BROCKTON

CITY OF CHAMPIONS

Payroll Time Entry

Time entry clerks, managers and Supervisors
role 1n ensuring accountability in timekeeping

Presentation Handout — December 2024



GOALS: Strong desire for advancement

. . Communication
Communication — Connect, Correspond, Collaborate

Accountability — Accuracy, Amendable, Answerable Payro”
Efficiency

Accuracy

Responsibility — Recognize, Redirect, Redeem

. : . Responsibilit
EfflClency — Excellence, Effective, Exceptional P Y

Accountability



SPECIFIC

No room for
misinterpretation

REWARD

Team Collaboration
Achievements

EVALUABLE S M A RT E R

Focus
Achieve Success

MESURABLE

Quantifiable progress
easy to track

ACHIEVABLE

Realistic
On Realistic attainable

TIME BOUND RELEVANT

Strait lend time frame

Worthwhile GOAL




OBJECTIVES

As a result of this presentation, participants will be able to:

* Understand the CARE principles (Communication,
Accountability, Responsibility and Efficiency) and how
they relate to your role as timekeeping monitor.

* Know how the timekeeping process is impacted by the

o et Fair Labor Standards Act, Pay Rules, Employee

Schedules, Employee Status, Collective Bargained

Statuses and special provisions.

e — pe— * Understand key timekeeping topics, specific regulations,

v Financials Time Entry

e B and processes such as: New Hires, Schedules,

v Human Resources

o et vty Transfer/Terminations, Temporary Employees, Pay Codes,

v Payroll Administration Requisition Entry

v Pyl Sewp sty Administrative Leave, Workers’ Compensation, FMLA,

v Employee Maintenance

R —— s Holidays, Excess Hours/Overtime, Shift Differential,

Employee Self Service
Payroll Start and Status vy Poy

Ty Prcessing Leave Accrual Balances, and Events etc.

Generate Earnings and Deductions ¢

ocass ey 3 * Identify employee and manager roles and responsibilities

Balance Worksheet

Payroll Earnings and Deductions v¢ ln the pay pel'lOd ClOSlng.

Payroll Vendor Processing vy

Caings Do Proot * Know how to get help when there is a timekeeping

Employee Update ¢

Deduction Renort < question.

Tyler Menu i Favorites

Q cearch Departmental Functions




Why should 1/'We CARE?

WE A

Accurate and timely data

from payroll are needed for the City to:

e Process payroll by mandatory deadlines

* Pay employees what they are due - no more, no less

* Minimize timesheet corrections

* Ensure compliance with City, County, State, and Federal labor laws

* Help department and City leadership make data-driven decisions
on budget and personnel changes

* Help managers assess and act on leave and overtime trends

* Have an efficient workflow for employee, manager and Payroll

ne



CARE Principles: Responsibility

ACCURACY Monitor employee timesheet to
@ p— ensure information is correct
@ J COVERAGE Each department should have a secondary
| ‘ employee who has access to process payrolls
vV

The timesheet 1s a legal,

binding document. TIMELY Approve and pass in to payroll all timesheets no later than
Your department head 3:00 PM. Thursday (Weekly) and Tuesday (Bi-Weekly)

approval certifies it as
accurate.




CARE Principles: Efficiency

Observe Deadlines

Respond with urgency to emails from Payroll/MUNIS
Emails indicate action needed regarding (unapproved timesheet/pay discrepancies, etc.)
The Department Head has access to the timesheet.

If the department 1s not able to approve the timesheet then a back up approver should take
action so that the timesheet 1s approved by the deadline.

When a manager approves a timesheet, the manager 1s certifying that the timesheet 1s -

nr\n111ﬁn+f\



Critical Timekeeping Topics
High Level Tips and Resources

New Hires Holidays *

Schedules * Excess Hours / Overtime
Transfers/promotions ~ Shift Differential *

FMLA _ - Accrual Balances

Pay Code i\ =]

Separation L N

Administrative Leave AN , m \& v * Please note: Some differences

Workers’ Compensation sk exist between Collective

, Bargain Agreements (CBASs)
Injured On Duty (IOD) and Departments




STEP 1: TIME ENTRY
15 1B 0

Approvals Notifications

1. Click Departmental
Functions

Tyler Menu : Favorites
v rinanciais

Human Capital Management Departmeptatrinctions
General Revenues

Requisition Entr
Property Revenues a y

2. Click Time Entry and

Asset Maintenance Employee Self Service !
Departmental Functions My Saved Reports you Wlll be taken tO the
Account Inquiry T ity

YTD Budget Report ¥ next screen

Vendor Inquiry Paymepientry

Purchase Order Inquiry ¥ Purchase Order Inquiry

Employee Inquiry ¥ Bill Inauir .

Requisition Entry % Accofm ]:qu A Warnlng Message
il will appear each time you go
g:LLndq:g§DF: x into any payroll processing menu.

