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This session will demonstrate how to utilize the software to pull in accurate
hours worked from:

— Employee Management
— Substitute Tracking

— True Time

— Payroll Worksheets




Employee Management

2 http://brokerl:89/scripts/cc O = & H 2 Loadin‘..‘ 2 Import. | —

Import ACA Hours (90)

Template Settings

= Template Description: \Import from EM|

¥

[ share with other users in the district

Import to Payroll Run: TEST / TEST Payroll
* Selection Paramete

Default Parameters hd

[ Run Import for True Time 2

* Select True Time Pay Codes: [*A11 Pay

* Select Comp Time Codes: *No Time Off Codes

* Existing ACA Hours: O Replace existing ACA Hours
) Add to existing ACA Hours
O Leave ACA Hours unchanged

Run Import for Employee Management il
* Select Employee Management Pay Codes: |*R11 Pay

* Select EM Plans: |2015-2016 EMS Plan

* Existing ACA Hours: () Replace existing ACA Hours
Add to existing ACA Hours
) Leave ACA Hours unchanged




7/
WARD

Substitute Tracking HR\PA\CP\SE - 745 - Import / Substitute Tracking ]
Import Transactions Through Date: 04/29/2016)]

IUse Hours Worked From: (7 Pay Record @) Sub Tradk Detail ¥ Cancel
Use ACA Hours From: () Pay Record @) Sub Tradk Detail

Transactions less than or equal to this date will be imported ) skyDoc




Sub Tracking Results

HR\PANCPASE - 745 - Select for Payroll Run Mumber: TEST / TEST Payroll

Current Parameter Selections
Parameter Set Description: Default Parameters (as changed for this payroll).

Ded/Ben Parameter Set Description: Default Ded/Ben Times (as changed for this payroll).
Period End Date: 04/29/2016  Check Date: 04/29/2016  Times To Pay: 1

[ Selected Transactions
Employee  Period Pay
Hame Hey Employes Mame Type End Date Code Zecount Number

(2a1iazzn001 [ablesc, Rensy J SuBs —(04/z3/016_SUBS 163 & 35 2155 10 041 0 99 00)

Current Selected Transaction Information Employes ACA Hours Employee Totals

RatefAmount: 40 _aoon X

Hours/Factor: 1 _gnog = Total: 4 _gg Hours/Factor: 1 _goog
Pay Code: 4 _gg Total: 4900

Total: 45 _gn

Edit the highlighted employee.

& Tine OFF

k

Employee: apijascr, Renay 1 Name Key: ABILARENOO1 -

8 skyDoc




True Time Import

2 http://brokerl:89/scripts

c L0~ H 2 Login - P...| (2 Assignm... | = Assignm... | 2 Loading

wo | (2 Import A...

* Selection Paramete

Import ACA Hours (90)

Template Settings
* Template Description: | True Time Import
[ share with other users in the district

Import to Payroll Run: TEST / TEST Payroll
Default Parameters -

[ Run Import for True Time
* Select True Time Pay Codes: *A11 Pay

* Select Comp Time Codes: COME - COMPENSATION TIME OFF 2]
CQl

MF1 - Compensation|

* Existing ACA Hours: () Replace existing ACA Hours
C Add to existing ACA Hours
O Leave ACA Hours unchanged

I Run Import for Employee Management 2
* Select Employee Management Pay Codes: *A11 Pay

* Select EM Plans:

= Existing ACA Hours: ) Replace existing ACA Hours
Add to existing ACA Hours
) Leave ACA Hours unchanged




Payroll Select

HR\PANCPASE - 745 - Select for Payroll Run Number: TEST / TEST Payroll

Current Parameter Selections
Parameter Set Description: Default Parameters (as changed for this payroll).

Ded/Ben Parameter Set Description: Default Ded/Ben Times (as changed for this payroll).
Period End Date: 04/23/2016  Check Date: 04/29/2016  Times ToPay: 1

[ Selected Transactions
Employee  Period DPay e
Hame Eey Employee Name Type End Date Code Reocount Number

(Ba1Lazzn00: abiascr, Renay SUBs — 0w/z9/2016 [SUBS 1163 5 55 2155 Lo 041 0 99 00)

3
-

Employee: apilascr, Renay 1 Name Key:
Current Selected Transaction Information Employee ACA Hours Employee Totals———————
Rate/Amount: 40 _pooo X
Hours/Factor: 1_goaa - Total: 4 _qg HoursfFactor: 1 _apon
Pay Code: 4 _pgn Total: 45 _an

Total: 45 _np

Mame Key to reposition the browse.

