Westmoreland County 8/28/2013
Departmental Hours Guide

General Guidelines

. Each department should have at least two (2) employees trained on the departmental hours
process to cover for vacations, sickness, leaves of absence, etc.

. The department user will be sent ten (10) “standard” days for each fulltime employee. The
user, on a DAILY BASIS, should add, change and/or delete employee hours to accurately
reflect the employee’s attendance (i.e. partial days, sick days, vacation days, leave of absence
etc.) Doing this on a daily basis will ensure the accuracy and timeliness of payroll reporting.

. Upon verification of all hours entry, the “Hours Register — Detail” report must be signed by the
Department Head and retained in your department for a period of 3 (three) years.

. The deadline for hour’s submission is 10 am pay week Monday. If there is a Holiday during
pay week, the deadline is 3 pm the preceding Friday.

. The department user is responsible for submitting all information on a timely basis as outlined
above. ANY SUBMISSIONS AFTER THE TIME REQUIREMENTS HAVE PASSED MAY
NOT BE PROCESSED UNTIL THE FOLLOWING PAY PERIOD.

. Users are encouraged to call or e-mail the payroll department to address any
guestions/problems they may have on the departmental hour’s process.
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WESTMORELAND COUNTY HROOOOS1
5/03/07 Payroll System Main Menu Rel 7.01

Type a menu option number below, then press Enter.

Pay Day Menu 9. U2 Menu

Report Menu 10. Payroll Purge Menu
Departmental Hours Menu 11. System Administrator Menu
Check Reconciliation Menu 172. Advanced Personnel Menu
llork with Employees 13. Position Control Menu
Period End Menu 14. Retirement Tracking Menu
State Requirement Menu

Retroactive Payment Menu

CO = O N In QI N =

My Tasks
Inquiry
5ystem Services Menu
Signott

Type a menu option below:
===> !__ Favorite: +
@ 1991, 2006 New World Systems Corp.

F3=Exit FA=Prompt F12=Cancel

MA 1] A 21/007
3" 1902 - Session successfully started YWSBLTACTAIZOP on MNel5:

i/ Start |9ﬂ Session B -[24 x . 2] Session A - [24 = 80 | | Inbex - Microgoft Qutl... | .ﬂﬂ DEFT HRS USER G... | « | 1:26 P

Select the Departmental Hours Menu option from the Payroll System Main Menu.
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Type a menu option number below, then press Enter.

Create Scheduled Hours . Hours Entry Worksheet
lork with Employee Hours . Employee Time Entry
Hours Exception Report . Employee Hours Register
Hours Register . Create Holiday Hours
Approve Departmental Hours . Calculate Accrual Hours

My Tasks
Inquiry
system Services Menu
signott

Type a menu option below:
===} Favorite: +

@ 1991, 2010 New World Systems Corp.
F3=Exit FA=Prompt F12=Cancel

MA a A 21/007
" 1902 - Session successfully started WISYS324CTAIZ0P on Nedé:
i start| [ 2 pesws - |~ Inbox - Microsoft O . | & Pepper - Butthole 5. | 041] DEPARTMENTAL HO. . | o BT [J D 10:18 am

Option 2: This will allow you to begin the hour’s entry/edit process for your employees.

Option 3: The Hours Exception Report contains any discrepancies with the hours entered for the
current payroll period. This report MUST be run after all hours have been entered. Any errors that
appear on this report will need corrected before you move on.

Option 4: The Hours Register is a report of your employee’s hours for the current payroll period. This
report is run after the Hours Exception Report has been run and any errors corrected.

Option 5: This is where the supervisor/department head will approve their departments’ entries for
the current pay period.
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WESTMORELAND COUNTY HROO1051
5/03/07 Departmental Hours Menu

Type a menu option number below, then press Enter.

