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SECTION OVERVIEW

This section contains information, which you will use to Capture Time and
run the applicable processes in the MacViP HR/Payroll system.
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1. Time Capture Overview

The Time Capture Process in the MACVIP system is comprised of various processes, as well as the
ability to enter time or exceptions to time as required via on-line time entry. You can also use the Review
Error Messages process to investigate errors that may occur during processing. As well you can refer to
the Balancing Summary and Transaction Details screens for details regarding the employees’ time

transactions.

All employees have at least one position in MacViP. That position is attached to a schedule. Schedules
have been set up to accommodate all of the various existing schedules within the University. It's
important to note that every transaction that is entered into MacViP is associated to a position.

Not all employees have “true” schedules. In the case of Grad Studies and Temp/Casual employees (who
do not work a set schedule of hours) a dummy schedule (97) has been established, but that schedule is
not used to pay the employee. Rather, the departments will enter time for these employees using the
Time Sheet functionality. All other employees will have schedules generated (timesheets) on a per pay
basis and exception time will be entered for them using the Weekly Time or Time Sheet screens.

The processes and pages that are used during Time Capture are as follows:

Screen or Path Run or Used Used for: Description
Process By:
Generate Time Payroll>Time Entry>Data Time This process is run for | This process must be

Sheet

Entry>Schedule
Generation

Administrator

employees who are
attached to a
schedule — either
Permanent
employees or
Temporary employees
who work a set
schedule every week.

Note: If you have only
a few Temporary
employees who have
been set up with
schedules, you can
use the Time
Sheet/Generate
Schedule function to
create the employee’s
timesheet.

run prior to every pay
process in order to
generate timesheets,
which are then
available for data entry
Run by the Time
Administrator

Note: this process is
not run for Grad
Studies

Capture
Attendance

Payroll>Time Entry>Data
Entry>Weekly Entry

Time
Administrator

Scheduled Employees

Time should be verified
and or entered via the
Weekly Time screens
for all employees for
whom the Schedule
Generation process
was run.

Capture
Attendance

Payroll>Time Entry>Data
Entry>Time Sheet

Time
Administrator

Non-scheduled
Employees —
Temp/Casual and
Grad Students

Time should be entered
via the Time Sheet
screen for all non-
scheduled employees.
For Temporary
employees who have a
schedule, you can use
this screen to create
their schedule and use
the Time Sheet Detail
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Screen or Path Run or Used Used for: Description
Process By:
section to make any
adjustments to the
schedule.
Prior Period Payroll>Time Entry>Data Time All employees It is important that you
Adjustments Entry> Time Sheet Administrator make every effort to

enter an employee’s
hours for the period in
which the hours were
worked. However, if
hours need to be added
for a prior pay period,
you will be able to enter
those hours in the
current pay, using the
current pay period from
and to dates, and
entering the hours
missed via the Time
Sheet screen.

Release Time

Scheduling and Time
Capture >Function >Time
Transaction Release

Time
Administrator

All employees

This process must be
run following time entry.
All employees’ time is
run through the Time
Transaction Release
process. Time must be
released before the
other processes can be
run.

Validate
(Interpret) Time

Scheduling & Time
Capture>Function>
Interpretation

Time
Administrator

All employees

It is during this process
that the time is
validated against the
rules that have been
set up in the system
regarding employee
time transactions and
entitlement banks

Authorize Time

Scheduling and Time
Capture >Function
>Transaction Authorization

Time Approver

All employees

Time Approvers
approve time using this
process

Review
Balancing
Summary

Scheduling and Time
Capture>Function>
Balancing Summary

Time
Administrator or
Approver

All employees

The Balancing
Summary shows a
summary of the time
entry transactions by
Position Group for a
selected date range
Detailed time
information (by
employee) can also be
accessed via the
Balancing Summary

Submit Batch

Scheduling and Time
Capture>Function> Batch
Submission

Time Approver

All employees

Once the approval is
completed the time
must be transferred to
Payroll via the batch
process.

Recalling a

Scheduling and Time

Time Approver

All employees

If there is a need to
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Screen or
Process

Path

Run or Used
By:

Used for:

Description

Batch after
Submission to
Payroll

Capture>Function>
Transaction Authorization

revise a batch that has
already been submitted
to payroll, the
department will need to
advise Payroll. They
will “release” the batch
back to the department.
Then the department
can use this process to
unauthorized and
correct selected
employees and
resubmit to Payroll.

View
Transaction
Detail

Payroll>Time Entry>Data
Entry>Transaction Detail

Time
Administrator or
Approver

All employees

The Transaction
Detail page allows the
Time Administrator or
Approver to view all
transactions that have
been processed
through the Time
Capture module. This
page can be used for
trouble-shooting
purposes.

Review Error
Message in Job
Spooler

Tools/Job Spooler

Time
Administrator or
Approver

All employees

If an error message is
displayed during
processing, the details
can be printed, or the
job number on the
status line in the bottom
left hand corner of the
screen can be noted.
The job number is used
to run a report on errors
using the Job Spooler.
The “Job Spooler” can
be accessed using the
Tools on the
Application Menu Bar.
The Payroll
Department can
provide further
assistance with error
resolution.
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2. Managing the Time Capture Process at McMaster University

A. Time Management Function in Department

» Confirm time / submit hours worked weekly (monthly for Grad Studies)
» Separation of duties for time capture and approver

» Have a primary and backup for time capture and approver

» Cut-off for submitting time is end of business day Monday for the previous week, for Grad Studies
refer to the following website http://www.mcmaster.ca/graduate/paysched.htm

» Ways to collect attendance information will be determined by the department

B. Recommendations on How to Collect Time

Central Point of Contact

Call in to a Central Number
Send absence note to Generic E-mail address

or
Preprinted Timesheets

It is the employee’s responsibility to confirm the preprinted information on the timesheets
or
Blank Timesheet

Stored on shared drive to be completed by employee
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C. Time Capture Function/Description

» Employee role

(0]

Responsible to capture his/her time in method determined by time approver

» Time capture role (Administrator)

(0]

O o0O0OO0

o

Confirm time is accurate according to department records

Have access to time capture information (voicemail, e-mail, timesheet)

Will not authorize time

Must have a backup

If the Primary position is with a department and an assigned secondary position is with
another department, each department will enter their own hours

If an employee works hours in another department on a worked position (other than their
primary or secondary position), the hours are entered by that department using
transaction code 1000 — Regular hours

» Time approver role (Supervisor/Manager)

(0]

(o}
(o}
(o}

Time Capture

Responsible for how time will be captured (timesheet)

Must have a back-up

Generally signing authority on the account

For departments that Payroll is running the Time Capture processes — submit any
request for overtime or other adjustments to the regular time for the pay period, to
Payroll, using the McMaster ViP timesheet found at the back of this procedure (until all
functionality is rolled out)



Generate Schedule

3. Generate Schedule

Schedules are generated prior to every pay process. Employees with a set schedule (Permanent and
Temporary) will have time generated according to the assigned schedule.

The schedule is generated by Position Group. Position groups have been setup as the department
number — 01 (ie) 3102001. A Department Time Administrator may have access to more than one
Position Group. In that case they would see the “01”, “"02" group etc. Upon request by the department the
Payroll department will setup additional Position Groups. For example there may be a Position Group for
Permanent employees, one for Temp/Casual and another for Graduate Students.

