the timecard is not complete yet, in our scenario this employee will work
40:30 hours this week. Since the overtime was FLSA, the time code selected is
“OTF — 80 Overtime FLSA”.

The added row decreases the amount of overtime accrued by 30 minutes and
increases the amount of overtime paid by 30 minutes. Notice the summary buckets

below.
Signed | Mo REG 000 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Biweekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07 M 6/2006-07/29/2006 view Cther Periods SUETL 08:00 PREM 0530 P
% OTPD 00:30 OTACR 00:00 g
Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profie
Operstions: Add Rows |1 % | Approwe Timecsrd Prirtsble D D Ezckto List D D
Del |Date Time Source |Type Ei;ndee Hours Favarite Set
[ || wed 07426 » | || 02:30P| &, In b4 “ [l
[ wed07/26 + | | 02:00F| A Meal Ot » w F]
[ [|wed 07428 » | || 08:30P| & Mealln  |w v E
[ wed 07426 = | ||11:00P| 2 Manual TC % p || OTF - 80 Dvertime FLSA - no30 || [
[ wed07/26 » | ||11:30P | a Ot b w Il
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Manual Overtime — General Information

Can | Add or Remove Overtime Manually? Yes, for Some Employees.

At Milwaukee County, manually adding or removing overtime is not normally necessary because
the system automatically calculates overtime based upon the employee’s pay policy. However,
there are manual overtime codes available to some employees that allow for the manual addition
or removal of overtime for special circumstances that may arise.

In general, these employees should be:

= Annual Employees that Receive .5 Overtime
= DCA48 and Deputy Sheriff Employees

= Hourly Universal Employee

» Straight Time Overtime Employees

These employees will also have one of the following time codes as a choice in the drop-down
list on their timecard:

» “REGO - 01 — Regular No Overtime

= “MOT - 02 Manual Overtime”

= “MMOT - 63 Manual Mandatory Overtime”
= “OTFM — 80 Overtime FLSA Manual”

When Standard and Project employees work overtime, the employee and his approver are
responsible for adding or removing manual overtime to/from the timecard. When Transaction
employees work overtime, the approver is responsible for adding or removing overtime.

Important Note: If you need to manually add/remove overtime you may also need to manually
add/remove shift premium for these hours, if so, follow the procedure found in this manual,
“How Do | Add Shift Premium to a Timecard Manually?”
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How Do | Remove Overtime from a Timecard Manually?

Standard & Transaction Employees

1. Using the Search section, perform a search for the employee(s). Locate the employee in the
list and click their underlined name in the Name column. Their timecard appears.

2. Locate the “REG — 01 Hours Worked” row on the timecard for the date you would like to
remove overtime. Note: on Transaction timecards, you should locate the “In” row and
change its time code.

3. At Time Code, change the time code to “REGO — 01 Regular No Overtime”.

4. Click the Submit button to save and sort the timecard by date.

5. Verify the OTPD and OTACR summary buckets near the top of the timecard are now correct.

Standard Timecard (Timecard Tab)

Signed | Ha REG &0.00 SAEX 00:00
Approved | Ha VHP 00:00 ACCTU 00:00
Pay Freq | Bilveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2008-08/12/2008 View Other Periods SUETL G0.00 PREM 05:00

ﬁ OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie

Op i : AddRows | 1 | Approve Timecard Printable Back to List
Del |Date Time Code In Meal | Meal |64 oure Favorite Set
Out In LD
1| Men 07/31 |+ || REGO - 01 Regular Overtime || ||05:004|(12:00P || 12:30P ||| 04:30P || 19:00| O v
[ Tu= 08/01 |» || REG - 01 Regular Hours | || 07:004( 12:007 || 12:207 || 02207 || 0&:00| ] v

Transaction Timecard (Transactions Tab)

Signed | Mo REG 16:00 SAEX 00:00

Approved Mo VHP 00:00 ACCTU 00:00

Pay Freq | Biweekly (Open) OTHER 00:00 HOPAY 00:00

Pay Period | 09/24/2006-10/07 2006 ¥iew Other Periods SUBTL 16:00 PREM 00:00
— oTRD 00:00 OTACR 00:00 o

Timecard | Transactions | Schedule | Accruals | Motes | Expenses | Audit | Profie

Operstions: Add Rows |1 % | Approwe Timecard Printsble Backto List

Del |Date Titne Source (Type Eign;e Hours Favorite Set

[1|| Mon 09425~ | |j07:304 ) 4 In ~ t || REGO - 01 Regular Mo Overtime ~ O -
1|/ Mon 0925 | |[05:30p | 4 Dut ) > O =
[0 Tue 09/26 » | |j07:304 ) 4 In Sl v O v
[ Tue 03/26  » | | 01:30P | A Out Sl v [F v
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How Do | Add Overtime to a Timecard Manually?

Standard Employees
1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. The timecard appears.
Locate a blank row at the bottom of the timecard.
2. At Date, select the date of the overtime that must be entered manually.
3. At Time Code, select the appropriate code:
DC48/Sheriffs: Select MOT — 02 Manual Overtime
TEAMCO Select OTFM — 80 Overtime FLSA Manual

Nurses, Skilled Trades and Machinists, depends upon situation causing the overtime:
* Non-FLSA Overtime at 1-1/2 Select MMOT — 63 Mandatory Overtime Paid
* FLSA Overtime at 1-1/2 Select OTFM — 80 Overtime FLSA Manual

4. Atln, type a valid start time that corresponds to the overtime threshold. Note: In the
example below, the employee is in an overtime situation from 10:30 pm to 12:30 am. To
pay the employee for 2 hours, enter an “In” time of 10:30 pm so that the overtime overlaps
the worked time.

5. At Out, type a valid stop time that corresponds to the overtime threshold. Note: Inthe
example below, the employee is in an overtime situation from 10:30 pm to 12:30 am. To
pay the employee for 2 hours, enter an “Out” time of 12:30 am so that the overtime
overlaps the worked time.

6. Click the Submit button to save and sort the timecard by date.

7. Verify the OTPD summary bucket near the top of the timecard to be sure the overtime
paid is now correct.

Standard Timecard (Timecard Tab) for DC48/Sheriffs Flex Employee

Signed | Mo REG 0800 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Biveekly (Open) OTHER 00:.00 NOPAY 00:00
Pay Period | 05/27/2006-09/09/2006 %iew Other Periods SUBTL 0g:00 PREM 06:30

4 OTPD 00:00 OTACR 0200

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie

Operations: Add Rows |1 [% | Approve Timecard Printable D D Backto List

Del |Date Time Cocle In pic ki ot |Hours Favarite Set
Ot In LD

[ Tue 08/23 |~ | || REG - 01 Regular Houwrs w 02:30P 12:306/| 10:00| ™

[ Tue 08/23 |+ | | MOT - 02 Manual Overtime A 10:30P 12:304, | 92:00 ]
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How Do | Add Overtime to a Timecard Manually?

Transaction Employees

1.

Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. The timecard appears.
Locate a blank row at the bottom of the timecard.

At Date, select the date of the overtime that must be entered manually.
At Time, indicate the time in the day for which you want to apply manual overtime pay.
Type a valid start time that corresponds to the overtime threshold. Note: In our example
below the employee is in an overtime situation from 3 pm to 5 pm. In order to pay the
employee for 2 hours overtime, enter a time of 3:00 pm so the overtime paid overlaps
with worked time.
At Type, select Manual TC for manual overtime pay.
At Time Code, select the appropriate code:

DC48/Sheriffs: Select MOT — 02 Manual Overtime

TEAMCO Select OTFM — 80 Overtime FLSA Manual

Nurses, Skilled Trades and Machinists, depends upon situation causing the overtime:
= Non-FLSA Overtime at 1-1/2 Select MMOT — 63 Mandatory Overtime Paid
= FLSA Overtime at 1-1/2 Select OTFM — 80 Overtime FLSA Manual

At Hours, type the number of overtime hours to be entered manually.
Click the Submit button to save and sort the timecard by date.

Verify the OTPD summary bucket near the top of the timecard to be sure the overtime
paid is now correct.