Create Scheduled Hours

lork with Employee Hours

Hours Exception Report

Hours Register

lalal iV ISl il - Llork with Employee Hours----- - - - - -\ - ---—-—-—— -
Hours Entry UWo
Employee Time Batch

Employee Hours Pay Group
Batch Number

0=l N LN =

My Tasks
Inquiry Entry Type

System Service Type . . . . : _ [(1=Regular/2=Full/3=Daily)
Signoff
Department

Type a menu option bel Department . : {(Blank=A11)
Sub-Department: {Blank=Al1)

F3=Exit FA=Prompt -F3=Exit FA=Frompt Fl1Z2=Cancel F15=Defaults------

A 13/047
24" 1902 - Session successfully started SISBLTAACTAIZOR on Mels:

4/ Start| [50 Session B - [24 x ... D{] Session a-24%60] | | ] Inbox-Micrasoft oul_ | 511 DEPTHRS USER G | [« | 1:28PM

Option 2: Work with Employee Hours

¢ You will need to right justify your entries on all screens throughout the Payroll System. Using your
field exit key (right “Ctrl” key) or a Tab key does this. Caution: the field exit key will also delete all
information that is located on or to the right of the cursor. The Tab key will let you skip over
entries without altering them.

e Pay Group will always be “B”.

e Batch Number will be the current Pay Date preceded by a space ( MMDDYY).

e Entry Type is a matter of personal preference. Try each one and use the one you are the most
comfortable with.

e Enter the department number for the department you are working in. If you enter hours for more
than one department, enter the department number you wish to begin with, it doesn’t matter which
one itis.

e Sub-department will be left blank unless you are specifically instructed otherwise.

e Press the Enter key after all fields have been filled out.
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WESTHMORELAND COUNTY - TE S T HRZ202051
6719713 Work with Departmental Hours Favorite:

Pay Group . . . . : B Bi-lleekly Batch Humber: 021513
Department/Sub-Dept: 0020 Controller

Type options, press Enter. Reset:
1=5elect

Employee Other
Opt Employee MName Number Req. Prem. Pay
Balzer, Jefttrey,P FELN . 65.0000 .0000 .00
Barbero, Nancy, J 1633 . 65.0000 . Q000 .00
Bayura, Amy, E 7853 . 65.0000 . 0000 .00
Celesnik,Debra,A 2802 . 65.0000 .0000 .00
Dodd, Lisa, M 5421 . 65.0000 . 0000 .00
Doe, Jane, K 7900 . 65.0000 .00 .00
Garris,Reqgis,P,JR hZ9 . 65.0000 . 0000 .00
Gibbon, Jonathan, M 7513 . 65.0000 . 0000 .00
Haley, Donna, L 79496 . 65.0000 .Daoo .00
Hartman,Mary, K T15 . 65.0000 . Q000 .00
Helman,Monica, s 2755 . 65.0000 . 0000 .00
Highberger, Casey,D 7643 . 65.0000 .0000 .00
More. ..

F3=Exit F1Z2=Cancel F18=Prev Dept F19=Next Dept F22=More Keys

A a ML 14/003
" 1902 - Session successfully started WISYS324CTAIZ0P on Nedé:
i/ stark ||£|2 pcsws il Inbux-MichsuFtO...‘ (& 105.9 The ¥ - Wind. .. | E¥)] DEPARTMEMTAL H. .. | S s D 1058 A

Work with Departmental Hours

e This is a list of all active employees in the department you entered of the previous screen.

