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Agenda Topics

 KABA Time Collection System Overview
— Time Collection Devices (TCD)
* Employee Responsibilities
— How to clock In/Out of the Devices
— Employee Timesheet View
— Time Keeping Location (TKL) Assignment
— Direct Supervisor ID
» Supervisor Responsibilities
— Basic Time Management Hierarchy
— Supervisors
* Timekeeper Responsibilities
— Basic Time Management Hierarchy
— When to get involved with timesheet approval
» Timesheet Responsibilities (Supervisor or Timekeeper)
» Resolving Punch Exceptions
» Printable Timesheets
» Payable Time Details
» Badge Queries
» Projected Wages Report
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Time Collection System Overview

* Types of Time Collection Devices (TCD)

KABA web clock KABA wall clock

Updated 12/1/2016
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Basic Punch Employee Responsibilities

 Be on time for scheduled work activity
e Clock In/Out on the KABA clock device (specified by the supervisor)

— Web clock

and/or

— Wall clock

» Follow the onscreen instructions to record In/Out punch data
* Follow department guidelines regarding lunch and breaks
* Follow department guidelines regarding missed punches

» Notify the supervisor immediately if unable to punch In/Out of a

KABA clock device.
Please document any errors or messages displayed on the clock screen.

Updated 12/1/2016
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Time Collection System Overview (cont’d)

e For those utilizing a KABA web clock

— Accessible through the MYPACK Portal
(with a valid unity ID and password) @E' Sek-Servce Punch Coch
. The portal WI” reﬂeCt a ‘ My Tlme" Optlon to record @yj:l'ni??:rr]if'[\d, Timesheet
time worked through the “Web Time Clock”

» A short-cut web clock icon can be created on the PC desktop but a valid
unity _ID/password are required for shibboleth access/login

» The web clock will require the employee to log back into shibboleth after
40 minutes of inactivity

» The web clock can also be accessed through the following navigation path:
Main Menu->Employee Self Service->Time Reporting->Report Time->Web Time Clock

— The web clock requires a valid 9 digit NCSU ID # before the
employee can punch In/Out.

— Convenient for employees with access to a computer, laptop, or
personal IP device with access to the internet.

Updated 12/1/2016 5
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

12114/2016
9:04:21 AM

Enter your 9 digit
employee ID#
then click OK.

Updated 12/1/2016
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

12114/2016
9:06:52 AM

LOLA BUNNY

Job Clockin  Time Record View Quit

I a3

Click on the “Job Clock In”
link at the beginning of your
work day or when returning
from a break, (i.e: lunch)

Updated 12/1/2016
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7 V

Job Clock Start

Job Code G
W5 Gib

If you have multiple jobs,
select the appropriate
clock location (TKL) from
the drop down list then
click “ Start” at the bottom
of the screen.
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

12114/2016
9:19:05 AM

Welcome LOLA BUNNY. (Job Clock Successful)

Successful
clock punch.

Updated 12/1/2016
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

1211412016
9:41:34 AM

LOLA BUNNY

Job Clock Out  Time Record View Quit

6 o &

Click on the “Job Clock Out” link for breaks or the end of your
work day. The employee will have to clock out of the current
job before clocking “In” on a different job within the same day.

Updated 12/1/2016
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

121142016
9:46:40 AM

Good Bye LOLA BUNNY. (Job Clock Successful)

Successful
clock punch.

Updated 12/1/2016
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

1211412016
9:51:02 AM

LOLA BUNNY

Job ClockIn  Time Record View Quit

J oz

Employees can view
current or previous punch
data by clicking on

“Time Record View”.

Updated 12/1/2016
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KABA Web Clock

B-COMM for PeopleSoft Time and Labor 7

12/14/2016 ;
95544 AM
Time Record View

Posting Date KSR

Select a date to
review punch history
and click the “ Save”
button at the bottom
to view.

Updated 12/1/2016
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KABA Web Clock

10:00:48 AM

B-COMM for PeopleSoft Time and Labor 7

12/14/2016

Punch Time

Job Clock in | Start ‘ 2016-12-14 09:18:46 AM

Job Clock Out ! End ‘ 2016-12-14 09:46:32 AM

Click “Done” at the

bottom when you are
finished or the screen
will timeout and clear.
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Time Collection System Overview (cont’d)

e For those utilizing a KABA wall clock

— Wall mounted clocks have a proximity ID reader built-
In and onscreen instructions to clock In/Out.

— Employees issued NCSU ID cards on or after May
2010 come equipped with a proximity access ID #

— Proximity access allows employees to use the card
scanning feature to punch In/Out and track time

worked.

— Recommended with employees who
have little or no access to computers.

Updated 12/1/2016 15
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Time Collection Quick Reference Guide

Clocking In

> Hold your NCSU ID badge within a few inches of the ID reader.
O Note: The screen will briefly display employee information
associated with the badge then provide screen options to select.

» Touch the “Job Clock In” key on the left side of the screen display to
clock in.
O Note: If you work multiple jobs you will have to select the
scheduled job activity before clocking in.
» Always follow the onscreen or guide by light instructions.

Clocking Out

> Hold your NCSU ID badge within a few inches of the ID reader.

» Touch the “Job Clock Out” key on the left side of the screen display to
clock out.

» Always follow the onscreen or guide by light instructions.

Exce ption If for any reason you are unable to access the clock, notify your manager
. i immediately and report the issue. Please note any errors or screen
Notification messages. Also check with your manager for alternative Time Collection

Devices (TCD) to punch In/Out.
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KABA Wall Clock Screen
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Follow the on screen instructions to Clock In

Updated 12/1/2016
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Successful Clock In

e

ib-Jun-11 1243 PM

Welcome WADE DAVIS. {Job Clock Successful)
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Clocking In/Out (multiple jobs)

e —

Job Code

f 803 Special Events

' 717 Catering




nesmreonversyl LS

Follow the on screen instructions to Clock Out

Q{J

Job Clock Out I

Time Record Yiew —l

Quit I

.
R
o
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Successful Clock Out

Good Bye WADE DAVIS. (Job Clock Successful)
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Time Collection System Overview (cont’d)

KABA records the actual time
stamp (hh:mm) submitted by
the employee then transfers
the data directly into the HR

System in 15 minute intervals,
starting at the top of the hour. HR System
Employee
TN _ _ Timesheet
4 Once the timesheet is
p.

f approved, the employee

In/Out punch combinations
are processed, rounded to the
nearest quarter hour, and paid
biweekly.

Updated 12/1/2016 23
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Employee Self Service Timesheet View

Employees can view or print recorded timesheet data
by clicking on “My Timesheet” from MYPACK Portal.

Employee punch data must be
approved by the supervisor
before a processed timesheet
can be generated. Select a
“Check Date” by clicking on the
highlighted icon then click
“Generate Time Sheet”,

NOTE: Employees have the option
to approve their timesheet by
checking the box beside the check
date if they agree with the
supervisor approval.

Web Time Clock
Employee Self-Senvice Punch Clack

-=7 My Timesheet
w-/ Review or Print My Timesheet

My Time | & |

Display/Print Time Sheet

Please choose a Check Date from the drop down
list below, then click on Generate Time Sheet. A
Time Sheet displaying your in and out punches for
the pay period will be displayed as a PDF.

Include Project Details

Check Dt Q
Generate Time Sheet -

Employee Approval

Reported hours for the pay period must be approved by your supervisor or a time administrator
within your college/division before the approved time sheet can be reviewed or printed. If the time
sheet is unavailable after the pay period end date, consult with your college/division level

SUpENVISOr.
= -
Personalize | Find | | E First ‘4 120f2 P Last
Job Number Check Dt Approved by Employee Last Update Date/Time
0 11/18/2016 ]
0 11/04/2016 ]

Updated 12/1/2016
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The Display/Print Time Sheet panel
(below) allows the user to select a
specific check date by clicking on
the high-lighted search icon, then
choosing one of the biweekly pay
periods, (example on the right).
After the date is selected then click
“Generate Time Sheet” to view
and/or print the timesheet.

Display/Print Time Sheet

Please choose a Check Date from the drop down
list below, then click on Generate Time Sheet. A
Time Sheet displaying your in and out punches
far the pay period will be displayed as a POF.