It's important to note that some departments have opted to have .01 hours generated for their Temporary
Casual non-scheduled employees. If that is the case for your department and both your scheduled and
non-scheduled employees are in the same Position Group, then if you run the Schedule Generation
process, .01 hours will be generated for the non-scheduled employee on the Saturday of the week for
which you create time. You will have to delete those hours and enter the correct hours on the applicable
days of the week. You'll be able to do that via the Weekly Time Entry screen or on the Time Sheet.

Employees whose status has been changed to a Leave of Absence will have a timesheet automatically
generated using the applicable time transaction codes e.g. Transaction code 2610 - Personal Leave —
Unpaid.

If an employee has a termination date effective within the pay period, the system will only generate time
up to and including their last day of work.

Once you generate a schedule, any HR changes that are processed after that date will not be reflected.
Schedules should be generated on a weekly basis.

For Grad Studies a schedule will be generated for any Statutory Holidays by the School of Graduate
Studies Payroll department. For all other employees if a schedule is generated by the department (even
for the non-scheduled employees who have .01 hours generated for each Saturday) the Statutory holiday
transaction code (1200 —Permanent employees and 1205 — Temporary/Casual employees) will be
generated in a week when there is a Statutory Holiday. Departments must enter the Statutory Holiday
transaction code — 1205- for any employees for whom they enter hours on the Time Sheet.

Input(s):
« Position Group previously created in VIP (Position Group is comprised of one or more
positions)
« Pay period from and to dates

Output(s):
Timesheet created for individuals within the Position Group(s) for the specific pay period

Path:
VIP Modules > Payroll > Time Entry > Data Entry > Schedule Generation
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Screen(s):

Vo 2 2 6 § 7 g
2By 9% 00 SFOPE E HL DO
[ Standard User Schedule Generation "l I‘j'} E "’ s A 11 (]
& B Executive Information Por |7 Position Group | 12113001 v HOSPITALITY-ALWAYS FRESH =
% B Expenses ! FromDate: [11/15/2006 v
= Q Human Resources | : .'1"!i J‘ 'J

‘ ToDate: [1z/2/2006 ]

+ Q Investments
# 9 Lahar Relations
# Q Medical
= L&) payrol
+ Q Master
3 Q Simulation
B Process
+ Q History
¥ Q Reports
+ Q Payrall Contral
+ 9 Payrall Simulation
+ Q Payrall Transaction
= Lu Time Entry
H Q Contral
= Ly Data Entry
é Schedule Gen
:ﬁ Daly Entry
E Weekly Entry
:ﬁ Time Sheet
E Transaction D

[ automatic Tra
st |
| ¥

I Favorites Recent

[ Wiew Dates ” Generate Schedule ]

Delete Al

Steps:

1. Access “Schedule Generation” screen.

2. Enter “Position Group”.

3. Enter the applicable dates in the “From Date” and “To Date” fields. Although you can enter for any
period of time , it is recommended that you run this process on a weekly basis using the dates of the
Sunday to Saturday of each week.

4. Click on the “Generate Schedule” button. Select “OK” to confirmation message.

e ok I e | | Detais >

6. The screen displays the days that time has been generated for — for the Position Group(s) that you

processed.

Note: “View Dates” button allows the same view as the “+ Generated Dates” sub window.
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753

Y 90

[ Standard User

[+ % Executive Information Por & .?:-;/; Pasition Group ¢
= B Expenses
I* 9 Human Resources
I* 9 Investments
= B Labor Relations
= B Meical [
- L&J Payroll
+ Q Master
B Simulation
+ Q Process
+ Q History
+ Q Reports
- Payrol Control
=@ Payrol Smulation
@ Payroll Transaction i
= u Time Entry 4/13f2006
= ® Control J'
- QJ Data Entry T |
[ schedule Gem
é Daily Entry
é Weekly Entry
2] Time sheat
é Transaction D

._3 Automatic Tra
el et
< | b4

I Favorites

22 00 es0F8

Sthedule Generation

T &b

EGSy & ey i

12013001 v] | HOSPITALITY-ALWAYS FRESH
FromDate | [11j13/2006 v
ToDate: [1z2/200 v

Rz

Y
ELEY

e
12113001 EJ

12113001
12113001

12113001

12113001 LJ

Recert

Reminder
You can copy to your clipboard, the position group to paste in the time entry screen. This will eliminate
re-keying of the position group when you get to the Weekly Time screen.

Important

If your department’s Temporary Casual position has been set up with a dummy schedule that includes .01 hours on
Saturday, then when you generate a schedule for a Position Group that includes non-scheduled Temporary or Casual
employees you must go into the Weekly Time screen or the Time Sheet and delete the .01 hours, and enter any
applicable hours for the employee (Refer to Capture Attendance Using Weekly Time or Capture Attendance Using
Time Sheet procedures).

You should also be aware that when you run the Generate Schedule process a Statutory Holiday transaction code -
1200 for Permanent employees or 1205 and zero hours for Temporary/Casual employees will be generated. If the
Temporary/Casual employee is absent from work without authorization on either their scheduled day before or after
the Statutory Holiday, you should delete the 1205 code and “0” hours, as they will not be eligible for the Stat Holiday
pay. If you use the Time Sheet to enter hours for your non-scheduled employees, you will have to enter the 1205 code
with “0” hours for the weeks that contain a statutory holiday.

If no hours are entered for an employee - either via Generate Schedule or on the Time Sheet, payroll will monitor to
ensure that eligible employees receive their Statutory Holiday pay.
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Capture Attendance — Using Weekly Time

(for all Scheduled Employees)

4, Capture Attendance — Using Weekly Time

Exceptions to scheduled time are entered via the Weekly Time or Daily Time screens. The
recommended screen is Weekly, with the exception of Temporary (non-scheduled) ,Casual Employees
and Grad Studies whose time is entered via the Time Sheet screen. This activity needs to be completed
prior to every payroll process.

Transaction codes must be entered either by the system via Schedule Generation or manually entered
by the Time Administrator for all scheduled-work days (including unpaid hours) to ensure the accuracy of
the Attendance Management, Benefits and Pension Programs.

Note: In addition to the steps, which have been outlined in this procedure, please refer to Appendix A —
Transaction Codes, for detailed information on the available transaction codes.

Important

If you are entering time that affects an entitlement bank, the system performs a check to determine if
there are sufficient hours in the bank.

Input(s):
« Timesheet generated
« Position group
« Pay period from and to dates
« Individuals attendance for the time period

Output(s):
Attendance record created for individuals within the position group(s) for the specific pay period

Path:
VIP Modules > Payroll > Time Entry > Data Entry > Weekly Entry
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Screen(s):

- Master = Fosition Graup ¢ =]
0 Simulation o E
% picess Primary Position :
W Histary
Job
B Reports g
# Payrol Contral From : To:

B Payral Simulation
- Payrol Transaction
=] QJ Time Entry

- Contral

E]w Data Entry

- [3 schedule Geni

3 Time Sheet

:ﬂ Transaction [t
Cﬂ Automatic Tra
- Employment

F- Function b

Favorites Recent

Steps:
1. Access “Weekly Entry” screen
2. Click “Search” tab to access search mode
3. Enter “Position Group” or ID number if you are entering time for one employee.

Note: If you copied the Position Group from the Schedule Generation screen, you can paste it here.