Transaction Timecard (Transaction Tab) for DC48/Sheriffs Employee

Signed | Mo REG 0g:.00 SAEX 00:00
Approved | o VHP 00:00 ACCTU 00:00
Pay Freq | Bivieekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 071G6/2006-07/23/2008 ¥iew Other Periods SUBTL 05:00 PREM 00:00
OTPD 0200 OTACR 00:00

Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operations: pdd Rows |1 [+ | Approve Timecard Prirtsble [0 [ Bzckto izt [ B2

. Time ,
Del |Dste Titne: Source (Type Code Hours: I Fawvorite Set
|| Tues o7z~ | |[07:004] & In v v O
[ Tues 0FA1S |» | | 03:00P & Manual TC | » b || MOT - 02 Manual Dvertime hd ozo0 || ]
|| Tues 0745 |+ | ||05:00P| & Out v e O
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Manual Shift Premium — General Information

Can | Remove or Add Shift Premium Manually? Yes, for Some Employees.

At Milwaukee County, manually adding or removing shift premium is not normally necessary
because the system automatically calculates shift premium based upon the employee’s pay
policy. However, there are manual shift premium codes available to some employees that
allow you to manually add or remove shift premium for special circumstances that may arise.

These employees can be easily identified because they will have special time codes available
as choices in the Time Code drop-down list on their timecard. The time codes are: REGN,
M20, M2S, M30 and M3S.

To Remove Shift Premium, use the code below:
= REGN - 01 Regular No Shift or Weekend

To Add 2" Shift Premium, depending upon the situation, use applicable time codes below:

= M2S - 10/36/51 Manual Second Shift Premium
= M20 - 10/36.51 Manual Second Shift Overtime

To Add 3" Shift Premium, depending upon the situation, use applicable time codes below:

= M3S - 10/36/51 Manual Third Shift Premium
= M3O - 10/36/51 Manual Third Shift Overtime

When Standard employees work 2™ or 3" shift, the employee and his approver are
responsible for adding or removing manual shift premium. When Transaction employees
work 2™ or 3" shift, the approver is responsible for adding or removing manual shift
premium.

After removing or adding shift premium, your final step will be to verify that PREM summary
bucket at the top of the timecard is now correct. Note: Although premiums such as shift and
weekend are added together in the PREM bucket, the system will pay them at the correct
rates.
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Remove Shift Premium

How Do | Remove Shift Premium from a Timecard Manually?

Standard & Transaction Employees

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

2. Locate the “REG — 01 Hours Worked” row on the timecard for the date you would like to
remove shift premium. Note: on Transaction timecards, you should locate the “In” row
and change its time code.

3. At Time Code, change the time code to “REGN — 01 Regular No Shift or Weekend”.
Note: This time code removes both shift premium and weekend differential.

4. Click the Submit button to save and sort the timecard by date.

5. Verify the PREM summary bucket near the top of the timecard is now correct.
Standard Timecard (Timecard Tab)

Signed Mo REG 000 SAEX 00:00
Approved | Mo VHP 00:00 ACCTU 00:00
Pay Freq | Biveekly (Open) OTHER 00:00 HOPAY 00:00
Pay Period | 07 AGB/2006-07 /2972006 Yiew Other Periods SUBTL 08:00 PREM 00:00
oTPD ao:aa OTACR 00:00
Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile
Operations: Add Rows |1 [+ Approve Timecard Printable D D Baclk to List [:] D
Del |Date Time Code In hgejl Mlial Ot Hours Favorite Set
[T Tue 07118 |w REGM - 01 Regular Ma Shift ar weekend w 02:30P 10:30F) | 8:00 | [
Transaction Timecard (Transactions Tab)
Signed | Mo REG 05:00 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | BiWeekly (Open) OTHER 00:00 NOPAY 00:00 N
Pay Period | 07 /16/2006-07/29/2006 Yiew Cther Pericds SUBTL 0&8:00 PREM 00:00 ...‘:
oTPD 02:00 OTACR 00:00 i
Timecard | Transactions | Schedule | Accruals | Notes | Expenses | Audit | Profile
Operations: Add Rowes |1 | % | Approcwe Timecard Prirtable D D Baclkto List D D
Del |Date Time Source |Type Ei;-ldee Hours Fawvarite Set
| Mon 077 [s | || 07008/ 2 In 1 || REGM - 01 Fegular Mo Shift or Weekend w O
|| Mon 0747 || || 05:00P ] & Out v v "
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How Do | Add Shift Premium to a Timecard Manually?

Standard Employees

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

2. At Date, select the date the shift premium you want to add was worked.

3. At Time Code, select the appropriate time code depending upon the situation:

Note: If you need to pay the employee for 2" and 3" shift premium or for shift
premium overtime you will need to add more than one row to the timecard using
the applicable time codes below.

2" Shift Premium

= Select M2S — 10/36/51 Manual Second Shift Premium

=  Select M20 — 10/36/51 Manual Second Shift Overtime

3" Shift Premium
= Select M3S — 10/36/51 Manual Shift Premium
= Select M30O — 10/36/51 Manual Third Shift Overtime

8. AtlIn, type a valid start time that corresponds to the shift threshold. Note: In the example
below, the employee worked 2™ shift from 10:30 pm to 7 am. Enter an “In” time of 10:30
pm so that the shift overlaps the worked time.

4. At Out, type a valid stop time that corresponds to the shift threshold. Note: In the
example below, the employee worked 2™ shift from 10:30 pm to 7 am. Enter an “Out”
time of 6:30 am instead of 7 am, so that the shift overlaps the worked time, but deducts a
half hour lunch.

5. Verify the PREM summary bucket near the top of the timecard is now correct. Note: If

the hours calculated by the system are incorrect due to lunches, adjust the “Out” time and
click the Submit button again.

Standard Timecard (Timecard Tab)

Signed | Mo REG 0g:00 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Bivveekly (Open) OTHER 00:00 NOPAY 00:00 L
Pay Period | 07/ 6i2005-07/29/2006 ¥iewr Other Periods SUBTL 0g:00 PREM 05:00 o "
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operations: Add Rows |1 |% Approwe Timecard Printable D [:] EBackto List D [:]

. el hdeal .
Del Date Time Code In ot In Out  [Hours Lo Favorite Set
[ || Tue 07418 |s| || M25 - 10/36/51 Manual Second Shift Premium |+ 10:30P 05304/ | 08:00 7]
[1| Tue 07418 |»| || REG - 01 Regular Hours hd 10:30P| | |03:004 | 03:304 | 0700 | 08:00) ™
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How Do | Add Shift Premium to a Timecard Manually?

Transaction Employees

1. Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

2. At Date, select the date the shift premium you want to add was worked.

3. At Time, indicate the time in the day you want to begin manual shift premium. Note: The
time should overlap with the worked time. For example, the employee below should
receive shift premium beginning on Monday at 2:30 pm.

4. At Type, select Manual TC.

5. At Time Code, select the appropriate time code depending upon the situation:

Note: If you need to pay the employee for 2" and 3" shift premium or for shift
premium overtime you will need to add more than one row to the timecard using
the applicable time codes below.

2" Shift Premium

= Select M2S — 10/36/51 Manual Second Shift Premium
= Select M20 — 10/36/51 Manual Second Shift Overtime

3" Shift Premium
= Select M3S — 10/36/51 Manual Shift Premium
= Select M30O — 10/36/51 Manual Third Shift Overtime

6. At Hours, type the number of shift premium hours to be entered manually.
7. Verify the PREM summary bucket near the top of the timecard is now correct.