Include Project Details

Ii-a«

Check Dt

Generate Time Sheet

ncstareunversvg __l}

Employee Self Service Timesheet View (cont’d)

RSEN

an Resources System

Search by:

Look Up

Search Results

Wiew 100

Cancel

First

Paycheck Issue Date =

Advanced Lookup

1-55 of &5

Last

Paycheck Issue Date Pay Period Begin Date Pay Period End Date

123042016
121642016
12/02/2016
111852016
110452016
1212016
100742016
0923/2016
09092016
08/26/2016
081242016
Q7 292016
Q7152016
OF/ 012016
Q67,2016
06/03/2016
05/20/2016
05/0652016
04/22/2016
0450852016
03/25/2016
Q31172016
02/26/2016
Q21242016
01/29/2016
011542016
123142015
121852015
1270452015
112042015
11/06/2015
10/23/2015
100942015
0925/2015
091172015
NAR/2R/N1E
< |

1240372016
11192016
1170552016
10/22/2016
10/08/2016
092452016
09/10/2016
Q8/27/2016
Q&1 32016
Q7/30/2016
Q762016
Q7022016
06/18/2016
06/04/2016
05/21/2016
05/07/2016
04/23/2016
04/09/2016
03/26/2016
03M12/2016
Q242772016
02/13/2016
01/30/2016
Q11652016
01022016
121972015
12/05/2015
11/21/2015
11/07/2015
1042452015
10102015
09/ 26/2015
09/M12/2015
08/29/2015
08M15/2015
NAMAS2O015

12/16/2016
12/02/2016
11/18/2016
110452016
10/21/2016
100772016
09/23/2016
09/09/2016
Q&8/26/2016
08/M12/2016
Q7/29/2016
Q7 M15/2016
Q70172016
06/ T/2016
06/03/2016
05/20/2016
05/06/2016
04222016
04/08/2016
03/25/2016
Q31172016
02/26/2016
02/M12/2016
01/29/2016
Q1152016
01/01/2016
12/18/2015
120472015
11/20/2015
11/06/2015
10/23/2015
10/09/2015
09/25/2015
09/11/2015
08/28/2015
NAMAMPO1E

i}

Updated 12/1/2016
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Human Resources S'r'.‘i'.f_'l'l'l

Approved and Processed Timesheet

Timesheet — Biweekly

Employvee 11 ZIMMITSTHT TKL 699 - HRIM - HR As O 6 1Z2-13-Z0 16 4:03 M
Emplovee Name Tweety Bird Curr Supervisor: Bunny,Bugs
Department HR Information Mgmit (HRIN) Pavroll Run 11 ZDITZRI1Z
Pay Period TL-05-20 06 - 11-1%-Z201&6 Pay Iay 1Z2-02-2 16 Exp End DDate 12-03-2 16
Sat Sun Mon Tue Woed I'huars Fri
1 1-05-20 1 & 11-06-2016 11-07-2016& 1 1-0E-20 16 11-09-2016& 11-10-2016 11-11-20016
Im Dt In Out In Dt Im Ot In Ot In it Im Dt
12 15FPM 0Z: 4588 0E: 5288 12:52PM i1 B 01:42PM
Total Total Total 2.50 Total Total 4.00 Total Total 4.50
Week Ending 11-11-2016 Total Hours Waorked 11.00 * Holiday
Sait Sun MMon Tue Wed I'hurs Fri
11-12-2016 11-13-201% 11-14-2016 11-15-200 16 11-16-2016 11-17-2001 6 11-18-Z0 16
In (Dut In Out In Out In rut In Ot In Ot In Dt
11:294M | 03:01PM DE: 3T AM 11:07AM DE: T6.AM 11:0948M
11:35aM | O02:06PM 12:25FM o4:29PM
Total Total Total 3.50 Total Total 5.00 Total Total 6.7T5

Week Ending 11-18-20046  Total Hrs Worked 1525 Total Hrs for Pay Period 26.25 Total All Jobs = 2625

I certafy that all hours have been recorded accurately

Electronic Signature on File.

ID-Z0-Z0 06 &z 10 AN

Employee Signature Date Supervisor Signature

Updated 12/1/2016
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HRSHE

Human Resources S'r'_li'_r_'ll'l

Timesheet Summary with Project IDs

Electronic Signature on File.

11-21-2016 08:10 AM

Employee Signature Date Supervisor Signature
11-07-2016 221097 0.50 $10.00 $5.00
11-07-2016 571106 2.00 $10.00 §20.00
11-09-2016 2211097 0.80 $10.00 $8.00
11-09-2016 571106 3.20 $10.00 $32.00
11-11-2016 211097 0.90 $10.00 $9.00
11-11-2016 571106 3.60 $10.00 $36.00
11-14-2016 221097 0.70 $10.00 §7.00
11-14-2016 571106 2.80 $10.00 §28.00
11-16-2016 2211097 1.00 $10.00 $10.00
11-16-2016 571106 4.00 $10.00 $40.00
11-18-2016 211097 1.35 $10.00 $13.50
11-18-2016 571106 5.40 $10.00 $54.00
Periad Ending: 11-18-2016 26.25 $262.50
** Timesheet Project Override
Allocation Totals:
221097 5.25 $52.50
571106 21.00 $210.00

Date

Updated 12/1/2016
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Human Resources S'r'.‘i'.t_'ll'l

Reported Effort Timesheet

Timesheet
Date: 692014
Employee ID Employee Record: O
Mame: Stephen Jobcode: Student Worker, Enrclled@MNCSU

Department: Communication

Timesheet Data:

Day Date Im Out Im Out Total Reporte
d Status

Sat 5/24/2014 o0.000 N If the employee timesheet has not been
Sun S5/25/2014 S:00 AM 9:00 AP 1.000 MNA . .
Mon 5/26/2014 &:00 A 11:45 3.750 LA _La roved there WI” be an optlon for the
Tue E/27/2014 B:00 AM 4000 Z.000 A employee to view/print raw punch data Captured

A
Wed 5/28/2014 | 900 AM | 9:45 AM 0750 NA on the timesheet. This example reflects
Thu 5/29/2014 &:00 A 10:00 10:59 3.100 LA

ARa Pra unapproved/unprocessed punch data.
Fri 5/30;/;2014 12:05 5:00 PM S:00 PM 1.000 LA

A
Sat 5/3172014 11:-00 2:18 PM 2.300 MNA

A
Sun &/1/2014 0.000 W
Mon B/2/2014 9:00 AM 1:00 PM 4000 A
[ Tue S/3/2014 S:00 A S:45 AM 0.750 LA

Wed 6/4/2014 0.000 W
Thu S/5/2014 a:45 PM 10:-00 1.250 LA

P
Fri s/e/2014 0.000 W

Reported Status Legend: SB 2 Submitted, NA 2 Needs Approval, AP 2 Approved, NW - New

Total Reported Hours:

Day 524 5/25 5/26 H5I27T 5/28 5129 530 5131 G011 602 6/03 S/04 6/05 GI06
Sat Sun Mo Tue WWe Thu Fri Sat Sun Mo Tue Ve Thu Fri Total
n d n d
Reporte 0o.a0 1.00 375 2.00 075 3.10 1.00 3.30 o.oo A4 00 075 o000 1.25 0.0 20.90

d Hours

I hereby certify that the time reported is a true and accurate representation of the time and assignments worked in the period

Employee Signature:

Date:
ApproverdgEl Signature: ApproverdE2 Signature:
Date: Date:

Updated 12/1/2016 28
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Time Keeping Location (TKL) Number

A Time Keeping Location (TKL) is a unique digit/alphanumeric code

Identifying the primary work unit the employee is assigned to record
In/Out punch data.

Each job record in the HR System that requires the employee to punch
In/Out will be assigned to a specific TKL for the following transactions:
Hire
Rehire
Additional Jobs

It doesn’t matter if the employee utilizes a wall or web clock, the time

punch data will be tracked against the TKL associated with the specific
job data record.

Updated 12/1/2016 29
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Time Keeping Location (TKL) cont’d

A TKL is a combination of numbers that reflect the division OUC
followed by digits or alphanumeric TKL codes

l.e.. 47714 represents
47 — Campus Enterprises (OUC)
714 —Case Dining location (TKL)

 Employees are assigned a primary TKL through the Job Action
Request (JAR) process

« The Supervisor ID is also identified through the JAR process which
gives them direct access to the employee timesheet

 Timekeepers must be setup through a Security Access Request
(SAR), to manage and approve employee timesheets assigned to a
specific TKL. SAR code = Campus Time & Labor Timekeeper

Updated 12/1/2016 30
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Human Resources System

TKL and Supervisor Assignment

* Initiate the JAR transaction and assign a primary Time Keeping Location (TKL) in the
appropriate field

Hire Temp- Subject to FLSA for AGO0009717

Initiate Job Request

Transaction 1D: AGO00009717 Empl 1D: 08 oo Name: & S o Empl Class: Temp- Subject to FLSA

Name Employee's Work Location / Address

Name Prefix: Ms On Campus: On Campus

First Name: Shaniqua Building #: 0s2 Fountain Dining Hall
Middle Name: Monigue Room Number: 001014
Last Name:  Harris Campus]ax: 7307 UNIVERSITY DINING

Name Suffix:

NCSU Data
Candidate Email: smharris1985@gmail.com Temp Category: “Temp SP
HR Hiring Proposal: 150880TM Time Keeping Location: 716 Fountain Dining Hall
(KABA Punch EEs Only)
Job
Action: Hire Job Code: ? TMNE00 Temp Inst Suppt Tech/Paraprof
Action Reason: ‘T Hire Temp FLSA Hourly
Effective Date: 06/08/2016 Department: 471501 Dining and Catering Operations
Location: 194 University Dining
Expected Job End Date: 05/08/2017
- Supervisor 1D: 000132950 Garrell,Crayton F.
Base Compensation: 10.000000 Hourly
) Standard Hours: 25.00 Hrs/Week  FTE: 0725 Total FTE: 0.725
Tax Location Code: NC Morth Carolina

Updated 12/1/2016 31
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Timesheet Approval Hierarchy

Division Payroll
Coordinator

Departmental
Timekeeper

TKL #100
Supervisor ID
Employee 1
Employee 2
Employee 3
Employee 4
Employee 5

Departmental
Timekeeper

TKL #101

Supervisor ID

Employee 1
Employee 2
Employee 3
Employee 4
Employee 5

TKL #102

Supervisor ID

Employee 1
Employee 2
Employee 3
Employee 4
Employee 5

NOTE: HRIM CANNOT approve employee timesheets
Updated 12/1/2016
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Supervisor Responsibilities

« Supervisors will be able to review, update, approve and print (if required) all
direct report timesheets in the HR system

e Supervisors are responsible for making sure employee timesheets are
accurate, valid and approved for the pay period:
— Project ID and allocation totals
— Hours worked each day and total hours each week
— Hourly rate of pay and total dollar amount
— Overtime hours
— Total hours of all jobs worked
e Supervisors have a total of 18 days (from the pay period begin date) to
review and approve direct employee timesheets

— Email notifications will be sent out at the completion of a biweekly pay period IF the
supervisor has not approved their direst report timesheets.