4. Enter the applicable dates in “From Date” and “To Date” using the drop-down calendar.

|3 Fle Edt Toos Window Help

v F =

2By | S®
Standard

e}
x

B &k DO

PV | ey, 8

| RSBl 55 G0 ZCexr advanced | X

+ @ Executive Information Por A Fesien G B v Y@
+ Expenses .
+ @ Human Resources . _ID : K | x 3
5@ Irvesiments Frimary Position : | V|
+ B Labor Relations Job: 5| X
+ B Vedical From: | 2/3jz007 | Ta: | zf3f2007 K|
=g Payrol

= B aster Week Start Dt : Week End Dt :

=8 Simulation

- Pracess previous Wask [ Mt Wask

+ @ Histary

+ @ Reports

+-8 payrol Control
+- 8 Payrol Simulation
+ @ Payrol Transaction
=& Time Entry:
=8 Control
=& DataEntry
[3 Schedule Gen
|2 pally Entry
|3 weskly Entry
|3 Time Sheat
E Transaction D
|2 Automatic Tra
+ @ Employment
=& Function
E Time Transact
|2 Interpretatior
|3 Transaction &
HE“l?aht_ch Subrise
< 3

5. Select “Go” to populate information. The screen will display the first employee in the
Position Group.
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[3 Bk Edt Toos Window Help

2% QO | o7 P8

o 2@ v
[ Standara

+ § Executive Information Por A
+ B Expenses

+ B Payroll Control
+ B Payroll Simulation
+ B Payroll Transaction
= (&) Time Entry
+ 8 Control
= &) pataEntry
(3 schedule Gen
(2 paly Entry
(3 weekly Entry
[3) Time Sheet
[2 Transaction D
(3 Automatic Tra
+- B Erployment
= &) Function
(3 Time Transact
(3 mterpretatior
|3 Transaction &

T Bk

y Entry

? @

57| Searchfor : |Position Group (Code) ] Equalto = |2 ¥ @ Cloar

LI _14'3 L3}

?, Batch Subris:

Favorites

B Human Resources = Position Group : | 2 STUDENT 2 ]
€% Tnwestments ID: 6004498 PALVER DAVID =i}
+ B Laber Relations Primary Position : | 05471 HS - FAMILY MEDICINE
+ B Medical
& (6] oyt aob: | nggz CASUAL
+ B Master From : | FEEADE ] To: | 2f9iz007 ja |
+ B simulation
+ Q Process ‘week Start Db @ 2/3/2007 Week End Dt : | 2j9j2007
+ @ tistary Previous sk | Nextwesk |
+ B Reports

Expand the “+ Weekly entry” sub window to view the schedule for each individual. You can view the
schedules by scrolling using the arrows in the top right hand corner.

Note: If you generated time for any Temporary/Casual employees who do not have a true schedule, you
must delete the .01 hours that are generated on the Saturday of the week, which you are processing.

Important

If you notice that the dates/days of the week are incorrect for the employee’s schedule, contact macvip@mcmaster.ca.
They will make the required correction, so that you do not have to correct this on a continuing basis.

[3 Ele Edt Toos window Help

dom@ Y

2% OO0 eFyOF,8 B B @O

Standard ity
+ @ Executive Information Por & Wl4e% | Search for : | Position Group (Code) | Equalte ¥ |2 - Clear
+ @ Expenses
+ @ Human Resources Fosition Group © | 2 STUDENT 2
+ B Investments D: | 6004496 PALMER DAVID :::|
= B Labor Relations Primary Position | 05471 HS - FAMILY MEDICTHE
+ B Medical
5 ) pagol b [ 099z CasUAL
= B Master From : | 2/3/2007 K| To: | 2j3/2007 K|
+ B Simulation
+ B Process ek Start D © | 2/3/2007 Week End Dt : | 2/9/2007
= @ History

previous week _|( Nextwesk |

+ B Reports
+  Payroll Contral
+ @ Payroll Simulation
+ B Payroll Transaction
= Lu Time Entry
+ @ Control
= &) pata Entry
(2 schedule Gern
(2 Daily Entry
(2 weekly Entry
(2 Time sheet
[2 Transaction D
(2 Automatic Tra
+ @ Employment
-1 14 Function Ll 2

(3 Time Transact

(
=L ey 1 O
"

Totals
|3 interpretatior
|3 Transaction & Sst S Mon  Tue  Wed  Thu  Fri
5 Baten Sutmiss 000 000 600 600 600 000 000

Total Weekdy Hours ¢ 15,00

- -
< | >

Favorites Recent

Note: If you are only changing one day’s information — perhaps the hours are incorrect, you can simply
modify the existing day with the correct hours and save the record. You do not have to create or
duplicate a record.

Time Capture 13



6. To make changes to an individual record, perform the following for each new transaction code
a. Select the individual timesheet
b. Select the applicable week
c. Click “new record”. E

d. Choose from the Trans dropdown list or enter the applicable transaction code (e.g. 1200-
sick hours) and input the number of hours under the appropriate day column.

e. Enter the start time.

f.  Enter all other applicable information. (e.g. an override to worked position or account
code)

Note: If you get an error message “No Data Found”, it means that you are entering time
outside of the dates that the employee is active on the position. For example, if an employee
terminates on a Wednesday and you try to input hours for the Thursday, you will get this
error.

g. For each additional transaction, click new record E
and the system will provide you with a blank line to enter data.

Note: you could also duplicate the record Eand make the applicable changes. You must
remember to delete any hours that should not have been duplicated. For example if an
employee took 3 days vacation in one week, you could duplicate the regular pay line, change
the “1000- Regular pay” transaction code to “1400 — Request for Vacation”. Then you could
delete the hours for days that were not vacation on the duplicated row. You would also have
to delete the regular hours that were vacation days on the first row.

Note: If you use the delete icon from the application tool bar, it will delete the entire record.
To delete the record for one day, use the delete key on your keyboard.

h. Make all applicable changes for an individual
i. Save the record
j.  Click ‘go’ to refresh your totals.

7. View the total hours on the bottom of the screen. Total hours will include premium hours, and will
appear inflated. Use the balancing summary to validate hours — refer to “Review Balancing
Summary” section.

8. Close screen.

Reminder

You can scroll back and forth between an employees weeks of time using the previous week and
next week buttons. The default sort order for the records displayed in this view is by employee
ID. You can use the Advanced Search query to change the sort order to employee surname -
refer to search procedure in the Navigation section.

Worked Position
Position worked should only be used for scenarios where the employee works periodically in a
position that the employee is not assigned to. If the employee is assigned to another position for
a period of time or with no end date, employee should be assigned a secondary position on
MacViP.

If the rate is different for the worked position:

1. Input new position number in “Position Worked Field”
2. Input appropriate rate (per collective agreement or employment contract) in “Rate” field.
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> Important
If you know that an employee has had a recent position change, you should check the Position
and Job information on the Weekly Time Entry screen for that employee. If the change has not
been made by Human Resources, wait until the Position change has been made or the hours that
you enter will go to the wrong position.

Daily Time Entry —
VIP Modules > Payroll > Time Entry > Data Entry >Daily Time Entry

The following screen can be used to enter daily time in lieu of weekly time. The steps involved are
identical to those in the weekly entry, except that you enter time on a daily basis versus a week at a time.