Transaction Timecard (Transactions Tab)

Signed | Mo REG 0500 SAEX 00:00
Approved o VHP 00:00 ACCTU 00:00
Pay Freq | Biweekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07rE/2008-07 /29,200 Yiew Other Periods SUBTL 08:00 PREM 08:00 <
oTPD 00:00 OTACR 00:00
I Timecard | Transactions | Schedule | Accruals | Motes | Expenses | Audit | Profie
Operations: Add Rows |1 |v| Approve Timecard Printable D D Back to List D D
Time:
Del |Dste Time Source |Type Code Hours LD Favorte Set
|| Man 0717 [s| || 02:30P | &, In hd b O
[ || Mon 0717 [s ] || 02:30P | & Manual TC [ %M || M2 - 10/36/51 Manual Second Shift Premium [+| ||02:00 || []
|| Man 0717 [~ | || 06:30P &, Meal Out |+ w O
|| Man 0717 [~ || 07:00P &, Mealln s “ O
| Man 07417 [s] |[11:00R 4, Dut v v O
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Manual Weekend Differential — General Information

Eligible Project Employees Only

At Milwaukee County, manually adding weekend differential to a Standard, Transaction or
Elapsed timecard is not necessary because the system automatically calculates weekend
differential based upon the hours worked and the employee’s pay policy. However, the
system cannot calculate weekend differential for employees using Project timecards
because hours worked are not entered on the timecard. Whenever an eligible Project
employee works on the weekend, a row must be added to the timecard. If the hours worked
on the weekend were not overtime hours, the time code MWKD — Manual Weekend
Differential” is used. If the hours worked on the weekend were overtime, the time code
“MWDO — Manual Weekend Differential Overtime” is used instead.

A Project employee and his approver are responsible for adding weekend differential to the
timecard when necessary. After adding weekend differential, your final step will be to verify
that PREM summary bucket at the top of the timecard is now correct.

How Do | Add Weekend Differential to a Timecard Manually?

1. Open the timecard that needs changes made to it. Locate a blank row at the bottom of
the timecard.

2. At Time Code, select the appropriate time code:

» Straight Rate Weekend Hours: Select MWKD — Manual Weekend Differential
= QOvertime Weekend Hours: Select MWKO — Manual Weekend Differential Overtime

3. At Sun-Sat columns, type the number of hours (in tenths) of weekend differential on the
date worked.

4. Click the Submit button to save and sort the timecard by time code and then labor
distribution.

Project Timecard (Timecard Tab)

Signed | No REG 16:00 SAEX 00:00
Approved | Ho VHP 00:00 ACCTU 00:00
Pay Freq| BiWeekly (Open) OTHER 00:00 NOPAY 00:00

Pay Period | 07/30/2008-028/12/2008 View Other Periods SUBTL 16:00 PREM 16:00 é r—
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notez |Expenses | Audit | Profile

Operations: Add Rows |1 || Approve Timecard printasle [ [ Back to List ETn
Del | Time Code Favorite Set LowOg |Actvy Funct RptCt Job Sun Mon Tue Wed Thu Fri Sat | Total
07/30 | 07/31 | 08/01 | 0802 | 08/03 | 0804 | 08/0S
[ || MWKD - Manual Weskend Differential ~| O v (3185 |[1KMGM|||vFo4  |||[RMNT 08:00 16:00
08/06 | 08/07 | 08/08 | 08/09 | 0810 | 081 | 0812
s1zs|nianen|vros|runt] | 08:00
Comment:
07/30 | 07/31 | 03/01 | 08/02 | 08/03 | 0804 | 08/05
[ || REG - 01 Regular Hours ~ 10O vl|le55  ||[1kmGm]||[vro4 |[[RMNT 08:00 e
08/06 | 08/07 | 08/08 | 08/09 | 08/10 | 08/11 | 08/12
s1ss| 1kmem|vroa|run] | 02:00
Comment:
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Special Premiums — General Information i.e. Standby, Crew Leader etc.

All Eligible Employees

Special Premiums are entered on the Expenses Tab using a 4-character Expense Code. Expense
Codes that are available to an employee are listed in the Expense Code Listing (shown below) near
the bottom of the Expense Tab window.

Expenze Code Lizting
CIE||5|24 Deputy Sheriff Call back .50 SBSH |24 Deputy Sheriff Standby Pay 10/day 4_

Each Expense Code is assigned a unit of measure. The unit of measure for most special premiums
is “hour”, but a few codes are “day”. Whenever the special premium is paid by day the Expense
Code Listing indicates this (shown above).

How Do | Add Special Premiums to a Timecard? On the Expenses Tab.

1. Open the timecard that needs changes made to it. Select the Expenses Tab.

Add a row.

2
3. At Date, using slashes, type the date the special premium was worked.
4

At Exp Code, select an appropriate Expense Code from the drop-down list. Note: The
Expense Codes available are listed in the Expense Code Listing (shown above).

5. At Value, type the number of “units”. Note: The most common unit of measure is hours,
but some special premiums are paid by day. When a special premium is paid by day, you
enter the number of days, not hours. If the special premium is paid by hours, enter the
hours in tenths not hours and minutes.

6. At Description, if desired type an optional description of the expense.

7. Click the Submit button to save and sort the tab by date.

Expenses Tab showing NonRep Investigator Standby (paid by day) and Nurse Standby Pay
(paid by hour) and using Expense Codes 10NR and SBNR

Del |Date Exp Code Value Result |Description Faw
1 |[o8/05/2006 | [10NR [+ | 500 | O
(] |os/06/2006 | |SBNR | 2450 | 24.5HRS STANDE O

Hourg exempt from local tax:
Operations: Add Rows Printable Back to List

Exp Code|Hourz|Unitz | Milzage | Amount
10HR 5.00
SBNR 24.50
24.50| 500 0.00) S0.00

Expense Code Listing
10HR|24 NR Investigator Standby Pay 10/Day|NSNR|24 NR Nurse Standby Pay 1.25

SBHR|24 MR Standby Pay .60
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Labor Distribution — General Information

Labor distribution (also known as LD) allows you to charge, or distribute, worked hours to
specific departments, jobs, or cost centers on your timecard. You may see up to five fields for
labor distribution (LD) on a timecard, they are:

Column
Level Heading Milwaukee County Accounting Code Type
1 Low Og Low Organization (a/k/a Department)
2 Actvy Activity
3 Funct Function
4 RptCt Reporting Category
5 Job Job Number

All employees are assigned a home department (i.e. low Org, Activity, Function and Reporting
Category etc). We call this their “default” labor distribution or programmatic string. The system
automatically charges time to the employee’s default labor distribution, unless the employee,
his approvers, editors or payroll clerks change it on the timecard.

= An employee who punches a timeclock may change the labor distribution when he or she
punches in by entering the codes on the timeclock keypad or swiping bar codes.

= An employee who punches the WebClock via the Internet may change labor distribution by
clicking the Job Transfer button and typing labor distribution codes instead of clicking the
Punch button.

= An employee who uses a Standard, Elapsed with labor distribution or Project timecard may
type a different labor distribution on the timecard in the labor distribution fields.

Guidelines for Entering Labor Distribution on a Timecard

*» To use the LowOg and Job fields, leave Actvy, Funct and RptCt fields blank.
» To use LowOgq, Actvy, Funct and RptCt fields, leave Job blank.
* To use LowOg and one or more of the Actvy, Funct, RptCt fields, complete as follows:
— At LowOg, type the low Organization
— At Actvy, type the number 1 followed by the Activity or to skip Activity type10000
— At Funct, type the Function or to skip Function type 0000
— At RptCt, type the Reporting Category or to skip Reporting Category type 0000
— At Job, leave the Job field blank

» Actvy field formatting: All Milwaukee County Activity codes are four characters long.
When you type in the Actvy field, the four-character Activity must include a leading
transaction code of 1. For example, if the Activity is 3P6C, type 13P6C in the Actvy field.

= Job field formatting: Milwaukee County Job numbers are normally eight characters long.
When you type in the Job field, the eight-character Job number must include a leading
transaction code of 2. For example, if the Job Number is JCOPPUBW, type 2JCDPPUBW.
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Searching for Labor Distribution (LD) and Setting Up “Favorite Sets”

The system allows you to search for labor distribution (LD) codes and create sets of often-used
codes called “Favorite Sets”. Using Favorite Sets streamlines the process of “posting” LD codes
to a timecard. The Manage Labor Distribution page is used to search for codes and create
Favorite Sets. It is divided into 4 sections and each section contains 5 labor distribution columns.
» The sections are: Search, Favorite Codes, Results and Favorite Sets

» The columns are: Low Og, Actvy, Funct, RptCt and Job

Each column in the Search section has its own search field. We use the Low Og search field to
search for Low Orgs, the Actvy search field to search for Activity codes, etc.