« |If supervisors does not validate and approve employee timesheets within
the 18 day window, they will have to work directly with their timekeeping
support personnel to resolve any timesheet issues or approvals

Updated 12/1/2016 33
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Human Resources S'r'.‘i'.f_'l'l'l

Supervisor Quick Links

MYPACK HOME FOR FACULTY & STAFF MYTAB

Favorites Main Menu

Campus Resources Employee Self Senice | & |
= Gmail Personal Information E L ] Enroll in Benefits 1}\@' Benefits ﬁ@ Payroll and Compensation
[ Academics
[ Campus Life <\> Leave System , Employmentincome Verification ==| Time Reporting fEhrrﬂl Learning and Development
[ Computing s !
[ DASA Resources é@ Jobs Travel Center (Auth/Reimburse) ﬁ] NCSU Card Center
[ Facilities

Guide to Using Employee Self Service: Access for Separated Employees

[ Financial
EIHR Manage My Students | £ v |
[ Library ﬁ Faculty Services Q‘% Graduate Advising @% Undergraduate Advising
[ security Access | SAR = Advisor Center = GE0ARS

Curricula & Advising Info
Curricula Reguirements
SAGE (CED Only)

il [i] "I&E

1 PeopleAdmin |"|:| Faculty Center (class rosters)

= University Advancement

My Reports xa

No Reports To Display

Application Review
Course Reserves
Worklist

Course Reserves

- “My Temporary Employee Time”

=| Course Reserves . .

= oare Makes it easy for supervisors to

Report Manager Manage My Projects manage biweekly employee =

Financial Systems - Summary t|meSheetS | & |
ww E"} ST T ST @_@ = Training

Travel %@ Vouchers & Vendor Maintenance

g

Hours of Availability Financial Systems Help Wiew Worklist

My Temporary Empl
Review and manage time for temporary employees that report to you.
My Employees Timesheets Time Exceptions View/Print Biweekly Timesheets = Approve Reported Time
Review and Correct Time for My Employees Wiew and Correct problems with an Wiew and Print your Employee's Timesheets Review and Approve Reported Punch Time

Employee's Time for any Pay Period. for your Direct Reports.

Updated 12/1/2016 34
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Human Resources S'P'H'.EI'I'I

My Employees Timesheet Summary

-

. My Time Ll View'Print = Approve
T|m95heet Summary Employees AE:ceptinns Eliweehlyr Qﬁapnned
Timesheets Wiew and Timesheets Time
. Erter reported Comect Wiew and Print Review and
Employee Selection time and task problerns with your Approve
details for a an Employes’'s Employss's Reported Punch
day, wesk, or Tirne Timeshests for Tirme for your
Change View tinne period. any Pay Period. Direct Reports.
“View By | Week ! Show Schedule Information : -
- , Click on “My Employees Timesheets” (above) to access your
,,Iu,hlu i : Wanlr Waal g a
el BY Previous Week Neit Week direct reports. The results panel will reflect the names of

your employees. It also indicates the “Reported Hours” for
the pay week & “Hours to be Approved". Click on the
employee “Last Name” to open and review the timesheet.

Employees For Bugs Bunny, Totals From 11/19/2016 - 11/25/2016

m Demographics

Last Name ‘—-FirstName View Details  Employee D Rei?rpdl Job Title Rep;]ortuert: H?ﬁir;;%sg Exception AP&E‘E%E Dl-TQLErg oue Supenvigor 1D Supervisor Name
Bunny Lol View Details 200005403 2 Work Study Student 0.6 E] 0.00 0.00 480201 001115674 Bugs Bunny
Duck Daffy View Details 200088236 0 Work Study Student 358 158 0.00 (.00 480201 001115674 Bugs Bunny
Bird Tweety View Details 200075787 0 Work Study Student 350 350 0.00 (.00 480201 001115674 Bugs Bunny
Le Pew Pape View Details 200005609 0 Work Study Student 0.00 000 0.00 0.00 480201 001115674 Bugs Bunny
Runner Road View Details 200008559 0 Work Study Student 0.00 000 0.00 0.00 480201 001115674 Bugs Bunny

Updated 12/1/2016 35
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Employee Timesheet

Timesheet The KABA devices transfer employee In/Out punch

EE R SlsEE L LA data directly to their timesheet every quarter hour.

Waork Study Student SirzREET 2

Actions~ Earliest Change Date 11/24/2016

Select Another Timesheet Supervisors have a total of 18 days with each pay
*View By | Calendar Period ’ Previous Period  Next Peri period to review, validate, update, and approve
"Date 111192016 _[§j employee timesheets.
Reported Hours 9.85
From 11/19/2016 to 12/02/2016 (7
Select  AUd  Day  Date Reported Status In Out In Out Punch Time Collection  oft.cycle Check Project ID Date
®) sat M9 New Q Q 1118 =
) Sun 11020 New Q Q 1120 =
Mon 1121 MNeads Approval 8:21:00AM| [12:20:00PN 3.08 KBWTC Q Q12 EI
o Tue 1122 New a Q 122 =
Wed 1123 Needs Approval 8:24:00AN [12:3200PM [ 1:02:00PM| [ 2:47:00PM 5.88 [KBWTC a Q 113 =l
®) Thu 1124 New (s} Q 1124 =
] Fri 1125  New Q Q 1125 =l
D) Sat 11726  New a Q 1126 =
) sun 1127 New Q Q 1T =
D) Mon 1128  New Q, Q 11128 [=
o Tue 1129 New a Q1129 =
D) Wed 1130 New Q Q 1130 =
@] Thu 124 New Q Q124 =
) Fri 1212 New Q Q 122 =
Submit Clear
Approval
Select All Deselact All Approve

Updated 12/1/2016 36
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Employee Timesheet

Timesheet

Actions =

Add

Select Comments

[OINCINGIRCINGINCIRCINO IR IR CINO IR CINOING

Submit

Approval
Select All

Select Another Timesheet

*Date [11/19/2016

Day

Sat
Sun
Man
Tue
.'-"\"ed
Thu
Fri
Sat
Sun
Man
Tue
Wed
Thu

Fri

From 11/19/2016 to 12/02/2016 (7

Date

1120

11722
11123
11724
11125
1126
127

1128

11130
1274
1212

Clear

Deselect All

*View By | Calendar Period

Bk

Reported Hours 9.85

MNeads Approval
New
Meeds Approval
New

New

New
New
New
New

New

8:21:00AM

8:24:00AM

Approve

Employee ID 200005503

Empl Record 2

Earliest Change Date 11/24/2016

Out

12:20:00PN

12:32:00PW

Previous Period  Next Period

3.08 KBWTC

1:02:00PM| | 2:47:00PM 5.88 KBWTC

All biweekly (temp hourly) employee timesheets
require “Supervisor Approval” before they can be
processed by payroll.

If the timesheet is not approved before the biweekly
pay period lockout deadline the employee may not be
paid correctly for the pay period. (i.e: “Reported
Status” indicates if time “Needs Approval”.

Punch Time Collection
Total Device ID Off-Cycle Check

Project ID Date
Q Q 1119 =
Q Q 1120 [=]
a Q 1 =l
a Q 122 =]
Q Q 123 [=]
Q Q 1124 =]
Q Q 1125 =
a Q 1126 [=]
Q Q 1T [=]
Q, Q 11128 [=]
a Q1129 =]
Q Q 1130 =]
Q Q 121 =
Q Q 122 =]

Updated 12/1/2016
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Employee Timesheet

Timesheet e supervisor can update the employee timesheet
Lola Bunny R — with missing punch data or correct any data field that
Work Study Student Empl Record 2 cannot be validated. Simply click in the appropriate
A;ﬁolnst o Eariiest Change Date 11/24/2016 “In or Out” box and enter/update the time stamp:
elect Another limesheet . .
wiew By [Calandar Parod = vose oo Nortpen hh:mm AM or PM. Click the “Submit” button at the
-Date 117192016 |5 % bottom of the timesheet to make the update.
Reported Hours 9.85
From 111912016 to 12/02/2016 (2
Select  AUd  Day Date  Reported Status In Out In out Punch Time Collection  oft.cycle Check Project ID Date
®) sat 1119 New Q Q 1118 =
) Sun 11020 New Q Q 1120 =
Mon 1121 MNeads Approval 8:21:00AM| [12:20:00PN 3.08 KBWTC Q Q12 EI
o Tue 1122 New a Q 122 =
Wed 1123 Needs Approval 8:24:00AM [12:32:00PN [ 1:02:00PM [ 2:47:00PM 5.88 [KBWTC Q Q 1123 =
®) Thu 1124 New (s} Q 1124 =
] Fri 1125  New Q Q 1125 =l
D) Sat 11726  New a Q 1126 =
) sun 1127 New Q Q 1T =
D) Mon 1128  New Q, Q 11128 [=
o Tue 1129 New a Q1129 =
D) Wed 1130 New Q Q 1130 =
@] Thu 124 New Q Q124 =
) Fri 1212 New Q Q 122 =
Submit Clear
Approval
Select All Deselact All Approve

Updated 12/1/2016 38



I, RS

Timesheet Exceptions
Exceptons

T My Time Rl View'Print <] Approve
b Employee Selection @Emplny&es Exceptions Eliweehlyr Qﬂﬂpnr‘c&d

Timesheets View and Timesheets Time
Enter reported Correct ‘iew and Print Review and
A Bl . tirne and task problems with your Approve
FI|lEfIﬂg OPIIUHS details for & an Employes’s Employes's Reparted Punch
day, wesk, or Time Timeshests for Tirne for your
time perniod. any Pay Perod. Direct Reports.
Exceptions (7
m Details | Demographics
Allow  Last Name First Name EmplID Reir:Fdl Job Title Exception ID Description Date Severity
ch Wi "
Duck Dy 200088236 0 Work Sty Studert NCODO0CS pESEWOOFLA singonts i
Allow Exceptions 7 /\
Select Al Desalact Al . . .
B S High severity exception alarms cannot
S be processed by payroll until resolved.