Eﬁile Edt Tools Window Help g x
wE@Y 9% OO ®F/OPE B BHH D0
rm Lser Daily Entry

G Gea
+ % Executive Information Par A lge?  Search For ; [Position Group (Code) Vl Equalto ¥ |2 s Cleat
+ Q Expenses
+ B Human Resaurces 1 Pastion Group : | 2 STUDENT 2 |
£ B Investments ID: 6004498 PALMER. DAYID B
+ @ Labor Relatons Pimary Postion : | 05471 H - FAMILY MEDICINE
© B Medical
Job: D932 CASLIAL
- Lu Payroll
s g Master From: | 2/3j2007 Ta: | 2f9iz007
B Simulation
. Ry -
+ Q Process . i
4 Q Higtary Date: 2/3f2007
+ Q Reports g
4 e Payrall Carkrol ry 3 L P

# B Payroll Simulation
+ e Payroll Transaction
=2 u Time: Entry
+ Q Contral
B u Data Entry
E Schedule Gen
E Daily Entry
E Weekly Entry
2] Tie Shest
E Transaction [
E Automatic Tra
w Q Employment
=i LgJ Function
3 Time Transact Total: | 6.00
E Interpretatior
E Transaction &
2] Batch submiss 3

< i F

Favorites Recent

Business Rules

When you are entering time you need to be aware of certain business rules that apply to Statutory
Holidays, Overtime, Sick and Vacation time. Please refer to Appendix B — Business Rules, for detailed
explanations on when and how to code these situations.

For example, if you are adjusting time from a previous pay period —perhaps you overpaid overtime to an
employee and you want to recover it on the current pay, you can’t use the request code and a minus
amount. You must use the pay out code. E.g. for overtime you would not use the 1030 — Request for
Hours worked, you would use the applicable pay-out code e.g. 1105 — Overtime @1.5
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Capture Attendance — Using Time Sheet

(For Grad Studies and Temporary Casual no schedule)

5. Capture Attendance — Using Time Sheet

The Time Sheet screen is used to record time transactions for both Grad Studies and Temporary Casual
employees who do not have a set schedule. If you have a Scheduled Temporary employee you can
generate their schedule using this screen. You would probably choose to do this versus using the
Schedule Generation function if you only have a couple of scheduled employees, and will be entering
time on the Time Sheet for all of your other Temporary/Casual employees.

The timesheet for these employees is used instead of the Generate Schedule and Weekly Time Entry
process.

You will be able to access any employee of the university. However you will only be able to save a record
for an employee who has worked in one of your department positions. This allows you to input time for
any employee who may hold other positions but also does temporary or casual work within your
department.

Note: In addition to the steps, which have been outlined in this procedure, please refer to Appendix A —
Transaction Codes, for detailed information on the available transaction codes.

Input(s):
« Position group
« Pay period from and to dates
« Individuals attendance for the time period

Output(s):
Attendance record created for individuals within the position group(s) for the specific pay period

Path: VIP Modules > Payroll > Time Entry > Data Entry >Time Sheet
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[S Ele Edt Took Developer Window Help =

I

+ @ Control Table Loading
4 @ V.1P. Administration
=1-&] V.. Modules
@ Benefits
/- @ Bonds
@ Compensaton
/- @ Correction to Emploves Reco
- @ Disability and Rehabilitation
-8 Employment Equity
% Equipment Loan
/- @ Executive Information Portal
@ Expenses
-8 Human Resources
- Investments
- Lahor Relations
- B Medical
- Payrol
- Pension
@ Problem Log Mamagement
% Resourcng
@ safety
=-1§] Scheduiing & Time Capture
+ B contral
= (&) scheduie
[3 Automatic Trans Geny
(3 Availabiity
[3 scheduing
|5 Time Sheet
|3 paily Entry
[3 weekly Entry
[3 Production Plan
|5 Available Positions
|3 Generation of Avaial
|3 Available Employees
[3 Assignment
|2 Bark summary
[3 Transaction Detail
+ B Overtme
+ ' Employee
+ B Function
+ B Reports
- @ Time and Attendance
/- @ Third Party Payments
- @ Training
- @ WEB/CSST
@ vearEnd

2% 0O esP,B | T

Time Sheet
4 Position Group : [01 ] [Brwesay ~ A
| m: [ ~ 7 | BT
Position : k| B =}

FromDate : [04/01/2007 v

Delsts Generate Schedule Detail

[=] Time sheet Detai
47| D: =
=l Worked Date : [D4/04/2007 v
Transacton: (1000 wj [REGULAR B9 )=
=

Units : Start { End Time :
Shift : vi
Position Worked : (00009 v} [ FACULTY OF HS - ACADEMIC
Job Worked : | ASSOCIATE DEAN |
Reason : i) B §=:: |
On Job Training ?

Tobate: [04/07/2007 ¥

(=Hfinandial
Position ;
Job:
GL Account ;
Benefit GL Account: | 0102651355
Work Order No : k|
Project Number : 57|
Rate :
Amount

0102212625 || CATERING DEPOSTTS
v]| CSB PAYROLL DED
&=
|

R}
7Y}

=

Japse / Continuation
Effective Date : |
Sequence

(=HAudit

Released 7
Interpreted ?
Authorized ?
Authorized by :

Baich Number : Pay Period :

(=FPosition Group
Posn Grp - Scheduling :

Posn Grp - Authorization :
Pasn Grp - Interpretatio :
Posn Grp - Batch ¢

Posn Grp - Calculation :

Entering Time for Non-Scheduled Temporary/Casual Employees or Grad Students

Steps:

1. Access “Time sheet” screen

2. Enter “Position Group”

3. Enter ID number.

4. Using the calendar drop-down, choose the applicable dates in “From Date” and “To Date”. For
Temporary Casual employees enter the weekly date (Sunday to Saturday). For Grad Studies
employees enter the first and last day of the month.

5. Click Detail button

6. Click new record icon
7. Enter “Worked Date” (You can enter the date or use the calendar).

Adjustments for Prior Pays:

For Grad Studies hours you can enter dates from the previous month up to the end of current month,
as long as you have indicated the correct “From” and “To” dates in Step 4. If you have questions
about a missed payment for a Grad Studies individual you can contact the School of Graduate
Studies Payroll.

If you are paying a Temporary/Casual employee and you missed time from a previous period, you
can enter the actual worked date here. Note that the From Date and To Date are left as the current
period.
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Note: If you get an error message “No Data Found”, it means that you are entering time outside of the
dates that the employee is active on the position. For example, if an employee terminates on a
Wednesday and you try to input hours for the Thursday, you will get this error.

8. Enter “Transaction”. Transaction code can be selected from the drop menu or make reference to
Appendix A for a full list of transaction codes.

Note: When paying regular hours for the following groups using the Time Sheet Detail screen use the

following designated transaction codes:

Employee Type Job Code Transaction Code Hours Entered
Temporary/Casual Employees 0992 1000 — Regular Pay Daily basis when
worked — Sunday to
Saturday period
Daily basis when
Grad Studies — Casual 0992 1000 — Regular Pay worked — Monthly
period
Daily basis when
Grad Studies — Research 1187 1000 — Regular Pay worked — Monthly
Assistant - Non CUPE rate period
Grad Studies - CUPE Unit 1 TA 1020 —Hours for TA, RA in Hours entered as a
and RA in Lieu of TA Lieu of TA (hours over and total for the month
e Teaching Assistant 1183 above regular deemed using worked date of
(Group A) hours) last day of the month.
e RA-in-Lieu 1184
e Teaching Assistant 1185
(Group B)

Note: If you are paying overtime to either a Temporary/Casual employee that you know has exceeded 44
hours or a Research Assistant (Non-Cupe rate) you should enter the excess hours using the Transaction
code “1030 — Request for Hours Worked”. Payroll will monitor Temporary Casual employees who work in
excess of 44 hours and will ensure that they are paid for their overtime hours.