Searching for Labor Distribution and Setting Up “Favorite Sets”

1. Open the timecard and at the LD column, click the checkbox of the row you need to find

labor distribution for. Note: If you click more than one row, the codes you select will post to
each of the timecard rows.

avarte Set (LowOg | Actvy Funct RptCt Jak

v
™ il

Commerit:

At the LD column heading, click the {¥:symbol. The Manage Labor Distribution page appears.

3. Searching for LD Codes in the Search Section Columns:
» At the appropriate Search section column(s); type a partial code or description.
Search Tips: You can search in multiple columns at the same time. To maximize your
results type a partial description or code. To minimize results, type an entire word or code.

Click the Submit button. Note: The search results display beneath their search fields.

To use the codes displayed, proceed to the next step. If not, refine your search criteria
and repeat the search process.

Manage Labor Distribution
Operstions: Post LD Codes

E= EER

Searches Include: LD Codes effective on (MDD YY) | 09/10/2008

= |Favorite Sets

-None-

<

Select Set [] |Delete Set

Wew Set Meme | [] |Update Set

=3 |Results
LerwOg Actvy Funct RptCt ok
=2 |Favorite Codes
LowOg Actvy Funct RptCt Job
[oskete Code [pelete Code: [Coelete Code [oelete Code [Coelete Code
None- » None- » Mone- v Mone- » None- &
— |Search
LowOg Ty 7 [y T Pl 7 R TN Job
4038 _/ 15CVL _/ HEEDE\V 15 _/
[ ol & Fav. Code [ el & Fav. Code [ Aol s Fav. Cade [ #ad as Fav. Cods [ Aol s Fav. cade
Resutts: Results: Resutts: Results: Resutts:
3 |mone - 3 |mome - 5 |hore - © |mone - 3 |mome -
() |oo0a - oooo () |00000 - noooo () {0000 - NONE () | 000 - NONE () |200000000 - NOME
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Searching for Labor Distribution and Setting Up “Favorite Sets” (Continued)

4.

Adding codes to the Favorite Codes section:
= At the Search section, click one radio button in each column with a code you want to use.

= At the Search section, click the Add as Fav. Code checkbox in the same columns.

Note: You do this so that you will be able to re-use the code in the future by selecting it
from the Favorite Codes drop-down lists instead of having to search for it again.

» Click the Submit button. Note: The codes you selected are added to the Favorite
Codes drop-down list within the appropriate column.

Search
LowwOgy Aty Funct Rptct Job
4038 1501 RECORDS 15
ﬂd as Fav. Code ¥| Add as Fav. Code Add as Fav. Code Add as Fav. Code [ #d as Fav. Code
Red¥a: "Results: Resieg, AResuts: Results:
O NUN / () |Mone - O NUHN ) [Mone - ) |Mone -
4038 - CRPINAL JUSTICE 1SCYL - CIVILIAN JAIL DA - RECORQS RETENTION ) [10T - GVERTIME HOURS ©) |200000000 - NONE
® ® o] Y
CILITY - STAFF CENTER
1SET - STRAIGHT TIME HOURS 2JCIFEE06 - FAMILY SELFSUFFICIENCY
() [SORC - OPEM RECORBS\ ’ k) o
2HAD - 15T CONTRACT WWASD 2JC515506 - UNIOK RELATED &CTIITIES
(® [SREC - JalL RECORDS‘(-N O |ronTRa o

Adding codes to the Results section:
» Atthe Favorite Codes section, using the drop-down list arrow, select a favorite code
that you want to use in each column.

» Click the Submit button. Note: The favorite codes you selected are added to the
Results section with a description written below each.

Favorite Codes
LowOg Actey [Funct RpiCt Job
[J Detete Code [ petete Code [ pelete code [ Detete Code [ netete code
Hone- | s -None- | » Hone- | None- |» -None- [»
None-__ -None- ~|-Nane- None-
211 S $SACL o1 AR
4058 [SREC ] 15T

Creating a “Favorite Set”:
= At the Favorite Sets section, type a set name for the codes in the “New Set Name” field.
= Click the Submit button. Note: The set name is added to the Favorite Set drop-down lists.

Favorite Sets
None; v selectset | []|Delete St

ﬁ\L RECORDS‘) New Set Name| [] |Update Set

S

Results

LowOg Actvy Funct RptCt Job
4038 15CVL SREC 150T
CRIMINAL JUSTICE FACILITY CIVILIAN JAIL STAFF JAIL RECORDS OWVERTIME HOURS

At the Operations bar, click the underlined words Post LD Codes. The timecard reappears

with the codes you searched for inserted in the rows you selected earlier.
Manage Labor Distribution

Operations{ Post LD Codes

Submit

Searches Include: LD Codes effective on (MMDDN Y YY) | 08/27/2006 |

Skip this step until, you want to use a Favorite Set on a timecard. At the Favorite Set
column, click the drop-down list arrow and choose the Favorite Set you want to use. Click
Submit and the codes are inserted automatically into the applicable field of your timecard.

Favorite Set

o SO |SEN(FOTED | |LEE Using a Favorite Set that has been
[ |[JAL RECORDS || previously set up is as simple as selecting it
= from the drop-down list in the Favorite Set

LA RECORDS : column of a timecard.

OPEN RECORDS m
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How Do | Approve An Emplovyee’s Timecard?

Standard, Elapsed, Project & Transaction Employees

There are two ways of approving timecards, from the Timecard Management Summary page
or from the Employee’s Current Timecard.

Approving From the Timecard Management Summary Page

1. At the Search section of your Home Page, uncheck the “Display Search Results as View
Only” checkbox.

2. Perform a search for the employee(s). The Timecard Management Summary page appears.
CAUTION: While this page is open ALL the timecards displayed are locked (inaccessible)
to other users including the employee.

Timecard Management Summary

operations: [ [ Pase [1]+] o2 (] ] B

BIWEEKLY Pay Period (Open): 0TA6/2006 - 07/29/2006 [ ] .
Appr mgf Dept  |wkarp [ |si| Ex |RT | SC| REG SAEX “HP ACCTU OTHER MOP&Y SUBTL PREM CTPD OTACR
[0 |abert, Judith CSEMAR ¥ 20:00| 00:00 00:00 00:00 00:00 000 30:00| 0000|0000 00:00
[ |Andesen, Peagy CSEMAR N &0:00 00:00 00:00 00:00 00:00 00:00 80:00(  00:00 00:00 00:00
[ |Connor, John CCEMAR ks 8000 O0:OD|  O0Oo 0500 0000 0000 80:00) 0000 0000 00:00
|:| Connaor, Sarzh CSEMAR 00:00 00:00 00:00 00:00 00:00 00:00 00:00( 0000 00:00 00:00

3. Examine the summary information for accuracy in hours logged. If there are errors or if
you need to open the employee’s timecard to examine it further, go to the approval
procedure on the next page (Step 2), “Approving From the Employee’s Current Timecard”.

4. Verify that the employee signed his or her timecard by checking for a “Y” in the Si
column (see screen shot above). Note: Standard, Elapsed and Project timecards should
be signed by the employee prior to applying approval.

5. At the Appr column, click the check box for each employee you want to approve.
Timecard Management Summary

Operations: [[J [ Pea= [1]v] o2 () [ Submit

BIWEEKLY Pay Period (Open): 07H6/2006 - 07/29/2006

Appr | pame 51 Dept |whare | (9| Si| Bx [RT [sc| REG [ saEx | wHp | acctu | otHer | moeav | sueTL | prem | omPn | oTacr '
Albert, Judith CSEMAR v 60:00| 0000|0000 0000 00:00 00:00 60:00(  00:00|  00:00 00:00
ndersen, Peaay CSEMAR Y 80:00| 00:00) 0000 0000 0000 0000 go:on| ooon| 0000 0000
Conror, John CSEMAR ks B0:00| O0OD|  OXOO 00:00 00:00 00:00 a0:00) 0000  O0:00 00:00
[ |connor, Sarsh CSEMAR onon|  oooo|  oooo 0000 000 000 oo:on|  oooo| o000 0000

6. Click the Submit button. The message “ of __ successfully submitted” appears in the
left corner of the page (shown below).