To resolve the high exception alarm
. click on the employee last name to go
Manager Self Service directly to the timesheet and review

Time Management the employee punch data
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Timesheet Exceptions

HRSH

Human Resources S'r'.‘i'.f_'l'l'l

Timesheet

Actions~
Select Another Timesheet

*View By | Calendar Period v

ERY

*Date 11/19/2016

Reported Hours 11.69 Print Timesheet Elapsed Timesheet
From 11/19/2016 to 12/02/2016 (2
Select gg%ments Day Date Reported Status Exception In Out In Out Project ID Date
@ sat 1149 New Q Q 1118 =
@) Sun 1120 New Q Q 1120 =
Mon 11721 Needs Approval 12:36:00PN | 4:35:00PM Q Q 121 [=]
® Tue 1122 New Q Q, 122 =
® Wed 1123 New Q Q 123 =
@) Thu 1124 New Q Q 24 =
@) Fi 1125 New Q Q 1125 =
® Sat 1126 New Q Q, 126 =
&) Sun 1127 New Q Q me7 =
Mon 1128 NeedsApproval & 3:21:00PM 45116 a Q 1128 =
&) Tue 1128 New Q Q 1129 =
Wed 1130  Needs Approval 1:44:00PM [ 5:01:00PM 3268 [45116 a Q 1170 =
Thu 121 Needs Approval 12:16:00PN | 4:42:00PM 4.43 48116 Q Q 121 =]
) New Q Q 122 =
Submit
Approval
Select All Deselect All Approve

Employee ID 200088236
Empl Record 0
Earliest Change Date 11/24/2016
Previous Period  Next Period

Previous Employee  Next Employee

In this example the employee did not punch OUT on the
date in question. To clear/resolve the alarm the supervisor
would need to verify when the employee clocked out,
update the OUT punch field with the missing punch data
(hh:mm AM or PM) and “Submit” the entry.

Updated 12/1/2016
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Timesheet Exceptions

Timesheet
ST - In thIS. example the mwsmg OUT punch ha§ been .
——_— Empl Record 0 submitted but the alarm will not clear until the supervisor
Actions ~ Eariest Change Date 1112422016 approves the punch data. Once the payroll audit detects
Select Another Timesheet the approval the alarm will clear if no other issues are
*View By | Calendar Period Al Previous Period  Next Period Secsoa e (auditc O )
*Date 11182016 |5 % Previous Emplayee  Naxt Employee : y Y.
Reported Hours 11.69 Print Timesheet Elapsed Timesheet

From 11/19/2016 to 12/02/2016 (7

Select gg?nmems Day Date Reported Status Exception In Out In Out Project ID Date

®) Sat 1113 New Q Q 1118 =
&) sun 1120 New Q Q 120 =
Mon 1121 Needs Approval 1236:00PN | 4:35:00PM Q qQ e =
&) Tue 1122 New Q Q 122 =
o) Wed 1123 New a Q M3 =
@ Thu 1124 New Q Q, 124 =
@ Fi 1125 New Q Q 125 =
) sat 1126 New Q Q 126 =
&) sun 1127 New Q Q 17 =
Mon 1128  Neads Approval & 32900PN] [ 445 PM 48116 a @ 128 =l
S Tue 1429 New Q Q 128 =
Wed 1130  Needs Approval 1:44:00PM| [ 5:01:00PM 3.28 [48116 aQ Q 1130 =
Thu 121 Needs Approval 12:16:00PN | 4:42:00PM 4.43 48116 Q Q 121 =
@) Fi 122 New Q Q 122 =

Submit Clear

Approval
Select All Deselect All Approve

Updated 12/1/2016 41



NcsTateunversvf

View Biweekly Timesheet

HRSH.

Human Resour

View Biweekly Timesheet

Favorites Main Menu ° Human Resources Systems ° Manager Self Service ° Time Management @ View Time

* View Biweekly Timesheat

Project Details

Supervisor ID ©

Check Dt L Pay Period -

Generate Timeshest

Click the magnifying glass to choose the Check Date for the Pay Period tha
like to view. Changes made to your employee’s time must be processed before
generating an updated timesheet. Time is processed daily from 2:00-3:00 PM and
overnight.

NOTE: Punch time with Exceptions, such as a missing OUT punch, are not included on
the timesheet report. Please click here to review exceptions.

To resalve punch time exceptions go directly to the timesheet summary report. _Please
click here to access employee timesheets.

My T|me
Employees Exu:.eptlnns
Timesheets Wiew and
Enter reported Correct

tirme and task problems with
detsils for a an Employeg’s
day, wesk, or Time

time period.

ll.|"|n=.-fl.-|.rfPrir1t
Elweekll,r
Timesheets
‘iew and Print
your
Employes's
Timeshasts for

any Pay Perniod.

Approve
Reported
Time

Review and
Approve
Reported Punch
Tirne for your
Direct Reports.

Once the timesheet has been approved the
supervisor or timekeeper can generate a

processed timesheet by selecting the check
date they would like to view.

Updated 12/1/2016
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Human Resources System

Approving Reported Time

Approve Reported Time “View By” can also be changed. [[Ecol s £xa
Timesheet Summa i ¥ | My Time LEla View Print =7 Approve
fy All Time After Employees A Exceptions g Biweekly -/ Reported

- Timesheets Wiew and Timesheets Time
Employee Selection Al mE Afler Enter reported Correct Wiew and Print Review and
All Time Before time and task problems with your Approve
details for a an Employee’s Employes’s Reported Punch
Change View DEI}' day, wesk, or Tirne Timeshests for Time for your
. i o, Pay Period. Direct P )
*View By | All Time After v Week e T e e

Date 11132016 [ ¢, | The supervisor can approve “All Time After” a specific date. The

HR system will default to the most current biweekly pay period

Employees For Bugs Bunny, Time Needing Approval After 11/19/2016 but the supervisor may have to adjust the date if it does not
Demographics COIande with tf:’e time frame they are trying to a!oprove. Click
the “Last Name” of the employee to access the timesheet.
Hours h
Last Name First Name View Details  Employee ID R EE?EJ Job Title H%.upr;r?‘.rsg Remﬁg Exception Approved or D'_Tg:ﬁg ouc Supervisor 1D Supervisor Name
Submitted
Duck Daffy View Details 200088236 [ Work Study Student 1168 1168 G’l 000 0.00 480201 001115674 Bugs Bunny
Bunny Lola View Details 200005503 2 Work Study Student 6.86 9.86 0.00 0.00 480201 001115674 Bugs Bunny
Bird Tweety View Details 200075787 0 Work Study Student 350 350 0.00 0.00 480201 001115674 Bugs Bunny
L& Pew Pepe View Details 200005609 0 Work Study Student 0.00 0.00 0.00 0.00 480201 001115674 Bugs Bunny
Runner Road View Details 200008539 0 Work Study Student 000 0.00 000 0.00 480201 001115674 Bugs Bunny
Repart Time
Ianager Self Service

Time Management
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HRSH

Human Resources S'r'.‘i'.t_'ll'l

Approving Reported Time

Updated 12/1/2016

Timesheet
DaﬁyDuck Employee ID 200088236
Waork Study Student Empl Record 0
Actions Earliest Change Date 11/24/2016 - - -
Select Another Timesheet Supervisors will need to check the boxes in the “Select”
EER] Cendey Period . Previous Period - NextPeriod column once they validate the dates the employee
*Date[11/12/2016 o ) i i
* ¥ _ NertEmploee submitted (In/Out) punch data. Click the “Approve”
Reported Hours 11.69 Print Timesheet  Elapsed TiMe s ool me—
button (below) after the boxes have been checked to
From 11/19/2016 to 12/02/2016 (2 q o
rocess employee time for the pay period.
Select ég%ments Day Date Reported Status Exception In Out In Out Elfota\ Device ID 1on Off-Cycle Check Project 1D Date
@] Sat M9 New a Q 1119 =
S Sun 1120 New Q @ 11720 =
¥l Man 11721 Needs Approval 12:36:00PN | 4:35:00PM 3.08 48118 Q Q 121 E|
S Tue 1122 New @ 122 =
) Ved 1123 New WARNING: If exception alarms exist they Q 1123 =l
) T 1124 New should always be resolved before approving Q 14 =
8] Fil 1125 New reported time. The supervisor can approve Q 125 =
© Sat 1126 New the date later in the pay period. Q 16 =
S Sun 1127 New oy Q 1e7 =
Mon 1128 NeedsApproval & 3:21:00PM 48118 Q @ 1ee =]
S Tus 1129 New Q Q 1129 =
¥ ‘Wed  11/30 Needs Approval 1:44:00PM | 5:01:.00PM 3.28 48116 . .
Note: “Select All” will place a check in boxes
¥l Thu 12H4 Needs Approval 12:16:00PN | 4:42:00PM 4.43 48116 .
o P when the employee submitted punch data
_ — followed by clicking the “Approve” button.
1 “Deselect All” will remove all checks.
Approval P ————
Select All Deselact All Approve «
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Approving Reported Time

