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Chapter 1 — Information about the TimeCard II System

Section 1.1 — Overview

The SygemsDesign TimeCard 11 systam consists o thefunctions necessary to
track the time worked for employees as well as non-worked hours, automatically
catagorize those hours, allowv supervisory persomel to check inrealtime for up to
the minute labor hours and costs for their departments, produce audt reports,
timecards, employee D cards, expense reports and errar reparts. Thesystem has
optiors to intaface with other payroll accounting systens.

The functions of the TimeCard System are:

. Maintain employee account masters with support for mul tiple B udget
Accourting Codes.

. Provide anintefacefor employees to clock in andout. Both dedicated as
well asvia the Food Service sysem.

. Print EmployeelD cards.

. Print Employee timecards with selection by Campus, Depar tment, or
Seleded Enployees.

. Provide Supervisar Audit, Expense, and Error reports.

. Maintain timecard history.

. Allow entry of exception (non-wor ked) time. (Jury D uty, Vacation,

Personal Leave, dc.)

The User Manua will provide complete instructions on the usage and oper ation of
this system.

Section 1.2 — Using this User’s Guide

This user's gui de describes how to use the TimeCard [ System, which includes
both technical and general tasks. The more technical tasksassume somein depth
knowledge of the system. Every step has been taken to tell you exactly what va ues
you should use. If thisisyour first time using the TimeCard 11 system or this
guide, please read the rest of this chapter carefully.

If the TimeCar d Parameters file has not been setup, you must do so before you
can begin using the system See Chapter 2 (pg. 9) to seup this recard..

If you want to import Budget Accounting codes, go to Section 4.21 (pg. 77).
If you want to maintain Budget Accounting codes, go to Section 4.2 (pg. 26).
If you want to import Employee Masters, go to Section 4.22 (pg. 78).

If you want to maintain Employee Masters, go to Section 4.3 (pg. 29).

If you want to producereparts or timecards, go to chapter 7 (pg. 91).

Systems Design, Inc. Page 1
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Chapter 1 - Information About The Time Card System

If you need instructions for any of the TimeCard Il tasks, consult the Table of
Conterts, Quick Referernce, or |ndex.

Somestyleconventions usal inthis guide are described next.

Section 1.2.1 — Headings

Headings are shown inthe It margin of the pages. Othe informationin the left
margin include reminders, hints, and sub-headings. Symbols may appear as well:

Section 1.2.2 — Symbols

The hand points out important inf ormation and hints so you do not overlook them.

&

% This symbol signalsa CAUTION! Cautions war n you of steps that may result in
damage to your data or system if you do not follow them correctly. Please heed all
cautions.

Section 1.2.3 — Characters, Digits and Decimals

Items that you must enter on the screenwill be digts or characte's. For characters,
you can use any letter or number, and this guide indicates the maximum number of
charadersyou can enter.

A digit isstrictly a number. Items such as quantities are digits, and this guide
indicates the maximum number of digitsthat you can use.

When anumber has decimals, the number of digits and decimals alowed is shown
in the form (4.2). In this example, you can enter up to 4 digitsand 2 decimas. The
format is (4.2-) if anegative number is alowed.

Section 1.3 — Organization of this Guide

This user's guideis organized into 7 chapters, plus an index and quick reference. It
isset upinthe same basic order asthe utilities are listed on the menus, with afew
exceptions. The chaptersare:

Chapter 1 — Information about the TimeCard I1 System.

This chapter provides an overview of the TimeCard 1l System. Additionally
general information about the operation of the systemis provided here.

Chapter 2 —Setting Up the TimeCard System.

This chapter describes the process necessary to prepare the TimeCard 1l system
for use

Systems Design, Inc. Page 2
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Chapter 1 - Information About The Time Card System

Lk

Chapter 3 — Passwords
This chapter describes the password system used by the TimeCard Il system.

Chapter 4 — File Maintenance.

This chapter describes the File Maintenance menu options. Budget Account
Codes, Employee Masters, TimeCard Transactions, Exception Time Transactions
and import routines are covered here.

Chapter 5 — TimeCard Input.

This chapter describes the TimeCard input option where employees will clock in
and clock aut.

Chapter 6 — Employee TimeCard Inquiry.

This chapte describes the TimeCard inquiry where employeess or managers may
review an enployee’s TimeCard transactiors.

Chapter 7 — TimeCard Reports.

This chapte describes the various procedures and options for printing timecards,
aswell asproducing the input, exception, audit, expense, and campus worked
reports produced by the system. Also described here are the procedures for
interfacing with payroll systens.

*** SECURITY ALERT ***

The Password Section should be removed and kept in a secure location to help
prevent unaut hori zed access to the system.

Section 1.4 — Using the TimeCard II System

Section 1.4.1 — Keys

The ENTER Key

Capital Letters

Thissedion describes basic information that you must know to usethe TimeCard
Il System It describes themerus, keys, passwords, and print devices.

There are severa keys on the keyboard that you will use in additional to the
norma alphabet and numeric keys. These keys ar e described below.

After typing infor mation on the screen, you must pressthe ENT ER key to tell the
systemyou are finished. Throughout theingructionsin thisguide you are

reminded of this by the symbol \AI Q' means you should pressthe ENTER key.
Note that on some keyboards, the ENTER key is labeled RETURN.

Lock your keyboar d to the uppercase char acters (using the Caps Lock key @])
while using the TimeCard || Sygem. In Y es or No responses, the system accepts
only acapital Y or N. Although you can use upper and lower case letters in other
Stuations, doing so can cause confusion. If you use capital letters continuoudly,

Systems Design, Inc.
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Chapter 1 - Information About The Time Card System

you will avoid problems.

Backspace/ Delete 14 orage information in afield, press the Backspace key . This key erases one

character at atime, starting at the end.

Section 1.4.2 — Menus

The TimeCard |1 System optiors are arganized into menus fram whichyou can
choose the task you want. Each item on amenu is preceded by two letters or two

numbers. To select anitem, just type the letters or numbers and presstheLI key.

Main Menu There are several levels o merus in thesystem The first menu isthe main menu:
it contains an item for each system you have, such as Food Service and Inventory,
aswell asoneitem for the TimeCard |1 system. The position of the items on this
menu vary dependng on the number of systems you have To use the TimeCard |1

system, type the characters that precede TimeCard System (usually @M) and
press o . This guide assumes you have already selected the TimeCard System

when starting the instructions.

TimeCard Main Menu After selecting the TimeCard System from the system menu, you will see the
TimeCard main menu, as shown below.

MAY 19, 2003 DEMDO TimeCard 11 CRT506 (XX=FS) MEN301--24 I

TIMECARD SYSTEM MENU I

01 = TIMECARD MAINTENANCE MENU I
02 = TIMECARD INPUT
03 = EMPLOYEE TIMECARD INQUIRY
04 = TIMECARD REPORTS MENU
05 = MILEAGE OPTIONS

99 = RETURN TO PREVIOUS MENU I
ENTER MENU OPTION-[ 1 I
Last Selection: TM-01-02 ***  EMPLOYEE MASTERFILE MAINTENANCE ***
Computer Systems Design, Inc.

Figure 1 - TimeCard Il System Main Menu

To choose an option fromthis menu, typethe number that precedes it, and press
\_I A sub-menu appears.

Systems Design, Inc. Page 4
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Chapter 1 - Information About The Time Card System

Sub-M enus
are shown next.

The sub-menu lists the tasks available for the chosen option The threesub-menus

MAY 19, 2003 DEMO TimeCard 11 CRT506 (XX=FS) MEN301--24 I

TIMECARD MAINTENANCE

EMPLOYEE MASTERFILE MAINTENANCE

MENU

BUDGET CODE MASTERFILE PRINT
ADJUSTMENT PASSWORD MAINT

EXCEPTION TIME POSTING
MASS DELETE EXCEPTION TIME
EXTRACT OE CODES FROM EDP P/R

MERGE EDP EMPLOYEES TO TIMECAR

*xx

01 = BUDGET CODE MASTER MAINTENANCE 13 =
02 = EMPLOYEE MASTERFILE MAINT 14 =
03 = TRANSACTION FILE MAINTENANCE
04 = EMPLOYEE EXCEPTION TIME MAINT 16 =

17 =
06 = PRINT EMPLOYEE MASTER (SHORT)
07 = PRINT EMPLOYEE MASTER (FULL)

20 =
11 = MASS SET TRANX BUD BY DEPT 23 =
12 = MASS SET PAY RATE BY DEPT

99 = RETURN TO PREVIOUS MENU

ENTER MENU OPTION-[ 1
Last Selection: TM-01-02 xRk
Computer Systems Design, Inc.

Figure 2 - TimeCard || Maintenance Menu

MAY 19, 2003 DEMO TimeCard 11 CRT506 (XX=FS) MEN301--24 I

TIME CARD REPORTS MENU

EMPLOYEE MASTERFILE MAINTENANCE

TIMECARD ERROR REPORT
CAMPUS WORKED SUMMARY REPORT

EXTRACT TIMECARD TO EDP P/R
PRINT TIMECARD EXTRACT
COPY REG/OT TO EDP (TYPE 2)
COPY O/EARNS TO EDP (TYPE 3)
COPY OE/RATE TO EDP (TYPE 4)
EMPLOYEE STATUS REPORT

KXk

01 = TIMECARD AUDIT REPORTS MENU 13 =
02 = TIMECARD INPUT REPORT SUMMARY 14 =
04 = TIMECARD PRINT 16 =
05 = EXCEPTION TIME REPORT BY DEPT 17 =
18 =
19 =
08 = EMPLOYEE ID CARD PRINT MENU 20 =
09 = TIMECARD EXPENSE REPORTS MENU 21 =
12 = RATED TIMECARD
99 = RETURN TO PREVIOUS MENU
ENTER MENU OPTION-[ 1
Last Selection: TM-01-02 Fxk
Computer Systems Design, Inc.

Figure 3 - TimeCard Il Reports Menu

Systems Design, Inc.
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Chapter 1 - Information About The Time Card System

MAY 19, 2003 DEMDO TimeCard 11 CRT506 (XX=FS) MEN301--24 I

MILEAGE OPTION MENU

01
02

MILEAGE INQUIRY/REPORT
MILEAGE TRANSACTION MAINT.

99 = RETURN TO PREVIOUS MENU
ENTER MENU OPTION-[ 1

Last Selection: TM-01-02 *** EMPLOYEE MASTERFILE MAINTENANCE ***
Computer Systems Design, Inc.

Figure 4 - TimeCard || Mileage Menu

To select atask from one of the sub-menus, type the number that precedes the
task, and pressL] When yau do, theingructionsfor thetask gopear.

Other Ways to Use 14 e 3 higher (previous) menu, you can erter i‘jf_l atheENTER MENU
Menus OPT ION prompt and the higher level menu will appear. If you want to quickly go

to the System Main Menu you can type: U__I and you will be taken to yaur
SystemMain Meru.

Section 1.4.3 — Passwords

Each itemon the TimeCard System menu can be protected to control access by
passwords to keep unauthorized persons from using the options. If your company
wants to use passwords, an authori zed person or "adminigtrator” can assign them.
Chapter 3 (pg. 15) discusses how to do this, but the password section may have
been removed from that chapter to keep the password procedures secure.

Not all of the options have passwords. For example, you might want to protect
only theMaintenance and Reports option Thus anyone who runs the TimeCard |1
System could use the other main menu options. However, a few special optiors,
such as Employee Maintenance, may have passwords even if noneof the main
menu options do.

Any time you select an option from a protected menu, you ar e asked to "Enter

Password". Type the password and Ll To keep the password secure, it will not
gopear asyou typeit. If the password is correct, you will be dlowed to continue.
If it isincorrect, the system retur ns to the main menu. Y ou can try again if you
had made amistake.

Systems Design, Inc. Page 6
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Chapter 1 - Information About The Time Card System

If you forge thepassword, seethe TimeCard |l systemadministrator.

Section 1.4.4 — Printer

Everyoneusingthe TimeCard 1l System shauld have a printer wheretheir reports
areto print. Thisprinter indicatesthe printer to be used and the print style.

When you see:

WHICH PRINTER?-[ 1 l

Figure 5 - Printer Selection

ente the nunber for theprinter you want to use. Pr%s@] to use the default
printer assigned toyou. Y au will be asked to confirm the printe numbe to be
used:

ARE YOU SURE? (Y/N)-L 1 I

Figure 6 - Printer Selection Confirmation

Type E] if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

If the an incorrect default printer number comes up for you, contact Systems
esign and tal k with a support person about changing your default printer

& Des d ta k with bout changi default pri
number.

Section 1.5 — Glossary

This secti on defines some of the terminology used in this guide.

ALPHANUMERIC A character sd that contains numbers, lettes, and special symbds, such as *,+.

CURSOR A smal square or dash that gppear s on the screen, marking your place.

DATA Information that you erter into the conputer.

DELETE The process used to ease data.

FIELD Onepiece of informationwithin a record, such as an enployee numbe, thetotal

hours worked in a period, or a Budget A ccount Code.

Systems Design, Inc. Page 7
TMS Il User Manual v1.2 September 24,2004



Chapter 1 - Information About The Time Card System

FILE

FORM AT

KEY

NUMERIC

RECORD

A collection of information about a specific subject, such as personnel information
or invaces.

A specific arrangement of data.

A key is used by the computer to access a specific record. It is the name or
number by which a record is ref erenced when stored in afil e, such as a budget
account codeor employes number.

A character sd that contains only numbers.

A unit of informationwithin afile or a cdlection of fidds within afile that
uniquely describes a single item, such as Sam Smith's Employee Record ar Invoice
#302. Every record has a corresponding record number and is also referenced by a
KEY.

Systems Design, Inc.
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Chapter 2 — Setting up the TimeCard System

Section 2.1 — Overview

Thischapter containsinformation about setting up the Systeams Design TimeCard
Il System This chapter containsthe options for seting the TimeCard optiors.
Use these gptions to control how the system opeaates.

The tasks discussed in this chapter are:

. Overview of the seup and conversion process.

. Maintain TimeCard Parameters -- to create, modify, and delete the
TimeCard System parameters.

. Passward Files -- to passvordthe systan so only authorized personscan
useit.

Section 2.2 — TimeCard Parameter Maintenance

Thischapter instructs you on how to set up the parametersfiles for the TimeCard
Il System. Please read this chapter carefully before setting up or changing any of
the parameers.

The parameters are setup in the System Parameter File. To accessthis you will

enter @FJ for System Maintenance at any Enter M enu Option prompt. The
following screen will appear.

MAY 19, 2003 DEMDO TimeCard 11 CRT506 (XX=FS) MEN301--24
SYSTEM MAINTENANCE

01 = SCREEN / JCL / MESSAGE MAINT. 13 = ITX PRINTER EVFU PROGRAMMER
02 = MENU CONTROL/PASSWORD OPTIONS
03 = PRINT MENU DATA
04 = SYSTEMS LOG OPTIONS
17 = JCL"S & PROGRAMS BACKUP
08 = SYSTEM PARAMETER FILE MAINT 20 = UNIX COMMANDS MENU
09 = PRINT SYSTEM PARAMETER FILE
10 = HOLIDAY CALENDER MAINTENANCE 22 = DISPLAY PROCESS STATUSES
23 = ABORT PROCESSES
12 = CREATE CRT CONTROL STRINGS 24 = UNLOCK A TERMINAL
99 = RETURN TO PREVIOUS MENU
ENTER MENU OPTION-[ 1

Computer Systems Design, Inc.

Figure 7 - System Maintenance Menu

Systems Design, Inc. Page 9
TMS Il User Manual v1.2 September 24,2004



From this screen you will select System Parameter File Maint by entering
@@il at theEnta Menu Option prompt. The fdlowing sareen will appear.

MAY 19, 2003 SYSTEM PARAMETER MAINTENANCE SPFO05--27 I

ENTER DISTRICT NUMBER -[**]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 8 - TimeCard System Parameter Maintenance District Selection

You will enter the District Number you are warkingwith If you only wark with

one dstrict, then you will usually use 1 as the district number. Pressﬂ after
entering the district number. When avalid district number is entered a selection
screen such as the following will display.

MAY 19, 2003 SYSTEM PARAMETER MAINTENANCE SPFO05--27
TIMECARD 11 CODES

01=USE MILAGE? Y]
02=TRANSPORT DEPT.  [0015]
03=BUDGET TRACKING? [N]
04=AUTO OT TRACKING? [N]
05=DEPT SECURITY? [N]
06=BAC 16 CONVERSION?[Y]
07=DEMINIMUS RULE [N]
(REPORT EXACT TIME)
08=ID CARD HAS C/R  [N]
09=LUNCH ALLOWED )
10=EMPLOYEE ID BASE 900000]
11=BAC MASK [999-99-9999-99-999-9-99-9 1
12=SHOW RATES [Y] (Y=YES, N=NO, A=ASK)
13=ALLOW INQ TMS12011[Y]
14=ALLOW INQ LOOKUP [Y]

ALL OK?(YNCD)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

4)
)
! [ ' | [ | | |

Figure 9 - TimeCard System Parameter Maintenance Menu

¥ ou will then select TimeCard Il Codes by entering _J6) ], 1f the Timecard
I1 Codes record does not exist you will be asked:

Systems Design, Inc. Page 10
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DO YOU WISH TO ADD TIMECARD Il CODES (Y/N)? *

Figure 10 - Ti meCar d System Parameter Maintenance, TimeCard Il Codes Addition Confirmation

Ente u] to setup the codes. If you do not want to setup the codes at thistime

then enter .

If you are upgrading from an earlier version of TimeCard some values will aready

befilled in. You will have theoptionto change these values.

If the codes exist or you selected to create the codes the following screen will

display.

MAY 19, 2003 SYSTEM PARAMETER MAINTENANCE SPFO05--27
TIMECARD Il CODES

01=USE MILAGE? [Y]
02=TRANSPORT DEPT.  [0015]
03=BUDGET TRACKING? [N]
04=AUTO OT TRACKING? [N]

05=DEPT SECURITY? [N]
06=BAC 16 CONVERSION?[Y]
07=DEMINIMUS RULE [N]
(REPORT EXACT TIME)
08=ID CARD HAS C/R  [N]
09=LUNCH ALLOWED [ .50]
10=EMPLOYEE ID BASE [  900000]
11=BAC MASK [999-99-9999-99-999-9-99-9
12=SHOW RATES [Y] (Y=YES, N=NO, A=ASK)

13=ALLOW INQ TMS12011[Y]
14=ALLOW INQ LOOKUP [Y]

ALL OK?(YNCD)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 11 - TimeCard System Parameter Maintenance, TimeCard Il Codes

The options contr ol the way the TimeCard 11 System behaves. Be sureyou have a
through understandng o theeffects of changing an option before you charge its

vdue.

FIELD FORMAT

01=USE MILAGE 1 character.

02=TRANSPORT 4 characters.
DEPT.

03=BUDGET 1 character.
TRACKING

EXPLANATION

This option control whether the inter face with the mileage
tracking system is activated.

This isthe Department Numbe associated with
transportation employees who record their vehicle's
mileagewhen they clock inor out.

This option controls whether Budget Accounting Codes
are used for categorizing employee time.

Systems Design, Inc.
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04=AUTO OT 1 character.

TRACKING

O5=DEPT SECURITY character.

06=BAC 16 1 character.
CONVERSION

Y indicates that the interface is active and will
require Budge Accourting Codes.

N indicates that the interface is not active and will
not useor accept Budget Accounting Codes.

This opti ons controls whether the Def ault Overtime
Accounts will be included in Budget Account Code File
Maintenance. Additiondly thiswill control whether or
not the D efault Overtime Accounts from the B udget
Account Code File are reported on the TimeCard Audit
Report.

This option contrds whethe security isimplanerted at a
Departmental Level. Enabling this option causes the
system to limit access only to the Department that is
specified in the operator’s password record.

Y indicates Depart ment Security will be used
throughout the system.
N indicates that depart ment level security is not

active for the system.

This option indicatesif the employee file has been
converted to support the 16 Budget Accounts and Hourly
Rates.

Y indicates the conversion has been perfor med.

N indicates the conversion process has not been
perfamed. When anoperator entersa program
this flag will be checked and if it does na contain
a'Y then the operator will be informed that the
necessary conver sion routine has not been ran.

% Use extreme caution when changing this switch. Running the conversion process
a second time will corrupt the Employee Master filel Thereisnot an “UNDO” for

this option.

O7=DEMINIMUS 1 character.
RULE (REPORT
EXACT TIME)

This option indicates if the time isto be reported exactly
or if it should be rounded.

If timeisto berounddd it will be rounded to the nearest
quarter of anhour onadaily basis. i.e. 7 minutes o less
is rounded down and 8 minutes or more are rounded up.

Y indicates that exact time will be reported.
N indicates that the time will be rounded.

Systems Design, Inc.
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08=1D CARD HAS [ character.
C/R

O9=LUNCH ALLOWED .2 numeric.

10=EMPLOYEE 1D 9.0 numeric.
BASE

&

11=BAC MASK 30 characters.

This option ind cates if the anployee ID card has a
carriage return programmed as part of the employee
number.

Y indicates the ID card contains acarriage return.
N indicates the ID card does not contain a carriage
return.

Thisis the system default amount of time an employeeis
alowed for lunch. Thisisused whenLunch Flag
(seepage3l)issettoN and Lunch Allowed (see
page 34) is set to zero.

Thisvalue will be added to the Employee Number of the
records impor ted from the EDP systems. See Section
4.22 (pg. 78) for further information.

Example: The EDP system employee number is 7056 and
the value of the EMPLOYEE ID BASE is 900000, the
Employee Number in the TimeCard system will be
907056 (7056 + 900000).

This isthe format for the Budget Account Number used
by the Budgetary Account Codes (see Section 4.2 (pg.
26)).

When thisfield is selected for editing a window will
appear adong the valid codes. Thefidd isinput using the
following characters:

9 adigit (0-9)
A aletter (A- 2)

D will be replaced by one char acter of the
Department ID for the employee (Depar tment
IDs are 4 characters so you should insat DDDD
toindicate al four positions of the Department
ID)

C will be replaced by one character of the Campus
ID where the employee clocked in (Campus Ids
are 3 characters soyou shouldinsat CCC to
indicate al three positions of the Campus ID)

- (hyphen) a hyphen or dash will be inserted at this
point in the Budget Account Number. Thisis
used for formatting.

(perioddecimal) a peiod or decimal will be
inserted at this point in the Budget Account
Number. Thisisused for formatting.

(space) aspace will be inserted at this point in the
Budget Account Number. This is used for
formatting.

Systems Design, Inc.
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12=SHOW RATES ] character.

13=ALLOW INQ 1 character.

TMS12011

14=ALLOW INQ 1 character.

LOOKUP

This option ind cates if the anployee pay rates should be

displayed on sdected reports.

Y indicates the rates are dwaysto be printed

N indicates therates are never to be printed

A indicates the operator should be asked if the rates
areto be printed

This option indicatesif inquiry is dlowed by the
employee in the TimeCard Input (see Section 5.2, pg. 81)

Y indicatesthat inquiry isd lowed
N indicates that inquiry is not alowed
This option indcates if employeelookup is allowed by

the employee in the TimeCard Input (see Section 5.2, pg.
81)

Y indicates that employee lookup isdlowed
N indicates that employee lookup is not allowed
Systems Design, Inc. Page 14
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Chapter 3 — Passwords

Section 3.1 — Overview

This chapte containsthe options for maintaining the Password controls used by
the TimeCard 11 System. Use these options to control access to meintenance
routines as well as reports.

The tasks discussed in this chapter are:

. Maintai n Password Recards — to create, modify, and dd ete password
controls records for the TimeCard System

. Inquire Password Recor ds - to display the passwor ds on file for the
TimeCard System.

. Print Password Records - to produce areport of the passwords on file for

the TimeCard System.

u SECURITY ALERT!

THIS SECTION SHOULD BE REMOVED AND PLACED INA SECURE
LOCATION TO PREVENT UNAUTHORIZED USERS FROM HAVING
ACCESS TOTHESE INSTRUCTIONS.

For security purpaoses it is recommended that you DO NOT WRITE
PASSWORDS or SECURITY CODESIN THISDOCUMENT.

Section 3.2 — Adjustment Password Maintenance

Purpose: To maintain passwords for control of the system.
Menu Selection: From the TimeCard System Main Menu,
T™-01-14 1. Type EEI tochoose TimeCard Maintenance Menu.

2. Type E@T;I tochoose Adjustment Password

Maintenance.

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pr&ssgl and your default printer number will be displayed and used,
othewiseentea the rumbe of theprinte to recavethe report.

Systems Design, Inc. Page 15
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This function has theoption of printing reparts. Eventhough you may ot planto

& print the reparts, it is necessary for you to enter the printer number. Besure to
select a printe in a secure location so unauthorized people do not have access to
the report.

4., Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1 |

Type U if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

5. Y ou will be prompted to enter your password:

ENTER PASSWORD I

Figure 12- Adjustment Passvord Maintenance, Enter Passwad

Enter the password providedto you ard pressﬂ.

Entering an invalid password will terminate this task.

6. You will be prompted to enter your Security Access Code:

Enter Security Access Code.. I

Figure 13 - Adjustment Password Maintenance, Enter Security Access Code

Enter the Security Access Cocde provided toyou and press@].

Entering aninvalid Security Access Codewill report:

Security Access Error_ l

Figure 14 - Adj ustment Password Mai ntenance, Security Access Error

If you received this error, press[’i' to clear the error andyou will be
prompted to reenter your Security Access Code.

7. After entry of avalid Password and Seaurity Acoess Codeyou will be
presented with the Security Passward Mainterance menu:

Systems Design, Inc. Page 16
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SECURITY PASSWORD MAINTENANCE I

ADD NEW PASSWORD

CHANGE EXISTING PASSWORD
DELETE EXISTING PASSWORD
DISPLAY PASSWORDS

PRINT PASSWORDS

END

OCUITAhWNPE

ENTER CODE

Figure 15 - Security Passward Maintenance Menu

8. Enter the Number for the function you want to perform.

Ente @ to exit this menu.

After entry of the information one of severd things will occur depending
which function you select. Go to the appr opriate step as noted:

. Add - Go to Section 3.3 (pg. 17).

. Change - Go to Section 3.4 (pg. 19).
. Delete - Go to Section 3.5 (pg. 20).
. Display - Go to Section 3.6 (pg. 21).
. Print - Go to Section 3.7 (pg. 22).

Section 3.3 — Adjustment Password Maintenance, Add

Purpose: To add passwords for control of the system.
Menu Selection: From the Security Password Maintenance Menu (TM-01-14),
TM-01-14-1 1. Type E] to choose Add New Password.

2. The screen displays.

SECURITY PASSWORD MAINTENANCE

OPERATOR  ———m—o SECURITY LEVELS--------
PASSWORD INITIALS DEPARTMENT ~ INQUIRY  MAINTENANCE  REPORTS
€Y @ €)) €Y )

Figure 16 - Adjustment Password Maintenance, Add Screen

3. Enter the password that you want to add.

If you press QI without entering a passwor d, the task will terminate and
return you to the Security Password Maintenance Meanu.