Timecard Management Summary
Operations: D D Page |1 |w of 2 D D
10 of 43 successfully submitted. b

7. Skip this step unless, you want to unapprove a timecard(s).

If you want to make changes to the timecard after it has been approved, it must be
unapproved first. To unapprove a timecard, simply uncheck the checkbox in the Appr
column for the employees you want to unapprove. Click the Submit button.
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Approving From the Employee’s Current Timecard

1. At the Search section on your Home Page, perform a search for the employee. The
Timecard Management Summary page appears.

2. Locate the employee in the list and click their underlined name. The timecard opens.
CAUTION: While this timecard is open, the timecard is locked (inaccessible) to other
users including the employee.

3. Examine the employee’s timecard detail for accuracy in hours logged etc.

4. Skip this step unless, there are errors on the timecard.
= All “red” errors must be fixed prior to approval.

= All “yellow” error messages must be acknowledged electronically or fixed. To
acknowledge an error, click the “Ack” checkbox and if desired, type a comment in the
field to the right (shown below).

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operstions: Add Rows |1 % | Approwve Timecard FPrintable D D EBackto List D D

Date Errar Condition
073172006 CEmployves was late to work,  Ack: - |CAR TROUBLE

5. Verify that the employee signed his or her timecard. Note: Standard, Transaction and
Project timecards must be signed by the employee prior to approval (see arrow below).

signed | 07/26/06 330PM  sg——— REG|  B0:00 sAEX| 0000
Approved Mo gf—— VHP 00:00 ACCTU 00:00
Pay Freq | Biveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | O7/16/2006-07/28/2008 view Other Periods SUETL 80:00 PREM 0000
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operations: Add Rows |1 [v [(Bocrove Timecarfyprintaie [ [ Bzckteiist [ ()

6. To approve the timecard, click the underlined words “Approve Timecard” on the
Operations bar (circled above).

Signed | 07/28/06 3:30PM REG 80:00 SAEX 00:00
Approved | 07/31/06E08:33PM by Jane Jameson H VHP 00:00 ACCTU 00:00
Pay Freq | Bivveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/ 62008-07/29/2006 View Other Periods SUBTL 20:00 PREM 00:00
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

operstions@finzperove Timecard Yrirtsble [[J [ esekte ust [ (3

Meal Meal

Del  |Date Titne Code In ot In Ot Hours o Favorite Set Loy Bty Funct RptCt ok
Mon 0717 REG 0T:00A 03:00P 03:00
Comment:
Tue 0713 REG 07:00A 03:00P 08:00 [ [ [
Comment:

7. SKkip this step unless, you want to print the timecard. At the Operations bar, click the
underlined word “Printable”. Select File, Print and then click the Print button.

How to UnApprove a Timecard

1. If you want to make changes to the timecard after it has been approved, it must be
unapproved first. To unapprove a timecard, open it and click the underlined words
“Unapprove Timecard” (circled and shown above).
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Export Preview Reports i.e Labor Distribution Statistical Report

Standard, Elapsed, Project & Transaction Employees

Running an Export Preview Report

1.

At the dynamic menu (shown below), click the drop-down list arrow and select Reports.

ApprovedUnapproved Timecards

Export Presview:

Click the Administration button and then select Export Preview (shown above). The
Export Preview Report Criteria page appears.

IE::(p»:)rt Preview Report Criteria

Operations:
Selection Criteria
Company: Al Companies Company Selection
L S, Export Definition
Export Definition: 0 Export Definitions Selected Selection
Totals on Export: All Dates ||
Pay Period: BIWEEKLY | » |
Date Range
Start Date: 8B,2007
End Date: 8/7 /2007
Display Options

|0utputType: |PDF _v_| ‘

|Send e-mail when report is complete: | |:| |

Notes:

CAUTION: The Export Preview Report Criteria page automatically saves the criteria of

the last report you scheduled.

* To run the same report you ran last time, skip to Step 10 of this procedure.

= To run a new report, click the RESET button in the right corner of the Export
Preview Report Criteria page and continue with the steps below.

At Company, you can select a specific company to be included in the report.
To include ALL companies that have been assigned to you, leave the field set to “All
Companies”. To specify a company you want included in the report:
» Click the underlined words, “Company Selection” (see definition in Terminology section).
= Click the radio button for the company you would like in the report.
= Click the Apply Selections button. The Export Preview Report Criteria page reappears.

At Export Definition, you must choose the type of report you want to run.

To run a labor distribution report including dollar amounts follow these steps:

= Click the underlined words, “Export Definition Selection”.

= Click the radio button for the “01_LaborReport”.

= Click the Apply Selections button. The Export Preview Report Criteria page reappears.

Incl | Definition 10 Description Export Type

@ 01 _LaborReport Labor Distribution with dollars report Generic Export
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Running an Export Preview Report (Continued)

6.

10.

11.

12.

13.

14.

15.

At Totals on Export, specify how you want the report totaled. Your options are: All
Dates, Daily, Weekly or Pay Period.

At Pay Period, always select Biweekly.

At Date Range, specify the time period to be included in the report up to a maximum of
30 days. Simply type a starting date in the Start Date field and an ending date in the End
Date field.

At Output Type, specify the type of file you would like created. Your choices are: Excel,
HTML or PDF.

Click the Schedule Button located in the right corner of the page. The Report Schedule
Form page appears.

Report Schedule Form
*Perform this function on this date: | 08/07/2008 H

*Perform this function at this time: | 01:36P

Click the Submit button. The report will begin running immediately. Note: time displayed
may be Eastern Time.

To view the completed report, click the Requested Reports button. The Requested
Reports List page appears (shown below).

If the Status column says, “Pending” or “In Process”, the report is not complete. Click the
Refresh button every few minutes until it says “Complete” (shown above).

Requested Reports List

Select  |Report Hame Motesz Status Date Requested El Time: Till Purged Wiy Do niloscd
|:| Export Previes Complete ) 03072006 01:36P 1dl 23h 56m C Wiew Dovwmiload

When the Status column says “Complete”, click the underlined word “View” and a window
appears displaying the completed report.

= To view the report, click the maximize button in the right corner of the report window.
*= To print the report in the normal manner, select File, Print and OK.

= To close the report, click the X in the right corner of the report window.

To download and save this report to your own computer, click the underlined word
“Download” (shown above). The File Download window appears. Save the report by
following the instructions in the File Download window.
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History Scan Report i.e. Accrued Time Used Report
Standard, Elapsed, Project & Transaction Employees

Running a History Scan Report

1. At the dynamic menu (shown below), click the drop-down list arrow and select Reports.
Reports _____JR4

| Administration | Supervizor | History Scan | Reguested Reports |

2. Click the History Scan button (shown above). The History Scan Report Criteria page appears
(shown below).

History Scan Report Criteria

Operations:

Selection Criteria

Employee: All Employees Employee Selection
Department: Al Departments Department Selection
Workgroup: AN Warkgronns Wiorkgroup Selection
Time Code: Al Time Codes Time Code Selection

Date Range I

Start Date: 4/1/20086 |I

End Date: £/1/2006 |I

Display Options

(Available Reports: | All Assigned Detail v

[ include Farmetly Assigned Employees for this Date Range

|0ut|:|ut Type: | ExLCEL v|

‘Send e-mail when report is complete: ‘ |:| |

Hotes:

3. CAUTION: The History Scan Report Criteria page automatically saves the criteria of the last
report you scheduled.

* To run the same report you ran last time, skip to Step 11 of this procedure.

= To run a new report, click the RESET button in the right corner of the History Scan Report
Criteria page and continue with the steps below.

4. At Employee, you can select a specific employee that you want included in the report.
To include ALL employees that have been assigned to you, leave the field set to “All
Employees”. To specify the employee you want included in the report:

» (Click the underlined words, “Employee Selection”.

= At the Employee Filter field, type a full or partial name. Press Enter on your keyboard.
= (Click the radio button for the employee you would like included in the report.

= Click the Apply Selections button. The History Scan Report Criteria page reappears.

5. CAUTION: Searches by Department, will return no records. This is because only payroll
clerks and editors are configured to be able to search by department.
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Running a History Scan Report (Continued)

6. At Workgroup, you can select a specific workgroup that you want included in the report.

To include ALL workgroups that have been assigned to you, leave the field set to “All
Workgroups”. To specify the workgroups you want included in the report:

= Click the underlined words, “Workgroup Selection”.

