losing the Mont

Processing leave accruals at the end
of the month



After all timesheets ha
o to “Process Electroni

Eleigdit Activities Reports Window Help

| Administration & Setup... nhide Columns... R0 l: (6 &%,
Switch to 4 Update List...
W View Insurance rates...
Output To... Edit FICA rates...
Change Password... Leave Properties...
EXI“— Update rate limits...
Update text...
Update CADs...
Update Id Card border...

Approval Properties...

Review Log...

Import Image Wizard...

Perform month-end closing...

Process ops pay...

Process overtime pay...

Process payback

Sick pool >
Manage Staff Information...

Perform Year-End Closing...

Undo Year-End Closing...

Implement Projections...

Finalize Evaluations...

Manage Security...
Redo Daily Startup




well

ote of “Special Attention Requir
pprove “Timesheets” and “Atte

T

Here are employees with
one or more attendance
request, who have a
negative balance problem
or PRIOR months leave
reqguests..

Click ' Approve...' button
to import the selected
ones NOW!

Or select ONLY one

employee each time to
resolve the negative
balance.

Attendance Special attention required |'|'|mesheet5 |

name

effective_date

leave

DiMarco, Angelica F.
Ebbecke, Erica A
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.
Howell, Alan D.

Howell, Alan D.
Peck, Ellise R.
< [

3M8/2016
321/2016
312016
31212016
31312016
3442016
3/9/2016
3M2016
3AN42016
3M5/2016
3M6/2016
3M8I2016
3222016
3232016
312412016
3/28/2016
31812016

Sick
Personal Holiday
Sick
Sick
Annual
Annual
Annual
Sick
Sick
Sick
Sick
Sick
Sick
Sick
Sick
Sick
Sick
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ocate employees noted
cial Attention Required’

Eile Edit | Activities i Reports  Window Help
| Process Employee
Process OPS

Process Applicant

Process Position

Make Salary Projections...




k on “Attendance/Accrua
just negative leave balan

B2 Employee....... [Edit]

Last, first. mi: |So|ka |E:n'an |A Eind: |So|ka, Brian A.

Sick Pool Member: | On Family Medical Leave [ Showyear [2016 -]
Leave YTD | Leave MTD Accruals |Durer1jme| Paybacks | Transfers | OPS time |

Hired: [06/01/2012 Accrual: I{)ﬁﬂ)‘l.‘2012 Liability: I

MNew

Effective Days
011312016 1.000

Minutes Description Action « |
0

02/29/2016 1.000 0
0

1]

Mot Defined
Mot Defined
Mot Defined

Mot Defined

02/29/20186 1.000]

Record: 14 4[] 1 r | rirxlEa]  ofs 1| |

Type Rate | Accruals| Payouts | Transfers Current balance
Annual 8:00 56:00 0:00 . 48:00
Sick 8:00| 36:00| 0:00] 0:00| 2 36:00
Personal Holiday 8:00 0:00 0:00 0:00 . 0:00

Carryover limit

Rename | Attendance | Deductions Emergenqu generall EA.Rl gtandardissuel Qancell Beponl Ne_xtl Qonel




eate an “Attendan
Report

bt Activities | Reports iﬂinduw Help

1~ [ =} d| All Reports ’ All Employees...
Attendance Bermanent Employee...
ID Cards OPS Empléyee...
PAR Transactions Applicant...
Salary Position ...

Standard [ssue
Timesheet

Special Reports



tep 5 continued...

Find Employee || | Include Archived: I

OR
Show all records where...

EMPLOYEE for entity: Employee class
Employee deduction

Employee department
Employee location

) Employee military status
other fields for Employee: archived Employee name

reports on Emplaoyes: new hire Employee note type
records with Employee: terminated Employee project
specified values Leave: absent Employee status
pr'gggrrr on it. | mmname b st sele momne _ . .

reports on a
specific record,
otherwise use

Where dateis: |
ClickfiEjng;a between: |
speci i

S month: | -

position ’

number(s):

Federal tax id(s): |

Qancell ﬁearchl View | Eepq\%J

r Include historical records in search




tep 5 continued...