¢ When department hours are sent to you, the cycle hours and regular hour’s columns should be
equal.

e You can move around on this screen by using either the Tab key or the arrow keys.

e To see additional employees in this department, use the page up/down keys or tab your cursor to
the field next to the word “Reset” area at the top of this screen. You can position this screen by
typing the first few letters of the employee’s last name that you want to work with and pressing
<Enter>.

e Put a“1” next to employee you want to work with and press <Enter>.

e The <F18> and <F19> keys will allow you to move between the departments you are responsible
for. If you are responsible for one department only, this does not apply to you.

e The <F17> key will bring up the “Hours Register” screen.
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6719713 Work with Employee Detail Hours
Pay Group . . . . : B Bi-leekly Batch NHumber: 021513 Flsa Code: u
Department/Sub-Dept: 08020 Controller Reset:
Employee . . . . . : 7900 Jane kK Doe

Rate of Pay . . . : 16.4300 Status: Active Regular Hours: 65. 0000
Retire Entry Date .: Premium Hours: .0000
Type options, press Enter. Other Pay . : .00
Z2=Change d=Delete 5=Display

) el ey

Date Hours Code Hours Other Shft Job Class G/fL/P SCC
1/28/2013 UN REG HRS .5000 .00 FIN CLK NO
1/29/72013 UN REG HRS L5000 .00 FIN CLEK NO
1/30/2013 UN REG HRS .5000 .00 FIN CLK NO
1/31/2013 UN REG HRS L5000 .00 FIN CLEK NO
2/01/2013 UN REG HRS L5000 .00 FIN CLK NO
2/04/2013 UM REG HRS .5000 .00 FIN CLK NO
2/05/2013 UN REG HRS L5000 .00 FIN CLEK NO
2/06/2013 UM REG HRS L5000 .00 FIN CLK NO
2/07/2013 UN REG HRS .5000 .00 FIN CLK NO
2/08/2013 UM REG HRS L5000 .00 FIN CLEK NO

Bottom
F3=Exit FA=Prompt F6=Add F18=FPrevious F19=Next FZ22=More Keys

b
]
b
]
b
b
]
b
b
]

A a ML 04/070
<" |1902 - Session successfully started |In|:u3x ~ Microsoft Outluuk[ ISYSIZVCTAIZOP on Nels:
i/ start ||;|2 pcsws » v Inbox - Microsoft O, ‘ & 105.9 The % - Wind... | i¥] DEPARTMENTAL H. .. | i @ 39 10:59 am

On this screen, type the number 2 next to the date you want to change, or hit the F6 function key to
add a day. A combination day (ie. part vacation, part worked) will require you to do both a change
and an add. The change will be to the worked time to reduce it to the actual hours worked. The add
is for the non-worked time. The total of both records must equal the employees standard daily hours.
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WESTMORELAND COUNTY - TE S T HRZB3051
6719713 Work with Employee Detail Hours
Pay Group . . . . : B Bi-leekly Batch NHumber: 021513 Flsa Code: u
Department/Sub-Dept: 08020 Controller Reset:
Employee . . . . . : 7900 Jane kK Doe
Rate of Pay . . . : 16.4300 Status: Active Regular Hours: 65. 0000
Retire Entry Date .: Premium Hours: . 0000
Type options, -Change Employee Hours HRZ204051 -
Z2=Change 4=
Work Date . . . . . : H1282013 + Monday

Opt Date Hours Code . . . . : _401 + UN REG HRS

1/28/2013 Hours . . . . . . . : 6.5000

1/29/2013 Other Pay :

1/30/2013 Separate Check .

1/31/2013 Joh Classification

2/01/2013 G/L Organization

2/04/2013 Project/Sub-Project

2/06/2013 Use Employee Project: ¥ (¥/N)

2/06/2013 Shift Worked . . . : +

2/07/2013 Reason . . . . . . : +

2/08/2013
F3=Exit -F3=Exit FA=Prompt FO9=Retrieve FZ2Z2=More Keuys
MA Ml 107043
<" |1902 - Session successfully started VISWSIZNCTAIZOP on MNeds:
' start ||E2 pLsws = |~ Inbox - Microsoft ... ‘ & 105.9 The ¥ - Wind... | ] DEPARTMENTAL H. .. | =N Eﬂﬁg 2@ 11:00 AM

If you have selected “2” to change, this screen appears. Make the necessary changes in the Hours
Code field or the Hours field. Any field with a + sign following it is prompt able. You can prompt a
field by using the F4 function key. You will be given a list of possible entries. Place the number 1 next
to the desired hours code and hit enter. Make sure that the first character of the hours code matches
the others that have been defaulted in. The first digit (where the * is below) will be a “3” if the
employee is non-union, a “4” if the are union and a “6” if the employee is either part-time or temp.