Systems Design, Inc. Page 17
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If the password is already onfile the message dsplays:

**ALREADY ON FILE, PRESS <ENTER>

Press Q' to clear the message and you will be alowed to enter another
password.

4, Enter the operator initials associated with this password.

Enter the Department to be associated with this operator. If the operator
is authorized to work in all Departments erter @@@.

6. Ente @ if theoperator is authorized to perform Inquiries, otherwise
enter NJ.

7. Ente E if theoperator is authorized to perform Maintenance, atherwise
enter .

8. Ente E if the operator is authorized to perform Reports, otherwise enter

)

9. After entry of the above fidddsan ANY CHANGES ? (Y OR N)
prompt displays.

If the entries are correct, preﬁ@.

If you want to change any of thefields, press@ and yau will be
prompted for the field number to change.

Field Format Purpose
Password 6 characters. Uniquepassward for a user. Case insensitive.
Initials 3 characters. Initials of theopeator this password is assignedto. Case

Insensitive. This ID will be stored in the system log as
the author of any changes authorized with this
password. These should be unique so it will be clear
who performed changes in your system.

Depart ment 4 characters. Thisisthe Department ID this password user is
authorized to work with. Enter 9999 to authorize a user
for ALL departments.

Inquiry I character. Thisfidd indicates if theuse is authorized to perform
inquiriesfor the Department.
. Y User can paform inquiries.
. N Use is not allowed to paform
inquiries.
Systems Design, Inc. Page 18
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Maintenance 1 character. Thisfidd indicates if theuser is authorized to perform
maintenance far the Departmert.

. Y User can perform maintenance.

. N Use is not allowed to peform
maintenance.

Reports 1 character. Thisfidd indicates if the user is authorized to perform
reports for the Department.

. Y User can paform reparts.

. N Use is not allowed to paform
reports.

Section 3.4 — Adjustment Password Maintenance, Change

Purpose: To change informati on rel ated to a password for control of the system.
Menu Selection: From the Security Password Maintenance Menu (TM-01-14),
TM-01-14-2 1 Type@ tochoose Change Existing Password.

2. The screen displays:

SECURITY PASSWORD MAINTENANCE

OPERATOR ~  ———m———e SECURITY LEVELS--------
PASSWORD INITIALS DEPARTMENT ~ INQUIRY ~ MAINTENANCE  REPORTS
€Y &) €) €Y ®

Figure 17 - Adjustment Password Maintenance, Change Screen

3. Ente the password that you want to change related information for.

If you pressgl without entering a passwor d, the task will terminate and
return you to the Security Password Maintenance Menu.

If the password is not on file, the message displays:

**PASSWORD NOT ON FILE, PRESS <ENTER>

Press E' to clear the message and you will be alowed to enter another
password, otherwise the record will display:

Systems Design, Inc. Page 19
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SECURITY PASSWORD MAINTENANCE I

OPERATOR ~  ———————o SECURITY LEVELS--------

PASSWORD INITIALS DEPARTMENT ~ INQUIRY  MAINTENANCE  REPORTS
@ ) €) €Y )
ENCAJE RKM 9999 Y N Y

ANY CHANGE ? (Y OR N)

Figure 18- Adjustment Passvord Maintenance, Change Saeen Sample

See page 18 for explanations about the fields.

4, After therecord is displayed you will be a the ANY CHANGE ? (Y
OR N) prompt.

If the entries are correct or no changes need to be made, press@.

If you want to change any of thefields, pr%sD and you will be
prompted for the number of the field you wish to change. Enter the

numbe of thefieldand pr%s_] Y ou will be positioned at the field

whereyou may ente the new valueand press@' to return you to the
ANY CHANGE ? (Y OR N) prompt

Section 3.5 — Adjustment Password Maintenance, Delete

Purpose: To del ete a password from control of the system.
Menu Selection: From the Security Password Maintenance Menu (TM-01-14),
TM-01-14-3 1 Type tochooseDelete Existing Password.

2. The screen displays:

SECURITY PASSWORD MAINTENANCE

OPERATOR ~ ———————e SECURITY LEVELS--------
PASSWORD INITIALS DEPARTMENT ~ INQUIRY ~ MAINTENANCE  REPORTS
€Y &) €) €Y )

Figure 19 - Adjustment Password Maintenance, Delete Saeen
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3. Enter the password that you want to delete.

If you press E' without entering a passwor d, the task will terminate and
return you to the Security Password Maintenance Menu.

If the password is not on file, the message displays:

**PASSWORD NOT ON FILE, PRESS <ENTER>

Pressfi' to clear the message and you will be alowed to enter another
password, otherwise the record will display:

SECURITY PASSWORD MAINTENANCE

OPERATOR ~ —————mee SECURITY LEVELS--------

PASSWORD INITIALS DEPARTMENT ~ INQUIRY ~ MAINTENANCE  REPORTS
@ @ ® C)) €C)
ENCAJE RKM 9999 Y N Y

OK TO DELETE ? (Y OR N)

Figure 20- Adjustment Passvord Maintenance, Delete Screen Sample

See page 18 for explanations about the fields.

4, After therecord is displayed you will beat the OK TO DELETE ? (Y
OR N) prompt.

If you do not want to ddetethis recard, press@ and you will be allowed
to enter another password.

If you want to dd etethis recard, press and the record will be deleted.

Section 3.6 — Adjustment Password Maintenance, Display

Purpose: To display the passwords on filefor the TimeCard System.
Menu Selection: From the Security Password Maintenance Menu (TM-01-14),
TM-01-14-4 1 Type tochoose Display Passwords.
2. The screen displays the records:
Systems Design, Inc. Page 21
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SECURITY PASSWORD MAINTENANCE I

OPERATOR  ———————— SECURITY LEVELS--------

PASSWORD INITIALS DEPARTMENT INQUIRY MAINTENANCE REPORTS
€Y @ ©)) C)) ®
ENCAJE RKM 0016 Y N Y
FECHE GJG 0025 Y N Y
KANT JSD 9999 Y Y Y
TADS TWH 0087 Y N Y
EMERAL KB 0023 Y N Y
SUGAR NPH 0025 Y N Y
MEI JVO 0036 Y N Y
PHJP PH 0058 Y N Y
LOKK VEE 0089 Y N Y
JuLl EEN 0032 Y N Y
SALT DLH 0017 Y N Y
MONDE FRA 0079 Y N Y
GENES DS 0053 Y N Y

<ENTER> FOR NEXT PAGE OR <E> TO END

ENTER RESPONSE *

Figure 21- Adjustment Passvord Mairntenance, Display Passwords Sample

3. If there are more password entries than can display on the screen, you will
beprompted <ENTER> FOR NEXT PAGE OR <E> TO END.

Press El and the next page of entries will display.

Press@ and you will return to the Security Password Maintenance
Menu.

If ther e are no more passwor d entri es to display, you will be prompted
<ENTER> TO END.

Pressil and you will return to the Security Password Maintenance
Menu.

Section 3.7 — Ad justment Password Maintenance, Print

Purpose:

Menu Sdlection:
TM-01-14-5

To lig the passwords on file for the TimeCard System.

From the Security Password Maintenance Menu (TM-01-14),

1 Type tochoose Print Passwords.

2. The report will print on the specified printer and will return tothe Security
Password Maintenance Menu.
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05-19-2003 11:36:40 SECURITY PASSWORD MAINTENANCE PAGE 1

OPERATOR ———————- SECURITY LEVELS--—--—-—---

PASSWORD INITIALS DEPARTMENT INQUIRY MAINTENANCE REPORTS
(1) (2) (3) (4) (5)
ENCAJE RKM 0016 Y N Y
FECHE GJG 0025 Y N Y
KANT JsD 9999 Y Y Y
TADS TWH 0087 Y N Y
EMERAL KB 0023 Y N Y
SUGAR NPH 0025 Y N Y
MET Jvo 0036 Y N Y
PHJP PH 0058 Y N Y
LOKK VEE 0089 Y N Y
JULI EEN 0032 Y N Y
SALT DLH 0017 Y N Y
MONDE FRA 0079 Y N Y
GENES DS 0053 Y N Y
KANT1 GS 0059 Y N Y
DENTEL JJJ 9999 Y Y Y
IVORY LMH 0034 Y N Y

Figure 22 - Adjustment Passvord Mairtenance, Rrint, Sample Report
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Section 4.1 — Overview

Chapter 4 — File Maintenance

This chapter contains the options for maintaining the TimeCard 1l System files
and records. Use these options to define Budget Accounting Codes, maintain
employeerecords and edit TimeCard transadions, among athers.

The tasks discussed in this chapter are:

Maintain Budget Accounting Code Records —to create, madify, and delete
recor ds in the Budget Accounting Codefile.

Maintain Employee Mastefile Recards — to areate, modify, and delete
recor ds in the Employee M astexfile.

Maintain Employees TimeCard Transadtions — to create, madify and delee
TimeCard transactions.

Maintain Employee Exception TimeCard Transactions — to create, modify
and delete Exception TimeCar d transactions (Jury Duty, Holiday, Leave,
etc).

Print Employee Master (Short) — to produce ar eport listing basic
employee information.

Print Employee Master (L ong) — to produce a report listing all
information for employees.

Mass Set Trans Bud By Dept —to set the Employee Magterfile Budget
Accounting Code to records with the missing BAC in the Transaction file
based on Date Range and Departmert.

Mass Set Pay Rate By Dept — to set Pay Rates, Budget Accounting Code
and Enployee Type inthe Employee M asterfile based on Department.

Budget Code Masterfile Print — To print the Budget Account Codes and
related infor mation.

Adjustment Passwor d Mai ntenance — to password the Employee
TimeCard Maintenanceso only authorized persons can use it.

Exception TimePosting— to create Exception TimeCard transactions by
Campus or Spedfic Enployees.

Mass Delete Exception Time — to delete Exception TimeCard transactions
by Campus, Transaction Date and Exception Code.

Extract OE Codes from EDP PR —to extract EDP Other Earnings Codes
and create corresponding Budge Accournting Codes.

Merge EDP Employees to TimeCard— to extract EDP Pasomnd Masters
and create corresponding Employee Masters.
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Chapter 4 - File Maintenance

Section 4.2 — Budget Code Master Maintenance

Purpose To add, change or delete account infor mation in the Budget Code Master File.
These records are only used to validate the entry of codes in various sections of the

& TimeCard Il system The information DOES NOT feed back into theEDP
system.

These records should be imported directly from the EDP Personnel System. This
& will be the quickest as well as most accurate way of setting up the accounts. See
Section 4.21 (pg. 77) for further information.

Menu Selection: From theTimeCard System MainMenu,

TM-01-01 ol 1
1 Type MMT;I tochoose TimeCard Maintenance Menu.
2. Type MMT;I to choose Budget Code Master Maintenance.
3. The screen displays:
MAY 19, 2003 BUDGET ACCOUNT CODE MAINTENANCE TMS00411-22
BUDGET ACCOUNT CODE-[ 1 PRESS <ENTER> TO QUIT l

Figure 23 - Budget Aacount Code Maintenance, Account Code Entry Screen

4, Enter the Budget Account Code and EI for the record you want to cregte,
edit, or delge. The Budget Account Code idertifies arecordin the file.

. Entering El without entering a Budget Account Code will exit
you from thistask.

. Entering EI will bring up a window with alist of Budget

Account Codes. You may usethe@ and LT] keys to move the
cursor up and down in thelist. To select the highlighted code

pressé'. To exit the lookup and not select a record press any
other key.

. If you see a screen similar to:

** RECORD IN USE **
FILE NAME: BAOOSMST I
PROCESS 1D: 0022344
USER ID: rkmtms I
Press <Enter> To Retry I

Press <CTRL C To Abort

Figure 24 - Budget Account Code Maintenance, Record In Use Screen
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Chapter 4 - File Maintenance

This means you requested arecord being edited by someone ese.
Only oneperson canedit arecard at atime The person who has
the record locked isidentified by USER ID which is their login
ID.

Press@] to retry retrieving the record.

Y ou may break out of the record lock screen by pressing @@
Y ou will then havethe option tologaout out of the system by press

@ or press@ to return you to a menu.

. If no records exists for thecodeyou entered, you will be
prompted with:
DO YOU WANT TO ADD NEW ACCOUNT? - * [

Figure 25 - Budget Account Code Maintenance, New Account Confirmation

Ente @ to createarecordfor thiscode, cchawis enter @ to
enter a different Budget Account Code.

If you chooseto createa new record, a blank screenwill be
presented for you to fill in the information for each field.

. If the record exists, it will be displayed as shown below and you
can edit, or delete it, as described below.

MAY 19, 2003 BUDGET ACCOUNT CODE MAINTENANCE TMS00411-22 I

BUDGET ACCOUNT CODE-[AO1]
01=ACCT DESCRIPTION-[AIDE SALARY ]

02=BUDGET ACCT NUM -[199-11-6129-00-110-3-11-A 1
03=ACCOUNT ACTIVE -[M]

O5=EXTRA PAY ACCT -[ 1

06=ACCOUNT TYPE -[M]
07=ACCESS -1

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 26 - Budget Aaccount Cade Maintenance, Edit Saeen

5. To edit the record:
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Yk

Field
Budget Account Code
Account Description

Budget Account
Number

Account Active

Default Overtime
Account

&

Extra Pay Account

Accourt Type

Atthe ALL OK? (YNC) prompt typeE] and you will be prompted for
the number of the field you wish to change Enter the number of the field

and preSS\_l You will be positioned at the fi ed where you may enter

the new valueand preSS\_I to return you to thefidd numbea prompt.

PressL| at the field number pronmpt when you have cormmpleted your
changes Youwill then bereturned to the All OK prompt whereyou may

type E to keep the changes.

6. To delete the record, type . Y ou will be asked to confirm your decision
to deetetherecord. Atthe ALL OK?(YN) prompt type to keep the
recard. If you are sure you want to dd ete the record you can enter .

CAUTION: Be sure you want to delete the record. There is NO way to bring

it back.

Format

3 characters.

12 characters.

18 characters.

1 character.

3 characters.

3 characters.

1 character.

Purpose
Uniqudy identifies a singlerecard
Desaibesthe purpose of the account. Reference Only

Thisisthe Budget Account number associated with this
account. Reference Only

This fidd indicates if this record is active for use.

. Y indicates the Budget Account
Codeis availabl e for use.

. N indicates the Budget Account
Codeis not available for use.

This field indicates a different account code to be used for
overtime hours.

Thisfield isonly available if the Auto OT Tracking
option isturned on. See Auto OT Tracking in Section
2.2 (pg. 12).

Thisfield indicates a different account code to be used for
extra hours. Extra hours ar e hours worked in excess of
the scheduled or allowed hours but less than the Overtime
Threshhold (See Allowable Hours, pg.. 34, Scheduled
Hours, pg. 36, OT Threshold, pg. 34).

Thisfield isinformational only. Reference Only
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Access

1 character.

Thisfield isinformational only. Reference Only

Section 4.3 — Employee Master Maintenance

Purpose:

&

&

Menu Selection:

TM-01-02

EMPLOYEE NO

To add, change or delete employee infor mation in the Employee Magter File.

These records are only used to validate the entry of codes in various sections of the

TimeCard Il system The information DOES NOT feed back into the EDP

system.

These records should be imported directly from the EDP Personnel System. This
will be the quickest as well as most accurate way of setting up the accounts. See
Section 4.22 (pg. 78) for further information.

From the TimeCard System Main Menu,

1.

2.

3.

Type MB\AI tochoose TimeCard Maintenance Menu.

Typemmg tochoose Employvee Master Maintenance.

The screen displays.

MAY 19, 2003 EMPLOYEE MASTERFILE MAINTENANCE TMSO0511-22 I

— [*********]

Figure 27 - Employee Master Maintenance, Employee Number Entry Screen

4.

Enter the Employee Number and E' for the record you want to cregte,
edit, or delee. The Employee Number identifies arecard inthefile

Pressing \A' without entering an Employee Number will exit you
from this task.

Entering j_] will bring up an employee search window. You

will bepromptedto enter Last Name: Pr&esLI without
entering part of an employeenamewill eX|t yau from the lodkup.
After entering the last name information, you will be prompted for
theFirst Name:.You may enta none al, or part of afirst

nameto refire your search. PI’eSS\_| when you have entered the
first name and the list of employees will display. Y ou may use the

D and D keys to move the cursor up and down in thelist. To

seled the highlighted employee pressJ To exit the lookup and
not select arecord press any other key.

If you see a screen similar to:
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** RECORD IN USE **
FILE NAME: EMOOSMST
PROCESS ID: 0022344
USER ID: rkmtms
Press <kEnter> To Retry

Press <CTRL C To Abort I

Figure 28 - Employee Master Maintenance, Record In Use Screen

This means you requested arecord being edited by someone ese.
Only oneperson can edit arecard at atime The person who has
the record locked is identified by USER ID which istheir login
ID.

Pr%s@] to retry retrieving the record.

You may break out of the record lock screen by pressing @@
Y ou will then havethe option tologout out of the system by press

m or press@ to return you to a menu.

. If no records exists for the employes number you entered, you will
be prompted with:

DO YOU WANT TO ADD NEW EMPLOYEE?- * I

Figure 29 - Employee M aster Mai ntenance, New Employee Confirmation

Ente @ to createarecordfor thisemployes, adhawise enter @
to enter a different Employee Number.

If you chooseto createa new record, a blank screenwill be
presented for you to fill in the information for each field.

. If the record exists, it will be displayed as shown below and you
can edit, or deleteit, as described below.
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MAY 19, 2003 EMPLOYEE MASTERFILE MAINTENANCE TMSO0511-22
EMPLOYEE NO -[000101741]

01=EMP LAST NAME-[SMITH 1 16=WORK CYCLE -[

02=EMP FRST NAME-[LINDA 1 17=DOCK YTD HRS -[ ~ .00 ]
03=EMP MDDL NAME-[ | 18=ALLOWABLE HRS-[ .00 ]
04=EMP ADDRESS -[1810 SILVER SANDS DRIVE ] 19=HOURS DATE  -[10/10/2000]
05=EMP CITY/STA -[CORPUS CHRISTI, TX 1] 20=SICK ALLOW -[ .00 ]
06=EMP ZIP CODE -[000078413] 21=VAC ALLOW -[ .00 ]
07=EMP PHONE -[3612445555] 22=SICK ACCUM -[ 00 ]
08=SOC SEC NO  -[645708339] 23=VAC ACCUM -[ .00 ]
09=DIST EMP NO -[000101741] 24=LUNCH ALLOWED-[ .00 ]
10=CAMPUS 1D -[0114] 25=0T THRESHOLD -[ 2.02 ]
11=DEPARTMENT # -[0114]

12=CURR STATUS -[I]

13=ACTIVE?(Y/N) -[Y]

14=LUNCH FLAG ~ -[Y] Y=CLOCKS OUT AT LUNCH

15=TEMP-EMPL -[Y1

ALL OK?(YNCR)-[*]
R=Change Rates
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 30 - Employee Master Maintenance, Edit Saeen

5. To edit the record:

Atthe ALL OK? (YNCR) prompt type @ and you will be prompted for
the number of the field you wish to change Enter the number of the field

and pr%s\_] You will be positioned at the fi ed where you may enter
the new valueand preSS\_I to return you to thefidd numbea prompt.

M&BLJaﬂwﬂddnmmapmmMMmmymHmmumuamymn
changes Youwill then bereturred to theAll OK prompt whereyou may

type E] to keep the changes.

6. To Review or Edit the Employee's rates, type @ and a secondary
window will display with the Employee’s Rates, Dates, Budget Account
Codes and Scheduled Hours.
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MAY 19, 2003+-----—--—--——————- EMPLOYEE RATES & BUDGET CODES-------—---—--—-——- 1
RATE BUDGET
EMPLOYEE HOURLY CHANGE ACCT SCHEDULED I
RATE DATE CODE HOURS
01=EMP LAST JO1=[ 7.5000 ] 02=[11/12/2003] 03=[A01] [AIDE SALARY ] 04=[ .00]
02=EMP FRST |O5=[ 8.7500 ] 06=[11/12/2003] 07=[B02] [SUMMER SCH 7] 08=[ .00]
03=EMP MDDL ]09=[ 10.5000 ] 10=[01/10/2000] 11=[A03] [BUS DUTY-REG] 12=[ .00]
04=EMP ADDRE|13=[ 7.0000 ] 14=[01/01/2003] 15=[A98] [STAFF MEETG.] 16=[ .00]
O5=EMP CITY/|17=[ 8.1000 ] 18=[02/20/2003] 19=[B89]1 [HS VOE DRIVE] 20=[ .00]
06=EMP ZIP C]21=[ 0.0000 ] 22=[00/00/0000] 23=[ 1 L 1 24=[ .00]
07=EMP PHONE]25=[ 0.0000 ] 26=[00/00/0000] 27=[ 1 [ 1 28=[ .00]
08=S0C SEC NJ29=[ 0.0000 ] 30=[00/00/0000] 31=[ 1L 1 32=[ .00]
09=DIST EMP [|33=[ 0.0000 ] 34=[00/00/0000] 35=[ 1 [ ] 36=[ .00]
10=CAMPUS ID|37=[ 0.0000 ] 38=[00/00/0000] 39=[ 1 [ 1 40=[ .00]
11=DEPARTMEN|41=[ 0.0000 ] 42=[00/00/0000] 43=[ ] [ 1 44=[ .00]
12=CURR STAT|45=[ 0.0000 ] 46=[00/00/0000] 47=[ 1 [ 1 48=[ .00]
13=ACTIVE?(Y|49=[ 0.0000 ] 50=[00/00/0000] 51=[ 1 [ 1 52=[ .00]
14=LUNCH FLA|53=[ 0.0000 ] 54=[00/00/0000] 55=[ 1 [ 1 56=[ .00]
15=TEMP-EMPL|57=[ 0.0000 ] 58=[00/00/0000] 59=[ 1 [ ] 60=[ .00]
61=[ 0.0000 ] 62=[00/00/0000] 63=[ 1 [ 1 64=[ .00]
ALL OK?(YNCR
R=Change Rat|FIELD-[**]
i + l

Figure 31 - Employee Master Maintenance, Rates & Budget Cades

To edit the Rates, Dates, Budge Codes ar Scheduled Hours:

At the FIELD prompt you are prompted for the number of the field you
wish tochange Enter thenumbe of thefieldand pr%sL] Y ou will be
positioned at the fidd where you may enter the new value and pressL]

Y ou will return to the fidd number prompt.

To exit this screen Pressé' at the field number prompt when you have
completed your changes or viewing.

7. To deetetherecord, type @. Y ou will be asked to confirm your decision
to deletetherecord. Atthe ALL OK?(YN) prompt type@ to keep the
recard. 1f youare sure you want to dd ete the record you can enter E

% CAUTION: Be sure you want to delete the record. There is NO way to bring
it back.
Field Format Purpose / Notes
Employes No 9 characters. Uniquely identifies an employee’ s record.
Emp Last Name 20 characters. Employee’s Last Name. Required - non-blank.
Emp Frg Name 15 characters. Employee’s First Name or Initial. Required - non-blank.
Emp Mddl Name 15 characters. Employe2’s Midde Nameor Initial. Optional.
Systems Design, Inc. Page 32
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Emp Address
Emp City/Sta
Emp Zip Code
Emp Phone
Soc Sec No

Dist Emp No

Campus ID

Department #

Curr Status

ActiveqY/N)

LunchFlag

Temp-Emp

25 characters.

20 characters.

9 digits.
10 digits.
9 digits.

9 digits.

4 characters.

4 characters.

1 character.

1 character.

1 character.

1 character.

Employee’ s Address. Reference Only.

Employe=’'s City, State Reference Only.

Employee's Zip Cade. Reference Only.

Employe=’ s Tdephone Number. Reference Only.
Employee's Sccial Security Number. Reference Only.

Employee’ s District Employee Number. This number is
used when interfacing to other payroll systens.

Employee’s Primary Campus|D. Used for ordering
employees.

Employee’s Primary Department Number. Used for
ordering employees.

Employegs Current TimeCard Status.

. I indicates the employee is
currently clocked in.

. 0] indicates the employee is
currently clocked out.

Employee s TimeCard Access Status.

. Y indicates the employee is
alloved tousethe TimeCard
System.

. N indicates the employee is not
alloved tousethe TimeCard
System.

Employee’s Lunch Clock Out flag.

. Y indicates the employee clocks
out during lunch.

. N indicates the employee does not
clock out during lunch. Thetime
specified in Lunch Al lowed
will be automatically deducted
from this employee s daily
hours.

Employe2’s Temporary Status Reference Only.

. Y indicates theemployeeis a
temporary employee.
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Work Cycle

Dok YTD Hrs

AllowableHrs

Hours Date

Sick Allow

Vac Allow

Sick Accum

Vac Accum

1 character.

3.2- numeric.

3.2- numeric.

6 digits.

3.2- numeric.

3.2- numeric.

3.2- numeric.

3.2- numeric.

. N indicates the employee is not a
temporary employee.

Employee’ sWork Cycle.

. D indicates theemployeeworks a
daily schedule.

. w indicates theemployeeworks a
weekly schedule.

Number of hourshas been Docked YTD. Not Editable.

Number of Hour s is scheduled to work.

. Hours abovethislimit will bereported as
Excess Hours on the Audit report and
postedto theEXTRA PAY ACCT
specified in the Budget Account Code.

. When exception time is ertered, thisis
the default number of hours.

. This field does not cause the
SCHEDULED HOURS OVER AND
UNDER to prirt on thetimecard. Use
the Scheduled Hours fidd for that

pur pose.

This field does not cause the SCHEDUL ED HOURS
OVER AND UNDER to print on the timecard. Usethe
Scheduled Hours fidd (pg. 36) for that purpose.

Thisfieldis not usedif ANY Scheduled Hours (pg 36)
are specifi ed for the employee.

This field is used f or automatic posting of exception time
(e.g. holidays), see Exception Time by Campus - Section
4.17 (pg. 69), Exception Time by Individuals - Section
4.18 (pg. 7).

Daethe Al lowable Hours fiddwaslast changed.

Number of sick hours allowed per work period.
Reference Only.

Number of vacation hours allowed per work period.
Reference Only.

Number of sick hoursavailablefor use Reference Only.

Number of vacation hours available for use. Reference
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Lunch Allowed

OT Threshold

Employee Type

Only.

1.2- numeric. Number of hours an employee is dlowed for lunch. This
isused when Lunch FlagissettoN. If theamountis
set to zeo, thentheamount pedfiedin the TimeCard
System Parameter File (see LUNCH ALLOWED on page
13) will be used.

3.2- numeric. Number of hour s an employee can work before being
rai sed to overtime.

1 character. Indicator of how an employee’s hours ar e calculat ed.

. P Prescheduled Hours - Indicates
theemployee’ sregular hours are
not to bereported. This may
ind catea para-professional
employee ar someone who is
salaried.