Timesheet
Lola Bunny T p— When the employee timesheet has been reviewed/approved
Work Stgy Student Empl Record 2 the “Reported Status” column will reflect, “Approved”.
Actions = Earliest Change Date 11/24/2016
Select Another Timesheet
*View By | Calendar Period M Previ
*Date 111052016 |5 % Tee NextEmployee
Reported Hours 189 Frint Timesheet Elapsed Timesheet
From 11/05/2016 to 11/18/2016 (7
Add s Day  Date Sai In Out In Out Punch Time Cobection  oft.Cycle Check Project 1D Date
) Sat 1175 New Q Q 115 =l
o sun 116 New Q Q 16 =
Mon 117 Approved B:17:00AM| [12:20:00PN 4.05 [KBWTC Q Q 17 =
o Tue 118 New Q Q 118 =
Wed 11/ Approved BA7.00AM [12:17:00PN 4.00 [KBWTC Q Q 119 =
) Thu 1110 New Q @ 1110 =l
Fri 1141 |Approved 5:01:00AM [11:00:00AM 2.98 [KBWTC Q Q 1 =
) sat 1112 New Q @ 1112 =l
) Sun 1113 New Q, Q 113 =l
o Mon  11/14 New Q Q 1114 =
9D Tue  11/15 New &) = 1415 [+] [—]
Wed 11/16 Approved 8:14.00AM [12:13:00PN 3.98 KBWTC If for any reason a specific punch entry needs
®) Thu  11A7  New to be updated, after being approved, the
Fi 1118 Approved 9:28:00AN] [ 1:26:00PM iz entry must be submitted and RE-APPROVED
Slomil || e——— ] before it can be processed by Payroll

Updated 12/1/2016 45



nesmreonversyl LS

Supervisor email notification (Saturday)

An Approval Notification on a Timesheet that has been posted for an Employee(s) that you
supervise requires your approval.

NOTICE: Temporary staff or student workers that report to you have reported hours worked for the
pay period that ended at midnight this past Friday. You MUST approve these reported hours before
they can be paid. The reported time can be accessed from the link provided below.

The link will take supervisors directly to the “Approve
Reported Time” panel previously covered.

Click here to approve reported time —_—

Supervisors are responsible for their direct report timesheets! Please approve employee hours so
they can be processed by Payroll. If reported hours are not reviewed, resolved, and approved

by 5pm_Date employees will not be paid correctly. Disregard this notification if you have managed reported
hours prior to this email being sent.

If you need further assistance, contact your departmental/divisional timekeeping HR
Administrator for assistance. **DO NOT REPLY TO THIS EMAIL.**

_—7

If supervisors DO NOT approve employee timesheets by the end of a pay period an email
notification will be sent the following day, (Saturday).
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Supervisor email notification (Tuesday)

**Final Timesheet Approval Notification**

This serves as a final notice for the pay period that temporary staff or student workers that report to you have
reported hours worked for the pay period that ended at midnight this past Friday and to provide you with a final
opportunity to approve employee reported hours before they can be paid. The reported time can be accessed
from the link provided below.

Click here to approve reported time

Supervisors are responsible for their direct report timesheets! Take this final opportunity to approve
employee reported hours so they can be processed by Payroll. Please review, resolve and approve any
timesheets by 5pm today. Failure to do so will result in the employee being paid incorrectly or not paid at
all if the reported time is not approved.

**DO NOT REPLY TO THIS EMAIL**

If you have managed direct reports timesheets throughout the pay period and no further verification,
modification, and/or approval is required, disregard this notification.

** Any issue discovered with a timesheet that is not resolved and/or approved by 5pm today, must be
reported to your departmental/division timekeeper immediately to provide them with the opportunity to
correct and/or approve timesheets before payroll is processed.**

Z

A final email notification will be sent if supervisors have still not approved employee timesheets. After the
Tuesday lockout deadline the supervisor will not be able to update or approve the employee timesheet.
Supervisors must work with the Dept/Divisional timekeeper for assistance after the lockout deadline date.
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Manager Search Options

L EIEETEEEED BITTE -Auto Populate Results

Select Default Criteria and Options -Show search criteria “Collapsed or Expanded”
-SAVE after making any adjustments

Loading of Matching Employees Default Criteria Presentation
@ Auto Populate Resulis @ Show Criteria List Collap=sed
) Prom pt for Results ) Show Criteria List Expanded

|:| Show Schedule Information
Employee Selection Criteria (7

Description 3—:Ilf:tinn Criterion Ir::-:rli:::;n *Include in List

Time Reporter Group poozazy ) Do Not Include

Employee ID a Include -
Empl Record Q Include -
Last Name Q Include

First Name %] Include

Department Gy Do Not Include -
Location Code [ | Do Mot Include -
Maorth American Pay Group ) Do Mot Include -

Data Loading in Time Management

l Save

L
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HRSIN

Human Resources System

Employee Timesheet requiring approval

Favorites Main Menu > Human Resources Systems > Manager Self Service > Time Management > Approve Time and Exceptions > Reported Time

ENew Window [ Persena

Timesheet
Stephen Empl ID:
JobTitle:  Student Worker, Enrolled@NCSU Empl Record: 0 To see a list of COIIege/diVi5ion level
*View By: Calendar Period - Reported Hours: 20.90 Previous Period Mext Period approvers, click on the ”Approval
*Date: IM@ 2, Previous Employee Next Emplovee Monitor”.
Print Timesheet
From 05/24/2014 to 06/06/2014
) 2 Off-Cycle :
Select Comments Day Date Status Approval Monitor In O Qut Punch Total Coll_ectlnn Source Check Project ID
Device ID
Sat 524 New Approval Monitg | | | [ onine | Q |
Sun 526 Needs Approval Approval Monitor [&:00:00aM [9:00:00aM] | | 100 | online | Q|
Mon |26 Needs Approval Anproval Monitor [&:00:00aM [11:45:0080 | | 375 | online | a |
[ Tue (6127 Needs Approval Approval Monitor [8:00:00aM [10:00:0081 | | 2000 | online | a |
] Wed 528  Needs Approval Approval Wonitor [9:00:00am | 9:45:00aM | | o7s| | Online | aQ |
B Thu 5129  Needs Approval Approval Wonitor [8:00:00am [10:00:00a% [10:50:00PN | 310 | oOnline | Q |
] Fi 630  Needs Approval Approval Wonitor | [12:05:001 | 5:00:00PM | 6:00:00PM 100 | Online | aQ |
B Sat 631 Needs Approval Approval Wonitor [11:00:00a% [2:18:00PM1 | | 330 | Online | Q |
Sun 61 New Approval Monitor | | | | ’7 Online | Q |
[ Mon 612 Needs Approval Approval Monitor [9:00:00aM | 1:00:00PH | | a00[ | Online | Q |
| Tue 63 Needs Approval Approval Monitor [g:00:00a [8:45:00AM] | | o7s[ | Online | a |
Wed |6/4 MNew Approval Monitor | | | | ’7 Online | Q |
& Thu /5 Needs Approval Approval Monitor [8:45:00PM [10:00:00P1 | | 126 | Online | Q |
Fri 6/6 MNew Approval Monitor | | | | ’7 Online | Q |
Select All Deselect All
Approve
Submit Clear 49
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Employee Timesheet requiring approval

Timesheet
.
Approval Monitor Click the “Multiple Approvers” link Name: Willlam
to view a list of college/division Lot
et Tl level rover Empl 10z 000568065
P evel approvers. Last Name:
=~ Reported Time Approva ETTCTTY First Mame: wWilllam
Route to SupervisorlD Approver #2
Pending Hame: Sara
© Multiple Approvers User ID:
By Supervisor Empl 10: 000205769
Last Name:
< Reported Time Approval for 2014-05-25:Pending First Hame: Sara
Route to SupervisorlD Approver #3
= Hame: Stephanie
Pending )
© Multiple Approvers User ID:
By Supervisor Empl 10: 000912681
Last Name:
~ Reported Time Approval for 2014-05-26:Pending e — Senianis

Route to SupervisorlD

Pending

(B Multiple Approvers
By Supervisor

~ Reported Time Approval for 2014-05-26:Pending

Route to SupervisorlD

Pending

(B Multiple Approvers
By Supervisor

~ Reported Time Approval for 2014-05-27:Pending

Route to SupervisorlD

Pending

(B Multiple Approvers
By Supervisor

~ Reported Time Approval for 2014-05-27:Pending
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Timekeeper Responsibilities

« Manage and support recorded time entries for employees assigned to their
specific TKL's each pay period.

— Employees will be assigned to a primary TKL and supervisor when hired through
the Job Action Request (JAR) process, (previously covered).

— After supervisor lockout has passed, the timekeeper has two additional days to
review, update, or approve employee timesheets.

» Timekeepers may have to consult with the Division Payroll Coordinator to resolve timesheet issues
after the timekeeper lockout deadline.