My Saved Reports s Please review and verify that the message
Menu Personal Preferences ¢ . f th t 11

Workflow Assistant 1% IS 101 € curren payro °

Payment Entry % Contact Payroll/Auditor if the incorrect
Payments Proof

Schedule of Departmental Pavments ¥ payroll ShOWS up




PAY ROLL PROCESS

Payroll Process

@ 1 BROEKTON BI-WEEKLY PAYROLL

Payroll Run Type

@ BW2311

Payroll Warrant

Continue with this payroll process?

[ Yes@'l No |

05/21/2023

PayrollperotBegin Date

1. Confirm Payroll Warrant

2. Confirm Dates

@ \ 06/03/2023

Payroll Period End Date

06/02/2023

Payroll Period Check Date

3. Start Date
Ending Date and
Check Date

Click Yes

If these are wrong please
contact payroll department

10



Time Entry Live

"'S::'. Time Entry [LIVE DB CITY OF BROCKTON]

o I € 5

Time Entry WIVE DB CIT Y OF

Payrcil Id2ntification

Run

1 - BROCKTON BI'WEEKLY BAYROLL

Baich Information
Pzpartment
Lacaticn *
Commans

Cisrke "

Dat=

Tme

Batch Trpe

Post=d
Statos
Empioyea Count
Workflow
AppIave Rz

= e (=

B A 0 |

~ Calendar

TR
uESERE WEDNESDH TR FRE

SUNDRY  MONDR! { 13
9 \0

1.

Click A

(Add Batch)

11



Option

Options

Choose an option

D Multiple Employees

D Multiple Detail

1. Click Ok

[ Cancel

12



Time Entry

Batch number will be
assigned automatically

4. Time Entry [LIVE DB CITY OF BROCKTON]
X | v 0

rime Entry [LIVE DB CITY OF BROCKTON] ™ 3

2ayroll identification

tun

Enter your department
number

Click Accept

— this will take you
to Time Entry Auto-
Load

51 Department code for this batch {optional}



Time Entry Auto-Load

'-::E-. Time Entry Auto-Load

< o L X}
= ..L - i B G;j B 7 — : _
Time Entry [LIVE DB CITY OF BROCKTON] = Time Entry Auto-Loaz = [ ] CliCk Cancel

— - * (This will stop the Time
— ] = Entry Auto-Load process)
. and a new window will

pop up

* This window 1s not
S needed and we are
e —— B working to remove 1t
. | (Please continue to the

next step.)

pup 10 be loaded.



1. Click the + Add button

2. Tab to Employer and type
Employer number

Time Entry Detail (e.g.)

%% Time Entry Detail

A=l S-S AL B A 4 5 4 .
Oy B ———

Time Entry JRE D3 CITY QF BROCKTSY] > T2 Entry Datail

3. Tab to Pay and enter payroll
Code (Examples: Code 1in Vac
(300), Sick (350), Personnel
(400) — (See next page)

. Payroll Identification

1 - BROCKTON BFWNEEKLY PAYROLL

4. Tab to Quantity to enter
number of hours worked

5. Tab to notes (Date appears
and will show on paystub)
*See slide 2 on time entry

6. Click Accept (save) — Click
Add Button for next employer.

7. Click Back.

Creata a new record similar to the current active record 15




Time Entry Detail

**  Verify in correct warrant **

City Weekly or City Bi-Weekly

'-.:.:E'. Time Entry Detail

- l v 0
Bazh Aatam i A

ack [Crrt Back .
B CITY OF BROCKTON] » Time Enlry Detail » /

Bayroll |dentification

1. Enter date — Time off request

un

From - To

b= BROCKTE&’.‘I BIMNEEKLY P-“{/P.OLL

Emplayee Substitute Audit

2. Accrual absence Yes or No

Absence*

From*

Gy () 2 (e (J @) Vv [4) <)
i A\

Vacation, sick, Personal, Comp Used= Yes

Employes * SSN ¢ Last Name Ml Superyisar

S | Holiday = No

Emplayes Last Name First Name JabCiass Positien

Substituts For

3. Verify available hours prior to proceeding
T — . (Reminder if negative please do not
epartmen B T Acciua ?3 ance
Actwity . _“_- PERSONAL @ 21000 process)

Job Class * 2 ADMIN ASST

pustan = 3A Enter pay code to use

Pay* 4 JGU__E 'FFSUR]I‘?\ TATS LY

Quantity ] 7.000 | —FHOURLY

37.6616 | Amount

_e §F__—_ M 0000 4. Tab to quantity and enter hours

Projsct Account |

Rats

Sick Bank

Allocation code




Time Entry Detail

{
A
|

Time Entry (LIVE DB CITY OF BROCKTON] = Thegniry batail = £

Empicyes * SSN* Last Nam? First Name 5 Suparvisor

e Reference time taken 1n the

Substitute For

Employae | LastNama First Name Job Ciass ostion ; note ﬁeld' This Will print Out
on the pay stub

Department Accrual Balg

activity ‘ = PegsafaL 21,0000

Job Class * ADIIIN ASST

Pasition * (G

Pay* 3 -~ | PERSONALDAYSCITY
Quanity T Soeo| [HowRy

* e —am - * Click Accept (Save)

Project Account

CrgiCziPrei | 01330074 - | | 511100

Lacation *
R=2ascn
Notes ﬂ5’5_523 -
Wigrx Orger [7 .