. D Dual Rate- Indcates an
employeehas multiple rates,
otherwise all time is based on the
primary (first) pay rate.

. S Salaried - Indicaes an
employee’ sAllowablehous
aren't to be reported to the
payroll interface.

e.g. An employee is contracted to work 30 hour s aweek for a fixed amount of
money. The anployee master is set up with the following fidds:

Work Cycle W
Allowable Hours 30.00
OT Threshold 40.00
Employee Type S

Scenario 1: The employee works 28.00 haurs.

No time will be reported to the payroll system since he worked
lesshoursthan his salary requires The payroll sygemwill pay
the base salary.

Scenario 2: The employee works 35.00 haurs.

5 hour s of Excesstime will be reported to the payroll system
since he worked 5.00 more hour s than his salary requires. The
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Hourly Rate

&

Rate Change Date
Budget Acct Code

Scheduled Hours

&

&

payrdl system will pay the base salary plus 5 hours. Theextra
hours will be associated with the Extra Pay Account specified in
theBudget Accourt Maste. |If no cadeis specified, the hours
will be associated with the Budget Account Code.

Scenario 3: The employee works 45.00 haurs.

3.4- numeric.

6 digits.

3 characters.

2.2 numeric.

10 hours of Excesstime and 5 hours of overtime will be reported
to the payroll system since he worked more hours thanhissalary
requires.

45 total hours worked - 40 hours (OT Threshdd) = 5 haurs
overtime.

40 regular hours warked - 30 haurs (Allow Hours) =10 haurs
Excesstime.

The payroll system will pay his base saary plus5 hours overtime
plus 10 excess hours at the hourly rate.

The hourly rate for this enployee for time assod ated with
the Budget Account Code.

Thefirgt rate (Field 01) isthe default rate. If an Hourly
Reateis not specified for a Budget A ccounting Code, then
the first rate will be usedfor all calculatiors.
DatetheHourly Rate field waslast changed.

A Budget Account Code authorized for this employee.

Thenumber o hours the employee is scheduled to work
for the Budget Acct Code.

Thisfidd causesthe SCHEDULED HOURS OVER
AND UNDER to print on the timecar d.

This field OVERRIDES the AllowableHours (pg. 34)
for the employee.

Section 4.4 — Transaction File Maintenance, Inquiry

Purpose:

&

To add, change, delete or inquire TimeCard transactions in the Transaction File.

Exception time transactions are not accessed with this program. See Section 4.9
(pg. 50) for further i nformation on Exception Time.
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Add, Change, and Delee functions are coveredin sedions 4.6 (pg. 44), 4.7 (pg.

& 48), and 4.8 (pg. 49) respectively. An overview of these functions are described in
Section 4.5 (pg. 42)

Menu Selection: From the TimeCard System Main Menu,

TM-01-03 1 Type @ET;I tochoose TimeCard Maintenance Menu.

2. Type M&]T;I tochoose Transaction File Maintenance.

3. The screen displays:

MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT TMSO01011-21 I

FUNCTION-[*] C=CHANGE

D=DELETE
NQUIRY
E=RETURN TO DISTRICT OPTION

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 32 - Transaction File Maintenance, Menu Screen

4., From this menu you sdlect which function you wish to perform.
. A Add TimeCard entriesto the transaction file.
. C Change TimeCard entriesin the transaction file.
. D Delete TimeCar d entri es from the transaction file.
. I Inquire TimeCard entriesin the transaction file.
. E Exit from Transaction File Maintenance

To help facilitate understanding TimeCard Transactions will first look at the
& Inquiry option since it will show some concepts that it is necessary to understand
for the Add/Change/Delete furctions.

5. Type E] and the TimeCard Inquiry screen will display:
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MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT TMS01011-21 I

A=ADD
FUNCTION-[*] C=CHANGE

D=DELETE

1=INQUIRY

E=RETURN TO DISTRICT OPTION

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 33- TimeCard Maintenance, TimeCard Inquiry

6. Enter the Employee Number and \’Al for theemp oyee you want to
inqure. Theemployes's name will dsplay to theright.

. Pressing Fi' without entering an Employee Number will exit you
from this task.
. Entering DJ will bring up an employee search window. You

will bepromptedto enter Last Name: Press_l withaout
enteing part of an employee namewill eX|t yau from the lodkup.
After entering the last name information, you will be prompted for
the First Name:.You may ente none al, or part of afirst

nameto refine your search. Pressﬂ when you have entered the
first name and the list of employees will display. Y ou may use the

D andD keys to move the cursor up and down inthe list. To

seled the highlighted employee pr%s\_l To exit the lookup and
not select arecord press any other key.

After entering an employee number the screen will display:

PERIOD START DATE-[****** 1 I

Figure 34- TimeCard Maintenance, TimeCard Inquiry, Period Sart Date

7. Enter the Start Date(MMDDYY) of theperiod you want toinquire.
Transactions before this date will not display.

After entering the Period Start Date the screen will display:

Systems Design, Inc. Page 38
TMS Il User Manual v1.2 September 24,2004



Chapter 4 - File Maintenance

PERIOD STOP DATE-- [****** ] I

Figure 35- TimeCard Maintenance, TimeCard Inquiry, Period Sop Date

8. Enter the Stop Date (MM DDY'Y) of the period you want to inquire.
Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 TIMECARD INQUIRY TMS30111-21 I

ENTER EMPLOYEE I1D-[ 559437] LOGAN, OCTAVIA

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/07/2003]

ALL OK?(YNC)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 36 - Ti meCar d Mai ntenance, TimeCard Inquiry, Confirmation

0. If your want to changeyou chaces enter @ and the entry will restart at
the employe= number. Erter and the inquiry will display.
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MAY 19, 2003 TIMECARD INQUIRY TMS30111-21
REPORTING PERIOD: 03-01-2003 TO 03-07-2003
DEPT: 0016 EMPL# 559437 LOGAN, OCTAVIA

"ENTER®™ TO CONTINUE

DATE  SEQ IN  SEQ OUT  TIME DATE SEQ IN  SEQ OUT  TIME I
03-03-03 010 05:56 020 12:50
030 13:19 040 14:19 I
8.00
03-04-03 010 05:57 020 12:47 I
030 13:16 040 14:20
8.00 I
03-05-03 010 05:56 020 12:47
030 13:16 040 14:15
7.75 I
03-06-03 (0041)--- SICK PAY 8.00
03-07-03 010 05:57 020 12:49 I
030 13:16 040 14:25
8.00 I
** TOTAL DIST-ID# 654321 39.75 ** I
i

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 37- TimeCard Inquiry, Sample Inquiry without Budgetary Acoounting I/F

MAY 19, 2003 TIMECARD INQUIRY TMS30111-21
REPORTING PERIOD: 03-01-2003 TO 03-07-2003
DEPT: 0016 EMPL# 559437 LOGAN, OCTAVIA

DATE SEQ IN SEQ OUuT TIME DATE SEQ IN SEQ OuUT TIME
03-03-03 010 05:56 020 12:50 03-06-03 (0041)--- SICK PAY 8.00
BUDGET: A39=REG RATE PAY 03-07-03 010 05:57 020 12:49
030 13:19 040 14:19 BUDGET: A39=REG RATE PAY
BUDGET: A39=REG RATE PAY 030 13:16 040 14:25
8.00 BUDGET: A39=REG RATE PAY
03-04-03 010 05:57 020 12:47 8.00
BUDGET: A39=REG RATE PAY
030 13:16 040 14:20 ** TOTAL DIST-ID# 654321 39.75 **
BUDGET: A39=REG RATE PAY "ENTER®" TO CONTINUE
8.00

03-05-03 010 05:56 020 12:47
BUDGET: A39=REG RATE PAY
030 13:16 040 14:15
BUDGET: A39=REG RATE PAY
7.75

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 38- TimeCard Inaquiry, Sample Inquiry with Budgetary Accounting I/F

FIELD EXPLANATION

REPORTING PERIODrhe range of dates requested for thisinquiry.

DEPT Primary Department ID for this employee.
EMPL# Employee Number and name.
DATE Date the employee worked.
Systems Design, Inc. Page 40
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SEQ

IN

SEQ

ouT

TIME
DIST-1D#

TIME

&

The sequence number of the Clock In transaction.
The time the employee Clocked-In.

The sequence number of the Clock Out transaction.
The time the employee Clocked-Qut.

The amount of time an employee worked.

The District (othe payroll system) ID.

The total amount of time the employee worked.

Note that the saquence numbers are assigned automatically in incremerts of 10
(i.e. 10, 20, 30, ...) so as to alow room for insertion of additional clock in and
clock aut transactions Thetransections are processal in sequence number order.

It is easiest to insert a missing transaction before any subsequent transactions
(clock infout) are created (i.e. fix it now, before the next clock in/out for this
employee occurs). It is easiest to continue the same sequence number and
incremert for missing transactions (i.e. if only adock in transaction existswith
sequence number 010t is easy to use the subsequent sequence numbers to keep
things ordely (020, 030, ...).

If the missing transaction(s) must be placed between two existing transactionsiit is
necessary to select sequence numbers that would place the transactionsinto the
proper order. e.g. An employee clocksin and out as usual, but didn’'t clock out for
amedical vidt but does clock out when their work day is complete.

Assuming we are using the transactions exampl e for 03/04/03 shown on page 40.
Let’s assume the enployeeleft at 9:15 andreturned at 10:00. We would need to
insert two transactions (a clock out at 9:15 and aclock in at 10:00). We pick two
numbe's between 010 and 020. Let make theclock out at 9:15 transaction # 13
and the clock in transaction # 16. After the corrections the screen would show:

Systems Design, Inc.
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MAY 19, 2003 TIMECARD INQUIRY TMS30111-21
REPORTING PERIOD: 03-01-2003 TO 03-07-2003
DEPT: 0016 EMPL# 559437 LOGAN, OCTAVIA
DATE SEQ IN SEQ OuUT TIME DATE SEQ IN SEQ OuUT TIME
03-03-03 010 05:56 020 12:50
030 13:19 040 14:19
8.00
03-04-03 010 05:57 013 09:15 <----------- Inserted Clock Out transaction
Fom—— > 016 10:00 020 12:47
| 030 13:16 040 14:20
e 7.25----Inserted Clock In Transaction
03-05-03 010 05:56 020 12:47
030 13:16 040 14:15
7.75
03-06-03 (0041)--- SICK PAY 8.00
03-07-03 010 05:57 020 12:49
030 13:16 040 14:25
8.00
** TOTAL DIST-I1D# 654321 39.00 **
"ENTER®" TO CONTINUE
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 39 - TimeCard Inquiry, Sample Updated Inquiry wit hout Budgetary Accounti ng Interface

MAY 19, 2003 TIMECARD INQUIRY TMS30111-21 I

REPORTING PERIOD: 03-01-2003 TO 03-07-2003
DEPT: 0016 EMPL#

559437 LOGAN, OCTAVIA

DATE SEQ IN SEQ OUT TIME DATE SEQ IN SEQ OUT TIME
03-03-03 010 05:56 020 12:50 03-06-03 (0041)--- SICK PAY 8.00
BUDGET: A39=REG RATE PAY 03-07-03 010 05:57 020 12:49
030 13:19 040 14:19 BUDGET: A39=REG RATE PAY
BUDGET: A39=REG RATE PAY 030 13:16 040 14:25
8.00 BUDGET: A39=REG RATE PAY
03-04-03 010 05:57 013 09:15 <--------- Inserted Clock out Transaction 8.00
BUDGET: A39=REG RATE PAY
Pomoome > 016 10:00 020 12:47 ** TOTAL DIST-I1D# 654321 39.00 **
| BUDGET: A39=REG RATE PAY "ENTER®" TO CONTINUE
| 030 13:16 040 14:20
| BUDGET: A39=REG RATE PAY
T et 7.25----Inserted Clock In Transaction
03-05-03 010 05:56 020 12:47
BUDGET A39=REG RATE PAY
030 13:16 040 14:15
BUDGET: A39=REG RATE PAY
7.75

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 40 - TimeCard Inquiry, Sample Updated Inquiry with Budgetary Accounting Interface

Section 4.5 — Transaction File Maintenance, Add, Change, Delete

Purpose:

&

&

To add, change, delete or inquire TimeCard transaction in the Transaction File.
Exception timetransactions are not accessed with this program. See Sections 4.9
(pg. 50), 4.17 (pg. 69) and 4.18 (pg. 71) for further information on Exception
Time.

Theinquiry featureis explained in Section 4.4 (pg. 36).

Systems Design, Inc.
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Menu Selection: From the TimeCard System Main Menu,

TM-01-03 1

Type @ET;I tochoose TimeCard Maintenance Menu.

2. Type M&]T;I tochoose Transaction File Maintenance.

3. The screen displays:

MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT TMSO01011-21 I

FUNCTION-[*] C=CHANGE

D=DELETE
I=INQUIRY
E=RETURN TO DISTRICT OPTION

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 41 - Transaction File Maintenance, Menu Screen

4., From this menu you sdlect which function you wish to perform.
. A Add TimeCard entriesto the transaction file.
. C Change TimeCard entriesin the transaction file.
. D Delete TimeCard entri es from the transaction file.
. I Inquire TimeCard entries in the transaction file.
. E Exit from Transaction File Maintenance

To hdp fadlitate underganding TimeCard Transadions you shoud first ook at
& the Inquiry option sinceit will show some concepts that are necessary to
understand for the Add/Change/Delete functions. See Section 4.4 (pg. 36).

5. Type @, @ or @ and the TimeCar d Maintenance screen will display:

Systems Design, Inc.
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MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT ADD

AAAAAA

EMPLOYEE NO - [******x**] |
TRANS DATE -L 1
SEQ NUMBER -L 1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 42 - TimeCard Mai ntenance, TimeCard T ransaction Maintenance

6. Enter the Employee Number and \Al for the employee you want to add,
change, or delete transactions. The employee’ s name will display to the

right.

. Pressing él without entering an Employee Number will exit you

from this task.

7. Enter the Transaction Date(MMDDYY) for the transaction you wart to

maintenance.

8. Enter the Sequence Number of the transaction you want to maintenance.

After entry of the information one of severd things will occur depending

TMS01011-21

+ Function will show here
(ADD, CHARGE OR DELETE)

which function you sdedaedin step 4. Go to the appropriate step as

noted:

. Add - continue with Section 4.6 (pg. 44).
. Change- Go to Step 4.7 (pg. 48).

. Deldae - Go to Step 4.8 (pg. 49).

Section 4.6 — Transaction File Maintenance, Add

1 If atransaction exists which matches the parameters you entered a

message will display:

* ERROR 04 TRANSACTION ALREADY ON FILE I

Figure 43- TimeCard Maintenance, Transaction already on file
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and youwill betaken badk to Employee Number.

otherwise the entry screen will display:

2. The entry screen will display for you to enter the infor mation for the new
transaction:
MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT  ADD TMS01011-21

EMPLOYEE NO -[000559437] OCTAVIA LOGAN
TRANS DATE  -[03/03/2003]
SEQ NUMBER  -[050]

01=HOUR (00-23) - [**}

02=MINUTES

03=TYPE -1 0=0UT I=IN

04=LOCATION CODE-[0041] BERTA CABAZA JUNIOR HIGH
05=LUNCH FLAG  -[Y]

06=BUDGET CODE -[A03] BUS DUTY-REG

07=RATE -[ 6.5000 ]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 44 - TimeCard Maintenance, New Transaction Entry

FIELD FORMAT EXPLANATION

01=HOUR (00-23) 2 digits. The haur of thecurrent transaction. Thisis stared in 24-
hour faomat. Hours after 12:00 noon have 12 added to
them. Note the hour for Midnight is O.

Time Hour Time Hour Time Hour Time Hour
1pm 13 4 pm 16 7pm 19 10 pm 22
2pm 14 5pm 17 8 pm 20 11 pm 23

3pm 15 6 pm 18 9pm 21 12 pm 00

02=MINUTES 2 digits. The minutes of the current transaction. This must bein
the rangeof O to 59.
03=TYPE I character. The ty pe identi fies the transaction ty pe.
. [ Indicates a Clock In transaction.
. @] Indicates a Clock Out transaction.
04=LOCATION CODHE characters. The campus code for this transaction. The name of the

campus will be display tothe right.
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05=LUNCH FLAG [ character. This flag is retrieved automaticaly from the Employee
Master. This indicatesif the employee clocks out for
lunch or if alunch period is automatically deducted from
the employee stime. See LUNCH FLAG on page 33 for
further explanation.

06=BUDGET CODE 3 characters. The Budget Accounting Code associated with this
transaction.
07=RATE 3.4- numeric. The Pay Rate associated with this transaction. Thisfield

is retrieved from the Empl oyee Master when the Budget
Accaunting Cade is selected. Reference only.

After entry of the above fieldsan ALL OK (YNC) prompt display.

If the entries are correct, press. Continuewith Step 3.

If you want to change any of thefields, press@ and you will be prompted for the
field number to change.

If you want to abandon this entry, press.

MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT  ADD TMSO1011-21

EMPLOYEE NO -[000559437] OCTAVIA LOGAN
TRANS DATE  -[03/03/2003]
SEQ NUMBER  -[050]

01=HOUR (00-23) -[16] |
02=MINUTES -[00] AO3 BUS DUTY-REG |

+--BUDGET CODE CHOICES-+

03=TYPE -[1] O=0UT I1=IN AO7 LIB. SETUP
04=LOCATION CODE-[0041] BERTA CABAZA JUNIOR HIGH A57 EXTRA DAYS
O5=LUNCH FLAG -[Yl A72 TECHNOLOGY
06=BUDGET CODE -[AO03] BUS DUTY-REG A77 BUS MONITOR
O07=RATE -[ 6.5000 ] AAG6 PEIMS CLERK

BO2 SUMMER SCH
BO5 SP ED DRIVER
BO8 9TH SP. ED.
B10 HS SP ED.
A39 REG RATE PAY

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 45 - TimeCard Mai ntenance, Budget Code Selecti on

If adifferent Budget Codeis sdlected you will be prompted with a message:

SHOULD 1 UPDATE THE RATE?2(Y/N) [*] I

Figure 46 - TimeCard Maintenance, Updae Transadion Rate
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The prompt lets you know the rate for this Budget Code may be different
thantheprimary rate Enter m} if therateis correct and you don’t want

to changeit. Enter E if therate isincorrect andyou wart it to be
updated accordingly.

MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT  ADD TMS01011-21
EMPLOYEE NO -[000559437] OCTAVIA LOGAN
TRANS DATE  -[03/03/2003]
SEQ NUMBER  -[050]

01=HOUR (00-23) -[16]

02=MINUTES -[00]

03=TYPE -[1] 0=0UT I=IN

04=LOCATION CODE-[0041] BERTA CABAZA JUNIOR HIGH
05=LUNCH FLAG  -[Y]

06=BUDGET CODE -[A39] REG RATE PAY

07=RATE -[ 7.0000 ]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 47 - TimeCard Maintenance, Completed New Transadion Entry

3. After goring the transaction you will be prompted with a message:

CURRENT STATUS 1S CLOCKED IN
CHANGE THIS STATUS? (Y/N) - *

Figure 48 - TimeCard Maintenance, Update Clock In/Out Status

The prompt lets you know the current actual Clock In/Out status for this
employee from their Employee Master record and gives you the option of
updating it. If the employeeis gone for lunch or the day then it should
indicate they areclocked out. If they are onduty then it should indcate

they areclocked in Enter U if the status is correct and you don’t want

to changeit. Enter E if thestatus isincarrect and you want it to be
updated accordingly.

You will only be asked this question once if you are entering a series of
& transactions for an employee. T o update the fl ag manually use Employee
Master M aintenance - Current Status on page 33.
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Section 4.7 — Transaction File Maintenance, Change

1 If atransaction does not exist which matches the parameters you entered,
amessage will display:

* ERROR 05 TRANSACTION NOT ON FILE

Figure 49 - TimeCard Maintenance, Transactionnot onfile

and you will be taken back to Employee Number, otherwise the
Transaction M aintenance screen will display:

MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT  CHANGE TMSO01011-21
EMPLOYEE NO -[000559437] OCTAVIA LOGAN
TRANS DATE  -[03/03/2003]
SEQ NUMBER  -[010]

01=HOUR (00-23) -[05]

02=MINUTES -[56]

03=TYPE -[1] 0=0UT I=IN

04=LOCATION CODE-[0041] BERTA CABAZA JUNIOR HIGH
05=LUNCH FLAG  -[Y]

06=BUDGET CODE -[A39] REG RATE PAY

07=RATE -[ 7-0000 ]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 50 - TimeCard Maintenance, Edit Transaction Screen

See page 45 for explanations about the fields.

2. After therecord is displayed you will be at the ALL OK (YNC) prompt.

If the entries are correct or no changes need to be made, press@.
If you want to abandon the changes, press @ for cancel.

If you want to change any of thefields, pr%sD and you will be
prompted for the number of the field you wish to change. Enter the

numbe of thefieldand pressLI Y ou will be positioned at the field
whereyou may ente the new valueand pressLI to return you to the

field numbe prompt. Press_l a the field number prompt when you
have cormpleted your changes. You will then bereturned to the All OK

prompt where you may type E to keep the changes.
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3. After soring the transaction you will be prompted with a message:

CURRENT STATUS 1S CLOCKED IN
CHANGE THIS STATUS? (Y/N) - * l

Figure 51 - TimeCard Maintenance, Update Clock In/Out Status

The prompt lets you know the current actual Clock In/Out status for this
employee from their Employee Master record and gives you the option of
updating it. If the employeeis gone for lunch or the day then it should
indicate they areclocked out. If they are onduty then it should indcate

they areclocked in Enter U if the status is correct and you don’t want
to changeit. Enter if thestatusisincarect and you want it to be
updated accordingly.

You will only be asked this question once while working with a series of
& transactions for an employee. T o update the flag manually use Employee
Master M aintenance - Current Status on page 33.

4, Afte storingthe trarsactionyou will be prompted if youwould like to
work with the next transaction for this employee:

DO YOU WANT TO ACCESS THE NEXT TRANSACTION? (Y/N) - * _I

Figure 52 - Ti meCar d Mai ntenance, Next T ransaction

Ente _J to accessthe next transaction for this employee; otherwise enter
and you' Il be taken back to the Employee Nunber pronpt.

Section 4.8 — Transaction File Maintenance, Delete

1 If atransaction does not exist which matches the parameters you entered,
amessage will display:

* ERROR 05 TRANSACTION NOT ON FILE I

Figure 53- TimeCard Maintenarnce, Transaction not onfile

and youwill betaken badk to Employee Number.

otherwise the Transaction Maintenance screen will display:
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MAY 19, 2003 EMPLOYEE TIMECARD TRANS MAINT  DELETE TMS01011-21
EMPLOYEE NO -[000559437] OCTAVIA LOGAN
TRANS DATE  -[03/03/2003]
SEQ NUMBER  -[050]

01=HOUR (00-23) -[16]

02=MINUTES -[oo]

03=TYPE -[1] 0=0UT I=IN

04=LOCATION CODE-[0041] BERTA CABAZA JUNIOR HIGH
05=LUNCH FLAG  -[Y]

06=BUDGET CODE -[A39] REG RATE PAY

07=RATE -[ 7-0000 ]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 54 - TimeCard Maintenance, Delete Transaction Screen

After therecord is displayed you will beat the ALL OK (YNC) prompt.

If you do na wart to celde the record, erter and you will be taken
back to the Ermployee Numbe prompt.

If you want to abandon deleting the transaction, press@ for cancel. You
will be prompted to confirm your decision to cancel delding this
transaction. Erter[l] and you will be taken back to the Employee
Number prompt; atherwise enter @ and you will be taken back to the
ALL OK (YNC) prompt.

If you aresure you want to ddetethis recard, pressE] and you will be
asked to confirm your decision to delete this record:

ALL OK?(YNC)-[Y] ARE YOU SURE?(YN)-[*]

Figure 55 - Ti meCar d Mai ntenance, Delet e Transaction confirmation

If you aresure you want to ddetethis recard, press@; other wise enter
”E and you will betakenback tothe ALL OK (YNC) prompt.

Section 4.9 — Employee Exception Time Maintenance

Purpose: To add, change, and delete Exception TimeCard Transactions to the Transaction
File.
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&

Menu Selection:
TM-01-04

MAY 19, 2003

EMPLOYEE NO
TRANS DATE
TRANS CODE
LOCATION

See Sections4.16 (pg. 68), 4.17 (pg. 69), 4.18 (pg. 71), 4.19 (pg. 75), and 4.20
(pg. 75) for further i nformation on Exception Time.

TimeCard transactions are coveredin Sedions4.4 (pg. 36), 4.5 (pg. 42), 4.6 (pg.
44), 4.7 (pg. 48), and 4.8 (pg. 49).

From the TimeCard System Main Menu,

1. Type @BFJ to choose TimeCard Maintenance Menu.

2. Type @E\AI to choose Employee Exception Time

Maintenance.

3. The screen displays:

TIMECARD EXCEPTION TIME MAINT TMS020W-20

_ [*******7\-)(]

-L 1
-L1
-I 1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 56 - Exception Time Maintenance, Entry Screen

4, Enter the Employee Number and press@] for this Ex ception
Transaction The employee s name will display tothe right.

. Pressing FAI without entering an Employee Number will exit you
from this task.
. Entering D_' will bring up an employee search window. Y ou

will bepromptedto enter Last Name: Pr&esLI without
entering part of anemployeenamewill eX|t yau from the lodkup.
After entering the last name information, you will be prompted for
theFirst Name:.You may enta noneg all, or part of afirst
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nameto refine your saarch. Pressﬂ when you have entered the
first name and the list of employees will display. Y ou may use the

@ and @ keys to move the cursor up and down in the list. To
seled the highlighted employee pressEI. To exit the lookup and

not select arecord press any other key.

. Entering E]F;' will bring up the TimeCard Inquiry screen. See

Section 4.4 (pg. 36) for indructionson how to usethe Incuiry

feature.

5. Enter the Date (MMDD YY) for this Exception Transaction.

6. Enter the Transaction Code for this entry.

CODE | EXPLANATION

J Jury Duty

Holiday

Sick Pay

Vacation Pay

Dock Pay

Retroactive Pay

Non-Worked Haurs

L eave Without Pay

Comp Time

WOrZ 00 <|lwn T

Bereavement

P Personal Leave

Figure 57 - Exception Transaction Codes

7. Enter the Campus ID for this transaction.

This would usually be the primary campus for thisemployee. See
& Campus ID in Employee File Maintenance on page 33 for further

information.