« Collaborate with the assigned supervisor in job data to verify or resolve any
timesheet issues during the pay period including:
— Missed punches
— Exception alarms
— Incorrect punch entries
— Project ID#'s
— Timesheet approval (if necessary)
« If Printed Timesheets are required, work directly with the employee and
supervisor to validate the appropriate signatures have been captured.
Updated 12/1/2016 51
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Timekeeper Responsibilities (cont’d)

Know how to access the biweekly lockout schedule and understand

what lockout actually means:

Reference Link, Bi-Weekly Schedule: https://payroll.hr.ncsu.edu/for-payroll-coordinators/
Supervisor Lockout

»  Supervisors have 4 days after a pay period ends to manage & approve timesheets

« After the 4" day (Tuesday) supervisors cannot manage or approve employee timesheets
 Employee’s may not be paid correctly if the timesheet has not been validated & approved

Timekeeper Lockout

 Timekeepers have an additional two days after supervisor lockout to manage and/or approve
employee timesheets if necessary

»  Monitor employee timesheets on a regular basis to manage and clear exception alarms
* Notify the supervisor if you do not see employee timesheets being managed appropriately
— Makes it easier to resolve issues while it is fresh in everyone's mind
— Favorably positions the unit to meet payroll deadlines
— Minimizes human error
— Eliminates delays in payment

Updated 12/1/2016

52


https://payroll.hr.ncsu.edu/for-payroll-coordinators/

NC STATE UNIVERSITY

Interpreting the Payroll Lockout Schedule

BI-WEEKLY PAYROLL SCHEDULE 2016-2017
Pay Pay Flat Rate # o= Payroll Off Cycle OfF
Period Period Requeaest Grad Temporary Lockout - Time Check Cycle
Payraoll Begin End Form Appts Time Sheets Due Records Taken Cutoff Check
1D Date Date Due in HR Dua In HR Systerm By Payroll Payday N oon Pay day Holidays

201 T ZR01 Jun 04 dJun 17 Jun 03 Jun 06 Jun 24 Jul 01 Jul 05 Jul 08

201 TZRO2 Jun 18 Jul 01 Jun 17 Jun 20 Jul 08 Jul 15 Jul 19 Jul 22

201TZRO3 Jul 02 Jul 15 Jul 01 Jul 05 Jul 22 Jul 29 Aug 02 Aug 05 """"f:::::f:m"
201 TZR04 Jul 16 Jul 29 Jul 15 Jul 18 Aug 05 Aug 12 Aug 16 Aug 19

201 TZRO0S5 Jusl 30 Aug 12 Jul 29 Suug 01 Ang 19 Aug 26 Mg 30 Sep 02

201T2R0O6 | Auwg 13 Aug 26 Aug 12 Aug 15 *Sep 1 Sep 09 Sep 13 Sep 16

201T2ROT | Aug 27 Sep 09 Aug 26 Aug 29 Sep 16 Sap 23 Sep 27 Sep 30 o
201T2ZRO8 | Sep 10 Sep 23 Sep 09 Sep 12 Sep 30 Oct 07 Oct 11 Oct 14

201 TZRO9 Sep 24 Ot OF Sep 23 Sep 26 Oct 14 Oct 21 Dct 25 DOct 28

201TZR10 Oect 08 Ot 21 Ot OF Ot 10 Oect 28 MNow 04 Mow 08 MNaow 10

201 TZR11 Ot 22 Mow 04 Ot 21 Oct 24 Mow 11 Now 18 FPay on 2R12 Dec 02

201TZR12 Mow 05 Mow 18 MNow O Mow 07 *Now 23 Dec 02 Dec 06 Dec 09

20172R13 | Mowv 19 Dec 02 Mow 18 Mow 21 Dec 02 Dec 16 Dec 20 Dec 23 Thamksghing
201TZR14 Dec 03 Dec 16 Dec 02 Dec 05 *Dec 19 **Dac 30 Jan 03 Jan 068
20172R16 | Dec 17 Dec 30 Dec 16 Dec 19 Jan 06 Jan 13 Jan 17 Jan 20 e
201T2ZR16 Dec 31 Jan 13 *Dec 23 *Dec 23 Jan 20 Jan 27 Jan 31 Feb 03
201T2RAT | Jan 14 Jan 27 Jan 13 *Jan 17 Feb 03 Feb 10 Feb 14 Feb 17 — foing AT
201TZR18 Jan 28 Feb 10 Jan 27 Jan 30 Feb 17 Feb 24 Feb 28 Mar 03
201TZR19 Feb 11 Feb 24 Feb 10 Feb 13 Mar 03 Mar 10 Mar 14 Mar 17
201 TZR20 Feb 25 Mar 10 Feb 24 Feb 27 Mar 17 Mar 24 Mar 28 Mar 31
201 TZR21 Mar 11 Mar 24 Mar 10 Mar 13 Mar 31 Apr OTF Apr 11 Apr 14
201 TZR22 Mar 25 Apr OF hMar 24 Mar 27 Apr 14 Apr 21 Apr 25 Apr 28
201TZR23 Apr 08 Apr 21 Apr OF Apr 10 Apr 28 May 05 May 09 May 12
201 TZR24 Apr 22 May 05 SApr 21 Apr 24 May 12 May 19 May 23 May 26
201T2ZR25 May 06 May 19 May 05 May 08 *May 25 Jun 02 Junm 06 Jun 09
20172R26 | May 20 Jun 02 May 19 May 22 Jun 09 Jun 16 Jun 20 Jun 23 e
201 T2R27 Jun 03 Jun 16 Jun 02 Jun 05 Jun 23 Jun 30 *Jul 03 Jul OT
# To ersune imely insurance enrciment, appoirtmeents mast be approved by 158 workdsy ol me
BF Departments sel am esrler inlemal by which e erist hure in i ** University is closed Dac 30, howewer Dir. Dap will post. “Deviation=z due to holidays

Reference Link: https://payroll.hr.ncsu.edu/for-payroll-coordinators/

Updated 12/1/2016
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Human Resources S'r'.‘i.f_'l'l'l

Manager MYPACK Portal (Content)

Personalize Home Page

Tab Name mMYPACK HOME

Choose Pagelets: Simply check the items that you want to appear on your homepage.
Remember to click "Sawve™ when done.

Arrange Pagelets: Go to Personalize Layout
For Faculty & Staff Human Resources System NC State News
Announcements Employee Self Service MNC State Home page
Campus Resources HR System - Summanry MNC Cooperative Extension
Manage Wy Frojects - HR System - Detail Design Library
Computing Tools/Services o My Temporary Employees Time MNCSU Libraries

My Events Payroll Lockout Monitor Geographic Information Systems

. . SysMews - Announcements
Local /! National Mews Fin i

- CrM.com Headline Mews

jal Systems
ncial Systems - Detail SysMews - Upcoming Events

|  WRAL com Top Stories jal Systems - Summary Matural Resources Library

WRAL.com Local Mews Business Information Metwork

Textiles Library

People Soft Applications
) . weterinary Medicine Library
- What's Mew in the Portal

Cnline Bulletin - Home
- MyPack Welcome - Faculty&Staff

Cnline Bulletin - Res & Innow
My Reports

Cnline Bulletin - HR & Finance
The Abstract

+| Login Preference

e pa Lo Py 5

MNC State Mews and Information

Timekeepers can enable My Temporary Employees Time “quick links” by~ |"or student=
cademics

checking “My Temporary Employees Time” to utilize the same options as Finances
SuperViSOFS. Personal Information
The “Payroll Lockout Monitor” is another option very beneficial for . ""f‘"“‘“‘j”s )

. Stay on Track
timekeepers. ot Imvolved
Once option have been selected click “Save” at the bottom. Student Services

Student Life

Save Cancel
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NC STATE UNIVERSITY _ HRSI

& |Exception Alarm Trouble Shooting Guide

Exception ID Desc. Sev. Reason Resolution
TLX10064 Invalid Punch High Back to back IN punch, potentially a time punch Verify employee/schedule if required. Enter the
Order IN/IN reset of the employees punch in status after 18 hours | appropriate missing punch time before payroll
of not punching OUT. lockout.
TLX10064 Invalid Punch High Back to back OUT punch, rarely happens but Verify employee/schedule if required. Enter the
Order potentially the employee failed to verify the appropriate missing punch time before payroll
OUT/OUT information on the screen & punched incorrectly. lockout.
NC000002 Multiple Job High The employee has multiple jobs and potentially Verify employee/schedule if required. Adjust the
Punch Overlap clocked IN on one job before clocking OUT of the | punch time to the appropriate In or Out time for
other job. each job before payroll lockout.
TLX00450 More than 24 High The sum of accumulated hours exceed 24 hours. Verify employee/schedule if required. Potentially
hours reported Keep in mind the other exceptions listed could be a there could be a missed punch. If so correct
contributing factor for this alarm. missed punch before payroll lockout.
TLX00031 Invalid HR High The biweekly employees payable status is invalid Verify employee work status. Update the
Status which means the job data status is Inactive in the HR | employee job data and/or verify the employee
System. Clock punch data was entered and timesheet if required to match their current job
submitted prior to the inactive date. data status before payroll lockout.
TLX00032 Invalid HR High The monthly employees payable status is invalid Verify employee work status. Update the
Status which means the job data status is Inactive in the HR | employee job data and/or adjust the employee
System. Clock punch data was entered and timesheet if required to match their current job
submitted prior to the inactive date. data status before payroll lockout.
NC000003 Excessive Low | The employees accumulated work time for one day | Verify employee/schedule if required. Allow the
Hours is more than 14 hours total. exception if manager approves excessive hours.
(>14/day)
NC000004 Invalid Project | High | The Project ID or account information the employee Verify employee distribution and account
ID should be paid from is not valid information if required. Select a valid Project ID
and resubmit payable time.
NC000005 In Punch High The employee failed to clock out within a 24 hour Review the timesheet and follow-up with the
Without Out timeframe. employee to find out why they missed a punch.
Punch for 24 Update the timesheet appropriately.
Hours

Reference Link: https://hrim.hr.ncsu.edu/wp-content/uploads/sites/13/2016/02/exception alrms.pdf
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an Resources System

Exception Alarm Panel

Favorites Main Menu » » Human Resources Systems » >

Manager Self Service » »  Time Management»

Approve Time and Exceptions » »  Exceptions

Exceptions

Employee Selection

Filtering Options

*Date Filter | 2qual to

Employee Filter| &qual to

*Exception Filter | #qual to
Severity

Run Control ID

Exceptions (7
m Details || Demographics

Allow  Last Name First Name

Duck Daffy

Allow Exceptions (2

Save

IManager Self Service

Time Management

Empl ID

200088236

Start Date El

Employee ID

Exception ID

Select

Exceptions alarms will appear for any employee
who has an exception alarms on their timesheet.
Supervisor automatically see employee names
with exception alarms, reflected in this example.
Timekeepers have Filtering Options to help narrow
down the search results.

