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Access “Timesheet”

= screen
Path: ViP Modules / Payroll / Time
Entry / Data Entry / Timesheet

Capture transactions
(Against position worked)

Determine if time is for
individual with schedule

Access “Schedule

Generation” screen
Path: ViP Modules / Payroll / Time
Entry / Data Entry / Schedule
Generation

Access “Time Transaction
Release” screen
Path: ViP Modules / Scheduling &
Time Capture / Function / Time
Transaction Release

Release time for position
group

Generate timesheet
schedules for position
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Access “Weekly Entry” /

“Daily Entry” screen
Path: ViP Modules / Payroll / Time
Entry / Data Entry / Weekly or Daily

Access “Interpretation”
screen
Path: ViP Modules / Scheduling &
Time Capture / Function /
Interpretation
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Summary” screen
Path: ViP Modules / Scheduling &
Time Capture / Function /
Balancing Summary
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Review total by
transaction

Access “Time Transaction

Authorization” screen
Path: ViP Modules / Scheduling &

Time Capture / Function /
Transaction Authorization

Authorize time
(Approve)

Path: ViP Modules / Scheduling &
Time Capture / Function / Batch

Access “Batch
Submission” screen

Submission

Submit batch & record
batch number

Obtain verification report
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groups for the specific pay
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Validate
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Process Flow - Time Capture Version 1.6

Date Updated: April 24, 2007

Date Printed: Tuesday, April 24, 2007