If arecord doesn't exist matching the fields you entered (Employee

Number, Transaction Date, Transaction Code, and Campus ID), you will

be given the option to create a new record:

DO YOU WISH TO ADD NEW RECORD-Y/N I

Figure 58 - Ex cepti on Time Maintenance, Addition Confirmeation

Ente @if you wish to create a new transaction and you will be given a
screen with fid dsto create the transaction.  If you do not wish to create a
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new transaction enter @

If arecord exists matching the fields you entered it will be displayed and
you will be taken to edit mode:

MAY 19, 2003 TIMECARD EXCEPTION TIME MAINT TMSO020W-20 I

EMPLOYEE NO -[000559437] OCTAVIA LOGAN

TRANS DATE -[03/21/2003]

TRANS CODE -[J] JURY DUTY

LOCATION -[0041] BERTA CABAZA JUNIOR HIGH
01=TIME -[ 8.00 ]

02=PAY RATE -[ 7.0000 ]

03=EFF DATE -[07/08/2003]

04=REASON ~[COURT RECEIPT

05=BUDGET ACCOUNT CODE -[A03] BUS DUTY-REG

ALL OK?(YNC)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 59 - Exception Time Maintenance, Edit Sareen

FIELD EXPLANATION

01=TIME The number of hour s the employee is to be compensated.

02=PAY RATE The hourly rate far theemployee. Copied from Employee Master.

03=EFF DATE The dfedivedateof the transaction. This is usually the date the transaction was
entered.

04=REASON A description about the purpose or supparting documertation or ather nate about

thistransaction. Reference use only.

05=BUDGET The Budget Accounting Code associated with this transaction.
ACCOUNT CODE

8. After therecord is displayed you will beat the ALL OK (YNC) prompt
If the entries are correct or no changes need to be made, preﬁs@.
If you want to abandon the changes, press@ for cancel.

If you want to change any of thefields, pr%sj and yau will be
prompted for the number of the field you wish to change. Enter the

numbe of thefieldand pressJ You will be positioned at the field
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whereyou may ente the new valueand pressLl to return you to the

field numbe prompt. Press;l a the field number prompt when you
have cormpleted your changes. You will then bereturned to the All OK

prompt where you may type @ to keep the changes.

0. To delete the record, type @ Y ou will be asked to confirm your decision
to deletetherecord. Atthe ALL OK?(YN) prompt type@ to keep the
recard. If youare sure you want to dd ete the record you can enter E

% CAUTION: Be sure you want to delete the record. There is NO way to bring
it back.

Systems Design, Inc. Page 54

TMS Il User Manual v1.2 September 24,2004



Chapter 4 - File Maintenance

Systems Design, Inc. Page 55
TMS Il User Manual v1.2 September 24,2004



Chapter 4 - File Maintenance

Section 4.10 — Print Employee Master (Short)

Purpose: To print areport listing basic employee information.
Menu Selection: From the TimeCard System Main Menu,
TM-01-06 1. Type MB\AI to choose TimeCard Maintenance Menu.

2. Type@@g tochoose Print Employee Master (Short).

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pressﬂ and your default printer number will be displayed and used,
othewiseente the numbe of theprinte to recdvethe report.

4. Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-T 1 |

Type E if your choice was correct, otherwisetype@ and you will be
teken back tothe which Printer option.

5. Y ou will be asked which School’ s (Campus's) employees to list:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS905-20 I

ENTER SCHOOL TO PRINT: ***=*
(Press "Enter® for All)

Figure 60 - Print Employee M aster (Short), School Selecti on

You may enter aspecific School ID to sdlect only those employees

assigned to the specific schoal or typegl to list employeesfor al
schools.

6. Y ou will be asked which Departmert’ s employees to lid:
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ENTER DEPT-NO TO PRINT: **** I

(Press "Enter® for All) [ |

Figure 61 - Print Employee M aster (Short), Department Selection

You may enter a specific Department ID to select only those employees

assigned to the speci fic department or typeLI to list employeesfor al
departments.

7. Y ou will be asked the order the employees are to be sorted:

ENTER SORT SEQUENCE: *x
(S=BY SCHOOL, D=BY DEPARTMENT)
SD=BY SCHOOL/DEPT, DS=BY DEPT/SCHOOL)

Figure 62 - Print Employee M aster (Short), Sort Selecti on

. Entering @AI will sort the empl oyees by School by Employee
Name(Last, First). Each School will start on a new page.

. Entering @AI will sort the employees by Department by
Employee Name (Lad, First). Each Department will start on a
new page.

. Entering @ will sort the employees by School by Depart ment

by Enployee Name (Last, First). Each School/Department will
start on a new page.

. Entering @ will sort the employees by Department by School
by Employee Name (L ast, First). Each Department/School will
start on a new page.

8. You will be asked if all your selectiors are carrect:

ALL OK?(YNC)-[*] |

Figure 63 - Print Employee M aster (Short), Selection Confirmation

. Entering E] will proceed to the next option.

. Entering @ will take you back to the School Selection option
(Step 5).

. Entering @ will cancd thereport. You will be prompted to

confirmyou decision to carcel thereport. Enter ‘E to confirm
thecancellation, athewise enter ”E and you will return to the
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ALL OK? (YNC) prompt

0. You will be prompted for the Run Date:

ENTER RUN DATE--[****** 1

Figure 64 - Print Enployee Master (Shat), Run Date

Ente thedate (MMDDYY) far thereport. Used for report headings only.

. Pressing FAI without entering a Run Date will use the current
system date.

10.  Youwill beasked if al your selectiors are carrect:

ALL OK?(YNC)-[*] I

Figure 65 - Print Employee M aster (Short), Selection Confirmation

. Entering @ will cause the report to be produced.
. Entering @ will takeyou back to theRun Date option (Step 9).

. Entering @ will cancd thereport. You will be prompted to
confirmyour decision to cancel therepart. Enter E to confirm

thecancellation, athewise enter @ and you will return to the
ALL OK? (YNC) prompt.

DEMO TimeCard II PAGE 1

TIMECARD MASTERFILE AT 05-19-2003 TMS500II-21

MAY 19, 2003 06:31-PM

EMPLOYEE# EMPLOYEE NAME SOC-SEC-NUM DIST# CAMP DEPT ACT ST DEF BUDGET CODE ALLOW
99282 BAKER, EMILY D 125-68-9765 00098468 0041 0016 Y I 40.00
96389 HOUSER, PAULA 654-89-7456 00032646 0041 0016 Y I 20.00
96373 KERR, AMELIA 563-21-8699 00321564 0041 0016 Y I 32.00
559437 LOGAN, OCTAVIA 258-15-5817 00654321 0041 0016 Y 0] 40.00
99501 MIRELEZ, MELVA 123-56-4987 08364345 0041 0016 Y I 24.00
99504 MUNOZ, RONA 231-87-9324 00324896 0041 0016 Y (o] 16.00
99506 RATLIFF, CYNTHIA 987-93-5437 00235467 0041 0016 Y I 24.00
99500 SMITH, IRMA 215-64-8358 00085648 0041 0016 Y (o} 24.00
99510 TRUJILLO, HILDE 893-12-6889 00893152 0041 0016 Y I 24.00

Figure 66 - Print Enployee Master (Shat), Sample Report
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Section 4.11 — Print Employee Master (Full)

Purpose: To print areport listing al employee information.
Menu Selection: From the TimeCard System Main Menu,
TM-01-07 1 Type MB\AI to choose TimeCard Maintenance Menu.

2. Type@mg tochoose Print Employee Master (Full).

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pressé' and your default printer number will be displayed and used,
othewiseente the numbe of theprinte to recdvethe report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1 [ |

Type E if your choice was correct, otherwisetype@ and yau will be
teken back tothe which Printer option.

5. Y ou will be asked which School' s (Campus's) employees to list:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS903W-20 I

ENTER SCHOOL TO PRINT: ****
(Press “Enter® for All)

Figure 67 - Print Employee M aster (Full), School Selecti on

You may enter a specific School 1D to sdect only those employees

assigned to the specific school or typeLI to list employeesfor al
schools.

6. Y ou will be asked which Department’s enployees to lig:

ENTER DEPT-NO TO PRINT: ****
(Press "Enter® for All)

Figure 68 - Print Employee M aster (Full), Department Selection
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Y ou may enter a specific Department 1D to sdlect only those employees

assigned to the speci fic department or typeLI to list employeesfor al
departments.

7. Y ou will be asked the order the employees are to be sorted:

ENTER SORT SEQUENCE: *x
(S=BY SCHOOL, D=BY DEPARTMENT)
SD=BY SCHOOL/DEPT, DS=BY DEPT/SCHOOL)

Figure 69 - Print Employee M aster (Full), Sort Selection

Entering @ﬂ will sort the empl oyees by School by Employee
Name(Last, First). Each School will start on a new page.

. Entering @ﬂ will sort the enployees by Department by
Employee Name (Lag, First). Each Department will start on a
new page.

. Entering @@ will sort the employees by School by Depart ment
by EnployeeName(Last, First). Each School/Department will
start on a new page.

. Entering @@ will sort the employees by Department by School
by Employee Name (Last, First). Each Department/School will
start on a new page.

8. You will be asked if all your selectiors are correct:

ALL OK?(YNC)-[*] _I

Figure 70 - Print Employee M aster (Full), Selection Confirmation

. Entering Y will proceed to the next option.

. Entering =J will take you back to the School Selection option
(Step 5).

. Entering U will cancd thereport. You will be prompted to

confirmyou decision to carcel therepart. Enter U to confirm

thecancellation, ctherwis ente U and you will returnto the
ALL OK? (YNC) prompt.

9. Y ou will be prompted for the Run Date:
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ENTER RUN DATE--—[****** 1

Figure 71- Print Enmployee Master (Full), Run Date
Entea thedate(MMDDYY) fa therepart. Used for report headings only.

. Pressing \’Al without entering a Run Date will use the current
system date.

10.  Youwill be asked if al your selections are carrect:

ALL OK?(YNC)-[*] |

Figure 72 - Print Employee M aster (Full), Selection Confirmation

. Entering E] will cause the report to be produced.
. Entering @ will takeyou back to the Run Date option (Step 9).
. Entering @ will cancd thereport. You will be prompted to

corfirmyou decision to cancel therepart. Enter ] to confirm

thecancellation, ctherwis enter @ and you will return to the
ALL OK? (YNC) prompt.
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DEMDO TimeCard II PAGE 1
TIMECARD MASTERFILE AT 05-19-2003 TMS501II-22
MAY 19, 2003 06:37-PM

RATE BUDGET
EMPLOYEE NO -[ 99282] HOURLY CHANGE ACCT
RATE DATE CODE
01=EMP LAST NAME-[BAKER 1 16=WORK CYCLE —-[W] 01=[ 0.0000 1 02=[00/00/0000] 03=[ 11 1
02=EMP FRST NAME-[EMILY 1 17=DOCK YTD HRS -[ .00 1] 05=[ 0.0000 ] 06=[00/00/00001 07=[ 10 1
03=EMP MDDL NAME- [DIANE ] 18=ALLOWABLE HRS-[40.00 ] 09=[ 3.0000 ] 10=[07/16/2003] 11=( 11 ]
04=EMP ADDRESS -[ ] 19=HOURS DATE -[08/15/2002] 13=[ 4.0000 ] 14=[07/16/2003] 15=[ 11 ]
05=EMP CITY/STA -[ ] 20=SICK ALLOW -[ .00 1] 17=[ 5.0000 ] 18=[07/16/2003] 19=[ 1 1 1
06=EMP ZIP CODE -[0000000001] 21=VAC ALLOW =i .00 ] 21=[ 6.0000 ] 22=[07/16/2003] 23=[ 10 1
07=EMP PHONE -[0000000000] 22=SICK ACCUM =i .00 ] 25=[ 7.0000 ] 26=[07/16/2003] 27=[ 10 1
08=S0C SEC NO -[125689765] 23=VAC ACCUM =i .00 ] 29=[ 8.0000 ] 30=[07/16/2003] 31=[ 10 1
09=DIST EMP NO -[000098468] 24=LUNCH ALLOWED-[ .00 1] 33=[ 9.0000 ] 34=[07/16/2003] 35=[ 1 0 ]
10=CAMPUS ID -[0041] 25=0T THRESHOLD -[40.00 1] 37=[ 10.0000 ] 38=[07/16/2003] 39=[ 1 0 ]
11=DEPARTMENT # -[0016] 26=EMPLOYEE TYPE-[ ] 41=[ 11.0000 ] 42=[07/16/2003] 43=[ 10 ]
12=CURR STATUS ~-[I] 45=[ 12.0000 ] 46=[07/16/2003] 47=[ 10 1
13=ACTIVE? (Y/N) -[Y] 49=[ 13.0000 ] 50=[07/16/2003] 51=[ 11 ]
14=LUNCH FLAG =[¥ 53=[ 14.0000 ] 54=[07/16/2003] 55=[ 11 ]
15=TEMP-EMPL -1 57=[ 15.0000 ] 58=[07/16/2003] 59=[ 1 1 1
61=[ 16.0000 ] 62=[07/16/2003] 63=[ 10 1
=S CHEDUTLETD HOURS
04=[20.20] 20=[20.20] 36=[20.20]
08=[20.20] 24=[20.20] 40=[20.20]
12=[20.20] 28=[20.20] 44=[20.20]
16=[20.20] 32=[20.20] 48=[20.20]

RATE BUDGET
EMPLOYEE NO - 96389] HOURLY CHANGE ACCT
RATE DATE CODE
01=EMP LAST NAME-[HOUSER ] 16=WORK CYCLE -[wW] 01=[ 0.0000 ] 02=[00/00/0000] 03=[ 11 ]
02=EMP FRST NAME-[PAULA ] 17=DOCK YTD HRS -[ .00 ] 05=[ 0.0000 ] 06=[00/00/0000] 07=( 10 1
03=EMP MDDL NAME- [ ] 18=ALLOWABLE HRS-[20.00 ] 09=[ 0.0000 ] 10=[00/00/0000] 11=[ 10 1
04=EMP ADDRESS [ 1 19=HOURS DATE -[08/15/2002] 13=[ 0.0000 ] 14=[00/00/0000] 15=[ 10 ]
05=EMP CITY/STA -[ 1 20=SICK ALLOW =i .00 1] 17=[ 0.0000 ] 18=[00/00/0000] 19=[ 10 1
06=EMP ZIP CODE -[000000000] 21=VAC ALLOW =M .00 ] 21=] 0.0000 ] 22=[00/00/0000] 23=[ 11 ]
07=EMP PHONE -[0000000000] 22=SICK ACCUM =M .00 ] 25= 0.0000 ] 26=[00/00/0000] 27=[ 11 ]
08=S0C SEC NO -[654897456] 23=VAC ACCUM -[ .00 1] 29=] 0.0000 ] 30=[00/00/0000] 31=[ 11 ]
09=DIST EMP NO -[000032646] 24=LUNCH ALLOWED-[ .00 ] I33=1 0.0000 ] 34=[00/00/0000] 35=[ 11 ]
10=CAMPUS ID -[0041] 25=0T THRESHOLD -[40.00 ] 37=[ 0.0000 ] 38=[00/00/0000] 39=[ 10 ]
11=DEPARTMENT # -[0016] 26=EMPLOYEE TYPE-[ ] 41=[ 0.0000 1 42=[00/00/0000] 43=[ 11 1
12=CURR STATUS -[I] 45=[ 0.0000 ] 46=[00/00/0000] 47=[ 11 ]
13=ACTIVE? (Y/N) -[Y 49= 0.0000 ] 50=[00/00/0000] 51=[ 11 ]
14=LUNCH FLAG -[Y] 53=1 0.0000 ] 54=[00/00/0000] 55=[ 11 ]
15=TEMP-EMPL -0 57=[ 0.0000 ] 58=[00/00/0000] 59=[ 10 ]
61=[ 0.0000 ] 62=[00/00/0000] 63=[ 10 1
======== S CHEDULETD HOURS
04=[20.20] 20=1[20.20] 36=[20.20] 52=[20.20]
08=[20.201 24=[20.20] 40=[20.20] 56=[20.20]
12=[20.20] 28=[20.20] 44=[20.20] 60=[20.201]

16=[20.20] 32=[20.20] 48=[20.20] 64=[20.201]

Figure 73- Print Enmployee Master (Full), Sample Report

Section 4.12 — Mass Set Transactions Budget By Department

Purpose: To set the Budget Code in TimeCard Transactions. Only transactions with the
specified Department and in the Date Range that do not have a Budget Code will
be updated. The Budget Code placed in the records comes from the first Budget
Code in the Enployee Mader.

Menu Selection: From the TimeCard System Main Menu,

TM-01-11 1. Type Eél to choose TimeCard Maintenance Menu.

2. TypeE]Elé' tochoose Mass Set Tranx Bud By Dept.
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3. The screen displays:

MAY 19, 2003 MASS SET TRANSACTIONS BUDGET BY DEPT TMS00211-20 I

ENTER DEPARTMENT NUMBER - [****]

ENTER PERIOD START DATE - [ 1
ENTER PERIOD STOP DATE - [ 1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 74 - Mass St Transactions Budget by Department Selectian Screen

4, Enter the Department number for the employees you want to update.

If you want to update all Departments, it will benecessary to process each
Department individualy.

5. Enter the Starting Date of the transactions you want to update.
6. Enter the Ending Date of the transactions you want to update.
7. You will be asked if all your selectiors are correct:

ALL OK?(YNC)-[*] I

Figure 75 - M ass Set Transaction B udget by Depar tment, Sdl ection Confirmati on

. Entering E will procead to updatethe transactions.

. Entering @ will take you back to the Department Number
selection (Step 4).

. Entering =J will cancel the update and exit this routine. Y ou will

be prompted to confirm your decision to cancel the updete. Enter

E] to confirm the cancellation, cthewis ente @ and you will
returntothe ALL OK? (YNC) prompt.
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Section 4.13 — M ass Set Pay Rate By Department

Purpose: To set Pay Rateg(1), Budge Code(1) and Employee Type in Employee Maste's.
Only Employee Master s with the specified Department will be updated.

Pay Rate(1) is the Hourly Rate (Field 01) in the Employee M aster Rates. Budget
& Code(1) isthe Budget Code (Field 03) in the Employee Master Rates. See Section
4.3 (pg. 29) for more information.

% Use extreme caution when usng this option. Running this will update ALL
Employee Masters for the specified Department! Thereis not an “UNDO” for this
option.
Menu Selection: From the TimeCard System Main Menu,
TM-01-12 1. Type @B\AI tochoose TimeCard Maintenance Menu.

2. TypeE]@T;I tochoose Mass Set Pay Rate By Dept.

3. The screen displays:

MAY 19, 2003 EMPLOYEE PAY RATE SET BY DEPT TMS007--20 I

ENTER DEPARTMENT NUMBER - [****]

ENTER PAY RATE (1) - I 1
ENTER BUDGET CODE (1) - 1
ENTER EMPLOYEE TYPE -I[1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 76 - Mass St Pay Rate by Department Selection Saeen

4, Enter the Department number for the employees you want to update.

If you want to update all Departments, it will benecessary to process each
Department individudly.

5. Enter the Pay Rate(1) to be set in the Employee Magter. If no amount is
entered, then the Rate wil | not be updated in the sel ected Employee
Masters.
6. Enter the Budget Code(1) to be set in the Employee Master. If no codeis
Systems Design, Inc. Page 64
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entered, then the Budget Code will not be updated in the selected

Employee Masters.

7. Enter the Employee Type to be set in the EmployeeMaster. If no codeis
entered, then the Employee Type will not be updated in the selected
Employee Masters.

8. You will be asked if all your selectiors are correct:

ALL OK?(YNC)-[*] I

Figure 77 - M ass Set Pay Rate by Depart ment, Selection Confirmation

. Entering J will procead to updatethe Employee Masters.

. Entering =J will take you back to the Department Number
selection (Step 4).

. Entering @ will cancel the update and exit this routine. Y ou will

be prompted to confirm your decison to cancd the update. Enter

M to confirm the cancellation, atherwis enter m} and you will
returntothe ALL OK? (YNC) prompt.

Section 4.14 — Budget C ode Master file Print

Purpose: To list theBudge Code Mastes.
Menu Selection: From the TimeCard System Main Menu,
T™-01-13 1 Type MB\AI tochoose TimeCard Maintenance Menu.

2. TypeE]E]T;I to choose Budget Code Masterfile Print.

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pressﬂ and your default printer number will be displayed and used,
otheawiseenta the numbe of theprinte to recdvethe reort.

4, Y ou will be asked to confirm the printer number to be used:
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ARE YOU SURE? (Y/N)-L 1 I

Type E if your choice was correct, otherwisetype@ and yau will be
taken back tothe which Printer option.

5. The screen displays:

MAY 19, 2003 BUDGET CODES MASTERFILE PRINT TMS49411-22
ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

ENTER RUN DATE-—-[****** ]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 78 - Budget CodeMasterfile Print, Entry Screen
6. Enter the Run Date:

Ente thedate(MMDDYY) fa therepart. Used for report headings only.

. Pressing E' without entering a Run Date will use the current
gystem date.

7. You will be asked if all your selectiors are carrect:

. Entering E will cause the report to be produced.
. Entering @ will takeyou back to theRun Date option (Step 8).
. Entering @ will cancd thereport. You will be prompted to

corfirmyou decision to carcel therepart. Enter u] to confirm

the cancellation, ctherwise ente m} and you will returnto the
ALL OK? (YNC) prompt.
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DEMDO TimeCard II PAGE 1
BUDGET CODES MASTERFILE AT 05-19-2003 DIST: 01 TMS4941I-22

MAY 19, 2003 11:12-AM

ACCT NO TYP OEC DESC ACC ACT oTC OT DSC

199-11-6112-00-042-3-11-A
199-11-6112-00-041-3-11-A
199-41-6117-00-727-3-99-A

046 SUB TEACHER
068 SUB TEACHER
7217 HUMAN RESOUR
199-11-6129-00-110-3-11-A

A0l AIDE SALARY WB7 OVERTIME PAY

199-11-6129-00-101-3-23-A AO03 BUS DUTY-REG ws4 OVERTIME PAY

1O0=34=31289=00=833=3=23=1 AQ4 BUS DUTY-REG B15 OT SP E DRIV
211-21-6129-00-803-3-24-A
199-32-6129-00-950-3-24-A
199-12-6129-00-041-3-11-A
199-32-6129-00-950-3-99-A
211-61-6129-00-950-3-24-A
199-11-6129-00-109-3-25-A
280-21-6129-00-809-3-24-A

A0S EX.EARNING'S
A06 AIDE SALARY wWC4 OVERTIME PAY
AO07 LIB. SETUP W03 LIB. SETUP
AO8 REG RATE OT w88 OVERTIME PAY
A09 REG RATE PAY
All REG RATE PAY
Al2 EXTRA EARN.
199-11-6129-00-114-3-11-A Al3 ATDE SALARY

199-11-6129-00-042-3-11-A Al4 AIDE SALARY sU1l UIL

199-11-6129-00-001-3-24-A Al5 REG RATE PAY 128 TUTORIAL

199-11-6129-27-001-3-22-A Al6 AIDE SALARY W83 OVERTIME PAY

199-23-6129-00-042-3-99-A Al7 AIDE SALARY woe O/T EARNINGS

199-11-6129-00-102-1-23-A Als8 AIDE SALARY wWao0 0. T. SP ED

199-23-6129-00-041-3-99-A Al9 REG EX EARN Wos O/T EARNINGS
199-11-6129-00-102-1-23-A
224-11-6129-00-042-3-23-A
199-23-6129-00-109-3-99-A
199-11-6129-00-112-3-24-A

199-11-6129-00-108-3-24-A

A20 AIDE SALARY W40 0. T. SP ED
A21 AIDE SALARY
A22 AIDE SALARY W13 OVERTIME PAY
A23 AIDE SALARY WJLl OVERTIME PAY
A24 ATDE SALARY WE9 OVERTIME PAY

199-11-6129-00-103-3-11-A A25 AIDE SALARY WCS OVERTIME PAY

199-11-6129-00-042-3-24-A A26 AIDE SALARY WG5S OVERTIME PAY

199-12-6129-00-041-3-24-1 A27 LIBRARY-REG. w87 LIBRARY O.T.

212-11-6129-00-001-1-24-A A28 AIDE SALARY
211-12-6129-00-042-1-24-A
199-41-6129-00-801-3-99-A
199-41-6129-00-716-3-99-A

A29 AIDE SALARY
A30 REG RATE PAY w68 OT - CURRIC.
A31 REG RATE PAY W58 OVERTIME

199-31-6129-00-042-3-24-A A32 AIDE SALARY W57 OVERTIME PAY

211-11-6129-00-042-2-24-A A33 AIDE SALARY
212-11-6129-56-042-3-24-A
199-23-6129-00-042-3-99-A
199-21-6129-00-001-3-24-A

A34 AIDE SALARY
A35 REG EX EARN w06 0/T EARNINGS
A36 REG RATE OT w79 OVERTIME PFAY

199-21-6129-27-001-3-22-A A37 EX REG RATE E36 EXTRA DAYS

199-11-6129-00-103-3-24-A A38 AIDE SALARY W29 OVERTIME PFAY

219-61-6129-00-950-1-25-A A39 REG RATE PAY

756-41-6129-00-999-3-99-A A40 EX. EARNINGS W22 OVERTIME PAY
211-12-6129-00-109-1-24-A
199-23-6129-00-109-3-99-A

199-11-6129-00-041-3-11-A

A41 STAFF MEETG.
A42 AIDE SALARY W13 OVERTIME PAY
A43 AIDE SALARY WF3 OVERTIME PAY

199-31-6129-00-041-3-11-A Ad44 AIDE SALARY WC6 OVERTIME PAY
211-11-6129-00-042-1-24-A
212-11-6129-56-001-3-24-A
404-11-6129-00-106-3-24-A

199-11-6129-00-108-3-11-A

A45 AIDE SALARY
Ad6 EXTRA PAY
Ad7 REG RATE PAY

2 v ®mm®m=ZE 2R 2 M®MHE MR R R R MmMMEREEEM™MMME &R R E R MR RERRRERER MR RRREAR R R R R

A48 AIDE SALARY ST8 OVERTIME PAY

2 2R o mmMZ 22 ®MHE KRR R MMM EZE MM E R R R EMERRRERRRRER MR RRREHR R R ERRR

199-23-6129-00-103-3-99-A M AS50 REG RATE PAY

Figure 79- Budget Code Measterfile Print, Sample Report

w09 OVERTIME PAY

Section 4.15 — Adjustment Password Maintenance

Purpose: To maintain passwords for control of the system.

Menu Selection: From the TimeCard System Main Menu,
TM-01-14

Type @EITJ to choose TimeCard Maintenance Menu.

=

2. Type E]@TJ tochoose Adjustment Password
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Maintenance.

3. Theinstructions for these routines has been moved and placed in Chapter
3 (pg. 15) for security purposes.

Section 4.16 — E xception Time Posting

Purpose: To add Exception TimeCard Transactions to the Transaction File ona group
basis.

Menu Selection: From the TimeCard System Main Menu,

TM-01-16 1. Type EEI to choose TimeCard Maintenance Menu.