Timekeepers should monitor exception alarms on
a regular basis, daily or weekly.

Once the exception is resolved the punch entry
needs to be approved and one of the system audit
cycles need to pick up the change.

Empl

Record Job Title

0 Work Study Student

@l
Personalize | Find | View Al | Im First ‘&) 10f1 &/ Last

Exception ID Description Date Severity

In Punch Wi Qut PCH

NC000005 for 24H

11282016 High

Updated 12/1/2016
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Exception Alarm Panel

Exceptions Additional Filtering Options to help narrow down search results. Select
Employee Selection the criteria and click “Get Employee” to retrieve the results.
Employee Selection Criteria \ Get Employees
Description Time Reporter Group
Clear Criteria
Time Reporter Group 0002827 G
Sawe Criteria
Employee ID Q
Empl Record Q,
Last Mame |
First Mame Q
Department [}
Location Code (&'}
Morth American Pay Group Q
Filtering Options
*Date Filter | equal to r Start Date
Employee Filter | 2qual to v Employee ID
*Exception Filter | egual fo v Exception ID
Severity | Low v
Run Control ID Select

Updated 12/1/2016
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an Resources System

Exception Alarm Panel

Favorites Main Menu » »  Human Resources Systems » > Manager Self Service » » Time Management« > Approve Time and Exceptions » >

Exceptions

Exceptions

Employee Selection

Filtering Options

*Date Filter | 2qual to v
Employee Filter| &qual to v
*Exception Filter | #qual to v
Severity v

Run Control ID

Exceptions (7

| overview (IS

Allow  Last Name First Name Empl ID
(] Bunny Lola 200005503
Duck Daffy 200088236

Allow Exceptions (2

IManager Self Service

Time Management

* High severity exception alarms cannot be processed
for payment until resolved.

* High exceptions have to be resolved directly on the
employee timesheet, (click on employee last name)

* Low exception alarms can be cleared by checking
the “Allow” box and saving.
(However, make sure the time is valid before
clearing any low exception alarm.)

Start Date

Employee ID

Select

@l
Personalize | Find | View Al | Iﬁ First ‘&) 10f1 &/ Last

Empl - ) - .
Record Job Title Exception ID Description Date Severity
2 Work Study Student NCO00003 Excessive Hours (=14} 12M3/2016 | Low
0 Work Study Student TLX10064 Invalid Punch Order 11/28/2016 | High
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Resolving Timesheet Exceptions

Timesheet
Daffy Duck
\Work Study Student
Actions
Select Another Timesheet
*View By | Calendar Period
*Date [111192016 |
From 11/19/2016 to 12/02/2016 (7
éggwments D&‘,’ [lale Eteﬂgﬂl:eu
] Sat M9 New
] sun 1420 New
Mon 1121 Approved
] Tue 1122 New
] Wed 1123 New
D] Thu 1124  New
] Fri 1125 New
] Sat 1126 New
D] sun 1127 New
Mon 11728 Appraved
] Tue 1920 New
Wed 1130 Approved
Thu 121 Appraved
] Fi 122 New
Submit Clear

Reported Hours 11.69

Exception

12:36:00PN

3:21:00PM

1:44:00PM

12:16:00PN

4:35:00PM

5:01:00PM

4:42:00PM

Employee ID 200088236
Empl Record 0
Earliest Change Date 11/28/2016

Previous Period  Next Period
Previous Employee  Next Employee

Print Timesheet Elapsed Timesheet

When the employee “Last Name” is selected from
the exception panel it will land on the timesheet.
In this example the high exception is due to a
missing “OUT” punch and must be resolved before
the hours can be calculated correctly.

Simply enter the missing out punch data on the
timesheet and click Submit.

The next time the audit runs the system will detect
the updated entry and the alarm will clear.

Punch Time Co

=z Gt Total Device ID

3.98 48116

3.28 48116

4.43 48116

™ Off.Cycle Check Project D Date
Q Q 1119 =
Q Q 120 =l
Q Q 1121 =
a Q@ 122 =
Q Q 123 =
Q Q 1124 =
a Q 11025 =
Q Q 126 =l
Q Q 127 =
a qQ 1128 =
Q Q 2o =
Q @ 11730 =
Q Q 12/ =
Q Q 122 =l
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Manager Search Options

Fawvaorites - Main Menu - b

Human Resources Systems - >

Manager Self Service - >

Time Management - > Manager Search Options

Manager Search Options

Select Default Criteria and Options

Bugs Bunny

Loading of Matching Employees

= Auto Populate Results
Prompt for Results

Default Criteria Presentation

= Show Criteria List Collapsed
Show Criteria List Expanded

[ show Schedule Information
Employee Selection Criteria (¢

Selection Criterion

Drescription Walue

Time Reporter Group oo0z2827T
Employee ID
Empl Record
Last MName
First Mame
Department

Location Code
Morth Aanerican Pay Group

Data Loading in Time Management (7
Folder
Approwve Time and Exceptions
Approve Time and Exceptions
Manage Schedules
Report Time
Report Time
Wiew Time
“iew Time

Wiew Time

[F] Save

Include im Criteria “Incluad m List

Cyef Mot Include

Include

Include

Include

Include

Do Mot Includ

By default “Manager Search Options”
are setup to view any direct reports as
illustrated in this example.

Timekeepers supporting one or more
TKLs will have to select different criteria
to see the majority of employees
showing up in the results.

The instructor will cover various option
during the class. Once the criteria has
been selected click the “Save” button at
the bottom

Do Mot Include

A KN RN S\NN AN K

Do Mot Include

Portal Lakbel

Fayable Time
Reported Time
Manage Schedules
Absence Request
Timesheet

Daily Time Calendar
Monthly Time Calendar

Weekly Time Calendar

*Chunk Sire

300

300

300

10

300

Updated 12/1/2016
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Viewing/Printing Timesheets

MYPACK HOME FOR STUDENTS FOR FACULTY & STAFF MYTAB FOR MANAGERS HR DASHBOARD

Main Menu -
= X2 QHR System - Detail
= Employee Self Service L
Commitment Accounting Time 3
3  student Self Service r @L
4 Financial Systems [ 3 Distribution and Posn Budgets =l Tims
£3 Human Resources Sys{ =  Commitment Accounting » = gig:tr;”&” Accounting g E::z
ep v
£3  Student Information Syy =3  NCSU Administration 3 3 NCSU Redistributions = Time
= NCSU Reports 4 Add/Update Position Info
lhat's Mew in the Portal pagelst to gg D - &L ome Enter the description, work
Talent Summary location, and other information
= Employee Self Service L4 about 3 pc'smla'"'
i 3 ! ) N
Le links to learn more about custd 1 WManager Self Service 83 Time Management -~ Approve Time and Exceptions = T
i e - Facu ta
= Layout Adding or Rei] &3 Workforce Administratig B3 Job and Personal Infor Feport Time B  Fayanie ime Detail i
Using MyTah Tips| C3  Benefits 3  compensation and Sto 83 view Time = ayable lime Letal
. ) i View Monthly Timesheet
£3  NextGen Graduate Sysf £33  Learning and Developn [E]  manager Search Optiof B . ¥
-mployees Time £3  Job Action Requests(JA D Talent Summary Projected Wage Reports
B T dLab - El  NC Time Labor Queries
kees Timesheets Time | Ime and Labor =7 Approve Reported Time -
Ed time and task A"-ﬂ&w al [ Payrall for Marth America . Q Review and Approve Reported D Vigw Current Timeshest
oy, week, or time an Emg - ’l” Devel . , :ﬁ;s E'—_l_';’-‘:":_tli"‘ﬁfﬂr your Direct ] wiew Timesheets - Timekeeper
‘Waorkforce Developmen friod. = : D - .
View Biweekly Timesheet
= Crganizational Development 4 L ’
Timekeepers can try using the quick link option (right) ViewlPrint Biweekly
discussed earlier or follow the navigation path above to Timesheets
. : . : View and Print vour Employes’s
view/print processed timesheets for biweekly & monthly Timesheets for any Pay Period,
employees utilizing KABA.
Processed timesheet will be rounded to the nearest quarter
hour and contain an electronic signature if approved.
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Human Resources S'r'.‘i'.f_'l'l'l

Viewing/Printing Timesheets

Display Timesheet - Timekeeper

Display/Print Punch Time Sheet Timekeepers can view/print timesheets by
updating the following fields:

For TimeKeepers
* Department: partial (recommended) or full

TimeKeeper Display/Print Time Sheet * Check Date: select from the icon drop down

Please choose a Department and/or TRG, Check Date from the drop down lists below. Leave the . Empl ID: enter 9 digit ID#

Employee ID Field blank if you want to display/print all Time Sheets. Enter an Employee 1D if you just . i . . .

want to generate the Time Sheet for a single employee. Click the button below to generate the Time * Time Group: select a time keeping location (TKL)
Sheet(s) after you have made your selection(s). "Ledger 5" are optional fields ta chose. Select the from the icon drop down

'Ledger 5" check box if you want to see the employees who has project starting from 5 only.