You can Refer to Appendix A — Transaction codes and Appendix B — Business Rules for an extensive list

of all transaction codes.

Important

753

When you are entering time for a Temporary/Casual employee for a week that has a Statutory
Holiday, you must enter “1205” transaction code and “0” hours on the Statutory Holiday. When
payroll is calculated, the system will determine the correct amount of Statutory Holiday pay
according to Employment Standards (ESA). Note: If the employee is absent from work without
authorization on their scheduled day before or after the Statutory Holiday, you need not enter
this transaction code and hours.

If you are paying a Research Assistant at a rate other than their CUPE rate, then the code that
you use is “1000” Request for Hours Worked. The “1020” code is only used when paying
additional hours at the CUPE rate.

9. Enter “Units”. The number of hours worked. Note: You must always enter units with a Transaction
code. Even in the case of entering a Statutory Holiday code “1205”, you must put “0” in the units field.
If you don’t you will get an Type Mismatch error message.

10. Enter “Position Worked”. For Temporary Casual refer to Appendix C — Position for Temp/Casual,
which outlines each department’s Temporary Casual positions.

Time Capture
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7%

NOTE: If employee does not own the position, assign the T/C position for your department.

11.
12.

13.
14.

Open Financial screen

Enter “GL Account”. This should be entered for all “worked” positions in order to ensure that they
are charged to the correct account. (Note: You won't have to enter this for your Graduate Students
who are being paid as TA/RA in Lieu of TA, as the system will use the GL account associated to their
position.

Enter “Rate”, if overriding the employee’s current rate.

Enter “Benefit GL” only if overriding the standard mapping benefit account.

Important
If you don'’t override the rate, the employee will be paid based on the active salary record for the primary

position.

15.

Click E save.
If the same employee has additional time to be entered, Click duplicate record icon, Erepeat steps

7 thru 15.

Once all time has been entered for one employee, and you want to move to the next employee:

1.
2.
3.

Enter the next employee’s “ld number”.
Click “Detail” button
Follow steps 6 thru 15.

Note: If entering for a new Position Group, close the screen, come back into the Time Sheet screen and
begin from Step 1

Generating a Schedule for a Scheduled Temporary employee

To
1.
2.
3
4.

5.
6.

generate a schedule (i.e. create a Time Sheet) for one individual, use this screen.

Enter the ID that is to be generated time for.

You must also enter the From Date and To Date.

Click on Generate Schedule. Once you have generated the schedule, you can make changes to the
individual timesheet using the Time Sheet.

You click on the Detail button and the Time Sheet Detail screen will appear.

Confirm the employee’s hours and make adjustments if required.

Follow the same steps as outlined in Section A.

[3 fle Edit Tooks Developer Window Help =

HulBy D QO [eF0F,E8 [T 2 DO

%@ Control Table Loading ol Position Group : [01 v [BrWEEKLY R7)==:|
® L?J V.1P. Administration L D[ ~ 5| B =}
El Y.LP. Modules i
e Pasitian : [ i ] B =]
1@ Bonds \A FromDate : [04/01/2007  v| ToDate: [04/07/2007 v
- Compensation
B D Correction to Employee Recol Delete Generate Schedule Detail
- Disability and Rehabilitation | = e
Epgaia i [=] Time sheet Detai
/- @ Equipment Loan a6l m: J=::
- Executive Information Partal | || o v =
e = WorkedDate ; [04/04/2007 |
5@ Humen Resogrces Transaction : (1000 ] [REGULAR I =:: |
+- @ Investments Units ; Start / End Time :
-9 Labor Relations shift: [ wj B ):: |
B Medical Position Worked : (00005 v | FACULTY OF HS - ACADEMIC Y = |
* % Eavrnl\ Job Worked : [ ASSOCIATE DEAN |
+ ension
- @ Problem Log Management e X 87}
- @ Resorang On Job Trairing ?
- Safety inancial
= 4] scheduiing & Tme Capture Position :
Canral
Job:
= (&) scheduie
& EE GL Account : | 0102212625 ¥]| CATERING DEPOSTTS B J:::|
(5 Avaiabilty Benafit GL Account ; 0102651365 ]| CSBPAYROLL DED B )|
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Reminder

If you have missed entering shift premium for hours that were entered on a previous pay, you
should make an entry reversing those hours without the shift premium, duplicate the record,

change the entry to add the hours and add the shift premium. The employee will receive the
missed shift premium on the current pay.
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Release Time

6. Release Time — Time Transaction Release

The Release Time function is performed after time has been captured for employees.

(The purpose of this function is tied to the future use of the employee portal, where employees will
release their time to indicate they have completed their time entry for that pay period). This activity needs
to be completed prior to every payroll process

Input(s):
« Attendance record has been created for individual(s) within the position group
« Position group
« Pay period end date

Output(s):
Attendance records for individuals within the position group(s) have been released

Path:
VIP Modules > Scheduling & Time Capture > Function > Time Transaction Release

Screen(s):

4@ 9 o8 00
r—m'_ User Time Transaction Release

Simulation & .:;g/| Pasn Grp - Release 1 (12113001 v | HOSPITALITY-ALWAYS FRESH ;|

Pracess . r il
Petiod End Date | 12/2/2006 v
History afepene |

Reports -
Payroll Contral ‘
Paryroll Sirnulation
Payroll Transaction
Time Enfry

9 Contral

[¢) Datantry
= Schedule Generation

Pe

e/, 8 B

ENGS & N o Wl

[ Daily Entry

[ ‘eekly Enfry

[ Time Sheet

[ Transaction Dekail

2] Automatic Trans Generation
9 Employment

Lu Function

E Time Transaction Release
E Interpretation
L

Transaction Authorization

2 Batch Submission

9 Reports

nsion

Favorites

Steps:

1. Access “Time Transaction Release” screen.

2. Enter “Position Group”.

3. Enter “Period End Date”.

4. Select the “Load” button to populate the attendance timesheet for individuals within the position

group.
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Reminder

The default sort order for the records displayed in this view is numerical. You can use the
Advanced Search query to change the sort order to employee surname-refer to search procedure
in the Navigation section.

|3 File Edt Tooks Window Help
2R w (D QO | es/0P8 T Bk 9O
[ Standard ;

+ B Executive Information Por 4 Il 5 Posn Grp - Release : [2 v | STUDENT 2 K|

B Expenses Period End Date : [2j9/2007 j |
+ B Human Resources

+ B Investments
+ B Labor Relations
+ B Medical ¥ - Time Transaction
= (& payral
B Master Tndividusl
+ @ Simulation
+ B Process
+ B History
+ B Reports
+ B Payroll Control
+ B Payroll Simulation
+ B Payroll Transaction
= (& Time Entry
+- % contral
= [&] pataEntry
(3 Schedule Gen
[2 paly Entry
(3 weekly Entry
3] Time Sheet
[3 Transaction D

3 Automatic Tra Reloase Al
e (ot
o Chotee ] Lot

(3 Time Transact N
[3) mterpretatior
(2 Transaction &

5 ?_Batch Submiss
< >

Favorites

5. If not expanded, click on the “+” of the “+ Worksheet” sub window to review the attendance
timesheet for each individual within the position group. You can scroll through each employee’s
worksheet by using the arrows on the scroll bar.