The following are the most commonly used hours codes:

*01 — regular time

*27 — sick time

*30 — sick in family time
*33 — vacation time

*48 — personal time
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6719713 Work with Employee Detail Hours
Pay Group . . . . : B Bi-lleekly Batch Humber: 021513 Flsa Code: u
Department/Sub-Dept: 0020 Controller Reset:
Employee . . . . . : 7900 Jane K Doe

Rate of Pay . . . : 16.4300 Status: Active Regular Hours: 65. 0000
Retire Entry Date .: Premium Hours: . 0000
Type options, press Enter. Other Pay . : .00
Z2=Change d=Delete 5=Display
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Opt Date Hours Code Hours Other Shft Job Class G/L/P SCC
1/28/2013 UHN REG HRS 6.5000 .00 FIN CLK HO
1/29/2013 UN REG HRS HRZ04053-
1/30/2013 UH REG HRS
1/31/2013 UHN REG HRS Work Date . . : 1/28/2013 Monday
2/01/2013 UN REG HRS Hours Code . : 401 UN REG HRS
2/04/2013 UN REG HRS Separate Check:

2/05/2013 UN REG HRS Hours . . . . : 6.5000
2/06/2013 UN REG HRS Other Pay

2/07/2013 UN REG HRS
2/08/2013 UN REG HRS ** Press F13 to Delete #*x*

F3=Exit FA=Prompt Fo=Add GRSl F12=Cancel F13=Delete

A a ML 01/001
" 1902 - Session successfully started WISYS324CTAIZ0P on Nedé:
i/ stark ||£|2 pcsws il Inbux-MichsuFtO...‘ (& 105.9 The ¥ - Wind. .. | E¥)] DEPARTMEMTAL H. .. | S @ D 1101 A

If you have selected the number 4 to delete a day, this screen will appear after you have hit enter.
You must press the F13 (Shift + F1) to delete the day. Once you hit those keys, the day is gone;
there is no other confirmation screen.
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6719713 Work with Employee Detail Hours

Pay Group . . . . : B Bi-leekly Batch Humber: 021513 Flsa Code: u
Department/Sub-Dept: 0020 Controller Reset:

Employee . . . . . : 7900 Jane K Doe
Rate of Pay . . . : 16.4300 Status: Active Regular Hours: 65. 0000
Retire Entry Date .: Premium Hours: . 0000
Type options, -Add Employee Hours HRZ04051 -
Z2=Change =

ez e ey

Work Date . . . . . @ _1272013 + Sunday
Date Hours Code .o

1/28/2013 Hours

1/29/2013 Other Pay .

1/30/2013 Separate Check

1/31/2013 Joh Classification

2/01/2013 G/L Organization .

2/04/2013 Project/Sub-Project :

2/05/2013 Use Employee Project: ¥ (¥/N)

2/06/2013 shift Worked :

2/07/2013 Reason

270872013

F3=Exit S - F3=Exit FA=Prompt F9=Retrieve FZ22=More Keys

A a ML 10/043
" 1902 - Session successfully started WISYS324CTAIZ0P on Nedé:
i/ stark ||£|2 pcsws il Inbux-MichsuFtO...‘ (& 105.9 The ¥ - Wind. .. | E¥)] DEPARTMEMTAL H. .. | S eSS D 1102 A

If you selected the F6 function key to add payroll information this screen appears. This screen
always defaults to the first day of the current pay period, which is a Sunday. You will need to enter all
of the information, including the date, for an added record. Make the necessary additions using the
same procedure as when you are changing a record.