* Ledger 5 Only: If you only need timesheets paid
from “grant funded” five accounts

Department & Time Group Q
*Check Dt Q, Ledger 5 Only -
Empl ID 3, Sort Order T

Generate Time Sheet * Denotes Required Field

= save ||[=] Notify
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Monthly Employee Timesheet Example

NC STATE UNIVERSITY Time Sheet - Monthly

DIVISION OF HUMAN RESOURCES

Employee ID : 001021130 Name

Department ID:

TEL: 792-HR/Payroll

Pay Begin Dt: 07/01/2011 Pay End Dt: 07/31/2011 Check Dt: 07/29/2011
Week Of: 07/16/2011 - 07/22/2011

Day Clock In Clock Out Total Hours
07/19/2011 11:54 AM 05:29 PM
Total Hrs 07/19/2011 5.50
07/20/2011 10:00 AM 11:37 AM
07/20/2011 02:35 BM 05:14 PM
Total Hrs 07/20/2011 4 .25
07/21/2011 10:00 AM 08:50 AM
Total Hrs 07/21/2011 22.75
Week Total Hours Overtime Hours
32.50

Total Hours Sum | 22.5

Total Overtime Sum

Updated 12/1/2016
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Timesheet Comments

Comments
From 11/19/2016 to 1210272016 (2
Tieety Bird Employee 1D 200075787
Add Reported Work Sty Student ST ]
comments |08 DA o In Out In Out it
Note
Comment history cannat be altered or removed. Once you select OK to leave the page or select Apply for one or mare entered comment, you
O Sﬂt 14140 NEW will not be able to alter or remove those comments later.
O Sn- 1120 New Comments related fo time entered for 11121/2016 Pemunalize\Findl\ﬂewAIH@\ @ Fist @ 1202 © Lagt
MUH ”-'sz Appmwd 82“]0;\["‘1 ”:54:UUAP‘1 Date UserID DateTime Created  Source l:gmirg Comment
Comments
® Tie 122 New
time  nsvsEn ol )
Q| ved 123 New
D T N 200t LSYSTEM o )
) Add Comment
Fio 1125 Approved 10:00:00AN | 200:00PM
0K Cancel Apply
Click the timesheet comment bubble (left) to open a comment panel (right) allowing the user to add a comment explaining the entry.
Note: Once comments are saved they cannot be deleted.
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Additional Time Management Tools

. Mlssed Punch Log Report

Reference the following go link: http://go.ncsu.edu/miss-punchlog.pdf

If an employee fails to punch In/Out for work the missed punch log report should be utilized
to update the employee timesheet in the HR system.

Timekeepers should work with supervisors to better understand why an employee is not
utilizing the KABA system and see if KABA is a better option.

Direct supervisors to the reference link (above) especially if the timekeeper updates the
employee timesheet without any knowledge of the employees work schedule.

The missed punch log report should be maintained in the employee file for audit purposes

e NC Time Labor Queries
* Projected Wage Reports
e Payable Time Detalls
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NC Time Labor Queries

Favarites = Main Menu - »  Human Resources Systems = > Manager Self Service » > Time Management- > “iew Time = > MNC Time Labor Queries

“NC Time Labor Queries” retrieves the following:
NC Tl Query e TCD Badge Info By Division, TKL, and Emplid —
basically provide the same employee information:
*  Employee name, ID#, job record# & TKL#
* |dentifies the 7 digit proximity ID used to log
TCD Badge Info by Division TCD Badge Info by TKL into the KABA wall clock
* Display “By Division” is based on the users
security profile which includes both temp &
TCD Badge Info by Emplid Reported Time Audit monthly employees if they utilize KABA.
47 is the only division code required with all
campus divisions utilizing timesheet approval.
Punch Time by Date  Reported Time Audit
e Allows timekeepers to review a specific

Output Type empl_ID# during a specific date range to
determine if modifications were made to the
HTML .
timesheet.
EXCEL e It also provides the user_ID of the person who

Generate Report made the timesheet modification.
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Human Resources S'r'_li'_r_'ll'l

NC Time Labor Queries

Badge Information By TKL

TKL: 649
Vigw Results

Download resutsin: Excel SpreadShieet CSVTextFle XMLFile (1kb)

View Al First 16 of i Last
D Empl Record Name Usgr Badge Number Rule Elem2 TCD Group Reparter Type Workgroup
001072542 0 il i P THP_HRLY A
2 200005503 2 BunnyLola 0152120 il i P THP_HRLY_A
3 200005609 0 Le PewPepe 0190169 il i P THP_HRLY A
4 200008559 0 RunerRoad 0142063 il i P THP_HRLY_A
5 200075787 0 Bird Tealy 0177418 il i P THP_HRLY A
6 200088236 0 Duck Daff 0213882 il i P THP_HRLY_A
1
In this example the user provided the TKL# and clicked “View Results in the top left corner.
Information about the employee (s) job is displayed along with the 7 digit proximity #
under the “Badge Number” column, utilized to clock In/Out on a KABA wall clock.
If employees utilizing the KABA wall clock think they have a damaged ID card the proximity
number can be typed in on the wall clock key pad to see if the ID is valid. If the 7 digit
proximity number works the employee ID card is probably damaged.
Updated 12/1/2016 67
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Projected Wages Report

Favorites Main Menu ° Human Resources Systems > Manager Self Service > Time Management > View Time > Projected Wage Reports

Projected Wages Report (TMPS) Projected Wages Report SPA

Run Control Parameters

Begin Date Bl

Select the specific start
and end date for the
report.

End Date Bl -

il

Customize | Find | i | First 4] 10f1 o Last

Input Field Criteria Input Value
1 - | @,

Select one of The Input Value
the following options will be
Field Criteria; based on the Clear Generate Report -
*Employee ID Input Field
*TCD Group Criteria
TCD ID selection.
* | JTKL port button iSosewmwmroegrayewand to enable it, please use the Clear
LITLUTT.

® Clear button will clear all the fields and you can generate a report with new criteria.

(5 save | =] oty [hadd |/ updateiispiay

Projected Wages Report (TMPS) | Projected Wages Report SPA
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Projected Wages Report (Monthly employees)

North Carolina State University

Projected Wages Report (By TKL)
Pay Period - 01/01/2013 to 01/31/2013

TKL : 715 - Lil Dinos

TRC Description Amount

021H Temp Earn 2049.00 16583.13
029 Temp Ovtm 11.00 142.69
030 SPA OT 4.25 90.81
033 Prem OT 12.75 293 .46
040 Shift Prem 133.75 172.20
130H Extra Time 8.25 116.89
154 Temp Hol 6.00 24.00
155 SPA Hol 8.25 58.76

Updated 12/1/2016
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Payable Time Tab

From 11/05/2016 to 11/11/2016 (2

Add Reported Punch Time Collection
Comments Day Date Status In Out In Out Total Device ID Off-Cycle Check
] sat 115 New
D) Sun 116 New
Man " Approved 10:48:00AN | 4:32:00PM 573 48118
ue 114 pprove 9:20:00ANM :00: 51 1
T ] A d 9:29:00AM | 4:00:00PM 6.51 [48116
Wed 11/9 pprove 12:39:; 44 X 11
Wed 9 A d 2:39:00PN 4:44:00PM 4.08 481186
u 1M pprove 11:57:00AN 261 v - 1
Th 0 A d 57.00AN 2:26:00PM 248 48116
] Fri 11111 New
Submit Clear

Project ID Date
Q Q 115 =
Q Q 1B =l
Q Q Ma =
Q Q 1B =l
Q Q 18 [+ =
a q 1110 =l
Q Q 1111 [+ =l

Summary Exceptions Payable Time

Payable Time Viewing Option

By TRC and Status
By TRC, Status and Day
* Show In Detail

View Full Detail

. - (Ed|

Payable Time (2 Personalize | Find | | m 1-4 of 4
Date TRC Description TRC Type [Payable Status Quantity Estimated Gross Currency Code

A T ) Temporary Biweekly s

0772016  021H Eamings Hours Distributed 575 57.50 USD

4nER0 - Temporary Biweekly N =

082016  021H Eamings Hours [Distributed 6.50 65.00 USD

00 4 Temporary Biweekly -

/0972016 021H Eamings Hours Distributed 4.00 40.00 USD

11 M0P0 - Temporary Biweekly L

M0R2016 021H Eamings Hours Distributed 2.50 2500 USD
Retum to Select Employee Employee's Default Distribution

. S Percent of
Project ID  Account Description Distribution

HEREIETEEIRERIGE 1571106 51450  (FWS)- (2016-17) 80.000
Time Management 2 921007 51450 :'_'HRFJIE]EORFMHON MGMT 30,000

Employee Timesheets have a “Payable Time”

tab option just below the punch data. In this

example the Payable Time tab was selected

and the timekeeper accessing the timesheet

can see the current “Payable Status”.

* Distributed — indicates hours already paid

* Estimated — indicates hours to be paid
when processing begins for the next
payroll run_ID, (ie: 20172Rxx)

* Taken by Payroll —indicates the hours are
currently being processed and NCUS is
currently in biweekly lockout.
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