= At the Workgroup Filter field, type a full or partial name. Press Enter on your keyboard.
= (Click the radio button for the workgroup you would like included in the report.

= Click the Apply Selections button. The History Scan Report Criteria page reappears.

7. At Time Code, you can select specific time codes that you want included in the report.
To include ALL types of time leave the box set to “All Time Codes”. If you’re performing a
search for employees that worked on the holiday— leave this field set to ALL. If not, you
can specify the time codes you want included in the report:
» Click the underlined words, “Time Code Selection” and the Time Code Search page appears.
» Uncheck ALL from the “Time Code Category” checkbox.
» Atthe Time Code Filter field, type a full or partial code. Press Enter on your keyboard.
» Click the time code checkbox for each type of time you want included in the report.
Click the Apply Selections button. The History Scan Report Criteria page reappears.

8. At Date Range, specify the time period to be included in the report. Simply type a starting
date in the Start Date field and an ending date in the End Date field.

9. At Available Reports, you can specify the type of report you want to run.
» Select one of the All Assigned report options if you selected ALL earlier.
= Select one of the Employee report options if you selected an employee earlier.
= Select one of the Workgroup report options if you selected a workgroup earlier.

10. At Output Type, specify the type of file you would like created: Excel, HTML or PDF.

11. Click the Schedule button located in the right corner of the page. The Report Schedule
Form page appears.

Report Schedule Form
"Perform this function on this date: | 0941772008 3

" Perform this function at this time: | 05434

EE =

12. Click the Submit button. The report will begin running immediately. Note: time displayed
may be Eastern Time.

13. To view the completed report, click the Requested Reports button. The Requested
Reports List page appears (shown below).

Requested Reports List
E:
Select legor‘t Name Notes | Status | Dste Requested ¢ Time Till Purged |View ]Dowmuaa |
[_] History Scan Pending 091 772006 05434
| Refresh | Delete |
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Running a History Scan Report (Continued)

14. If the Status column says “Pending” or “In Process”, the report is not complete. Click the
Refresh button every few minutes until it says “Complete”.

Requested Reports List
o [ )
Select |Report Name notey” [status N |Date Aequested 5 Time Till Purged Views  |Dowenload
[ |History Sean \ In Process} 094 772006 05:434

15.  When the Status column says “Complete”, click the underlined word “View” and a window
appears displaying the completed report (shown above).

= To view the report, click the maximize button in the right corner of the report window.
*= To print the report in the normal manner, select File, Print and OK.
= To close the report, click the X in the right corner of the report window.

Ceridian Time & Attendance é‘:’:ﬂmu

Reports 3 Home | Help | Logowut

Requested Reports List»

Select |Report Name |Notes |Status  |pate Requestea &4 | Time Til Purged
[[] |History Scan CompleteY | 091852006 06008, 2d Oh Om

16. To download and save this report to your own computer, click the underlined word
“Download”. The File Download window appears. Save the report by following the
instructions in the File Download window.
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Other System Reports

In the previous two sections, we learned how to run two system reports, the Export Preview and
History Scan Reports. In addition to those reports, the system provides several other reports to
assist you with Approver Functions. Since all system reports are run similarly, this section will
only focus on how to open each report, their purpose and unusual search criteria.

Things to Remember About Running Ceridian Time & Attendance Reports:
» Click the reset button first, unless you want to run the same report you did last time.
* You cannot search for yourself, nor can you search by department or location.

= Selection Criteria section: This section is normally set to ALL, which causes the system to
search for all of the items your security allows you to see. To narrow your search results to a
few employees, workgroups, accruals, time codes etc. use the “filter” field.

= Sort Options: Most reports allow you to change the sort order of the report using the “Sort
Options” drop-down field.

» Employee Status: To run the report for “On Leave” or “Terminated” employees instead of
“Active” employees, at the “Employee Status” drop-down/check boxes select the desired
status.

= Qutput Type: To download and manipulate the report data in Excel, at the Display Options
section, be sure to change the “Output Type” drop-down to Excel.

= To run any report you must always “Schedule”, “Submit” and go to “Requested Reports” to
wait for your report to finish. View, download and/or print the report as usual.

Accrual Balances Report

Used to determine “current” accrual balances for employees. [f vacation time or other accrual
hours are added to a future timecard, the “future” balance column is adjusted accordingly.

1. To open the report, select Reports > Supervisor > Accrual Balances

Approved/Unapproved Timecards Report

Depending upon the search criteria this report shows the approved or unapproved status
of employee timecards. The same columns that are listed in the Time Management
Summary window are listed on this report.

1. To open the report, select Reports > Administration > Approved/Unapproved Timecards.
2. Click “Pay Period Ending Date Selection” and select a pay period. Click “Apply Selections”.
3. At “Approval Status”, select “Approved” or “Unapproved”.

Timecards Report

The Timecard Detail Report displays employee timecard data for the selected pay period
including labor distribution and summary bucket information. You can view information for
an individual employee or a group of employees.

1. To open the report, select Reports > Supervisor > Timecards.
2. Click “Pay Period Ending Dates Selection” and select a pay period. Click “Apply Selections”.
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Other System Reports (Continued)

Time Code Calendar Report

This report tracks employee time code usage by date and displays it in calendar format to
help you identify patterns. It is a valuable tool that will make scheduling decisions easier
and help resolve discrepancies such as, employee accrual balance discrepancies.

. To open the report, select Reports > Supervisor > Time Code Calendar.

2. Click “Employee Selection” and select one employee. Click “Apply Selections”.

3. Click “Time Code Selection” and select no more than 3 time codes. Click “Apply Selections”
4. At “Date Range”, type a start and an end date.

—_

Transaction On Premises Report (for timeclock/WebClock employees only)

Finding out the names of employees assigned to you that are currently clocked in is a snap
with this report. The number of the clock punched can also tell you their location.

1. To open the report, select Reports > Supervisor > On Premises.
2. At “Date Range”, type a start and an end date.

3. To specify a particular range of time for the dates selected, at “Time Range”, type a start
and end time.

Transaction History Report (for timeclock/WebClock employees only)

The report lists all the transactions for the specified employees during the specified pay
period. It includes both time transaction and expense entry data.

1. To open the report, select Reports > Supervisor > Transactions > Transaction History.

2. Click “Pay Period Ending Date Selection” and select a pay period. Click “Apply Selections”.

3. Toinclude labor distribution on the report, click the desired “Include on Report” check
boxes in the Labor Distribution Filter section. They will appear as column headings.

4. To limit the labor distribution codes that appear on the report, use the “LD Code
Selection” underlined links in the Labor Distribution Filter section.

5. If you would like to display Summaries or LD Level totals, at the Display Options
section, click the “Include Summary” and/or “LD Level Totals” check boxes.

Transaction Summary Report (for timeclock/WebClock employees only)

This report may be a useful tool for resolving issues with employee timecards. It lists all
timecard transactions (punches) for the employees selected by date and time. In addition, it
lists the number of the timeclock the employee used to punch in, the labor distribution
accepted from the clock, as well as, the employee’s current 9-digit badge number.

1. To open the report, select Reports > Supervisor > Transactions > Transaction Summary.
2. At “Date Range”, type a start an end date.

3. To specify a particular range of time for the dates selected, at “Time Range”, type a start
and end time.
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Manager Tools — Timecard Error Report

The Timecard Error Report tracks timecard errors by employee and date to help you identify
patterns. Unlike other system reports, there is no Reset button on the Timecard Error Report.
It automatically resets itself each time you logout of Ceridian Time & Attendance.

Running a Timecard Error Report

1. At the dynamic menu, click the drop-down list arrow and select Manager Tools.

Manager Tools |+

2. Click the Error Report button (shown above). The Timecard Error Report Criteria page appears.

3. At Error Messages, you can select ALL errors messages or select specific error
messages to be included the report.
» Toinclude ALL error messages: Click the “All Messages” check box.

= Toinclude one or more error messages: Press and hold the Ctrl key on your keyboard
and click each message you want included in the report. Release the Cirl key.