After you have made all of the necessary modifications to your employees for the pay period, press
F3 until you are back to the Departmental Hours Menu. From this menu select the Hours Exception
Report option.
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WESTMORELAND COUNTY HROO1081
1/11/08 Departmental Hours Menu

Type a menu option number below, then press Enter.

Create Scheduled Hours
lork with Employee Hours
Hours Exception Report
Hours Register

el - Hours Exception Report HRZ213051 -
Hou
Emp Batch

Emp Pay Group . . . . . . . . : 1 B + Bi-Ueekly

Batch Number . . . . . . : 012508 +

1.
2.
3.
4.
5.
b.
T,
8.

My

Ing Department

Sys Department . . . . . . . : + (Blank=A11)

Sig Sub-Department : + {Blank=A11)

menu Audit by Daily Hours Entry: (¥/N)
Print SS# on Report : (Y/H/P)

F3=Exit -F3=Exit FA=Prompt F12=Cancel F15=Defaults

13/048
9% |1902 - Session successfully started WWISELTAMCTAIZ0P on MeS:

4 Start| [2f] Session A - [24 x ... D0 SessionB-[24x80] | | ] Inbox- Micrasoft outl. | #] pEPARTMENTAL HO | [« O] 2:27 PM

Option 3: Hours Exception Report

Right justify your entries on all screens throughout the Payroll System by using your field exit key.
Pay Group will always be “B”.

Batch Number will be the current Pay Date preceded by a space ( MMDDYY).

Enter the department number for the department you are working in. If you enter hours for more
than one department, you will need to run this option for each of those departments.
Sub-department will always be left blank unless you have been told otherwise.

Audit by Daily Hours Entry should be a “Y”.

Print SS# on Report should be a “N”.

Press <Enter> after all fields have been filled out.

This report should be blank. If there is anything on it you will need to go back into the listed
employee(s) and correct whatever is wrong. Rerun this report when finished.

10
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WESTMORELAND COUNTY - TE S T HROO1081
6719713 Departmental Hours Menu

Type a menu option number below, then press Enter.

Create Scheduled Hours 6. Hours Entry Worksheet
lork with Employee [gallig=gi=TnpEad=1y HRZ214051 -
Hours Exception Re
Hours Register Batch
Approve Department Pay Group . . l B + Bi-lleekly
Batch Humber : _021513 +
My Tasks
Inquiry Department
system Services Me Department . : {(Blank=All)
Signoff Sub-Department: (Blank=A11)
Print G/L Account ¥ (Y/H)
Print Project/Sub- Prn]ect ¥ (Y¥/N)
Accrual Hours N (Y/H/B]
Type a menu option bel Summary/Detail : D (S/D)
===3 4 Sort By : A (Alpha/Department)
Alpha/Num . | (A/N)
F3=Exit FA=Prompt -F3=Exit FA=Prompt F12=Cancel F15=Defaults
A a [y 1] 10/047
24" 1902 - Session successfully started WISYS3ZWCTAIZO0P on Mels:
i/ start ||£|2 pcsws = [ g Inbux-MichsuFtO...‘ & Wrong Way - Subli. ., |I@DEPARTMENTAL H... | A s ST (3D 1103 am

Option 4: Hours Register

Right justify your entries on all screens throughout the Payroll System by using your field exit key.
Pay Group will always be “B”.

Batch Number will be the current Pay Date preceded by a space ( MMDDYY).

Enter the department number for the department you are working in. If you enter hours for more
than one department, you will need to run this option for each of those departments.
Sub-department will always be left blank unless you have been told otherwise.

Print G/L Account should be a “Y”.

Print Project/Sub-Project should be a “Y”.

Accrual Hours should be an “N”.

Summary/Detail should be a “D”.

Sort By should be an “A”.

Alpha/Num should be “N”.

Press <Enter> after all fields have been filled out.