8 skyDoc




Editing ACA hours manually in payroll
worksheet

HR\PANCPAPWAPW - 2070 - Payroll Worksheet  0-DOCKS - Employee Key Sequence

Selection Parameters |Last Used Parameters

[ Workshe
Fay

* Name Key Employee Name Code  Account Numby

["aasonaszoao aranson, aethe ) (CON (195 = 24
ABEITHERO01 |Abeitascr, Herlinda G DOCK1 (123 L 00 3
LBILARENOOL |Abiasc, Renay ] FGIES 285 E 11
RBILRRENOOL Abilasc, Renay J SUBS 163 E 35 3
ABLERMILOO1 |Ablerscr, Milton C SUBS 193 E 11
LCKERJOHOO1 Ackerleyscr, Johanne P ADM 240 E 35

4

+ = record has been imported into payroll

Worksheet Totals: Pay: 14,384.0% Factor/Hours: 5.00

=

Building: WHS

Employee: Aaronson, Arletha J

Employee Type: COORD  COORDIMATOR

Updateable Information
Pay Record

Pay Code: COM Contract

Account Mumber: 199 E 346125 34999 0 23 000

Pay Rate: 10,000.0000 Factor/Hours: 1.

1z0.00

Select to enter the employee's ACA hours by date.

ACA Date Range: 10/10/2015 to: 10/31/2015

HRAPAVCPAPWAPW - 2070 - Employee ACA Hours by Date
ACA Hours
Employee: Aaronson, Arletha 1
Pay: CON-Contract

Account: 199 E 34612534999 0 23 000

ACAHours: 120 _qgo

Payroll ACA Hours

Date Hours Source

10/21/2015  Wed 0.00 Worksheet
10/22/2015  |Thu 0.00 Worksheet
10/23/2015  Fri 0.00 Worksheet
10/24/2015  Sat 0.00 Worksheet
10/25/2015  Sun 0.00 Worksheet
10262015  Mon 0.00 Worksheet
10/27/2015  Tue 0.00 Worksheet
10/28/2015  \Wed 0.00 Worksheet
10/29/2015  Thu 0.00 Worksheet
10/30/2015  Fri 0.00 Worksheet
10/31/2015  Sat 120.00 Worksheet

Lookup: 10/10/2015

m

6 skyDoc |
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SKYWRRD

Ed|t|ng ACA hours anua”y |n paer“ HR\PA\CP\SE - 745 - Change/Select Pay Record [=][=] ===l
l I l Period End Date: 04/29/2016
Name: AgTl ARENDO1  Abilascr, Renay 1. (SUBSTITUTES)
Check Date: 04/29/2016 jact
select =
L N Part Days: HR\PA\CP\SE - 745 - Employee ACA Hours by Date ==l
ACA Hours
Pay Code: SUBS  SUBSTITUTES Emplayes: ABILARENOO1 Abilascr, Renay 3. (SUBSTITUTES) I
EMI-MONTHLY E] 24 Pays/Year: 24 e SLBSTITLTES
Hours Worked: 000 ACA Hours for Pay: SUBS
This employee has 400 ACA hours on this payroll.
PR2: 0_00 4.00
4.00 are for the Pay Code shown.
Account Mumber
163 E 35 2159 L0 0410 59 000 L Payroll ACA Hours [+add
Account Description 47E |pate Hours Source Multiple Sources * Delete
1535CR 03/21/2015  Mon [BENTI  |sub Tracking No
06/16/2016 Thu 0.00 Payrol No
Deductions
Update
Code Amount Type Start Stop Code
omMC 1.4500(Ck
0PSTZ §.z000Pct
OWH 0.0000(Clc
CANCR 750000 Amt
] y ] Lookup: 03/21/2016
Select to enter the employee’s ACA hours by date.
@ skyDoc




End of presentation —
Extra space for other notes
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