2. Type E@T;I tochoose Exception Time Posting.

3. A sub-menu displays:

MAY 19, 2003 TIMECARD EXCEPTION TIME POSTING TMS130--22 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

1. CREATE EXCEPTION TIME BY CAMPUS
2. CREATE EXCEPTION TIME BY INDIVIDUALS
99. END

ENTER SELECTION - [**]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 80 - Exception Time Pasting Sub-Menu

4, Type @E to Create Exception Time by Campus and cantinue with
Section 4.17 (pg. 69).

Type @@ to Create Exception Time by Indviduals and continue with
Section 4.18 (pg. 71).

Type @@ to exit this task.
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Section 4.17 — Create Exception Time by Campus

Purpose: To add Exception TimeCar d Transactions to the Transaction File for all
employees based ontheir Campus.

Menu Selection: From the TimeCard System Main Menu,

TM-01-16-01 1. Type @ET;I tochoose TimeCard Maintenance Menu.

2. Type E@T;I tochoose Exception Time Posting.

3. Typemu to choose Create Exception Time by Campus.

4, Y ou will be asked to confirm your selection by an ALL OK? (YNC)

prompt. Type E] to continue with your sdlection, otherwise type @ to
exit thistask.

5. The screen displays.

MAY 19, 2003 TIMECARD EXCEPTION TIME POSTING TMS130--22 I

ENTER CAMPUS TO PROCESS - [ALL ]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 81 - Create Exception Ti me by Campus, Campus Selection

6. Type \’Al to select enployees for ALL Campuses, otherwise enter the
Campus ID and pressé] to select a specific Campus.

7. You will be asked to confirm your Campus selection by an ALL
OK?(YNC) prompt. Type . to verify your seledion, atherwise type
to re-enter the Campus.

8. The screen displays:
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MAY 19, 2003 TIMECARD EXCEPTION TIME POSTING TMS130--22 I

Zero for scheduled hours
ENTER EXCEPTION REASON -

1. ENTER TRANSACTION DATE - [MMDDYY 1
2. ENTER EFFECTIVE DATE - [MMDDYY 1
3. ENTER EXCEPTION CODE - [?]

4. ENTER EXCEPTION TIME - [000.00]

5.

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 82 - Oreate Exception Time by Campus, Entry Screen

9. Ente the Transaction Date (MMDDY'Y) for these Transactions. This is
the date the employees are being paid for.

10. Ente theEffective Date(MMDDYY) far these Transactions. This is
usually the date the transaction was entered.

11. Ente the Exception Code for these Transactions. See Exception
Transaction Codes on page 52.

Pr%s@] or E] and a list of the current Exception Transactions Codes
will display on theright side of the screen.

12 Ente thenumber of hours theemployeesare to be paid. Enter zero and
the employees will be paid the number of hours in the Allowable Hours
in their Employee Master. See page 34.

13. Enter the exception reason. Thisis a description about the pur pose or
supporting documentation or ather noteabout this transaction. Reference
use only.

14. After entry of the above fidddsan ALL OK?(YNC) prompt dsplays.

If the entries are correct, press and the program will create the
transactions.

If you want to change any of thefields, pr%s@ and you will be
prompted for the field number to change.

If you want to abort thetask, pr%s@ and you will be returned to the
menu.
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If you see a message such as the following, thisindicates that a transaction alr eady
& exigs for this enployee with the same date, exception code and campus. A

duplicatetransaction will NOT be created. Prss_' and processing will continue
with the next empl oyee.

* ERROR 08 RECORD NOT UPDATED I

PRESS <ENTER> TO CONTINUE I

Section 4.18 — Create Exception Time by Individuals

Purpose: To add Exception TimeCard Transactions to the Transaction File for specific
employess.

Menu Selection: From the TimeCard System MainMenu,

TM-01-16-02 1 Type @Eil tochoose TimeCard Maintenance Menu.

2. Type E]@\AI tochoose Exception Time Posting.

3. Typem]@ tochoose Create Exception Time by
Individuals.

4, You will be asked to confirm your selection by an ALL OK? (YNC)

prompt. Type U to continue with your selecti on, otherwise type U to
exit thistask.

5. The screen displays.

MAY 19, 2003 TIMECARD EXCEPTION TIME POSTING TMS130--22 I

1. ENTER TRANSACTION DATE - [MMDDYY 1

2. ENTER EFFECTIVE DATE - [MMDDYY 1

3. ENTER EXCEPTION CODE - [?7]

4. ENTER EXCEPTION TIME - [000.00]
Zero for scheduled hours

5. ENTER EXCEPTION REASON -

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 83 - Oreate Exception Time by Campus, Entry Screen
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6. Ente the Transaction Date (MMDDY'Y) for these Transactions. This is
the date the employees are being paid for.
7. Entea the Effective Date(MMDDYY) far these Transactions. This is

usually the date the transaction was entered.

8. Ente the Exception Code far these Transactions. See Exception
Transaction Codes on page 52.
Pressﬂ or E] and a ligt of the current Exception Transactions Codes
will display on theright side of the screen.

9. Ente thenumber of hours the employeesare to be paid. Enter zero and
the employees will be paid the number of hours in the Allowable Hours
in their Employee Master. See page 34.

10. Enter the exception reason. Thisis a description about the purpose or
supporting documentation or ather noteabout this transaction. Reference
use only.

11. Y ou will be asked to confirm your sdlection by an ALL OK?(YNC)

prompt. Type@ to accept your entries, otherwise type@ to exit this
task.

12. After entry of the above fidddsan ALL OK?(YNC) prompt displays.

If the entries are correct, preﬁ@ and proceed to the next step.

If you want to change any of thefields, pr%s@ and yau will be
prompted for the field number to change.

If you want to abort thetask, press@ and you will be retur ned to the
menu.

If you see a message such as the following, thisindicates that a transaction alr eady
& exigs for this enployee with the same date, exception code and campus. A

duplicatetransaction will NOT be created. Press_| and processing will continue
with the next empl oyee.

* ERROR 08 RECORD NOT UPDATED I

PRESS <ENTER> TO CONTINUE I

13. The screen displays:
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MAY 19, 2003 TIMECARD EXCEPTION TIME POSTING TMS130--22
ENTER LIST OF EMPLOYEES TO POST

Employee No: [********x*7]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 84 - Oreate Exception Time by Individuals, Employee Entry Screen

14. Enter the employee number to be paid exception time.
Pr%s@] when you are fini shed entering employees. Continue with Step
15.

If you enter an i nvalid employee number, you will be repositi oned to enter
the employee number again.

If the employee number is valid, the counter will increment and position
on anew linefor theentry of thenext enployee number.

Y ou may enter amaximum of 90 employee numbersin a batch.

15. After entry of the employee numbersan ALL OK? (YNC) prompt
displays:

Systems Design, Inc. Page 73
TMS Il User Manual v1.2 September 24,2004



Chapter 4 - File Maintenance

MAY 19, 2003 TIMECARD EXCEPTION TIME POSTING TMS130--22
ENTER LIST OF EMPLOYEES TO POST

01
02
03
04
05
06
07
08

000100341
000100885
000101136
000101741
000102592
000152709
000559437
000644199

Employee No:

[000000000]
ALL OK?(YNC)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 85- Create Exception Time by Individuals, Empoyee Entry Screen, Sample

If the entries are correct, pressm and the program will create the
transactions, then returnyou to the TimeCard System meru.

If you want to change any of theemployeesin thelist, press@ and you
will be prompted for the field number to change. Enter the line number of
the employee you want to change or remove. When prompted for the

Employee Number enter the correct Employee Numbe or prass_] to
remove the enployee from the list.

If you want to cortinue entering a list, press@ and you will be prompted
for the field number to change. Enter a number greater than the last line
shown and you will be taken back to list entry mode.

If you want to abort thetask, press@ and you will be retur ned to the
menu.

If you see a message similar to the following, this indicates that atransaction
already exists for this employee with the sasmedate, exception code and canpus. A

duplicatetransaction will NOT be created. Pressﬂ and processing will continue
with the next employee The ermployee number is shown inparenthesis.

*DUPLICATE RECORD NOT WRITTEN (000100341)
PRESS <ENTER> TO CONTINUE
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Section 4.19 — M ass Delete Exception Time

Purpose:

Menu Sdlection:
TM-01-17

MAY 19, 2003

To delete Exception TimeCard Transactions fromthe Transaction Fileon a group
basis.

From the TimeCard System MainMenu,

1 Type @il tochoose TimeCard Maintenance Menu.

2. TypeE]mT;I tochoose Mass Delete Exception Time.

3. A sub-menu displays:

TIMECARD EXCEPTION TIME DELETE TMS131--22

ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

1. DELETE EXCEPTION TIME BY CAMPUS

99. END
ENTER SELECTION - [**]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 86 - Mass Delete Exception Time Sub-Menu

4, Type @E] to Ddete Exception Time by Campus and cantinue with
Section 4.20 (pg. 75).

Type @@ to exit this task.

Section 4.20 — Delete Exception Time by Campus

Purpose:

Menu Selection:
TM-01-17-01

To Delete Exception TimeCard Transactions to the Transaction File for all
employees based ontheir Campus.

From the TimeCard System MainMenu,

1 Type @Eil tochoose TimeCard Maintenance Menu.

2. TypeE]mT;I tochoose Mass Delete Exception Time.
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3. Typemu tochoose Delete Exception Time by Campus.

4, Y ou will be asked to confirm your selection by an ALL OK? (YNC)

prompt. Type E to continue with your selecti on, otherwise type @ to
exit thistask.

5. The screen displays:

MAY 19, 2003 TIMECARD EXCEPTION TIME DELETE TMS131--22 I

ENTER CAMPUS TO PROCESS - [ALL ]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 87 - Delete Exception Ti me by Campus, Campus Selection

6. Type EI to select employees for ALL Campuses, otherwise enter the
Campus ID and pressé] to select a specific Campus.

7. Y ou will be asked to confirm your Campus selection by an ALL
OK?(YNC) prompt. Type @ to verify your seledion, atherwise type
@ to re-enter the Campus.

8. The screen displays:
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MAY 19, 2003 TIMECARD EXCEPTION TIME DELETE TMS131--22 I

1. ENTER TRANSACTION DATE - [MMDDYY 1

3. ENTER EXCEPTION CODE - [?]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 88 - Delete Exception Time by Canpus, Entry Saeen

0. Ente the Transaction Date (MMDDY'Y) for these Transactions. This is
the date the employees are being paid for.

10. Ente the Exception Code for these Transactions. See Exception
Transaction Codes on page 52.

Pressﬂ or E] and a ligt of the current Exception Transactions Codes
will display on theright side of the screen.

11. After entry of the above fiedldsan ALL OK?(YNC) prompt displays.

If the entries are correct, press@ and the program will delete the
specified transactions.

If you want to change any of thefields, pr%s@ and you will be
prompted for the field number to change.

If you want to abort thetask, press@ and you will be retur ned to the
menu.

Section4.21 — Extract OE Codes From EDP P/R

Purpose: To build Budget Accounting Codes by extracting the Other Earning Codes from
the EDP P/R system.
Menu Selection: From the TimeCard System Main Menu,
TM-01-20 1 Type @BAI to choose TimeCard Maintenance Menu.
2. Type @@\AI to chooseExtract OE Codes from EDP P/R.
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MAY 19, 2003

ENTER DISTRICT NUMBER-[01]

The screen displays:

BUDGETARY CODE EXTRACTION PROG TMSBACEX-20

DEMDO TimeCard 11

ARE YOU READY TO PROCESS?(YN)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 89 - Extract OE Earnings Code fran EDP P/R, Entry Screen

Y ou will be asked if you are ready to proceed:

. Entering E will begin processing the OE codes and building the
Budge Accourting Code records.

. Entering ™ will exit from this program.

Section 4.22 — Merge EDP Employees to TimeCard

Purpose: To build Employee M asters by extr acting records from the EDP Personnd sy stem.
These records can be edited after importation. See Employee Masterfile
& Maintenance in Section 4.3 (pg. 29) for further information.
Menu Selection: From the TimeCard System Main Menu,
TM-01-23 1. Type EEI to choose TimeCard Maintenance Menu.
2. Type @@T;I to chooseMerge EDP Employees to
TimeCard.
3. The screen displays:
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MAY 19, 2003 MERGE EDP PERSONNEL MASTERS TO TIMECARD TMS222--23
ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

ADD PERSONNEL RECORDS TO TIMECARD
EMPLOYEE ID BASE [ 900000]
ARE YOU READY TO PROCESS?(YN)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 90 - Merge EDP Employees to TimeCard, Entry Screen

Notethe EMPLOYEE 1D BASE which will be added to the Employee Number of
& the records imported from the EDP systems. SeeEMPLOYEE 1D BASE (pg.
13) for further information or to change this value.

4, You will be asked if you ar e ready to proceed:

. Entering J will begin processing the Personnd records and
building the Employee Master records.
. Entering @ will exit from this program.
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Chapter S — TimeCard Input

Section 5.1 — Overview

This chapter contains the instructions for clocking in and out of the TimeCard I1
System.

The tasks discussed in this chapter are:
. How toente and exit from TimeCard Input.

. How to Clock In and Clock Out of the system.

Section 5.2 — TimeCard Input
Purpose To Clock Inand Clock Out of the TimeCard Il System.

Menu Selection: From theTimeCard System MainMenu,

TM-02 alal
1 Type M@\AI tochoose TimeCard Input.

2. The screen displays.

MAY 19, 2003 TIMECARD 11 INPUT TMS12011-25 I

ENTER DISTRICT NUMBER-[O01] DEMO TimeCard 11
ENTER WORK LOCATION-[ |

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 91 - TimeCard Input, Work Lacation Entry Screen

3. Enter the Work Location (Campus ID) far the location you are gaing to

enta TimeCard Transactions and press \’Al The Campus Description
will display to the right for verification.

If aninvaid Work Location isentered the message * CAMPUS NOT
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ON FILE * displays.

Campus IDs are set up in theFood Service System (FS-01-03).

4, After entry of the Work Locationan ALL OK (YNC) prompt dsplays.

If the Work Location is correct, pr%s@. Continuewith Step 5.

If you want to change theWork Location, press@ and you will be taken
back to the Work Location field.

If you want to abandon entaing TimeCard ertries, pr%s@.

5. The screen displays.

MAY 19, 2003 11:35 TIMECARD 11 INPUT TMS12011-25
EMPLOYEE 1D Bt
01=CAMPUS 1D -[0001] SAN BENITO HIGH SCHOOL

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 92 - TimeCard Input, Entry Saeen

6. Enter the Employee ID to beagin docking the employeein or out.

Y ou may enter E]Ql and perform an Inquiry at this screen if thisis
allowed by the TimeCard System Par ameter File (see Section 2 ALLOW
INQ TMS12011, pg.14.)

Y oumay enter E]é' to perform employee lookup by nameiif thisis
alowed by the TimeCar d System Parameter File (see Section 14 ALLOW
INQ LOOKUP, pg.14.)

7. Enter the Employee Number and QI for the employee you want to clock
in o out. The Employee Number identifies arecard inthefile

. Pressing QI without entering an Employee Number will exit you
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from this task.

. Entering U\_I will bring up an employee search window. Y ou

will bepromptedto enter Last Name:. PreSS\_| without
enteing part of an employee namewill exit yau from the lodkup.
After entering the last name information, you will be prompted for
the First Name:.You may ente none al, or part of afirst

nameto refine your saarch. PressL| when you have entered the
first name and the list of employeeswill display. You may use the

L] andL] keys to move the cursor up and down inthe list. To

seled the highlighted employee pressﬂ To exit the lookup and
not select arecord press any other key.

. Entering U\;' will bring up an employee inquiry window. Y ou

will be prompted to enter an Employee ID. PI’6$\_| without
entering an Employee ID will exit you from the inquiry.

8. After entering the employee number, thescreen displays:
MAY 19, 2003 05:36 TIMECARD 11 INPUT TMS12011-25
EMPLOYEE 1D -[ 5594371 OCTAVIA LOGAN
01=CAMPUS 1D -[0001] SAN BENITO HIGH SCHOOL
DATE -[MAY 19, 2003]
TIME -[05:36-AM]
02=STATUS -[1] CLOCK IN

03=BUDGET ACCOUNT CODE -[A03] BUS DUTY-REG

ALL OK?(YNC)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 93 - TimeCard Input, Entry Sanple Screen

9. The system pronpts ALL OK (YNC) if theTimeCard Entry is correct.

If the entry is correct, press. Theentry isrecorded and the system
prepares for the next employee to clock in/out (Step 6).

If you want to change the Campus ID, Status, or Budget A ccount Code,
pressu and you will be prompted for the field number to change.

If you want to abandon this entry, press@.
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FIELD

01=Campus 1D

&

02=Status

03=Budget
Account Code

Chapter 5 - TimeCard Input

The system will automatically abandon this entry if a response isn’t
made in 30 seconds.

FORMAT

4 characters.

1 character.

EXPLANATION

Thisis the identifie assigned to the Campus (Work
Location).

Campus|Ds areset upin the Food Service System (FS-
01-03).

Thisisan indicator of the type of entry.
. I Indicatesthisisaclock in entry.
. @] Indicatesthisisaclock out entry.

This entry is automatically determined based on
the Curr Status field in the Employee
Master, see page 33. If an incorrect status
appears, this usually indicates an employee
forgot to clock in or out. Check the transaction
through an inquiry and compare the last entry
against the Employee Master.

This code controls how the expense is to be allocated with
thistime entry. See 4.2 (pg. 26) - Budget Code M aster
Maintenance. This field is only shown for Clock In
entries.

If thefield is selected to edit, alist of the Budget
Accounting Codes fromthe Employee’ s Master will be
displayed ontheright. See Figure 94. The appropriate
codemay beselected by using the arrow keys to move up

or down through the list. Pressﬂ to sdlect the desired
Budget Code.

Thisfield is only available if Budget T racking is enabled.
See Budget Tracking in Section 2.2 (pg. 11).
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MAY 19, 2003 05:36 TIMECARD 11 INPUT TMS12011-25 I

EMPLOYEE 1D -L 559437] OCTAVIA LOGAN
01=CAMPUS 1D -[0001] SAN BENITO HIGH SCHOOL +--BUDGET CODE CHOICES-+
|
DATE -[MAY 19, 2003] AO3 BUS DUTY-REG |
AO7 LIB. SETUP
TIME -[05:36-AM] A57 EXTRA DAYS
A72 TECHNOLOGY
02=STATUS -[1] CLOCK 1IN A77 BUS MONITOR
AA6 PEIMS CLERK
03=BUDGET ACCOUNT CODE -[***] BO2 SUMMER SCH
BO5 SP ED DRIVER
BO8 9TH SP. ED.
B10 HS SP ED.
A39 REG RATE PAY
S +

ALL OK?(YNC)-[N] FIELD-[03]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 94 - TimeCard Input, Sample Budget Account Code field change
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Chapter 6 — Employee TimeCard Inquiry

Section 6.1 — Overview

This chapter contains the instructions for performing an inquiry on enployegs
hour s using the TimeCard Il System.

The tasks discussed in this chapter are:

. How to perform an inquiry for an employee.

Section 6.2 — TimeCard Inquiry

Purpose Toinquirean employeg's timeinthe TimeCard Il System.

Menu Selection: From theTimeCard System MainMenu,

TM-03 ol=l.
1 Type ME]\AI tochoose Employvee TimeCard Inguiry.

2. The screen displays:

MAY 19, 2003 TIMECARD INQUIRY TMS30011-20 I

ENTER DISTRICT NUMBER-[01] DEMDO TimeCard 11
ENTER EMPLOYEE |D_[*********]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 95 - Employee TimeCard Inquiry, Entry Screen

3. Enter the Employee Number and EI for theemp oyee you want to
inqure. Theempoyee's name will dsplay to theright.

. Pressing F;' without entering an Employee Number will exit you
from this task.
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. Entering L_lﬂ will bring up an employee search window. Y ou

will bepromptedto enter Last Name: Pressj without
entaing part of an employeenamewill eX|t yau from the lodkup.
After entering the last name information, you will be prompted for
theFirst Name:.You may enta none al, or part of afirst

nameto refire your search. Press_l when you have entered the
first name and the list of employees will display. You may usethe

. and . keys to move the cursor up and down inthe list. To

seled the highlighted employee pressL] To exit the lookup and
not select arecord press any other key.

4, After entering the Employee Number the screen will prompts for the
Employee’ s Password:
ENTER EMPLOYEE ID-[  559437] ENTER EMPLOYEE PASSWORD-[****]

Figure 96 - Employee TimeCard Inquiry, Employee Passward

The Employee’s Password is the last four digits of their Social Security
Number.

. Entering aninvalid password will cause thesystem to reurn to
theEnter Employee 1D prompt

5. Next thesystemdisplays:

PERIOD START DATE-[****** 1 I

Figure 97 - Employee TimeCard Inquiry, Period Sart Date

6. Ente the Start Date(MMDDYY) of theperiod you want toinguire.
Transactions before this date will not display.

After entering the Paiod Start Date the screen displays:

PERIOD STOP DATE--[****** 1

Figure 98- Employee TimeCard Inquiry, Period Sop Date

7. Enter the Stop Date (MM DDYY) of the period you want to inquire.
Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour ertries.

Systems Design, Inc. Page 88
TMS Il User Manual v1.2 September 24,2004



Chapter 6 - Empoyee TimeCard Inquiry

MAY 19, 2003 TIMECARD INQUIRY TMS30011-20 I

ENTER DISTRICT NUMBER-[01]
ENTER EMPLOYEE ID-[

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/07/2003]

ALL OK?(YNC)-[*]

559437]

DEMDO TimeCard 11

ENTER EMPLOYEE PASSWORD-[****]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 99 - Employee TimeCard Inquiry, Confirmation

If your want to changeyour chaices erter m} and the entry will restart at

the empl ayee number. Erter@ and the inquiry will display.

MAY 19, 2003

DEPT: 0016 EMPL#

DATE
03-03-03

03-04-03

03-05-03

03-06-03
03-07-03

SEQ
010
030

010
030

010
030

IN
05:56
13:19

05:57
13:16

05:56
13:16

TIMECARD INQUIRY TMS30011-20
REPORTING PERIOD: 03-01-2003 TO 03-07-2003

559437 LOGAN, OCTAVIA

SEQ
020
040

020
040

020
040

(0041)--- SICK
010 05:57 020
030 13:16 040

** TOTAL DIST-I1D#

"ENTER"

TO CONTINUE

ouT
12:50
14:19

12:47
14:20

12:47
14:15

PAY
12:49
14:25

654321

TIME DATE SEQ IN SEQ OUT TIME

8.00

8.00

8.00
39.75
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Figure 100 - Employee TimeCard Inquiry, Sanmple Inquiry without Budgetary Acoounting |/F
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MAY 19, 2003 TIMECARD INQUIRY TMS30011-20 I

REPORTING PERIOD: 03-01-2003 TO 03-07-2003
559437 LOGAN, OCTAVIA

DEPT: 0016 EMPL#

DATE
03-03-03

SEQ IN
010 05:56

BUDGET:

030 13:19

BUDGET :

03-04-03 010 05:57

BUDGET:

030 13:16

BUDGET:

03-05-03 010 05:56

BUDGET:

030 13:16

BUDGET:

SEQ OUT
020 12:50
A39=REG
040 14:19
A39=REG

020 12:47
A39=REG
040 14:20
A39=REG

020 12:47
A39=REG
040 14:15
A39=REG

TIME DATE SEQ IN SEQ OuUT
03-06-03 (0041)--- SICK PAY

RATE PAY 03-07-03 010 05:57 020 12:49

TIME
8.00

BUDGET: A39=REG RATE PAY
RATE PAY 030 13:16 040 14:25
8.00 BUDGET: A39=REG RATE PAY
8.00
RATE PAY
** TOTAL DIST-I1D# 654321 39.75

RATE PAY "ENTER®™ TO CONTINUE
8.00

RATE PAY

RATE PAY
7.75
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Figure 101 - Employee TimeCard Inquiry, Sample Inauiry with Budgetary Accaunting I/F

&

For an explanation of thefields, see the Field Explanation table on page 40.
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Section 7.1 — Overview

Chapter 7 — TimeCard Reports

This chapter contains the options for producing reports from the TimeCard 11
System. T hese reports are designed to be tools for your manager s in allocating the
resources of their personnel.

The tasks discussed in this chapter are:

TimeCard Audit Reparts with and without Budget Accourt Codes.
TimeCard Input Regport Summary

TimeCard Print by Employee, Department, or Campus or by Campus and
Depart ment

Rated TimeCard

Exception Time Report

Employee ID Card Print
TimeCard Expense Repart
TimeCard Error Repart

Campus Warked Summary Repart
TimeCard inteface to EDP P/R
Employee Status Repart

Section 7.2 — TimeCard Audit Reports

Purpose: To produce Audit Reports from the TimeCard T ransaction File for a specific time
period.

Menu Selection: From the TimeCard System Main Menu,

TM-04-01 1 Type @EAI to choose TimeCard Reports Menu.
2. Type @ET;I to choose TimeCard Audit Reports Menu.
3. A sub-menu displays:
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MAY 19, 2003 DEMDO TimeCard 11 CRT506 (XX=FS) MEN301--24 I

TIME

01 TIMECARD AUDIT WITHOU

TIMECARD AUDIT WITH B

99
ENTER MENU OPTION-[ 1

Last Selection: TM-03
Computer Systems Design, |

CARD AUDIT REPORTS MENU

T BUDGET
UDGET

= RETURN TO PREVIOUS MENU

*** EMPLOYEE TIME CARD INQUIRY ***
nc.

Figure 102 - TimeCard Audit Reports Sub-Menu

Type @E to produce an Audit Report without Budget Account Codes
and continue with Section 7.3 (pg. 92).

Type @ to produce an Audit Report with Budget Account Codes and
continue with Section 7.4 (pg. 96).

Type @@ to exit thistask.

Section 7.3 — TimeCard Audit Report without Budget

Purpose: To produce Audit Reports from the TimeCard T ransaction File for a specific time
period without Budge Accourt Codes.

Menu Sdlection: From th
TM-04-01-01 1.

2.

3.

4,

e TimeCard System Main Menu,

Type @Eil to choose TimeCard Reports Menu.

Type@@f;' tochoose TimeCard Audit Reports Menu.

TyﬂauﬂLUtOCWXBeTimeCard Audit without Budget.

Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1

Pressﬂ and your default printer nunber will display and be used to
print the report, otherwise enter the number of the printer to receive the
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report.

5. Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1 |

Type E] if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

6. After entry of the printer number, you will be asked which Department
range of employeesto list. The screen displays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS900W-20 I

ENTER DEPT-NO TO PRINT - FROM: ***x*
(Press "Enter® for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 103 - TimeCard Audit Report without Budget, Entry Screen

7. Press@] to select employees for ALL Departments, otherwise enter the
desired starting Department ID. Y ou will then be prompted for the ending
Department ID. To print only the enployees in one Department, press

\_l othewise ente the ending Department ID of the Departmert rangeto

be printed.
SeeDepartment # in Employee File Maintenance on page 33.
&
8. Y ou will be asked to confirm your Department selection by an ALL
OK?(YNC) prompt. Type E] to verify your seledion, atherwise type
@ to re-enta the Departmert ID.
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If you see a screen like the following it indicates that no employees were found for

&

the Department ID you entered Pressﬂ and the programwill termirete. Verify
the Department ID you entered has employees assigned to it.