4. At Date Range, specify the time period to be included in the report. Simply type a starting
date in the Start Date field and an ending date in the End Date field.

5. By default, the report includes only acknowledged errors, but if desired, you can select
unacknowledged errors, or both by using the Error Filter drop-down list field.

6. By default, the report includes all the workgroups assigned to you, but if desired, you can
select a particular workgroup. Simply change the Type Filter to “Individual Workgroup” and
using the Workgroup drop-down list field, select the workgroup you want to view.

Timecard Error Report Criteria

Operations:

Error Messages

DF_WKMIN - Minimum waorlc length was not reached. A
DF_WNS - Time worked was not scheduled -
EARLY IN - Employee was eary to work.

EARLY QUT - Employee left work earier than scheduled time

LATE IN - Employee was late to work.

LATE OUT - Employee left work later than scheduled time.

SCHEDULE - Employee deviated from nomal work schedule. =
UNKNOWN - Unknown intemal error., (i8]

|:| All messages

Date Range

Start Date:
(MDD Y YY)
End Date:
(MWDDAYYY)

09/10/2006

08/23/2006

Filter Criteria

Error Filter: | Showboth acknawledasd and unacknowlsdged emors | « |

Type Filter: | All assigned departments and workaroups V

Batch

Login ID: Number:

Department: | -Nore- | v ||Workgroup: | -None- v

7. Click the Submit button. The report begins running immediately. Watch the Progress
Meter above the taskbar to determine when the report will finish.

8. To print the report in the normal manner, select File, Print and OK. To close the report,
at the Operations bar, click the underlined words “Return to Criteria Page”.
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Project & Elapsed Timecards

In The Beginning...

When we began writing procedures for the new payroll system, we planned to have procedures
for all four timecards included in the Approver Functions manual. After writing a few it became
clear that doing so was too confusing and redundant. This is because there is little difference
between approver’s functions for:

» Standard and Elapsed timecards
» Transaction and Project timecards

This means that if you learn how to work with Standard or Transaction timecards you can
easily work with Elapsed timecards. And if you know how to work with Standard or
Transaction timecards, you can easily work with Project timecards.

Similarities and Differences
The timecards are more similar than they are different from one another. These are the major
differences:

» The Standard timecard has columns for “In”, “Meal Out”, “Meal In” and “Out” times.

» The Transaction timecard has “Time”, “Source” and “Type” columns for timeclock punches.

= The Project timecard has “Date” boxes where the hours worked/taken are entered each day.

» Elapsed timecards with labor distribution allow ECP employees to change labor distribution
exactly like a Standard timecard.

» Elapsed timecards without labor distribution only require ECP employees to enter their off time.

Following are screen shots of each timecard:

Standard Timecard with Timecard Tab Displayed

Signed | Mo REG 80:00 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Bieckly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2006-05/1 2/2006 views Other Feriods SUBTL 20:00 PREM 00:00
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operation=: Add Rows |1 % | Approve Timecard Frintsble D D Backto List D D E
Del |Date Time: Code In “éﬁ' MEE' out  |Hours Favorte Set LowOg  |Actey  |Funct  |RetGt  |Jab
[ ||Mon 07431 % || REG - 01 Regular Hours b 07:306) |[12:00P| || 1230P| | |04:00P | | 08:00) 7] 5081 nooon | |{oooo 0000
5081 Jooooo Joooo Joooo] |
Comment:
[ TueD2/01 % || REG - 01 Regular Hours hd 07:304, || 12:00P| | |1230P| || 04:00P| | 08:00) 7] 5081 |ouunn |oouu |0000 |
501 |ooooo Joooo Jooon] |
Comment:

Elapsed Timecard without labor distribution and Timecard Tab Displayed

Signed | Mo REG 00:00 SAEX 14:00
Approved Mo VHP 00:00 ACCTU 08:00
Pay Freq | Bivieskly (Open) OTHER 00:00 HOPAY 00:00
Pay Period | 07/30/2006-08M 2/2006 View Other Periods SUETL 22:00 PREM 00:00
OTPD 00:00 OTACR oo0:00
Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile
Operations: Add Rowes |1 % | fApprove Timecard Printsble E] D Backto List D D E
Del  |Date [ Hours Comment
Code
O Mon 07/31 » HOLL - 20 Haliday Used e 0800
[F] Thu02/10 SICK. - 03 Sick hd 0E:00 WENT HOME SICK
O Filg1 SICK. - 03 Sick, v 08:00
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Project & Elapsed Timecards (Continued)

Elapsed Timecard with labor distribution and Timecard Tab Displayed

Signed Ho REG 24:00 SAEX 00:00
Approved ho VHP 56.00 ACCTU 00:00
Pay Freq | Bivveekly [Open] OTHER 00:00 NOPAY 00:00
Pay Period | 09/24/2006-10/07 /2006 View Other Periods SUBTL 30:00 PREM 00:00
OTPD 00:00 OTACR 00:00
Operations: Add Rows | 1 V Approve Timecard Printable Returnto Approwval Timecard
Titne .
Del |Dste e Hours: I Faviorite Set LowiOgy Actyy Funct RptCt Jok
[ | Mon 09725 [+] REG - 01 Regular Hours [v] 08:00 0 (] 4038 15CIF SGEN 1557
anzs|iscur]seen]issT]|
Comment:
O |[ Tue n5/26 [v] REG - 01 Regular Hours ™ 06:00 O ] 4038 | 15CIF | SGEN | 155T ‘
apza1scar]seen]issT]|
Comment;
O |[wedoa27 [+] WAL - 04 Yacation ] 0200 O ] 4038 | 00000 | 0000 | 0000 ‘
4035]ooooo]oooo[oooo] |
Comment,
Transaction Timecard with Transaction Tab Displayed
Signed | Mo REG A0:00 SAEX 00:00
Approved | Mo VHP 40:00 ACCTU 00:00
Pay Freq | Bieskly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2006-05/1 22006 View Other Periods SUBTL. 80:00 PREM 16:36
OTPD 0718 OTACR 00:00
Opersfions: Add Rows |1 % | Approwe Timecard Frintable Back to List
Dl |Drate Titme: Source Type l';ndi Hours Favorite Set |LowOg  (Actvy Funct RptcCt Jak
O1|[sunt7/20 ~| | (10004 In v M & O
11}
Comment:
(| 5un 07730~ | | 06:00P | Out R = O | | | |
111}
Comment:
1| Sun 07730~ | || 06:01P | & In ¥ M 4 L] 4013 |15F'AF| |51DS |1SDT |
4010]1srar]s108]1507]|
Comment:
Project Timecard with Timecard Tab Displayed
Signed | Mo REG B80.00 SAEX 00:00
Approved Mo VHP 0000 ACCTU 00:00
Pay Freq | Biveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2006-08 2/2006 view Other Feriods SUBTL £0.00 PREM 00:00
OTPD 10:00 OTACR 00:00
Operstions: Add Rows |1 % | Approve Timecard Prirtable Eackto List
Dl |Time Cocle Favorite Set |LowOg  [Acheyy Funct Rptct Jioka Sun Mon Tus e Thu Fri Sat | Total
0730 | 07431 | 0801 | 08M2 | 03403 | 0804 | 0305
[ || REG - 01 Reqular Hours v O 5081 00000 | || 0000 0000 210wal || 0300 0500 01:00 10:00
0306 | 0307 | 0805 | 08M9 | 0340 | 08411 | 0812
501 JoooooJoooafoooo|2aowreos0s] o030 || (o030
Commert: | OFFICE MANGAEMENT
0730 | 07431 | 0801 | 08M2 | 0803 | 0804 | 0805
[ || REG - 01 Fregular Hours v [F] 5051 oooon | || oooo 0000 ZIDWAL 0030 | || 0300 04:00 09:00
0306 | 0807 | 0308 | 08M9 | 0340 | 0841 | 0842
5081 |ooooo Joooo foooo |z o 20e 10] 00-30 o030 | | o030
Comment: | GREEN BUILDINGS

4/11/2007 Page 53 Approver Functions 3.5



Logging Out

Logging Out

How Do | Log Out?