8 o e pe
z Sort: Report:
I Show T'Ps Show Ml Bar date Aftendance: payout details

Class code Attendance: projected annual balance as of 12/31/2016
To run a report, specify Subclass code dance. recap :
report name and sort by Dgpartment Attendance: request details

Hired date Attendance: request totals

Location Attendance: sick conversion details

B Location, then by department Aftendance: all categories summary (cross tab)

R T L S Location, then by supervisor Attendance: year-to-date annual summary

@ custorm lu_w e Attendance: year-to-date sick summary

click the Fields button to Payrall Attendance: year-to-date Comp Time/Qvertime summary
select fields which should Position number Attendance: year-to-date all categories summary

appear on the report. Supervisar Attendance: year-to-date all categories summary (cross t
Bar data

Click the PRINT button Beneficiary information

when you are ready. Birth date

Birthday

I Page break on sort key change Course Certificate (unprinted)

I Hide sort heading Courses

Custom

Emergency contacts

Employment time with this office

for a report.

Custom layout: |

Cancel Fields... | Excel | View | Print |

Qancell_ Search |_ View ﬂ Report I




Step 5 continued... -

ks-> Employee ...
¢ o Ted: T
I;Ill;l Specify for period of records needed... —L.M-
Show
Use this date to specify —
; From date: 0210172016
or 2o the period you wish to I oyee class
report. Thru (as of) date: |2rzgrzu1 B loyee deduct
d iloyee departr
’ ) iloyee location
Whel|| When computing loyee military
or I:HJ.IU.HCBS,WRU DATE is HUFEE name
:sed ah: 'rhrlz A|5 OF DATE Hoyee note tyy
o the calculations. i
Cancel | Ok iloyee project
== iloyee status
Where date is: I - I
“to between: | thru |
ol



iew check all employee leave
negative balances

B Attendance: recap

Attendance: recap From 02/01/16 Thr 02/22/16

Frida, April 01, 2016

O ef e Puble Deboder i Cimus

Peg=l of 215
Nazme: [ ] Hirzd: T2
Supervizor: | Acomal sk PEDLES
Locationr  Cleamwster Clazs coda: 3801
Diepartment: MISD Active: Yz
Deescription Action Type Time From Thru
mmal bz mazd =aual 300 GVEILE  02MFLE
*** Balance as of 2292016 ***
Type Accrual Fate  Accrued Taken Balance
Az 010 180400 10:00 170100
Parscna Holiday 5400 aa 00 a0
Hdo 300 160400 1100 14500

Tor
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=

=

=
5

1—1

—

rds wh




ick “File/Administratio
month-end closing”

Eile igdil Activities Reports  Window Help

| Administration ’ Setup...
Switch to » Update List...

nhide Columns... 1 I:I& &

Change Password... View Insurance rates...

Edit FICA rates...

b

Leave Properties...

Update rate limits...
Update text...

Update CADs...

Update Id Card border...

Approval Properties..,
Process electronic request...

Review Log...

Import Image Wizard...

Perform month-end closing...

Process ops pay... L}
Process overtime pay...
Process payback

Sick pool 3
Manage 5taff Information...

Perform Year-End Closing...

Undo Year-End Closing...

Implement Projections...

Finalize Evaluations...

Manage Security...
Redo Daily Startup




* You will be
and “partia
employees

Final Step

orompted to review “no accruals”
accruals” lists (usually new
nired during the month but before

the 15, employees less than 1.0 FTE, and
employees who were on leave without pay
appear on this list)

Make adjustments (if necessary), then click

save and done.



-Questions/Comments?-

Brian Solka, MPA, FCCM

Administrative Assistant

Office of the Public Defender, 6" Circuit
727-464-8024
briansolka@wearethehope.org



mailto:briansolka@wearethehope.org