MAY 19, 2003 EMPLOYEE TIMECARD AUDIT REPORT TMS400W-25 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

NO DATA EXTRACTED

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 104 - TimeCard Audit Report without Budget, No Employees in spedfied Department

9. You will be prompted for the Run Date:

ENTER RUN DATE-—[****** 1

Figure 106 - TimeCard Audit Report without Budget, Run Date Entry

Ente theRun Date (MMDDY'Y) for the report. Used for report headings
only.

Pressing A without entering a Run Date will use the current system
date.

10. You will next be prompted for the Period Start Date:

PERIOD START DATE-[****** 1 l

Figure 106 - TimeCard Audit Report without Budget, Period Start Date Entry

Ente the Start Date(MMDDYY) of theperiod you want torepart.
Transactions before this date will not display.

After entering the Paiod Start Date the screen displays:
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PERIOD STOP DATE--[****** 1

Figure 107 - TimeCard Audit Report without Budget, Period Stop Date

11. Enter the Stop Date (MM DDY'Y) of the period you want to inquire.
Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 EMPLOYEE TIMECARD AUDIT REPORT TMS400W-25
ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

ENTER RUN DATE--[05-19-2003]

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/07/2003]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 108 - TimeCard Audit Report without Budget, Confirmati on

12. If your want to changeyour chaices erter and theselectionwill restart
at Enter Run Date. Enterm and the report will be produced.
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DEMDO TimeCard II PAGE 1
TIMECARD AUDIT REPORT AT 05-19-2003 TMS400W-25
REPORTING PERIOD: 03-01-2003 TO 03-07-2003 MAY 19, 2003 12:48-PM

EMP ID# EMPLOYEE NAME DEPT DATE SEQ IN SEQ ouT TIME SCHED EXCESS ALLOW 0T EXCP

100387 GALLEGOS, DIANE 0016 03-03-2003 010 10:18 020 12:37 40.00
030 13:03 040 13:46 3.00 3.00
03-04-2003 010 10:19 020 12:35
030 13:02 040 13:43 3.00 3.00

03-05-2003 010 10:18 020 12:34

030 13:03 040 13:42 3.00 3.00

03-06-2003 010 10:19 020 12:37
030 13:02 040 13:31 275 2575

03-07-2003 010 10:16 020 12:42
030 13:04 040 13:42 3.00 3.00

** TOTAL DIST-ID# 100387 14.75 14.75 0.00 0.00 0.00
302762 GARCIA, DENISE 0016 03-03-2003 010 10:14 020 12:17 40.00

030 12:40 040 13:47 325 3:25

03-04-2003 010 10:11 020 12313

030 12:40 040 13:40 3.00 3.00

03-05-2003 010 10:20 020 12:31
030 12:41 040 13:53 3.50 3,50

03-06-2003 010 10:10 020 12:14
030 12:39 040 13:44 F25 ERPE]

03-07-2003 010 10:14 020 12:14
030 12:33 040 13:40 3.00 3.00

** TOTAL DIST-ID# 302762 16.00 16.00 0.00 0.00 0.00
100536 GONZALEZ, YVONNE 0016 03-03-2003 010 10:18 020 12337 40.00

030 12:56 040 13:42 3.00 3.00

03-04-2003 010 10:19 020 12:34

030 12:56 040 13:43 3.00 3.00
03-05-2003 010 10:18 020 12:34
030 12:57 040 13:42 3.00 3.00

03-06-2003 010 10:19 020 12533
030 12:55 040 13331 275 2:75
03-07-2003 010 10:16 020 12333

030 12:54 040 13:42 3.00 3.00
** TOTAL DIST-ID# 100536 14.75 14.75 0.00 0.00 0.00
207351 HARRIS, CINDY 0016 03-03-2003 010 07:27 020 11:01 40.00
030 12:03 040 16:30 8.00 8.00

03-04-2003 010 07:28 020 11:00

030 12:02 040 16:30 8.00 8.00

03-05-2003 010 07:29 020 10:59
030 12:01 040 16:30 8.00 8.00

03-06-2003 010 07:29 020 11:00
030 12:00 040 16:30 8.00 8.00

03-07-2003 010 07:27 020 11:00
030 12:01 040 16:30 8.00 8.00

** TOTAL DIST-ID# 207351 40.00 40.00 0.00 0.00 0.00

Figure 10 - TimeCard Audit Report without Budget, Sanmple Report

Section 7.4 — TimeCard Audit Report with Budget

Purpose: To produce Audit Reports from the TimeCard T ransaction File for a specific time
period with Budget Account Codes.
Menu Selection: From the TimeCard System MainMenu,

TM-04-01-02 Type@@é] tochoose TimeCard Reports Menu.

=

2. Type@gl tochoose TimeCard Audit Reports Menu.
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3. TyQEEﬂEatOCWXEeTimeCard Audit with Budget.

4, Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pressﬂ and your default printer nunber will display and be used to
print the report, otherwise enter the number of the printer to receive the
report.

5. Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1] I

Type U if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

6. After entry o the printa number, you will be asked which Department’s
employessto list. Thescreendisplays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS900W-20 I

ENTER DEPT-NO TO PRINT: ****
(Press "Enter® for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 110 - TimeCard Audit Report with Budget, Entry Saeen

7. Type EI to select employees for ALL Departments, otherwise enter the

desired Department ID and pr%s@] to limit the report to only thase
employees assigned to that specific Departmert.
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See Department # in Employee File Maintenance on page 33.

&
8. Y ou will be asked to confirm your Department selection by an ALL
OK?(YNC) prompt. Type E] to verify your seledion, atherwise type
@ to re-enta the Departmert ID.
If you see a screen like the following it indicates that no employees were found for

the Department ID you entered Pressﬂ and the programwill teremirete. Verify
the Department ID you entered has employees assigned to it.

MAY 19, 2003 EMPLOYEE TIMECARD AUDIT REPORT TMS40011-26 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11

NO DATA EXTRACTED

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 111 - TimeCard Audit Report with Budget, No Employees in spedfied Department

9. Y ou will be prompted for the Run Date:

ENTER RUN DATE--[****** 1

Figure 112 - TimeCard Audit Report with Budget, Run Date Entry

Enter theRun Date (MMDDY'Y) for the report. Used for report headings
only.

Pressing E' without entering a Run Date will use the current system
date.

10. You will next be asked for the start and end dates of the weeks to print for
the TimeCard Audt Report. Thescreendisplays:
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MAY 19, 2003 EMPLOYEE TIMECARD AUDIT REPORT TMS40011-26 I

ENTER DISTRICT NUMBER-[01]

DEMDO TimeCard 11

ENTER RUN DATE--[05/19/2003]

WEEK 1 START DATE-[****** 1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 113 - TimeCard Audit Report with Budget, Period Start Date Entry

11.

12.

13.

14.

The following two fields can be repeated up to 8 times.

Enter the Start Date (MM DDY'Y) of the week to be printed on the
TimeCard Audt Repart.

Press EI when you haveentaed all the week dates to print on thereport.

Y ou will next be prompted for the End Date (MMDDY'Y) of the week.

These two fields (Start Date and End D ate) will be repeated alowing you
to the enter the week date ranges to be reported on.

Press _l and thedate 6 days after the Start Date will automatically be

used. (i.e. preSS\_| after entering a Start Date of 03/01/03 will give an
End Date of 03/07/03.)

If you need to correct a previous date field you may enter @@2] and
you will be taken back tothepreviousfidd. This may berepeated as
many times as needed.

After entering the date rangesto be printed onthe report, you may be
prompted whether therates areto beprinted on thereport by aPRINT

RATES?(YN) prompt. Type@ to have therates printed on thereport,
otherwise type@ to not print the rates.

The option to print theratesis controlled by the SHOW RATES optionin
the TimeCard System Parameter file. See SHOW RATES (pg. 14.)

Next you will be prompted whether you want Daily Totasto be printed
by aPRINT DAILY TOTALS ?(YN) prompt. Typem to have the
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daily tota s printed on the report, otherwise type @ to not print them.

15. Next you will be prompted whether you want Budge: Account Totals to
be printedby aPRINT BUDGET ACCOUNT TOTALS ?(YN)
prompt. Type 1 to have thebudge accourt totals printed on the repart,
otherwise typel =) to not print them.

16. Next if you answered Yesto the previous question (PRINT BUDGET

ACCOUNT TOTALS), you will be prompted whether you want Weekly
Budget Account Totalsto beprinted by aPRINT WEEKLY BUDGET

ACCOUNT TOTALS ?(YN) prompt. Type@to have the weekly

budget account totas printed on the report, otherwise type @ to not print
them.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 EMPLOYEE TIMECARD AUDIT REPORT TMS40011-26 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11

ENTER RUN DATE--[05/19/2003]

WEEK 1 START DATE-[03/01/2003] WEEK 1 STOP DATE--[03/07/2003]
WEEK 2 START DATE-[****** 1

PRINT RATES?(YN)-[Y]

PRINT DAILY TOTALS?(YN)-[Y]

PRINT BUDGET ACCOUNT TOTALS?(YN)-[Y]

PRINT WEEKLY BUDGET ACCOUNT TOTALS?(YN)-[Y]
ALL OK?(YNC)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 114 - TimeCard Audit Report with Budget, Confirmation

17. If your want to changeyour chaces erter@ and theselectionwill restart
at Enter Run Date. Enter[l] and the report will be produced.
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DEMDO TimeCard II PAGE 1

TIMECARD AUDIT REPORT AT 05-19-2003 TMS400II-26
REPORTING PERIOD: 03-01-2003 TO 03-07-2003 MAY 19, 2003 03:30-PM
F/S-ID# EMPLOYEE NAME ACTWAL  mmmmmee—eo WORKED--=-=--==--=— o/T  —-=---- EXCESS-—----

DATE SEQ IN SEQ  OUT TIME  BAC RATE ALLOWED LUNCH SCHEDULED EXCESS OVERTIME BAC EXCP  BALANCE OVER UNDER

100387 GALLEGOS, DIANE

03-03-2003 010 10:18 020 12:37 2.32 A39 0.00 40.00 2,37
030 13:03 040 13:46 0.72 A39 0.00 0.72
DAILY TOTALS 3.00 40.00 0.00 3.00 0.00 0.00 0.00 0.00
03-04-2003 010 10:19 020 12335 2-27 A39 0.00 227
030 13:02 040 13:43 0.68 A39 0.00 0.68
DAILY TOTALS 3.00 0.00 0.00 3.00 0.00 0.00 0.00 0.00
03-05-2003 010 10:18 020 12:34 2o 71 A39 0.00 227
030 13:03 040 13:42 0.65 A39 0.00 0.65
DAILY TOTALS 3.00 0.00 0.00 3.00 0.00 0.00 0.00 0.00
03-06-2003 010 10:19 020 12837 2.30 A39 0.00 2.30
030 13:02 040 13:31 0.48 A39 0.00 0.48
DAILY TOTALS 2.75 0.00 0.00 2575 0.00 0.00 0.00 0.00
03-07-2003 010 10:16 020 12:42 2.43 A39 0.00 2.43
030 13:04 040 13:42 0.63 A39 0.00 0.63
DAILY TOTALS 3.00 0.00 0.00 3.00 0.00 0.00 0.00 0.00
A39-REG RATE PAY 14.75 14.75 0.00 0.00 0.00 0.00 0.00 0.00
WEEK-1 TOTALS 1475 40.00 0.00 Lé .75 0.00 0.00 0.00 0.00
A39-REG RATE PAY 14.75 14.75 0.00 0.00 0.00 0.00 0.00 0.00
** TOTAL DIST-ID# 100387 14.75 40.00 0.00 14.75 0.00 0.00 0.00 0.00

302762 GARCIA, DENISE
03-03-2003 010 10:14 020 12gi17

N
o
@
IS
5}
o
=)
N
o
o

030 12:40 040 13:47 1.12 1.12

DAILY TOTALS 325 40.00 0.00 3,25 0.00 0.00 0.00 0.00
03-04-2003 010 10:11 020 12:13 2.03 2.03
030 12:40 040 13:40 1.00 1.00

DAILY TOTALS 3.00 0.00 0.00 3.00 0.00 0.00 0.00 0.00
03-05-2003 010 10:20 020 12:31 2.18 2.18
030 12:41 040 13:53 1.20 1.20

DAILY TOTALS 3.50 0.00 0.00 Fo30 0.00 0.00 0.00 0.00
03-06-2003 010 10:10 020 12:14 2.07 2.07
030 12:39 040 13:44 1.08 1.08

DAILY TOTALS Jo25 0.00 0.00 3:25 0.00 0.00 0.00 0.00
03-07-2003 010 10:14 020 12:14 2.00 2.00
030 12:33 040 13:40 1.12 1.12

DAILY TOTALS 3.00 0.00 0.00 3.00 0.00 0.00 0.00 0.00

WEEK-1 TOTALS 15.85 40.00 0.00 16.00 0.00 0.00 0.00 0.00

** TOTAL DIST-ID# 302762 15.85 40.00 0.00 16.00 0.00 0.00 0.00 0.00

100536 GONZALEZ, YVONNE
03-03-2003 010 10:18 020 12:37 2.32 40.00 232

Figure 115 - TimeCard Audit Report with Budget, Sample Report
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Section 7.5 — TimeCard Print

Purpose: To produce timecar ds from the TimeCard Transaction File.
Menu Selection: From the TimeCard System Main Menu,
TM-04-04 1. Type @@F;I to choose TimeCard Reports Menu.

2. Type @E\AI tochoose TimeCard Print.

3. Y ou will be prompted for which printer to output thetimecards:

WHICH PRINTER?-[ 1 l

Pressﬂ and your default printer number will display and be used to
print the report, otherwise enter the number of the printer to receive the
report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1] I

Type E if your choice was correct, otherwisetype@ and yau will be
taken back tothe which Printer option.

5. After entry of the printer number, you will be asked if you want to print
timecards for select individuals. The sareen dsplays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS904-20
ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11
SELECT INDIVIDUALS TO PRINT?(YN)-[*1]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 116 - TimeCard Print, Entry Screen
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6. Type L_l if youwant to print timecards for spedfic individuals, othawise
type U and you will beable toselect by School and Department.

7. If you selected not to print individual timecar ds, you will be prompted for
the School toprint timecards. Thescreendisplays:

ENTER SCHOOL TO PRINT: **** I

(Press "Enter® for All) l

Figure 117 - TimeCard Print, School Selecti on

Type \_I to select employees for ALL Schaools, otherwise enter the

desired Schod ID and press\_] to limit the report to only thase
employees assigned to that specific Schoal.

8. If you selected not to print individual timecar ds, you will be prompted for
the Department to print timecards. Thescreendisplays:

ENTER DEPT-NO TO PRINT - FROM: **** I

(Press "Enter” for All) [ |

Figure 118 - TimeCard Print, Department Selection

Pr&ssgl to select employees for ALL Departments, otherwise enter the
desired starting Department ID. Y ou will then be prompted for the ending
Department ID. To print only the enployees in one Department, press

EI, othewiseenta the ending Departmert 1D of the Departmert rangeto
be printed.

0. Y ou will be asked the order the employees are to be sorted:

ENTER SORT SEQUENCE: **
(ENTER=ALPHA ONLY, S=BY SCHOOL, D=BY DEPT,
SD=BY SCHOOL/DEPT, DS=BY DEPT/SCHOOL)

Figure 119 - TimeCard Print, Sort Selecti on

. Entering \A' will sort theemp oyees by Employee Name (Last,
First).

. Entering @il will sort the empl oyees by School by Employee
Name(Last, First). Each School will start on a new page.

. Entering @il will sort the employees by Department by
Employee Name (Lag, First). Each Department will start on a
new page.
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. Entering @@ will sort the employees by School by Depart ment
by EnployeeName(Last, First). Each School/Department will

start on a new page.

. Entering @@ will sort the employees by Department by School
by Employee Name (Lagt, First). Each Department/School will
dart on a new page.

10. Y ou will be asked to confirm your selectionsby an ALL OK? (YNC)

prompt. Type E to verify your sdecti ons, otherwi se type ”E to re-enter
your selections.

If you see a screen like the following it indicates that no employees were found

£ matching the gptions you specified. Pressj and the programwill termirate.
Verify the Schod and Department | Ds you entered has employees assigned to
them.
MAY 19, 2003 EMPLOYEE TIMECARD PRINT TMS41411-20

ENTER DISTRICT NUMBER-[01] DEMO TimeCard I1

NO DATA EXTRACTED *

COPYRIGHT 2001 - SYSTEMS DESIGN

Figure 120 - TimeCard Print - by School by Department, No Employees in specified School/Department

11. If you selected to print timecards for individuals, you will be prompted to
enter the Employee No:

EMPLOYEE NO: [ 1 |

Figure 121 - TimeCard Print, Employee No. Entry Saeen

After entering the Employee Number the name will display on the screen
for verification. If you enter an invalid Employee Number the screen will
display EMPLOYEE NOT ON FILE.

Continue entering the Employee Number s that you want to print
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12.

MAY 19, 2003

ENTER DISTRICT NUMBER-[O1]

timecards. Whenyou are finished pressﬂ
Y ou will be asked for the start and end dates of the weeksto print for the
timecards. The screen displays:

EMPLOYEE TIMECARD PRINT TMS41611-24
DEMDO TimeCard 11

WEEK 1 START DATE-[****** 1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 122 - TimeCard Print, Week Dates Entry Saeen

13.

14.

15.

16.

The following two fields can be repeated up to 8 times.

Enter the Start Date (MM DDY'Y) of the week to be printed on the
timecards for the report.

Pr%s\AI when you have entered all the week datesto print on the
timecards.

Y ou will next be prompted for the End Date (MMDDY'Y) of the week.
These two fields (Start Date and End D ate) will be repeated allowing you
to the enter the week date ranges for the period to be reported on.

Press \_l and thedate 6 days after the Start Date will automatically be

used. (i.e. preSS\_| after entering a Start Date of 03/01/03 will give an
End Date of 03/07/03.)

If you need to correct a Start Date and you are at the End Date field, you
may enter @Q and you will be taken back to the Start Date field.

After entering the date rangesto be printed onthe timecards, you will be
prompted whether you want Daily Tatals to be printedby aPRINT

DAILY TOTALS ?(YN) prompt. T)Qe to have the daily totals
printed on the timecar ds, otherwise type = to not print them.

Next you will be prompted whether you want Budge Account Totals to
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be printedby aPRINT BUDGET ACCOUNT TOTALS ?(YN)
prompt. Type E] to have the budget account totals printed on the
timecards, otherwise type@ to not print them.

17. Next if you answered Yesto the previous question (PRINT BUDGET

ACCOUNT TOTALS), you will be prompted whether you want Weekly
Budget Account Totals to beprinted by aPRINT WEEKLY BUDGET

ACCOUNT TOTALS ?(YN) prompt. Typemto have the weekly

budget account totds printed on the ti mecar ds, otherwise type m} to not
print them.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 EMPLOYEE TIMECARD PRINT TMS41611-24
ENTER DISTRICT NUMBER-[O1] DEMO TimeCard 11

WEEK 1 START DATE-[03/01/2003] WEEK 1 STOP DATE--[03/07/2003]
WEEK 2 START DATE-[03/08/2003] WEEK 2 STOP DATE--[03/14/2003]
WEEK 3 START DATE-[03/15/2003] WEEK 3 STOP DATE--[03/21/2003]
WEEK 4 START DATE-[03/22/2003] WEEK 4 STOP DATE--[03/28/2003]
WEEK 5 START DATE-[****** ]

PRINT DAILY TOTALS?(YN)-[Y]

PRINT BUDGET ACCOUNT TOTALS?(YN)-[Y]

PRINT WEEKLY BUDGET ACCOUNT TOTALS?(YN)-[Y]
ALL OK?(YNC)-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 123 - TimeCard Print, Confirmati on

18. If your want to changeyour chaces enter =J and the selectionwill restart

aWEEK 1 START DATE. Enter and thetimecards will be
produced.
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DEMO

TimeCard II
TIMETCA ARTD

PAGE 1
TMS41611-24

MAY 19, 2003 05:07-PM
EMPLOYEE NO: 559437 SCHOOL: 0041
EMPLOYEE NAME: LOGAN, OCTAVIA SSN# 258-15-5817
DEPT: 0016
PAYROLL PERIOD: 03-01-2003 TO 03-28-2003 DIST NO: 654321
CLOCK-IN cLock-our  ===m———- WORKED------- EXCP EXCESS
DATE CAMPUS SEQ TIME SEQ TIME TIME ALLOW LUNCH SCHED. EXCESS 0/TIME HOURS BALANCE BUDGET CODE OVERTIME BUDGET
03-03-2003 0041 010 05:56 020 12:50 7.00 40.00 7.00 A39-REG RATE PAY
0041 030 13:19 040 14:19 1.00 1.00 A39-REG RATE PAY
DAILY TOTALS 8.00 40.00 0.00 8.00 0.00 0.00 0.00 0.00
03-04-2003 0041 010 05:57 020 12:47 6.75 6.75 A39-REG RATE PAY
0041 030 13:16 040 14:20 1.25 1,25 A39-REG RATE PAY
DAILY TOTALS 8.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00
03-05-2003 0041 010 05:56 020 12:47 6.75 6.75 A39-REG RATE PAY
0041 030 13:16 040 14:15 1.00 1.00 A39-REG RATE PAY
DAILY TOTALS 7.75 0.00 0.00 7.75 0.00 0.00 0.00 0.00
03-06-2003 0041 S I CK SICK CHILD 8.00 A30-REG RATE PAY
DAILY TOTALS 0.00 0.00 0.00 0.00 0.00 0.00 8.00 0.00
03-07-2003 0041 010 05:57 020 12:49 6.75 6.75 A39-REG RATE PAY
0041 030 13:16 040 14:25 1.25 125 A39-REG RATE PAY
DAILY TOTALS 8.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00
A30-REG RATE PAY 0.00 0.00 0.00 0.00 8.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
A39-REG RATE PAY 31.75 31.75 0.00 0.00 0.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
WEEK-1 TOTALS 31.75 40.00 0.00 31.75 0.00 0.00 8.00 0.00
03-10-2003 0041 010 05:57 020 12:57 7.00 7.00 A39-REG RATE PAY
0041 030 13:23 040 14:21 1.00 1.00 A39-REG RATE PAY
DAILY TOTALS 8.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00
03-11-2003 0041 010 05:56 020 12:46 6.75 6.75 A39-REG RATE PAY
0041 030 13:08 040 15:03 2.00 2.00 A39-REG RATE PAY
DAILY TOTALS 8.75 0.00 0.00 8.75 0.00 0.00 0.00 0.00
03-12-2003 0041 010 05:56 020 12:48 6.75 6.75 A39-REG RATE PAY
0041 030 13:18 040 14:33 1.25 1.25 A39-REG RATE PAY
DAILY TOTALS 8.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00
03-13-2003 0041 010 05:57 020 12:46 6.75 6.75 A39-REG RATE PAY
0041 030 13:10 040 14:17 1.25 125 A39-REG RATE PAY
DAILY TOTALS 8.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00
03-14-2003 0041 010 05:56 020 12:44 6.75 6.75 A39-REG RATE PAY
0041 030 13:12 040 14:16 1.00 0.50 0.50 A39-REG RATE PAY A39-REG RATE PAY
DAILY TOTALS 7.75 0.00 0.00 7.25 0.00 0.50 0.00 0.00
A39-REG RATE PAY A39-REG RATE PA 40.50 40.00 0.00 0.50 0.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
WEEK-2 TOTALS 40.50 0.00 0.00 40.00 0.00 0.50 0.00 0.00
03-17-2003 0001 010 05:55 020 12:00 6. 00 6.00 A39-REG RATE PAY
0001 030 12:30 040 16:25 4.00 4.00 A39-REG RATE PAY
DAILY TOTALS 10.00 0.00 0.00 10.00 0.00 0.00 0.00 0.00
Figure 124 - TimeCard Print, Sample TimeCard Page 1
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DEMDO TimeCard II PAGE 2
TIMETCA ARTD TMS416II-24
MAY 19, 2003 05:07-PM

EMPLOYEE NO: 559437 SCHOOL: 0041

EMPLOYEE NAME: LOGAN, OCTAVIA SSN# 258-15-5817
DEPT: 0016

PAYROLL PERIOD: 03-01-2003 TO 03-28-2003 DIST NO: 654321

CLOCK-IN CLOCK-OUT —==m———— WORKED------- EXCP EXCESS
DATE CAMPUS SEQ TIME SEQ TIME TIME ALLOW LUNCH SCHED. EXCESS 0/TIME HOURS BALANCE BUDGET CODE OVERTIME BUDGET
03-18-2003 0001 010 05:54 020 12:00 6.00 6.00 A39-REG RATE PAY
0001 030 12:30 040 16:24 4.00 4.00 A39-REG RATE PAY
DAILY TOTALS 10.00 0.00 0.00 10.00 0.00 0.00 0.00 0.00
03-19-2003 0001 010 05:56 020 12:00 6.00 6.00 A39-REG RATE PAY
0001 030 12:30 040 16:34 4.25 4.25 A39-REG RATE PAY
DAILY TOTALS 10.25 0.00 0.00 10.25 0.00 0.00 0.00 0.00
03-20-2003 0001 010 05:54 020 12:00 6.00 6.00 A39-REG RATE PAY
0001 030 12:30 040 16:25 4.00 375 0.25 A39-REG RATE PAY A39-REG RATE PAY
DAILY TOTALS 10.00 0.00 0.00 875 0.00 0.25 0.00 0.00
03-21-2003 0041 J U R Y COURT RECEIPT 8.00 A30-REG RATE PAY
DAILY TOTALS 0.00 0.00 0.00 0.00 0.00 0.00 8.00 0.00
A30-REG RATE PAY 0.00 0.00 0.00 0.00 8.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
A39-REG RATE PAY A39-REG RATE PA 40.25 40.00 0.00 0.25 0.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
WEEK-3 TOTALS 40.25 0.00 0.00 40.00 0.00 0,25 8.00 0.00
03-24-2003 0041 010 05:57 020 11:40 5.75 5,75 A39-REG RATE PAY
0041 030 12:12 040 13:31 1.25 125 A39-REG RATE PAY
DAILY TOTALS 7 .00 0.00 0.00 7.00 0.00 0.00 0.00 0.00
03-25-2003 0041 010 05:57 020 12:46 6.75 6.75 A39-REG RATE PAY
0041 030 13:14 040 14:13 1.00 1.00 A39-REG RATE PAY
DAILY TOTALS 75 0.00 0.00 7.75 0.00 0.00 0.00 0.00
03-26-2003 0041 010 05:56 020 12:48 6.75 6.75 A39-REG RATE PAY
0004 030 13:14 040 14:21 1:25 125 A39-REG RATE PAY
DAILY TOTALS 8.00 0.00 0.00 8.00 0.00 0.00 0.00 0.00
03-27-2003 0041 010 05:56 020 12:50 7.00 7.00 A39-REG RATE PAY
0041 030 13:18 040 14:16 0.75 0.75 A39-REG RATE PAY
DAILY TOTALS 7.75 0.00 0.00 7.75 0.00 0.00 0.00 0.00
03-28-2003 0041 VA CA T I ON SCHEDULED 8.00 A31-REG RATE PAY
DAILY TOTALS 0.00 0.00 0.00 0.00 0.00 0.00 8.00 0.00
A31-REG RATE PAY 0.00 0.00 0.00 0.00 8.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
A39-REG RATE PAY 30.50 30.50 0.00 0.00 0.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
WEEK-4 TOTALS 30.50 0.00 0.00 30.50 0.00 0.00 8.00 0.00
A30-REG RATE PAY 0.00 0.00 0.00 0.00 16.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
A31-REG RATE PAY 0.00 0.00 0.00 0.00 8.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
A39-REG RATE PAY A39-REG RATE PA 143.00 142.25 0.00 0.75 0.00 0.00 SCHD OVER 0.00 SCHD UNDER 0.00
PERIOD TOTALS 143.00 40.00 0.00 142.25 0.00 0.75 24.00 0.00
EMPLOYEE'S SIGNATURE SUPERVISOR'S SIGNATURE

Figure 125 - TimeCard Print, Sample TimeCard Page 2

Section 7.6 — Exception Time Report by Dep artment

Purpose: To producea repat of Exception Time fram the TimeCard Transaction Flefor a
specific or all departmerts.