11
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This will produce a report of all of the hours that will be included in the current pay for all of your
employees. The department head needs to review/sign this report and it will need retained in your
office for a period of 3 years.
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WESTMORELAND COUNTY HROO1081
1/11/08 Departmental Hours Menu

Type a menu option number below, then press Enter.

Create Scheduled Hours
lork with Employee Hours
Hours Exception Report
Hours Register

Approve Departmental Hours
Hours Entry Worksheet
Employee Time Entry
Employee Hours Register

1.
2.
3.
4.
5.
b.
T,
8.

My Tasks HR187¥051 -
Inquiry
system Services Batch

Signott Pay Group :

Batch Humber: _012508 +
menu option belo
Department . : B {Blanks=A11)

F3=Exit FA=Prompt -F3=Exit FA=Prompt F12=Cancel F15=Detftaults

| 21/046
9% |1902 - Session successfully started WWISELTAMCTAIZ0P on MeS:

4/ Start| [2f] Session A - [24 x ... D0 SessionB-[24x80] | | O] Inbox- Micrasoft outl. | #] pEPARTMENTAL HO | [« O] 2:38 PM

Option 5: Approve Departmental Hours

This is the final step in the departmental hours process. After you have printed your Hours
Register(s), select the Approve Departmental Hours option. Enter the same Pay Group and Batch
numbers that you have been entering all along for this pay. Enter the department that you are
approving. If you only do payroll for one department, it is not necessary to enter anything in the
department field. Press enter, the following screen will appear.

12
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Type a menu option number below, then press Enter.

Create Scheduled Hours
lork with Employee Hours
Hours Exception Report
Hours Register

Approve Departmental Hours
Hours Entry Worksheet
Employee Time Entry
Employee Hours Register

0=l N o LN =

My Tasks -Add Departmental Hours Approval HR189051 -
Inquiry
system Services Department: 0020 Controller

Signott Batch . . : B Bi-leekly 012508
Approval : LSZCZERB 1/11/2008 14:43

menu option belo
** Press FZ0 to Add Your Approval **

F3=Exit FA=Prompt -F3=Exit F1Z2=Cancel FZ20=Add Approval

01/001
9% |1902 - Session successfully started WWISELTAMCTAIZ0P on MeS:

4/ Start| [2f] Session A - [24 x ... D0 SessionB-[24x80] | | O] Inbox- Micrasoft utl. | #] pEPARTMENTAL HO .| [« O] 245 PM

Press F20 (Shift + F8) to add your approval.

13
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WESTMORELAND COUNTY - TE S T HROO1051
6719713 Departmental Hours Menu
-Payday Batch Prompt------------------------"-—-"--—-—-~—-"—-"—~"—"—"-—-"—-~—-~ -~ -~ —~—"—-—- HR101551 -
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Unposted Batches Only
Type options, press Enter. Reset: +
1=5elect 5=Display
More:
Pay Batch Pay Start Pay End Pay
Opt Group Number Date Date Check Date Frequency
1 B 021513 1/27/2013 2/09/2013 2/15/2013 B

-Approve Departmental Hours----------------- =
Batch o oonrrrmmemmeeE
Pay Group . : B + Bi-leekly
Batch Humber: _021513 +

Department . : 0018 + Commissner (Blanks=All)

*=Non-Payroll B
-F3=Exit FA=Prompt -F3=Exit FA=Prompt F12=Cancel F15=Defaults-----

A a ML 18/046
" 1902 - Session successfully started WISYS324CTAIZ0P on Nedé:
jqu@ﬂmm .~Imwmmmmﬂgmwm$mm4@pmmmmmm|J~ﬂ@gg@1mmm

The screen will refresh and in the upper right hand corner you will see the words “Approval
Completed”.

***Note: If you need to make any modifications after you have approved your hours, you will need
to contact the Payroll department and we will make the modifications for you.
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