=

(3 Fle Edk Toos Window Help

xD@w OF 00 esy0FE8 B BH DO
[ Standard

+ B Executive Information Por & Posn Grp - Release : [2 v | STUDENT 2 )|

+ B Expenses Petiod End Date : [2/9/2007 K|
# @ Human Resources

# e Inwestments
+ B Labor Relations
+ B Medical
= Lu Payrol
+ B Master
+ B Simulation
+ B Process
+ B History
+ B Reports
+ Q Payrall Control
+ B Payroll Smulation
+ B Payroll Transartion
Ei Lﬂ Time Entry
+ B Control
= (&) pataEntry
3 sthedule Gen:
3 aily Entry
E Weekly Entry
E Tine Sheet
3] Transaction D

5 Automatic Tra
2 % ot T
B u Function felicedl

3] Time Transact
5] Interpretatior
Transaction &

1~ ?_?it_ch Submiss

Favorites
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6. Open up the Time Sheet Detail screen if you want to see the details for a particular employee. For
example you may notice that there appears to be an error in the hours displayed under the
worksheet. You can review or make changes to the details that make up those hours by viewing this
screen.

|3 File Edit Tools Window Help -8 %

tndlo o2% 00 [e/0L,8 Tl Bk | 9O
e T Lot

PALMER DAYID Yes 30.50 30.50 0.00 0.00 0.00 0.00 0.00 0.00 0,00 !

- 4] |
+ e Pensio
2.8 Protls [ pelease [ Relasear ]
+ B Resou Refuse Refuse Al
B Safet
B afety
+ B Sched: et Deta > TETseah

+ ’, Time a ¥
< » L D | 6004498 PALMER: DAVID =

avorites Recent Worked Date : [ HERENG] X
Transaction : (1000 v REGULAR i == |
Uniits ¢ 7.50 Start { End Time : | 00:00 07:30
sShift : v 2 )::: |
Position Warked : (05471 v | HS - FAMILY MEDICINE i )::: |
Job tworked : | CASUAL ¥
Reason ~ ~ A
©n Job Training 7
[HFinancial ]
r@—Re\ause | Continuation ]
CEHAudit |

[EFPosition Group

7. Once you've done your review you can select “Release all” button to approve timesheets for all
individuals. If you need to release record for one individual, select the “Release” button. If you need
to reject record for an individual, click on the individual record and select “Refuse” button. Similarly if
you need to reject all timesheets for the position group, select “Refuse all” button. Alternately, you can
release all, and then go back and refuse one or two employees if that is easier and quicker for you to
do.

The Release field (Rels?) changes to yes.

Close screen

© ®

Important

Vs When a change is made to an employee’s schedule after time has been released, you will again
need to perform the “Release Time” function and all subsequent steps.

Reminder
To validate all entries/information have been correctly entered, refer to “View Transaction
Detail” Procedure.
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Validate (Interpret) Time

7. Validate (Interpret) Time

This function validates the time against the rules that have been set up for the transactions available in
time entry. This activity needs to be completed prior to every payroll process

Input(s):
« Time has been released for individuals within the position group
« Position group
« Pay period end date

Output(s):
Time has been interpreted (validated against rules for transaction codes in the control table) for
individuals within the position group(s)

Path:
VIP Modules > Scheduling & Time Capture > Function > Interpretation

Screen(s):

EE\\B Edt Tools Window Help

@Y D% G0 eF70PE T BH DO
[ Standard Interpratation AT okl o G

B Executlve Infarmation Pot 4 |1 Posn Grp - Interpretation : | 2 v]|sTUpeNT 2 ﬂﬁ
= @ Expenses )
+ Q Human Resoures B o y ﬂ il ﬂ'ﬁ
- Ivestments Periad End Date : [2/9/2007 v
+- @ Labor Relations
© B Medical
=g payrel
= Q Master
+ B simulation
= Q Process
+ Q History
+ Q Reports
e Q Payroll Contral
& O Payroll Simulation
e Q Payroll Transackion
= Lu Tirne Entry
+ @ Contral
= w Data Entry
3 schedule Gen
E Daily Entry
[ Weskly Entry
3 Time sheet
E Transaction D
[ Avkomatic Tra —
+ Q Employment
= w Function
E Time: Transact
E Interpretatior
E Transaction A
HE_ Batch Submiss

¢ : _.‘.k. 5

Favorites

Steps:

1. Access “Interpretation” screen.

2. Enter “Position Group”.

3. Enter “Period End Date”.

4. Select “Interpret” button to validate time captured for all individuals.
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5. Select “OK” to confirmation question. Note that the message “The job number ##### is completed
will display in the status bar at the bottom of the screen.

|5 Bl Edit Took Window Help
@y S 90 eFeLs T B DO
[ Standard tion

. Executive Information Por A .2 (e @ - Dibeieien s B i[sTubenT 2 wm

- Exporses o o = -
S @ Human Resources 5] ~ S|

F- @ Inwectmerts Period End Date : [2/9/z007 i
+ @ Labor Relations
+ B Medical
~ L parren
+ @ Master
+ B Simulation

= B Process
+ @ History
= @ Reporks
+ @ Payroll control
+ B Payroll Simulation
« @ Payroll Transaction
=[] Time Entry
+ B Control
= (&) Data Eniry
2 schedule Geni
2] paity Entry
5] weekly Entry
(= Time shest
(5 Transaction D
(5 Automatic Tra
+ B Employment
= L& Function
3 Time Transact
= tnterpretatior
= Transaction A
3 patch submise

< >

Favorites Recent

The job number 41868 is completed

6. Close screen.

Note: If transactions within the timesheets do not pass the validation rules, you will need to correct
the transaction on the individual's timesheet.

Also, if during the first interpretation process you get a “warning” and not an “error”, when
interpreting a second time, this warning will no longer appeatr.

Important
% If hours entered for a specific transaction code exceeds employee entitlement bank balance, a warning
message will be presented.
Example: “Employee has leave hours exceeding the available hours”
Be aware that this will result in unpaid hours for the employee. If there is a discrepancy with the
entitlement bank hours contact the Payroll Department.
Important
/ If there is a problem, an error message will appear in the middle of this screen. If you encounter an
Y

error message during this process, the release flag is reset to “No”. You will need to perform the
“Release Time” function again for the individual before you perform “Interpret time”. If you continue to
encounter the error, contact Payroll for assistance.
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Review Balancing Summary

8. Review Balancing Summary

The Balancing Summary shows a summary of the time entry transactions by Position Group for a
selected date range. You can also view employee level information by opening the Detail Balancing
screen. This validation is used for batch totals by transaction codes. The alternative to this method is to
balance by employees on the Release or Authorization screens.