Menu Selection: From the TimeCard System Main Menu,
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TM-04-05 1

Type @@F;I to choose TimeCard Reports Menu.

2. Typem]@\"él tochoose Exception Time Report by Dept.

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pr&ssgl and your default printer nunmber will display and be used to
print the report, otherwise enter the number of the printer to receive the

report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-L 1 I

Type E if your choice was correct, otherwisetype@ and you will be
taken back tothe which Printer option.

5. Y ou will be asked which Department’s employeesto list. The screen
displays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS900W-20 I

ENTER DEPT-NO TO PRINT: ****
(Press "Enter™ for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 126 - Exception Time Report by Department, Entry Screen

6. Type E' to select employees for ALL Departments, otherwise enter the

desired Department ID and pressﬂ to limit the report to only those
employees assigned to that specific Departmert.
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See Department # in Employee File Maintenance on page 33.

&
7. Y ou will be asked to confirm your Department selection by an ALL
OK?(YNC) prompt. Type E] to verify your seledion, atherwise type
@ to re-enta the Departmert ID.
If you see a message like the following it indicates that no employees were found

for the Departmert ID you entered Pressﬂ and the program will terminate.
Verify the Department ID you entered has employees assigned to it.

—

NO DATA EXTRACTED *

Figure 127 - Exception Time Repart by Department, No Employees in specified Department

8. Y ou will be prompted for the Run Date:

ENTER RUN DATE--[****** ] l

Figure 128 - Exaeption Time Repart by Department, Run Date Entry

Ente theRun Date (MMDDY'Y) for the report. Used for report headings

only.
Pressing A without entering a Run Date will use the current system
date.

0. Y ou will next be prompted for the Period Start Date:

PERIOD START DATE-[****** 1 I

Figure 129 - Exaeption Time Repart by Department, Reriod Start Date Entry

Ente the Start Date(MMDDYY) of theperiod you want to repart.
Transactions before this date will not display.

After entering the Paiod Start Date the screen displays:

PERIOD STOP DATE--[****** ] l

Figure 130 - Exaeption Time Repart by Department, Reriod Stgp Date

10. Enter the Stop Date (MM DDYYY) of the period you want to inquire.
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Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 EMPLOYEE TIMECARD AUDIT REPORT TMS415--22
ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11

ENTER RUN DATE--[05/19/2003]

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/28/2003]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 131 - Exception Ti me Report by Department, Confirmati on

11. If your want to changeyour chaces erter@ and theselectionwill restart
at Enter Run Date. Enterm and the report will be produced.

EXCEPTION TIME REPORT PERIOD: 03-01-2003 TO 03-28-2003 TMS415--22
MAY 19, 2003 05:12-PM

EMPL. NO. NAME DEPT CAMPUS DATE TYPE TIME REASON BUDGET CODE
" iooser campcos, pmwe ol outs oa-iamos Ao s.o0  semebonen
0115 03-17-2003 VAC 3.00 SCHEDULED
0115 03-18-2003 VAC 3.00 SCHEDULED
0115 03-19-2003 VAC 3.00 SCHEDULED
0115 03-20-2003 VAC 3.00 SCHEDULED
0115 03-21-2003 VAC 3.00 SCHEDULED
559437 LOGAN, OCTAVIA 0016 0041 03-06-2003 SCK 8.00 SICK CHILD A30-REG RATE PAY
0041 03-21-2003 JUR 8.00 COURT RECEIPT A30-REG RATE PAY
0041 03-28-2003 VAC 8.00 SCHEDULED A31-REG RATE PAY
Figure 13 - Exaeption Time Repart by Department, Sample Report
Section 7.7 — TimeCard Expense Reports
Purpose: To produceWeekly Expense Reparts from the TimeCard Transaction Flefor a
specific time period.
Menu Sdlection: From the TimeCard System MainMenu,
TM-04-01 1. Type o]4) ] I to choose TimeCard Reports Menu.

2. Type @@T;I to choose TimeCard Expense Reports Menu.
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3. A sub-menu displays:

MAY 19, 2003 DEMDO TimeCard 11 CRT506 (XX=FS) MEN301--24 I

TIMECARD EXPENSE REPORTS MENU

01
02

EXPENSE REPORT WITHOUT SUBTOTS
EXPENSE REPORT WITH SUBTOTALS

99 = RETURN TO PREVIOUS MENU
ENTER MENU OPTION-[ 1

Computer Systems Design, Inc.

Figure 133 - TimeCard Weekly Expense Reparts Sub-Menu

4, Type @B to produce a Weekly Expense Report without Subtotals and
continue with Section 7.8 (pg. 112).

Type @@ to produce a Weekly Expense Report with Subtotals and
continue with Section 7.9 (pg. 116).

Type 29 to exit this task.

Section 7.8 — Weekly Expense Report without Subtotals

Purpose: To producea Weekly Expense Regport fromthe TimeCard Transadion Filefor a
specific timeperiod without Subtotals.
Menu Sdlection: From the TimeCard System Main Menu,
TM-04-09-01 1 Type MEA] tochoose TimeCard Reports Menu.
2. Type M@\Al tochoose TimeCard Expense Reports Menu.
3. Type @ to choose Expense Report without Subtotals.
4, Y ou will be prompted for which printer to output the repart:
WHICH PRINTER?-[ ] |
Systems Design, Inc. Page 112
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Pressﬂ and your default printer number will display and be used to
print the report, otherwise enter the number of the printer to receive the
report.

5. Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1 |

Type E] if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

6. After entry o the printa number, you will be asked which Department’s
employeesto list. Thescreendisplays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS900W-20 I

ENTER DEPT-NO TO PRINT: ***x*
(Press "Enter® for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 134 - TimeCard Weekly Expense Report without Subtotals, Entry Screen

7. Type \_I to select employees for ALL Departments, otherwise enter the

desired Department ID and pr%s_] to limit the report to only thase
employees assigned to that specific Departmert.

See Department # in Employee File Maintenance on page 33.

&
8. Y ou will be asked to confirm your Depar tment selection by an ALL
OK?(YNC) prompt. Typeu to verify your seledion, aherwise type
. to re-ente the Departmert ID.
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If you see a screen like the following it indicates that no employees were found for

&

the Department ID you entered Pressﬂ and the programwill termirete. Verify
the Department ID you entered has employees assigned to it.

MAY 19, 2003 EMPLOYEE TIMECARD EXPENSE REPORT TMS40511-22 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

NO DATA EXTRACTED

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 135 - TimeCard Weekly Expense Repat without Subtotals, No Employees in specified Department

9. You will be prompted for the Run Date:

ENTER RUN DATE-—[****** 1

Figure 136 - TimeCard Weekly Expense Report without Subtaals, Run Dae Entry

Ente theRun Date (MMDDY'Y) for the report. Used for report headings
only.

Pressing \Al without entering a Run Date will use the current system
date.

10. You will next be prompted for the Period Start Date:

PERIOD START DATE-[****** 1 l

Figure 137 - TimeCard Weekly Expense Report without Subtaals, Period Start Date Entry

Enter the Start Date(MMDDYY) of theperiod you want toreport.
Transactions before this date will not display.

After entering the Paiod Start Date the screen displays:

Systems Design, Inc. Page 114
TMS Il User Manual v1.2 September 24,2004



PERIOD STOP DATE--[****** 1

Figure 138 - TimeCard Weekly Expense Report without Subtaals, Period Stop Date

11. Enter the Stop Date (MM DDY'Y) of the period you want to inquire.
Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 EMPLOYEE TIMECARD EXPENSE REPORT TMS40511-22
ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

ENTER RUN DATE--[05/19/2003]

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/07/2003]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 139 - TimeCard Weekly Expense Report wi thout Subtotals, Confirmation

12. If your want to changeyour chaices erter and theselectionwill restart
at Enter Run Date. Enterm and the report will be produced.
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DEMO TimeCard II PAGE 1

PAYROLL EXPENSE REPORT AT 05-19-2003 DEPT: 0016 TMS405I1-22

REPORTING PERIOD: 03-01-2003 TO 03-07-2003 MAY 19, 2003 05:28-PM

F/S-ID# EMPLOYEE NAME TIME T RATE EXPENSE
100387 GALLEGOS, DIANE 14.75 0.00 6.50 95.87
302762 GARCIA, DENISE 16.00 0.00 6.50 104.00
100536 GONZALEZ, YVONNE 14.75 0.00 6.75 99.56
207351 HARRIS, CINDY 40.00 0.00 10.16 406.40
559437 LOGAN, OCTAVIA 39.75 0.00 6.50 258.37
101376 LOYA, MONICA M 15.25 0.00 6.50 99.12
101537 MIRANDA, SULEMA 18.75 0.00 6.75 126.56
101532 MONTGOMERY, GERALD 8.75 0.00 6.60 57.75
101384 MONTOYA, YOLANDA Z 20.50 0.00 7.50 153.75
228419 MOTE, LOLLY 40.00 0.00 9.61 384.40
101388 ORTIZ, JESSICA 11.50 0.00 6.75 77.62
101495 PINEDA, VICTOR 12.00 0.00 6.50 78.00
628113 RAMIREZ, ARNOLDO J 40.00 0.00 6.50 260.00
294184 SONNY, VALERIE A 40.00 0.00 11.29 451.60
<< TOTALS >> 332.00 0.00 2653.00

Figure 140 - TimeCard Weekly Expense Report without Subtaals, Sample Report

Section 7.9 — Weekly Expense Report with Subtotals

Purpose: To producea Weekly Expense Regport fromthe TimeCard Transadion Filefor a
specific timeperiod with Subtaals.

Menu Selection: From the TimeCard System MainMenu,

TM-04-09-02 1 Type @@il to choose TimeCard Reports Menu.
2. Type @@T;I to choose TimeCard Expense Reports Menu.
3. Type&]@ to choose Expense Report with Subtotals.
4, Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[

1

Pressﬂ and your default printer nunber will display and be used to
print the report, otherwise enter the number of the printer to receive the

Systems Design, Inc.
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report.

5. Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1 |

Type E] if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

6. After entry o the printa number, you will be asked which School’s
employessto list. Thescreendisplays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS903W-20 I

ENTER SCHOOL TO PRINT: ****
(Press "Enter® for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 141 - TimeCard Weekly Expense Report with Subtotals, Entry Screen

7. Type \’Al to select enployees for ALL Schools, otherwise enter the

desired Schod ID and press@l to limit the report to only thase
employees assigned to that specific School.

See Campus 1D in Employee File Maintenance on page 33.

8. Next you will be asked which Department’s employeesto lig. The screen
displays:

ENTER DEPT-NO TO PRINT: **** I

(Press "Enter" for All) B

9. Type EI to select employees for ALL Departments, otherwise enter the
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desired Department ID and pressﬂ to limit the report to only those
employees assigned to that specific Departmert.

See Department # in Employee File Maintenance on page 33.

&
The combination of School with Department allows you to specify that you only
& want the employeesin a certain Department who are assigned to a certain school.
10. Y ou will be asked to confirm your selectionsby an ALL OK? (YNC)
prompt. Type L] to verify your sdlection, otherwise type L] to re-enter
the School and Department IDs.
If you see a screen like the following it indicates that no employees were found

matching the gptions you specified. Pr&esLI and the programwill termirete.
Verify the School and Department IDs you entered has employees assigned to
them.

MAY 19, 2003 EMPLOYEE TIME CARD EXPENSE REPORT TMS40911-23 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11

NO DATA EXTRACTED

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 142 - TimeCard Weekly Expense Repart with Subtotals, No Employees in specified School/Department

11. You will be prompted for the Run Date;

ENTER RUN DATE-—[****** |

Figure 143 - TimeCard Weekly Expense Report with Subtotals Run Date Entry

Enter theRun Date (MMDDY'Y) for the report. Used for report headings
only.

Pressing EI without entering a Run Date will use the current system
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date.
12. Y ou will next be prompted for the Period Start Date:

PERIOD START DATE-[****** 1 I

Figure 144 - TimeCard Weekly Expense Report with Subtotals Period Sart Date Ertry

Entea the Start Date(MMDDYY) of the period you want to report.
Transactions before this date will not display.

After entering the Period Start Date the screen displays.

PERIOD STOP DATE-- [****** ] l

Figure 145 - TimeCard Weekly Expense Report with Subtotals Period Sop Date

13. Enter the Stop Date (MM DDYY) of the period you want to inquire.
Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour entries.

MAY 19, 2003 EMPLOYEE TIME CARD EXPENSE REPORT TMS40911-23 I

ENTER DISTRICT NUMBER-[O1] DEMO TimeCard 11

ENTER RUN DATE--[05/19/2003]

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/07/2003]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 146 - TimeCard Weekly Expense Report wi th Subtotal s, Conf irmation

14. If your want to changeyour chadces erter@ and the selectionwill restart
atEnter Run Date. Enter and the report will be produced.
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DEMDO TimeCard II PAGE 1

PAYROLL EXPENSE REPORT AT 05-19-2003 CAMPUS: 0016 DEPT: 0016 TMS409II-23
REPORTING PERIOD: 03-01-2003 TO 03-07-2003 MAY 19, 2003 05:33-PM
Crisior meorse s e o mam s
302762 GARCIA, DENISE 16.00 0.00 6.50 104.00
100536 GONZALEZ, YVONNE 14.75 0.00 6.75 99.56
207351 HARRIS, CINDY 40.00 0.00 10.16 406.40
101376 LOYA, MONICA M 1585215 0.00 6.50 99.12
101537 MIRANDA, SULEMA 18.75 0.00 6.75 126.56
101532 MONTGOMERY, GERALD 8.75 0.00 6.60 57.75
101384 MONTOYA, YOLANDA Z 20.50 0.00 7.50 153.75
228419 MOTE, LOLLY 40.00 0.00 9.61 384.40
101388 ORTIZ, JESSICA 11.50 0.00 6.75 77.62
101495 PINEDA, VICTOR 12.00 0.00 6.50 78.00
628113 RAMIREZ, ARNOLDO J 40.00 0.00 6.50 260.00
294184 SONNY, VALERIE A 40.00 0.00 i1i,29 451.60
<< SUBTOTALS >> 277.50 0.00 2298.76
INININININININININININININININININININININININ/N/NIN/N/N/N/N PRGE BREAK /\/\N/N/N/N/N/N/NINININININININININININININININININININNININ
DEMO TimeCard II PAGE 2
PAYROLL EXPENSE REPORT AT 05-19-2003 CAMPUS: 0041 DEPT: 0016 TMS409II-23
REPORTING PERIOD: 03-01-2003 TO 03-07-2003 MAY 19, 2003 05:33-PM
F/S-1ID# EMPLOYEE NAME TIME orT RATE EXPENSE

559437 LOGAN, OCTAVIA 39,75 0.00 6.50 258.37
<< SUBTOTALS >> 39,75 0.00 258.37
INININININININININININININININININININININININININ/N/N/N/N/N PRGE BREAK /\/N\N/N/N/N/N/NIN/NININININININININININININININININININN/N/N
DEMO TimeCard II PAGE 3
PAYROLL EXPENSE REPORT AT 05-19-2003 CAMPUS: 0115 DEPT: 0016 TMS409II-23
REPORTING PERIOD: 03-01-2003 TO 03-07-2003 MAY 19, 2003 05:33-PM
F/S-1D# EMPLOYEE NAME TIME o T RATE EXPENSE

100387 GALLEGOS, DIANE 1475 0.00 6.50 95.87
<< SUBTOTAILS >> 1475 0.00 95.87
<< TOTALS >> 332.00 0.00 2653.00

Figure 147 - TimeCard Weekly Expense Report with Subtotals Sample Report

Section 7.10 — Rated TimeCard Print

Purpose: To produce Rated timecar ds from the TimeCard Transaction File for a specific or
al departments.

Menu Selection: From the TimeCard System MainMenu,
TM-04-12

Lo

Type@ ﬂtochoose TimeCard Reports Menu.

2. Type _|tochooseRated TimeCard.
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3. Y ou will be prompted for which printer to output thetimecards:

WHICH PRINTER?-[ 1 I

Pressﬂ and your default printer nunmber will display and be used to
print the timecards, otherwise enter the number of the printer to receive
the report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1] I

Type U if your choice was correct, otherwisetype@ and yau will be
taken back tothe which Printer option.

5. After entry o the printa number, you will be asked which Department’s
employees to print timecardsfor. The screen displays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS900W-20 I

ENTER DEPT-NO TO PRINT: ****
(Press "Enter® for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 148 - Rated TimeCard Print

6. Type \Al to select employees for ALL Departments, otherwise enter the

desired Department ID and pressﬂl to limit the timecardsto only those
employees assigned to that specific Departmert.

See Department # in Employee File Maintenance on page 33.
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7. Y ou will be asked to confirm your Department selection by an ALL
OK?(YNC) prompt. Type E] to verify your seledion, atherwise type
@ to re-enta the Departmert ID.

If you see a message like the following it indicates that no employees were found

for the Departmert 1D you entered Pressﬂ and the program will terminate.
Verify the Department ID you entered has employees assigned to it.

—

NO DATA EXTRACTED *

Figure 149 - Rated TimeCard Print, No Employees in specified Department

8. You will be asked if you want to include detail for the timecards. The
screendisplays:

MAY 19, 2003 EMPLOYEE TIME CARD PRINT TMS41311R-21 I

ENTER DISTRICT NUMBER-[01] D E M O TimeCard I1I
INCLUDE DETAIL(Y/N)?-[*]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 150 - Rated TimeCard Print, Entry Screen

Ente to includedeail for these timecards otherwise enter to print
Summary timecards

0. Y ou will be asked for the start and end dates of the weeks to print for the
timecards. The screen displays.

WEEK 1 START DATE-[****** 1 l

Figure 151 - Rated TimeCard Print, Start Date Entry
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The following two fields can be repeated up to 8 times.

10. Enter the Start Date (MM DDY'Y) of the week to be printed on the
timecards.

Pr%s\il when you have entered all the week datesto print on the
timecards.

11. Y ou will next be prompted for the End Date (MMDDY'Y) of the week.

These two fields (Start Date and End D ate) will be repeated alowing you
to the enter the week date ranges for the period to be reported on.

Pressﬂ and thedate 6 days after the Start Date will automatically be

used. (i.e. pr&esﬂ after entering a Start Date of 03/01/03 will give an
End Date of 03/07/03.)

If you need to correct a Start Date and you are a the End Date field, you
may enter QI and you will be taken back to the Start Date field.

12. After entering the date rangesto be printed onthe timecards, you will be
asked to confirm your date entriesby an ALL OK? (YNC) prompt. Type

E to verify your seledion andthe timecards will print, atherwise type

N to re-enter the Department ID. Enter <] to cancel this process of
printing timecards.
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EMPLOYEE NO:

EMPLOYEE NAME:

PAYROLL PERIOD:

644199

REYNA,

T IMETCARTD

MARIA J

DEMO

09-01-2003 TO 09-28-2003

TimeCard II
SYSTEM

CAMPUS :

SSN#

DEPT:
F/S NO:

0905
463-29-4132
1905

644199

19,

PAGE 1
TMS413IIR-22
2003 05:59-PM

DATE

CLCCK-

IN

CLOCK-0UT

HOURS WKD

OTH HRS

SCHL

BUDGET CODE

09-01-2003
09-02-2003

09-03-2003

09-04-2003

09-05-2003

09-06-2003

04:
14:
18:

05:
ldig
18:

04:

14:

18:

04:

57
45
03

00
35
06

54

41

03

5%

14:34

08:

05

HOLIDAY

08:

18:

20:

08:
18:

19:

08
18
20

08
18

03
03
16

10
05
54

05
03
08

813

:09

10:

3.00
3.50
2.00
8.50

.50
)
50
25
25
25
75
25

W W o N W W o P W

<75

2.00
2.00

BDG DESCRIPTION
TRD-ROUTE DRIVE

MCU-MT CUSTODIAL

09-08-2003

09-09-2003

09-10-2003

09-11-2003

WEEK-1 TOTALS

04:
i4lg
18:
20:

04:
iLélg
18:

04:
14:
18:

04:
14:
18:

20
01
00
30

:05

305
3 A%

05

:38

RATE WRK HRS
12.00 28.75
.25 6.00
34.75

58 08
31 18
00 20
00 20
52 08
39 18
06 20
58 08:
39 18
39 19:
56 08:
43 18:
04 20:

58

05
04
20

34.75

345.00 8.
49.50 0.

25
50
00
50
25
25
50
25
.00
.00
.00
.50
.50
<25
<25
<25

® N W W R e WO N W WO O N W W

)

s

NON HRS

00
00

*

*

*

0905
0905
0905
0905

0905
0905
0905

0905

0905

0905

0905
0905

0905

* TOTAL HOURS:

REG HRS
36.75
6.00

0905
0905
0905
0905

0905
0905
0905

0905
0905
0905

0905
0905
0905

TRD-ROUTE DRIVE
TRD-ROUTE DRIVE
TRD-ROUTE DRIVE
MCU-MI' CUSTODIAL

TRD-ROUTE DRIVE
TRD-ROUTE DRIVE
MCU-MI' CUSTODIAL

TRD-ROUTE DRIVE

TRD-ROUTE DRIVE

MCU-MI CUSTODIAL

TRD-ROUTE DRIVE

TRD-ROUTE DRIVE

TRD-ROUTE DRIVE

A2, 75 ==
REG PAY OT HRS
441.00 0.00
49.50 0.00
490.50 0.00

TRD-ROUTE DRIVE
TRD-ROUTE DRIVE
TOF-MECH/OFFICE
MCU-MI CUSTODIAL

TRD-ROUTE DRIVE
TRD-ROUTE DRIVE
MCU-MI' CUSTODIAL

TRD-ROUTE DRIVE
TRD-ROUTE DRIVE

MCU-MI' CUSTODIAL

TRD-ROUTE DRIVE
TRD-ROUTE DRIVE

MCU-MI CUSTODIAL

Figure 152 - Rated TimeCard Print, Sanple Detailed TimeCard, Page 1
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DEMO TimeCard II PAGE 2
T IMETCARTD SYSTEM TMS413IIR-22
MAY 19, 2003 05:59-PM

EMPLOYEE NO: 644199 CAMPUS: 0905

EMPLOYEE NAME: REYNA, MARIA J SSN# 463-29-4132
DEPT: 1905

PAYROLL PERIOD: 09-01-2003 TO 09-28-2003 F/S NO: 644199

DATE CLCCK-IN CLOCK-0UT HOURS WKD OTH HRS SCHL BUDGET CODE EXCP REASON
09-12-2003 04:56 08:03 3.00 0905 TRD-ROUTE DRIVE
14:38 18:09 379 0905 TRD-ROUTE DRIVE
G758 * &
09-13-2003 10:14 14:26 4.25 0905 MCU-MI' CUSTODIAL
4.25 * *
WEEK-2 TOTALS 46.50 ** 0.00 ** TOTAL HOURS: 46.50 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 33,78 405.00 0.00 33,78 405.00 0.00 0.00 405.00
TOF-MECH/OFFICE 7.50 2.00 15.00 0.00 2.00 15.00 0.00 0.00 15.00
MCU-MT CUSTODIAL 8.25 10.75 88.69 0.00 10.75 88.69 0.00 0.00 88.69
EALIES 46.50 508.69 0.00 46.50 508.69 0.00 0.00 508.69
09-15-2003 04:59 08:11 3-89 0905 TRD-ROUTE DRIVE
14:37 18:07 330 0905 TRD-ROUTE DRIVE
18:08 19:01 0.75 0905 MCU-MI' CUSTODIAL
T30 *
09-16-2003 04:51 08:04 BRCTE) 0905 TRD-ROUTE DRIVE
14:29 17:57 350 0905 TRD-ROUTE DRIVE
17:58 18533 1.50 0905 MCU-MI' CUSTODIAL
B.25 = &
09-17-2003 04:57 08:04 3.00 0905 TRD-ROUTE DRIVE
14:39 18:10 375 0905 TRD-ROUTE DRIVE
18:10 20:30 229 0905 MCU-MI' CUSTODIAL
9.00 * B
09-18-2003 04:57 08:04 3.00 0905 TRD-ROUTE DRIVE
14:32 18:03 3,75 0905 TRD-ROUTE DRIVE
18:03 19:50 1,75 0905 MCU-MI' CUSTODIAL
B.50 = £
09-19-2003 04:54 08:06 325 0905 TRD-ROUTE DRIVE
14:35 17:58 .25 0905 TRD-ROUTE DRIVE
6.50 * &
09-20-2003 09:20 10:45 1.50 0905 MCU-MI' CUSTODIAL
1B # B
WEEK-3 TOTALS Al .29 w5 0.00 ** TOTAL HOURS: 41.25 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 J3,50 402.00 0.00 J3,50 402.00 0.00 0.00 402.00
MCU-MT CUSTODIAL 5.25 R 63.94 0.00 775 63.94 0.00 0.00 63.94
TLY 41.25 465.94 0.00 41.25 465.94 0.00 0.00 465.94

Figure 153 - Rated TimeCard Print, Sanple Detailed TimeCard, Page 2
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EMPLOYEE NO:

EMPLOYEE NAME:

PAYROLL PERIOD:

644199

REYNA,

DEMO

T IMETCARTD

MARIA J

09-01-2003 TO 09-28-2003

SYST

TimeCard II

E M

PAGE 3
TMS413IIR-22

MAY 19, 2003 05:59-PM

CAMPUS: 0905

SSN# 463-29-4132
DEPT: 1905

F/S NO: 644199

DATE

CLCCK-IN

CLOCK-0UT

HOURS WKD

OTH HRS

SCHL BUDGET CODE

EXCP REASON

09-22-2003 04:58 08:02 3.00 0905 TRD-ROUTE DRIVE
14:32 17:58 330 0905 TRD-ROUTE DRIVE
17:58 20:10 2:-35 0905 MCU-MI' CUSTODIAL
B:.78 # &
09-23-2003 04:58 08:03 3.00 0905 TRD-ROUTE DRIVE
14:34 18:10 3:.75 0905 TRD-ROUTE DRIVE
18:10 20325 2-25 0905 MCU-MI' CUSTODIAL
9.00 * &
09-24-2003 04:57 08:10 3,25 0905 TRD-ROUTE DRIVE
18:15 20:27 2,25 0905 TRD-ROUTE DRIVE
5,50 &
09-24-2003 ---- SICK PAY 3.00 0905 TRD-ROUTE DRIVE USED LC - GRANCHILD TO DR
09-25-2003 05:02 08:11 3-89 0905 TRD-ROUTE DRIVE
14:35 18:06 330 0905 TRD-ROUTE DRIVE
18:06 19:43 1:.50 0905 MCU-MI' CUSTODIAL
§:.28 # &
09-26-2003 05:00 08:07 3.00 0905 TRD-ROUTE DRIVE
14:40 17:58 3. 50 0905 TRD-ROUTE DRIVE
6.50 * &
09-27-2003 17:36 19835 2.00 0905 MCU-MI' CUSTODIAL
2.00 * *
WEEK-4 TOTALS 40.00 ** 3.00 ** TOTAL HOURS: 43.00 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 32.00 384.00 3.00 35.00 420.00 0.00 0.00 420.00
MCU-MT CUSTODIAL 8.25 8.00 66.00 0.00 8.00 66.00 0.00 0.00 66.00
eI 40.00 450.00 3.00 43.00 486 .00 0.00 0.00 486.00
PERIOD TOTALS 162.50 ** 11.00 ** TOTAL HOURS: 173.50 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 128.00 1536.00 11.00 139.00 1668 .00 0.00 0.00 1668.00
TOF-MECH/OFFICE 7.50 2.00 15.00 0.00 2.00 15.00 0.00 0.00 15.00
MCU-MT CUSTODIAL 8.25 32,50 268.13 0.00 32,50 268.13 0.00 0.00 268.13
XXX-PERIOD TOTALS 162.50 1819.13 11.00 173.50 1951.13 0.00 0.00 1951.13

EMPLOYEE'S SIGNATURE

SUPERVISOR'S SIGNATURE

Figure 154 - Rated TimeCard Print, Sanple Detailed TimeCard, Page 3
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DEMO TimeCard II PAGE 1
TIMETCARTD SYSTEM TMS413IIR-22

MAY 19, 2003 05:59-PM

EMPLOYEE NO: 644199 CAMPUS: 0905

EMPLOYEE NAME: REYNA, MARIA J SSN# 463-29-4132
DEPT: 1905

PAYROLL PERIOD: 09-01-2003 TO 09-28-2003 F/S NO: 644199

DATE CLOCK-IN CLOCK-0UT HOURS WKD OTH HRS SCHL BUDGET CODE EXCP REASON

WEEK-1 TOTALS 34.75 ** 8.00 ** TOTAL HOURS: 42.75 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 28.75 345.00 8.00 367D 441.00 0.00 0.00 441.00
MCU-MT CUSTODIAL 8.25 6.00 49.50 0.00 6.00 49.50 0.00 0.00 49.50
Do0 34.75 394.50 8.00 42.75 490.50 0.00 0.00 490.50
WEEK-2 TOTALS 46.50 ** 0.00 *x* TOTAL HOURS: 46.50 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 3575 405.00 0.00 33575 405.00 0.00 0.00 405.00
TOF-MECH/OFFICE 7.50 2.00 15.00 0.00 2.00 15.00 0.00 0.00 15.00
MCU-MT CUSTODIAL 8.25 10.75 88.69 0.00 10.75 88.69 0.00 0.00 88.69
B3I 46.50 508.69 0.00 46.50 508.69 0.00 0.00 508.69
WEEK-3 TOTALS 41.25 ** 0.00 ** TOTAL HOURS: 41.25 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 I33:.50 402.00 0.00 I33:.50 402.00 0.00 0.00 402.00
MCU-MT CUSTODIAL B:25 775 63.94 0.00 775 63.94 0.00 0.00 63.94
DO 41.25 465.94 0.00 41.25 465.94 0.00 0.00 465.94
WEEK-4 TOTALS 40.00 ** 3.00 ** TOTAL HOURS: 43.00 *=*
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 32.00 384.00 3.00 35.00 420.00 0.00 0.00 420.00
MCU-MT CUSTODIAL B:25 8.00 66.00 0.00 8.00 66.00 0.00 0.00 66.00
B3I 40.00 450.00 3.00 43.00 486.00 0.00 0.00 486.00
PERIOD TOTALS 162.50 ** 11.00 ** TOTAL HOURS: 173.50 **
BDG DESCRIPTION RATE WRK HRS WRK EXT NON HRS REG HRS REG PAY OT HRS OT PAY TOT PAY
TRD-ROUTE DRIVE 12.00 128.00 1536.00 11.00 139.00 1668.00 0.00 0.00 1668.00
TOF-MECH/OFFICE 7.50 2.00 15.00 0.00 2.00 15.00 0.00 0.00 15.00
MCU-MT CUSTODIAL 8.25 32.50 268.13 0.00 32.50 268.13 0.00 0.00 268.13
XXX-PERIOD TOTALS 162.50 1819.13 11.00 173.50 1951.13 0.00 0.00 193113

EMPLOYEE'S SIGNATURE SUPERVISOR'S SIGNATURE

Figure 1% - Rated TimeCard Print, Sample Summary TimeCard

Section 7.11 — TimeCard Error Report

Purpose: To produce an Error Report from the TimeCard Transaction File for a specific
time period.

Menu Selection: From the TimeCard System Main Menu,

2. Type E{AI to choose TimeCard Error Report.

é] to choose TimeCard Reports Menu.

Systems Design, Inc. Page 127
TMS I User Manual v1.2 September 24,2004



3. Y ou will be pronpted for which printer to output the repart:

WHICH PRINTER?-[ 1 I

Pr%sﬁil and your ddfault printer number will display and be used to
print the report, otherwise enter the number of the printer to receive the
report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1] I

Type @ if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

5. After entry o the printa number, you will be asked which Department’s
employeesto list. Thescreendisplays:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS900W-20 I

ENTER DEPT-NO TO PRINT: ****
(Press "Enter® for All)

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 156 - TimeCard Error Report, Entry Screen

6. Type \Al to select employees for ALL Departments, otherwise enter the

desired Department ID and pressﬂl to limit the report to only those
employees assigned to that specific Departmert.

See Department # in Employee File Maintenance on page 33.
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7. Y ou will be asked to confirm your Department selection by an ALL
OK?(YNC) prompt. Type E] to verify your seledion, atherwise type
@ to re-enta the Departmert ID.

If you see a screen like the following it indicates that no employees were found for

&

the Department ID you entered Pressﬂ and the programwill termirete. Verify
the Department ID you entered has employees assigned to it.

MAY 19, 2003 EMPLOYEE TIMECARD ERROR REPORT TMS40211-21 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11

NO DATA EXTRACTED

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 157 - TimeCard Error Report, No Enployees in specified Department

8. You will be prompted for the Run Date;

ENTER RUN DATE-—[****** 1

Figure 158 - TimeCard Error Report, Run Date Ertry

Enter theRun Date (MMDDY'Y) for the report. Used for report headings

only.
Pressing EI without entering a Run Date will use the current system
date.
0. Y ou will next be prompted for the Period Start Date:
PERIOD START DATE-[****** 1 [

Figure 159 - TimeCard Error Report, Period Start Date Entry

Ente the Start Date(MMDDYY) of theperiod you want to repart.
Transactions before this date will not display.
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After entering the Paiiod Start Date the screen displays:

PERIOD STOP DATE--[****** 1

Figure 160 - TimeCard Error Report, Period Stgp Date

10. Enter the Stop Date (MM DDYYY) of the period you want to inquire.
Transactions after this date will not display.

After entry of the informationyou will be asked to confirmyour ertries.

MAY 19, 2003 EMPLOYEE TIMECARD ERROR REPORT TMS40211-21
ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il

ENTER RUN DATE--[05/19/2003]

PERIOD START DATE-[03/01/2003]
PERIOD STOP DATE--[03/28/2003]

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 161 - TimeCard Error Report, Confir mati on

11. If your want to changeyour chaces enter ] and theselectionwill restart
at Enter Run Date. Enter@ and the report will be produced.

DEMO TimeCard II PAGE 1
TIMECARD ERROR REPORT AT 05-19-2003 DEPT: TMS402II-21

MAY 19, 2003 06:18-PM
REPORTING PERIOD: 03-01-2003 TO 03-28-2003

F/S-1D# EMPLOYEE NAME DATE SEQ IN SEQ ouT TIME SCHED BUDGET CODE
100341 GONZALEZ, NORMA H 03-05-03 010 22:58
03-06-03 010 06:43

Figure 162 - TimeCard Error Report, Sample Report

Section 7.12 — TimeCard Campus Worked Summary Report

Purpose: To producea report summerizing the hours worked at a specific campus.
Menu Selection: From the TimeCard System Main Menu,
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TM-04-14 1. Type @@F;I to choose TimeCard Reports Menu.

2. Typeﬁ]@gl to choose Campus Worked Summary Report.

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 l

Pr&ssgl and your default printer nunmber will display and be used to
print the report, otherwise enter the number of the printer to receive the
report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-L 1 I

Type E if your choice was correct, otherwisetype@ and you will be
taken back tothe which Printer option.

5. Y ou will be asked which School s (Campus' s) to hours to report:

MAY 19, 2003 TIMECARD CAMPUS WORKED SUMMARY REPORT TMS40411-21
ENTER DISTRICT NUMBER-[01] DEMO TimeCard Il
ENTER SCHOOL TO PRINT: lokaiaial

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 163 - TimeCard Campus Worked Summary Report, Entry Screen

Y oumust ente a spedfic School ID to report the haurs warked at that
location.
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See Campus 1D in Employee File Maintenance on page 33.

6. Y ou will be prompted for the Run Date:

ENTER RUN DATE-—[****** ] l

Figure 164 - TimeCard Campus Worked Summary Report, Run Date Entry

Ente theRun Date (MMDDY'Y) for the report. Used for report headings

only.
Pressing \A' without entering a Run Date will use the current system
date.

7. Y ou will be asked for the start and end dates of the weeks to print for the

timecards. The screen displays:

WEEK 1 START DATE-[*****=* 1 I

Figure 165 - TimeCard Campus Worked Summary Report, Start Date Entry

The following two fields can be repeated up to 8 times.

8. Enter the Start Date (MM DDY'Y) of the week to be printed on the
timecards.
Pressﬂ when you have entered dl the week datesto print on the
timecards.

9. Y ou will next be prompted for the End Date (MMDDY'Y) of the week.

These two fields (Start Date and End D ate) will be repeated alowing you
to the enter the week date ranges for the period to be reported on.

PressL| and thedate 6 days after the Start Date will automatically be

used. (i.e. pressL| after entering a Start Date of 03/01/03 will give an
End Date of 03/07/03.)

If you need to correct a Start Date and you are a the End Date field, you

C may enter @il and you will be taken back to the Start Date field.
10. After entering the date rangesto be printed onthe timecards, you will be
asked to confirm your date entriesby an ALL  OK? (YNC) prompt. Type
Lil to verify your seledion andthe timecards will print, atherwise type
@ to re-erter the School ID. Erter@ to cancel this repart.
Systems Design, Inc. Page 132
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If you see a sareen likethefollowingit indicates that no TimeCard entries were

; found within the gecified dates for the School ID you entered Pressﬂ and the
programwill terminate. Verify the School ID you entered has employees working

during the reporting time period.

TIMECARD EXTRACT FILE EMPTY

Figure 166 - TimeCard Campus Worked Summary Report, No TimeCard Entri es for specifi ed School
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DEMDO TimeCard II PAGE 1
TIMECARD CAMPUS WORKED SUMMARY REPORT AT 05-19-2003 CAMPUS: 0115 TMS404II-22

MAY 19, 2003 04:57-PM
REPORTING PERIOD: 03-01-2003 TO 03-28-2003

EMPL-NO EMPLOYEE'S NAME - HOURS ----=- =—------———m-—— EXCEPTION DISTRIBUTION -------——---——
DATE DESCR ACTUAL SCHED EXCESS o T SICK VAC HOL LWOP COMP DISC JURY NON-W RETRO BEREV DOCK

117145 ALVAREZ, PATRICIA

03-04-2003 SICK PAY .00 .00 .00
WEEK-1 TOTALS .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00
PERIOD TOTAL: .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00

122593 ARELLANO, LINDA M

03-03-2003 SICK PAY .00 .00 .00
WEEK-1 TOTALS .00 .00 .00 .00
PERIOD TOTAL: .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00

100812 BALTIERREZ, VANESSA T 0284
03-03-2003 ] .00 ] B!
03-04-2003 ] .00 ] B!
03-05-2003 o 15 .00 o 15 -8
03-06-2003 .50 .00 .50 .50
03-07-2003 .50 .00 .50 <50
WEEK-1 TOTALS .25 .00 .25 3,25
03-10-2003 .50 .00 .50 .50
03-11-2003 .50 .00 <50 =50
03-12-2003 ] .00 ] <5
03-13-2003 .50 .00 .50 .50
03-14-2003 2.00 .00 2.00 2.00
WEEK-2 TOTALS 4.25 .00 4.25 4.25
03-25-2003 0 15 .00 0 15 -8
03-26-2003 015 .00 015 <18
03-27-2003 1,75 .00 1,75 1,78
03-28-2003 ) .00 ) s
WEEK-4 TOTALS 4.00 .00 4.00 4.00
PERIOD TOTAL: 11.50 .00 11.50 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00
148697 BENAVIDEZ, RAQUEL
03-07-2003 SICK PAY .00 .00 .00
WEEK-1 TOTALS .00 .00 .00 .00
03-14-2003 SICK PAY .00 .00 .00
WEEK-2 TOTALS .00 .00 .00 .00
PERIOD TOTAL: .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00
101065 CONTRERAS, IGNACIO 9361
03-03-2003 SICK PAY .00 .00 .00
WEEK-1 TOTALS .00 .00 .00 .00
PERIOD TOTAL: .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00 .00
100387 GALLEGOS, DIANE
03-03-2003 ) 40.00 .00
03-04-2003 o 15 40.00
03-05-2003 015 40.00
03-06-2003 .50 40.00

Figure 167 - Campus Worked Summay Report, Samp e Report

Section 7.13 — Extract TimeCard to EDP P/R

Purpose: To prepare the TimeCard files for export to the EDP Payroll System.

Menu Selection: From the TimeCard System Main Menu,

TM-04-16 1 Type @EFAI to choose TimeCard Reports Menu.
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2. TypeE]@\”;' tochoose Extract TimeCard to EDP P/R.

3. Y ou will be prompted for which printer to output the repart:

WHICH PRINTER?-[ 1 l

Pressﬂ and your default printer nunber will display and be used to
print the report, otherwise enter the number of the printer to receive the
report.

4, Y ou will be asked to confirm the printer number to be used:

ARE YOU SURE? (Y/N)-[ 1] I

Type U if your choice was correct, otherwise type@ and you will be
taken back tothe which Printer option.

5. Y ou will be asked which School' s (Campus's) employees to report:

MAY 19, 2003 EMPLOYEE TIME KEY BUILD TMS906-20 I

ENTER SCHOOL TO PRINT: ****
(Press "Enter® for All)

Figure 168 - Extract TimeCard to EDP P/R, School Selection

You may enter a specific Schoal ID to sdect only those employees

assigned to the specific schoal or type| _] to report employees for all
schools.

See Campus 1D in Employee File Maintenance on page 33.

6. Y ou will be asked which Departmert’ s empl oyees to repart:

ENTER DEPT-NO TO PRINT:  **** I

(Press "Enter" for All) [ |

Figure 169 - Extract TimeCard to EDP P/R, Department Selection

Y ou may enter a specifi c Department 1D to select only those employees
assigned to the specific department or type\_] to report employees for dl
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departments.

See Department # in Employee File Maintenance on page 33.

7. You will be asked if all your selectiors are correct:

ALL OK?(YNC)-[*] I

Figure 170 - Extract TimeCard to EDP P/R, Sd ection Confir mati on

. Entering E will proceed to the next option.
. Entering @ will takeyou back to the School # gption (Step 5).
. Entering @ will cancd thereport. You will be prompted to

corfirmyour decision to carncel therepart. Enter E to confirm

thecancellation, athewis enter @ and you will return to the
ALL OK? (YNC) prompt.

8. The screen displays.

MAY 19, 2003 TIMECARD/EDP INTERFACE FILE EXTRACT TMS40611-20
ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11

RUN DATE--[05/19/2003]
WEEK 1 START DATE-[****** 1

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 171 - TimeCard Print - Seleded Employees, Entry Saeen

The following two fields can be repeated up to 8 times.

0. Enter the Start Date (MM DDY'Y) of the week to be printed on the
timecards for the report.
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Pressﬂ when you have entered dl the week datesto print on the
timecards.

10. Y ou will next be prompted for the End Date (MMDDYY) of the week.

These two fields (Start Date and End D ate) will be repeated alowing you
to the enter the week date ranges for the period to be reported on.

PressL] and thedate 6 days after the Start Date will automatically be

used. (i.e. pressL] after entering a Start Date of 03/01/03 will give an
End Date of 03/07/03.)

If you need to correct a Start Date and you are a the End Date field, you
may enter @ﬂl and you will be taken back to the Start Date field.

11. Afte entering the dateranges tobe reported, you will be asked to confirm

your date entriesby an ALL OK? (YNC) prompt. Typem to verify
your selection and prooeed with preparing theinterfacefiles, otherwise

type M to re-enter garting with the Week 1 Start Date. Enter to
cancel this process.

Note that NO report is produced.

Section 7.14 — Print TimeCard Extract

Purpose: To produce a hard copy of the extract files that were prepared for export to the
EDP Payrall system.

Menu Selection: From the TimeCard System Main Menu,

T™M-04-17 1. Type @E\AI to choose TimeCard Reports Menu.

2. Type E@T;I tochoose Print TimeCard Extract.

You will NOT be prompted for which printer to output the report. During
= installation of your system the printer was preset. |If the printer number is no
longer appr opriate then contact Systems Design and request it be changed.

After selection of the menu item the report will be produced.
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0000332419 REG 00028.0000

0000332419 0T2 00007.0000
0000102648 REG 00000.0000
0000102648 oT 00028.0000
0000102648 0T2 00007.0000
0000107289 REG 00028.0000
0000107289 0T2 00007.0000
0000109292 REG 00034.7500
0000109292 0T2 00008.2500
0000113726 REG 00000.0000
0000113726 oT 00036.2500
0000113726 0T2 00005.5000
0000118244 REG 00007.5000
0000126084 REG 00028.0000
0000126084 0T2 00007.0000
0000128514 REG 00000.0000

Figure 172 - TimeCard Extrad Report, Type 2 Sample Report

0000109292 CBS 00004.0167 REG
0000341884 HA7 00005.3000 REG
0000370554 HA7 00005.3333 REG
0000431011 HA7 00005.3333 REG
0000511329 HA7 00005.2833 REG
0000742143 HA7 00004.6500 REG

Figure 173 - TimeCard Extrad Report, Type 3 Sample Report

NO SAMPLE AVAILABLE AT THIS TIME

Figure 174 - TimeCard Extract Report, Type 4 Sample Report

Section 7.15 — Copy Reg/OT to EDP (Type 2)

Purpose: To copy the current Type 2 transaction into the intermediate file to beimported by
the ED P Payral | system.

Only one type of earnings may be transf erred to the EDP at atime. After copying

= thefileit is necessary to run the import utility on the EDP system. If you copy a
file without importing the previousfile, just copy the correct file and then run the
import routine.

Menu Selection: From the TimeCard System MainMenu,

TM-04-18 1 Type @Eé] to choose TimeCard Reports Menu.

2. TypeE@f;l to choose Copy Reg/OT to EDP (Type 2).

You will NOT be prampted for any input. Therewill be no confirmation about
= oveawriting the current intermediate file.

After selection of the menu item the file will be copied.
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Section 7.16 — Copy Reg/OT to EDP (Type 3)

Purpose: To copy the current Type 3 transaction into the intermediate file to beimported by
the ED P Payrol | system.

Only one type of earnings may be transf erred to the EDP at atime. After copying

& thefile it is necessary to run the import utility on the EDP system. |f you copy a
file without importing the previousfile, just copy the correct file and then run the
import routine.

Menu Selection: From the TimeCard System MainMenu,

TM-04-19

1 Type @Eé] to choose TimeCard Reports Menu.

2. Typeﬁl@él to choose Copy Reg/OT to EDP (Type 3).

You will NOT be prampted for any input. Therewill be no confirmation about
& ovawriting the current intermediate file.

After sdlection of the menu item the file will be copied.

Section 7.17 — Copy Reg/OT to EDP (Type 4)

Purpose: To copy the current Type 4 transaction into the intermediate file to beimported by
the ED P Payrol | system.

Only one type of earnings may be transf erred to the EDP at atime. After copying

& thefileit is necessary to run the import utility on the EDP system. If you copy a
file without importing the previousfile, just copy the correct file and then run the
import routine.

Menu Selection: From the TimeCard System MainMenu,

TM-04-20

1 Type @Eé] to choose TimeCard Reports Menu.

2. Type@@f;l to choose Copy Reg/OT to EDP (Type 4).

You will NOT be prampted for any input. Therewill be no confirmation about
& ovawriting the current intermediate file.

After selection of the menu item the file will be copied.
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Chapter 8 — TimeCard Terminals

Section 8.1 — Overview

This chapter contains the instructions for clocking in and out of the TimeCard I1
Systemutilizing TimeCard terminals.

The tasks discussed in this chapter are:

. How to login to TimeCard terminal.
. How to Clock Inand Clock Out of the system.
. How to login from EDP

Section 8.2 — TimeCard Login
Purpose To Clock Inand Clock Out of the TimeCard Il System.

In orde for the employees to clock in and out it is necessary for the tarminal tobe
logged into the system.

To be able to login you should have a screen similar to:

SCO OpenServer(TM) Release 5 (swisdsys) (ttyp4) I

login:

Figure 175 - System login screen

At thetime clock terminals the user just needs to pr&sthe key and the
terminal login id will be entered.

Next, the system prompts for the password:

SCO OpenServer(TM) Release 5 (swisdsys) (ttyp4)

login: tcl
Password:

Figure 176 - System passward prompt

The user will just press@ key and the password will be entered.

i The user MUST turn on theb@] at thistime. If this key getstur ned off the
system usually will NOT recognize the user's responses to questions since we only
accept answers with UPPERCA SE |dters.
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Next, the system prompts for the teeminal’'s Work L ocation (Campus/Schod ID).

MAY 19, 2003 TIMECARD 11 INPUT TMS12011-25 I

ENTER DISTRICT NUMBER-[01] DEMO TimeCard 11
ENTER WORK LOCATION-| 1 I

Figure 177 - Wak Loation entry

The user just needs to pressthe L2 key and the Work Location will be entered.

The systemwill display theWork L ocation desaiptionand prompt the user to

confirm this is correct. If the entries are correct, press, otherwise pr%s
and the cursor will be positioned for entry of the Work Location.

Section 8.3 — TimeCard Input

The TimeCard input screen displays:

MAY 19, 2003 17:03 TIMECARD 11 INPUT TMS12011-25 I

EMPLOYEE 1D [ I
01=CAMPUS 1D -[0001] SAN BENITO HIGH SCHOOL l

Figure178 - TimeCard Input, Empl oyee ID

Section 8.3.1 - CLOCK IN/OUT

The employes will ente their Employee ID and pressﬂ.

If the employee enters an invalid number the number will be erased and a message
will display:

** EMPLOYEE NOT ON FILE ** I

PLEASE TRY AGAIN I! l

Figure 179 - TimeCard Input, Invalid Employee 1D

The enployeemay then enter ther correct employeelD.

Whenavalid Employee ID is entaed, the screen dsplays the appropriate CLOCK
IN or CLOCK OUT screen:
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MAY 19, 2003 TIMECARD 11 INPUT TMS12011-25 I

EMPLOYEE 1D -[ 101741] LINDA SMITH
01=CAMPUS 1D -[0001] SAN BENITO HIGH SCHOOL
DATE -[SEP 17, 2004]
TIME -[07:10-AM]
02=STATUS -[1] CLOCK IN

03=BUDGET ACCOUNT CODE -[A01] AIDE SALARY

ALL OK?(YNC)-[*]
COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 180 - TimeCard Input, Entry Verification

Section 8.3.2 — Entry Verification

If the In/Out status and Budget Account Cade is correct, press@.

Theentry will be recorded, a confirmation message will display and then prepare
for thenext employeeto dodk in or out. Go back to section CLOCK IN/OUT.

i If the employee failed toclock in or out, they should go ahead and press to
accept the entry so the proper timeis recorded. They need to notify their
supervisor promptly so the appropriate corrections can be made.

If you need to change the Budget Account Code because you are working in a
diffaent capacity, pressD and you will be prompted for the number of the field

youwish tochange Enter D\_I and alist of the Budget Accounting Codes from
the Employee’ s Master will be dsplayed on the right. Theappropriate code may
be selected by usingthe arrow keys to moveup or down through the list. Press

\_I to sded thedesred Budget Cade..
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MAY 19, 2003 07:10 TIMECARD Il INPUT TMS12011-25

EMPLOYEE 1D -[ 101741] LINDA SMITH
01=CAMPUS 1D -[0001] SAN BENITO HIGH SCHOOL +--BUDGET CODE CHOICES-+
| I
DATE ~[SEP 17, 2004] | AO1 AIDE SALARY [
| BO2 SUMMER SCH |
TIME -[07:10-AM] | AO03 BUS DUTY-REG |
| A98 STAFF MEETG. |
02=STATUS -[1] CLOCK IN | B89 HS VOE DRIVE |
| |
03=BUDGET ACCOUNT CODE -[***] o +
ALL OK?(YNC)-[N] FIELD-[03]

COPYRIGHT 2004 - SYSTEMS DESIGN

Figure 181 - TimeCard Input, Budget Acoount Cade Entry

Select the appropriate Budget Account Code and you will be taken back to the

FIELD pmnmtFW&ﬁEiJ&MmeWmtﬁrawnanomeALL OK?(YNC)
prompt..
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