Logging Out of Ceridian Time & Attendance

Note: Logging out is an essential part of exiting Ceridian Time & Attendance. This is because

if you fail to logout properly, the system will lock your timecard (see page 55). If this should
happen to you contact the Help Desk at 278-7819 or your payroll clerk to release the lock.

1. Click the word Logout near the Ceridian logo in the right corner of the page (shown

below).

2. Close Internet Explorer by clicking the X in the upper right corner of the window.

File Edit View Favorites Toaols Help

QBack A | IiLI IE' '\\ /..“Search ‘:\'.«’ Favorites @?

Ceridian Time & Attendance

| Home e

Home Page

<2 Home - Mitwaukee County for policy2 test - Microsoft Internet Explorer

B 15

o 3 38

Address @;‘1 https://sourcetimeprol .ceridian.comCTASE0/cka. asp?Request ID=EXBLO1660. clsBLControllerfsid=000336CB3S095490544FF 59942 1 9896 3EE424E

Lo

hd BGD

W
o

Links ?

Home | Help | Logout

Search

/

Lookin: | Employees | For: |

Inttizl “iesw: @ Timecards O Error Summary
Lirnit to Timecars: DWith errars only |:|Tha1 have nat been approved

Display Search Results as "iew Only'": Ves

| Submit|

Inchuding Pay Periods: @Currant open periods OMUSI recently closed periods O Al periods including the date: Morth] _1 * Day| 1 __*_/_:Year: 2_0_05 ~

Timecards

Pl Encl Stat | Prn REG SAEX WHP ACCTU QTHER MNOPAY SUBTL PREM QTPD OTACR Err Motes Sign Appr
05022008 C 16:00 00:00 0o:00 00:00 o0:00 o000 19:00 0330 0300 o0:00| O [}

D6/ 72006 & 00:00 00:00 00:00 00:00 00:00 00:00 0000 0000|0000 00:00

070142008 C o000 0000 00.00 00.00 o000 o000 00:00 o000 o000 00.00

074152008 o 00:00 00:00 00:00 00:00 00:00 00:00 0000 O0o:00|  Om00 00:00

07282006 F 00:00 00:00 00:00 00:00 00:00 00:00 0000 0000|0000 00:00

02712/2008 F o000 00:00 00:00 00:00 00:00 o000 00:00 00:00 o000 00:00

03/282006 F 0000 00:00 00:00 00:00 00:00 00:00 0000 O0ooD|  Om00 00:00

Accruals

Category Current Future

Holiday Accrued o000 00:00
Dvertime Accrued DCAB/Sherift 00:00 00:00
Personal 00:00 00:00 |

:g‘] Done é a Internet
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F.A.Q. — Frequently Asked Questions

What do | do next? Occasionally when you’re done with a webpage you may be unsure what to

do next. Following are a few suggestions:

= If you have typed something that needs to be entered in the system, click the Submit button.

= If you want to return to your Home Page, click the word Home in the right corner the webpage.

» Otherwise, look for underlined links that apply to your situation and click one of them. For
example, you will see underlined words like “View Other Periods”, “Back To List”, “Post LD
Codes”, “Sign”, “Printable”, “Return to Timecard” and “Add Rows” scattered across Ceridian
Time & Attendance web pages-- use them to navigate the system.

When | enter time on a timecard, do | need to type AM or PM? No. Following are additional
formatting tips for typing in and out times on any timecard:

» Type a P not PM

= Type an A (or nothing at all) for AM

= Do not type a space

= Do not type a colon unless you also type minutes

Some correctly formatted AM times are: 7 or 7:00 or 7:00A or 730 or 7A or 730A
Some correctly formatted PM times are: 6P or 6:00P or 630P

Can | enter time on my timecard using tenths of an hour? Yes. Time can be entered in tenths
of an hour (see below). For instance, instead of typing 130p, you would type 13.5 instead. When
this is done you must use a decimal point instead of a colon and you should not enter A or P.

TIME ENTERED AS: TIME CONVERTED TO:

‘13-5 ‘15-5 ‘1?"30 ‘2230 ‘ ‘D1:3IIIP|I34:3EIP‘DEGDP‘W:EDP‘

Can | enter time on my timecard using military time? Yes, time can be entered using military
time (see above). When this is done do not enter a colon, decimal point or am/pm. For instance,
instead of typing 530p or 17.5, you would type 1730 instead.

I have the red error, “Time is not a multiple of the minimum increment”. What does that
mean? The hours worked, not “In” or “Out” times, must be recorded in multiples of 6 minutes or
you will get a red error after you click the Submit button. Multiples of 6 minutes are: 6, 12, 18, 24,
30, 36, 42, 48, 54 and 60. For example, if you recorded 8:15 am to 4:30 pm = 8 hours and 15
minutes— 15 is not a multiple of 6, you will have a red error. If you recorded 8:07 t0 4:19 =8
hours and 12 minutes, there would be no error.

The row | added disappeared when | clicked Submit. What’s wrong? The system does this
when there was something wrong with the time you entered. Usually you either formatted the
time incorrectly or you forgot to select a date, but sometimes it is because there is a schedule
entered in the system. If so, see the procedure on page 11.

| opened a timecard and it says it’s locked. It also says | am using it. How did that happen
and how can | release it? This happens when you do not logout of the system properly. Contact
the Help Desk (278-7819) or payroll clerk to release the lock on the timecard, but in the future, be
sure to follow the procedure on page 54 when exiting Ceridian Time & Attendance.

Can | access Ceridian Time & Attendance from another location? Yes. Since the system is
accessed via the Internet, you can log in from anywhere as long as you have a broadband
connection (i.e. DSL or cable).
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F.A.Q. — Frequently Asked Questions (Continued)

One of my employee’s can’t remember his or her password. Can | reset it? Yes. Atthe
dynamic menu, select Administrator > Utilities > Reset Employees Password. Click Select. At
the Search field, type the employee’s last name and then click Search. Click the radio button
in front of the employee’s name. Click Assign. Click Reset. You should see the message
“Employee Password Has Been Reset”. A password that has been reset reverts back to the
employee’s clock number. Note: You cannot reset your own password.

Can | change my own password before 120 days passes? Yes. Atthe dynamic menu,
select My Time System > Password. At the Password Change page, enter your current
password and your new password twice. Click Submit.

Whenever | use Internet Explorer’s Back or Forward buttons, | get kicked out of the
system. What’s wrong? Whenever you are using the Ceridian Time & Attendance website
you should always use the buttons and underlined links that are part of the webpage to
navigate and select things. If you use the Internet Explorer buttons you will almost always get
kicked out of the system. If that happens to you, at the Menu Bar, select View > Refresh and
then click Retry. It that doesn’t work, simply log in again.

When | double click a button or an underlined link my computer takes forever to load
the webpage. What’s wrong? You should never double click buttons or underlined links on
the Ceridian website. When you double click you slow down the processing of your request
because you are really sending two requests.

| searched for my workgroup, but not all my employees are displayed? Where are they?
This happens whenever the re are too many items to be displayed on one page. Locate the
Operations bar, just under the tabs. To advance the page, click the back or forward arrows.

Operations: D D Page- 1 w | of & D D

If you do not see the Operations bar, look for numbers at the bottom of the page instead.
Each number represents a page, simply click a number and that page appears.

1Tz 3 4 & B I & 8 10

An employee’s summary bucket is showing a negative balance. What causes that? A
negative number (see below) is always related to a mistake on the timecard that does not
generate a red or yellow error. If the mistake is not corrected the employee will be under paid.
If you do not understand what is causing a negative summary bucket balance, contact the
Help Desk at 278-7819 or your payroll clerk.

Signed Ho REG 80:00 SAEX 00:00
Approved No VHP 00:00 ACCTU 00:00
Pay Freq BiWeekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period 07/16/2006-07/29/2006 View Other Periods SUBTL 80:00 PREM 00:00

H OTPD -01:00 OTACR 01:00

How can | get help? You can get general information about Ceridian Time & Attendance by
clicking the word HELP In the right corner below the Ceridian logo. Please remember that
Milwaukee County has made some modifications to the system so that some information may
not apply, however, you should still be able to look up “what is that” questions here. If your
question is not answered, please contact the Help Desk (278-7819) or your payroll clerk.
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