Input(s)
e Position Group

Output(s)
e Total number of transactions and hours by transaction code
e Detail view of transaction details

Path: VIP Modules > Scheduling & Time Capture > Function > Balancing Summary

T B | @O

dmE e o | 0O [ [esLL s

@ Contral Table Loading
.LP. Administration

Fosition Group - Scheduling
i |-

From Date ; | ToDate : [ ~

Autharized 7 | no v

Labor Relations
Medical
Payrall

Probiem Log Managemert.
Resourcing
Safety

= Batch subrmission

= Employes Competens
=) Position Change

+ B Reports

- @ Time and Attendance
= @ Third Party Payments
“ @ Training

« B weB/cssT

- Year-End

Steps:

1. Access “Balancing Summary” screen.

2. Enter “Position Group - Scheduling”.

3. Enter “From Date”and “To Date”

4. Change the values in Released, Interpreted and Authorized to Yes if those processes have been

run when you're looking at this summary screen. under the Balancing Detail. Click “Load”

The “Balancing Detail” will display the transaction codes, units, and number of transactions for the
specified position group. Note: If the Balancing Detail screen is blank, but you see Total Units and
Number of Transactions at the bottom of the screen, it means that you must have entered yes to a

o
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process in step 4 that has not yet been run or no to one that has been run. You can correct that and
click on Load again, and you will see the appropriate information under Balancing Detail.

9B Edt Took Wndow Heb _alx
VO 2, 7 O a
w2y 2% OO S/0OPE T BH DO
Standard Lser Balancing Surmary
E; Ea\‘ Exception ol B Position Group - Scheduling ;| 999 v TRAINING M| E
+ s Rrocests & o o o o E
+ eports = F
5 B Tine Entry From Date : [5/1/2006 M ToDate: '&f30j2006  v|
8 Pension Transaction : | |
+ 9 Problem Log Management Released ? | Mo v
B Resourcing Interpreted 7 | o v/
B sefety Autharized 7 | o v
-l u Scheduling & Time Capture
= B Contral
+ Q Schedule
4 Q Crvertime
+ e Employee 3
E Time Transaction Release
E Inkerpretation R
E Balancing Summary 1200 STATUTORY HOLIDAY .00 1
E Transaction Authorization
Biatch Submission =
Employes Competence
2 Position Change
Favarites Recent Tot Units Tet
200,00 3n

6. Open the “Detail Balancing”, click the “+" to open

7. This section will display each individual with the working date and transaction and units. This section
will also display the override GL account.

Taﬁi\e Edit Tools Window Help =

sRw OF OO |eFL0L,8 T ah 9O

&004495 322007 1000 7.50 4 00:00 07:30 05471 0992 | 05471

6004495 352007 1000 .00 < 00:00 08:00 05471 0992 | 05471 099z
6004495 362007 1000 7.50 < 00:00 07:30 05471 0992 | 05471 099z
6004495 372007 1000 7.50 4 00:00 07:30 05471 0992 | 05471 099z

Note: If the system is not displaying the Detail Balancing information, go to the Settings, Control Panel,
Regional and Language Options. Make sure that the display is set up as Standards/Format — English
Canada and Location is Canada. If not change it, choose Apply say OK and close. This should correct
your display.
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Authorize Time

9. Authorize Time

Use this function to approve time for pay. This activity needs to be completed prior to every payroll
process. This process is run by the departments designated time approver (ie) manager or their
delegate.

Input(s):
« Attendance record has been interpreted for individuals with the position group
« Position group
« Pay period end date

Output(s):

Attendance records for individuals within the position(s) group have been authorized
Path:
VIP Modules > Scheduling & Time Capture > Function > Transaction Authorization
Screen(s):
Eﬁl\e Edt Tools Window Help - ax
wEBYy % Q0 SFOPE B BH DO

standard User Transaction Autharization F r:} E E'-' i L] 1) M

Posn Grp - Authorization @ | 2 ﬂ STUDENT 2 ﬂ E

Period End Date : 2/8{2007 5|

% Executive Infarmation Por Al o
+- 8 Expenses |
+ Q Human Resaurces
0 e Investments
- Labor Relations
- @ Medical
= Lu Payrol
+ 9 Master
% @ simulation
* e Process
E Q Histary
+ Q Reports
& B Payroll Control
* Q Payrall Simulation
-8 Payroll Transaction
= Lu Time Entry
+ @ Control
= Lu Data Entry
2 Schedule Gem
E Daily Entry
E Weskly Entry
=) Time sheet
E Transaction 0
= Automatic Tra
# O Employment
= Lu Function
E Time Transack
E Inkerpretatior
E Transaction A
- 2 Batch Submiss 2

‘ n._.‘_. 5

Favorites

Steps:

1. Access “Transaction Authorization” screen.

2. Enter “Position Group”.

3. Enter “Period End Date”.

4. Select the “Load” button to populate the attendance timesheet for individuals within the position

group.

Time Capture 28



5. If not expanded, click on the “+" of the “+ Transaction Authorization Detail” sub window. You'll see
that time has been released and interpreted, but not yet authorized.

|5 fle Edt Jools Window Help
2B D Q90 SFOPL8 | BE DO
[ Standard Transaction Authorization

4@ Executive Information Por A 77 Posn Grp - Authorization : | 2 || STUDENT 2 57 )|
+- 8 Expenses Period End Date : "2/g/z007 4 |
B Human Resources

+ @ Investments
+- 8 Lahor Relations
B Medical
= (g payral
+- B Master
B Simulation
+ @ Process
- History
+ B Reports
+ @ Payroll Control
- Payroll Simulation
- @ Payroll Transaction
= g Time Entry
+ B Contral
= (& DataEntry
[3 schedule Gern
{3 Daily Entry
(3 Weskly Entry
3 Time Sheet
3 Transaction b
[3 Automatic Tra
+ @ Employment
=[] Function
(3 Time Transact
|3 Interpretatior

< | 2
(3 Transaction &
J§ Lo

< > Unauthorize Al
I

Favorites Reecent T b

Mo 24.00 24.00

Ves

6. Select “Authorize all” button to authorize timesheets for all individuals. If you need to authorize
record for one individual, select the “Authorize” button. If you need to reject record for an individual,
click on the individual record and select “Unauthorize” button. Similarly if you need to reject all
timesheets for the position group, select “Unauthorize all” button.

7. To view the time details for an employee, select the employee and then expand “+ Time Sheet

Detail” view. This will display all of the transactions with a date within the period that you are viewing.
8. Close screen.

3 Ble Edt Jools Window Help
By D OO0 SFOF,8 | B B DO
standard Transaction Autharization

-8 Executivs Information For & [l
+ @ Expenses
- Human Resources
= B Investments
-8 Labor Relations
+ B Medical
=] payral
+ @ Master
- @ simulation
= @ Process
=@ History
= @ Reparts
- Payroll Control
= @ Payroll Simulation
@ Payroll Transaction
=g Time Entry
+ @ Control
= [&] Data Entry
[ schedule Gern

Posn Grp - Authorization : | 2 v]| STUDENT 2 57|
Period End Date : [2/92007 ~

PALMER DavID

Yes 24.00 24.00

es

(3 Daily Entry
= Weekly Entry
(3 Time Shest
3 Transaction D
[3 Automatic Tra
+ @ Employment
=+|&J Function
[ Time Transact
3 Interpretatior \4 \ \ j

3 Transaction &

3 bstch Subiss i

-

< > Unauthorize Al

Reminder

The default sort order for the records displayed in this view is numerical. You can use the Advanced
Search query (refer to Navigation Section) to change the sort order to employee surname.
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Submit Batch

10. Submit Batch

Upon approval of time for pay, the time is transferred through the “Batch Submission” function for payroll
processing. This activity needs to be completed prior to every payroll process. This process will be run by
the Time approver (manager or their designate).

Input(s):
« Attendance record has been authorized for individuals within the position group
« Position group
« Pay period end date
« Batch(s) has been created for pay

Output(s):
« Batch containing authorized timesheet has been submitted

Path:
VIP Modules > Scheduling & Time Capture > Function > Batch Submission

§creen(s):

|3 Fle Edt Tools Window Help

By D% QO GFOLE B Bh DO
[ standard Batch Submission 1 i W FH

-8 Executive Information Por 4 [f¢ Posn Grp - Batch : |2 vj|sTuDEnT 2 7|
+ B Expenses

= D: 1‘ LI l‘ ﬁ
2 i e T
+ @ Labor Relations Batch humber :
-8 Medical
=& payral
- G Master

=@ Simulation
= @ Process
=8 History
+ @ Reports
+ @ Payroll Control
-8 Payroll Simulation
+ @ Payroll Transaction
=1g] Time Entry
=@ Control
=& pataEntry
(3 schedule Gern
(3 paily Entry
3 weekly Entry
3 Time Sheet
(5 Transaction D
|5 Automatic Tra
= @ Employment
= [&] Function
(3 Time Transact
(3 mterpretatior
(3 Transaction &
o ?ﬁatch subriss

< T =

Favorites Recent

Steps:
1. Access “Batch Submission” screen.
2. Enter “Position Group”.
3. Enter “Period End Date”. If you are unsure of the period end date, you can check the Payroll

cutoff schedule at http://www.mcmaster.ca/bms/pdf/MacViP_cutoff schedule cat 01.pdf

Time Capture 30



4. Select “Submit” button to submit authorized timesheets for all individuals within the position
group.
5. Select “OK” to confirmation message that is presented.

6. NOTE: If there are errors on the batch submission, they will appear on the screen. If you
encounter an error contact the Payroll Department.

7. Make note of the batch number. The job number is displayed at the bottom left of the screen.

8. Close screen.
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Recalling a Batch after submission to Payroll

11. Recalling a Batch after Submission to Payroll

If there is a need to revise a batch that has already been submitted to Payroll, the department will need to
advise payroll. Payroll will “delete” the batch from the Gross Transaction table. The batch number and
pay number are removed from the record in the transaction detail table. The department is now able to
unauthorized an employee record and make changes.

Input(s):
« Request to recall a batch
o Batch number

Output(s):
« Batch number and pay number removed from transaction detail table

Path:
VIP Modules > Scheduling & Time Capture > Function > Transaction Authorization

Screen(s):

Labor Relations -l Pasn Grp - Autheorization | | | v i - |

i Period End Date : [ ]
S
i
o

ayroll Transaction

Jmow
& o I
i
m
=
2

Contral

Data Entry
Employrment
Function

i [3 Time Transact t

|=l Interpretatior
=

=eEIPPIIIP g3

Eoose

L]

Contact Payroll department with batch number

Payroll will delete the batch from the Gross Transaction table.

Access “Transaction Authorization” screen

Search for Posn Grp — Authorization

Enter Period End Date

Click Load

A list of employees for that position group will be displayed

Highlight person or people you want to delete/change time for.

Click Unauthorize — (this will change the Authorization column from a yes to no).

CoNOA~WNE

Time Capture 32



10. Now you can go back and enter/change time for one or more employees. You will then follow the
subsequent procedures to submit time. When you submit this batch, you will receive a new batch
number.
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12.

View Transaction Detail

To ensure data is correctly entered, many types of searches can be performed using this screen. This
screen allows you to view all time transactions that have been processed for an employee prior to the pay

calculat
specific

ion process. You will probably use it prior to the Release time step, as it allows you to search for
incidents, such as time coding errors. Note that the transaction detail table retains records for the

last 90 days.

Path:
VIP Modules > Payroll > Time Entry > Data Entry>Transaction Details

Screen(s):

=
(g Fle Edt Tooks Window Help

wBEEY SF | OO SFOLE B BHR | DO

etail

Standard

+- & Executive Information Por A sg/’
i+ Expenses.
- %Hu?nan Resaurces Sequence | 216355
+- B Investments ID: 6004498 PALMER DAVID H
-9 Lahor Relations Worked Date : [2/3/2007 ]
+- B Medical =
= (] oyl Transaction: (1000 v REGLLAR K7 )|
B Master =-tain Block
+ % Simulation Units 6.00
+ @ Process shit: | ] viE
g % ::;Z::s Source of Input: |4 || MANUAL =
=8 Payrall Contral Start Tims : | 06:00 End Time : | 12:00
B Payral Simuistion Position Worked | "05471 v | H5 - FAMILY MEDICINE K7 )|
+ B Payroll Transaction Jobwerked : (0992 || CASUAL
=1 [ Time Entry Reason : | B2y}
= B Control On Job Training 7
= [&] Data Entry T —
E ;;::iu.:f,jen :—E}—Re\apse | Continuation :
|3 wreeky Entry —=FAudit
% Tme Shf?t J Released ?
ransaction
|2 Adtomatic Tra ]Ztelr:me::
+ B Employment: uihortzs
| & Fu:[t,zn Authorized by | STUDENTL
[2) Time Transact Batch Humber : 666
% Interpretatior iy el
Transaction &
5 Bateh subrriss F@'(”rf"”‘ 1
S - [CiEHPosttion Group ]

Access “Transaction Detail” screen

record by entering the employee ID or a date or a transaction code.

Click on “+ Audit” to view the details of the status of a transaction.

Confirm if a record has been released, interpreted, authorized and submitted to payroll.

NOTE: Any changes required are to be done in the Timesheet screen
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Review Error Message in Job Spooler

13. Review Error Message in Job Spooler

If an error message is presented, you can print the details (if you only have a few errors), or note
the job number (if you have a number of errors) on the status line in the bottom left hand corner of
the screen. The job number is used to run a report on errors using the Job Spooler. You can
access the “Job Spooler” using the Tools on the Application Menu Bar.

Refer to Error Message Appendix, or for further assistance with error resolution, contact Payroll

Department.
Steps:
1. Enter Job Log number.
2. Click Go.

3. View in the Process Error Log. If you wish to print a report sorted by error message, select the
“Print by Message” button.

E Job Spooler

Mj” Search for : FOb Log _ﬂ Equalto ~ Go Clear

Joblog Mumber : 61951
Object : (D11 RUNHRMEVENT H
StartTime : | 21/03/2007 11:33:32 AM
End Time : | 21/03/2007 11:33:32 AM
User: | QA19 . .
Parameters :
EVCD =CXE SEQ=24547 STEP=99

JobStatus: [E || ERROR H

[ Print by Sequence ][ Print by Message ]

IE‘ Process Error Log

=
519 51 ERROR 3104 A mandabary step has not been compleh E\c'ENT SEQUENCE NUMBER 2454}'
._.INDI\I'TDUAL D= 600400(]

51951 STEP= Inscrlre a la base de données
61351 | | | || EVENT STEP=2

1951l
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4. The following page will display.
5. Select “Execute” to produce a Crystal report.

=

E Report Data Extraction Parameters

E oSS =

>
Eid Objeck : | F2Y Joblog Error Messages
Print Destination : | SCREEM R == |
Application Language @ | EMNGLISH _IV E
Ignore Criteria 7 Summary Repork ¢
Logical Operator
'_
"
Error Message MNo =
[ Execute ][ Sawve A= Template ][ Feport Templates ]
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