Rafersnce

Waork order associatsd with this record




Time Entry Corrections or Resume an existing
Batch

'-;E'. Time Entry [LIVE DB CITY OF BROCKTON]

X Q m |
=T f Iearrs Erawty !

Pavroll tdentification

Run

1-BEOCHTON BLWEEKLY PAYRILL W23 a . Click PDF Report

gaich Information

Departmant 0135 Augitor

s ons (PDF to print the Time Entry

Cemment

Report and verify the
correction was made)

e New window




Time Entry Report Options

:::-. Time Entry Report Options

Accept
Save PDF Report

ime Entry [LIVE DB CITY OF BROCKTON] = Time Entry Raport Opt

part Options

Confirm hours
Close

eport* | STANDARD

ciude* BATCH

ort * EMPLOYEE NAME
Employes Subtotals
Hide 38N

D Dates Outside Payrell

19



Report — COBMUNISAPP

- R I Report-COBMUNISAPP.§700-05-23-14.00...

LIVE DB CITY OF BROCKTON

1. Save PDF Report
LT i o el e e, i i bz The I'epOI't ShOU,ld lOOk llke thlS

ALLOC/
FROM DATE TO DATE Jof QUANTITY LOM ORC O8IICT PRO) ARS [RROR
POSITION
05/26/23 05/26/23 1129 t-m; AST 3 400 HRS01350074 511100

T osAsay oss nze Koy AST 3 451 WRS01350074 511100 2 o Conﬁrm hours

3 PDF to Word - T 05/21/21 06/03/27 1129 Aoy AST 1 300 000 HRSO1330074 511200
a

Get unlimited tool access with an
Adobe Acrobat plan

Hi, Anastasios * u
@

Z

CONVERT

3 PDFto JPG 06/01/23 06/01/23 1129 AoMN AST 3 330 ! #RS0135C074 511100
o

R — - 3. Close

OuUNT .
PDFto PPT 1 0$/21/23 06/03/23 1163 ASST AuCIT 500 ] HRSO13I3C0T4 511100
]

— | s * This report 1s a reflection of

IASTA 05/02/13 05/02/23 1133 wx;u:nl! 150 . HRS01350074 511100

SBOT e . - -
3. ANAsTA 05/01/21 05/01/23 1133 unITAGRL2E 400 -3.000 WRSO13SCOT4 511100
o

ASTA 05/17/23 03/30/23 1133 mamm 350 21,000 ws0135C074 511100 Cler I(
(]

ANASTA 05/21/23 06/03/23 1113 lL‘(!(f’»\GlLll seo 7.000 HRS0135C074 $11100

U T g s s hours entered by the payroll

Reorder pages

Rotate pages

Deleta pages OTAL BY I¥P 14796 WOURS 35,000
Y 0.009

g ... S * Reports must be sent along
with timesheets

"os/auy os/oy/21 127 AT AST 2300 7,000 NRSOLISOOTS 511200

Fill &Sign 2

3 %

25 Request e-signatures
Mesert gamerated: 08/11/201) 1002
el bt ot
progras 1o srefmatt

MCRE
{7 Compress a POF

T3 Combine files LIVE DB CITY OF BROCKTON




Time Entry (Main Screen)

"L Time Entry [LIVE DB CITY OF BROCKTON]

xi'q n;i!:aé@iga| @EO e @

Tan2 Eaty [LIVZDE CITY ©F BROCKTCON]
Payrzh identfication
Run

1 - BROCKTON EMVEEKLY PAYROLL

Batch information

Dpartmant D135 Auditor
Locatien * 0133 AUDITOA S OFFICE
Commeant

Coar =

Date

e Payroll clerks will follow this step

1. Click Release and you will be
brought to a new window




Time Entry

Time Entry [TRAIN DATABASE Jul 21 2023]

Time Entry [TRAIN DATABASE Jul 21 2023]

Payroll Identification

Run Warrant

| 0- BROCKTON WEEKLY PAYROLL || cwaszo

Batch Infermation

Department ‘.0135 ‘ Auditor

Location * [ 0135 ~ AUDITOR'S OFFICE

Comment ‘

Clerk ™ mnires | Pires. Malik

Date | W20/ 20U
——— : —
T " 09:40 (i) Release Batch

Batch Type ‘ STANDARD MUNIS TIME ENTRY Release this batch for approval?

. : e Click Yes to release batch

| N-NOT RELEASED

for approval

Employee Count

Workflow

Approve Forward Approvers




Department Head to approve

Time Entry [TRAIN DATABASE Jul 21 2023]

Payroll Identification

Run Warrant

0 - BROCKTON WEEKLY PAYROLL CW2330

Batch Information

Department Auditor

Location * AUDITOR'S OFFICE
Comment

Clerk ™ n

Date 07/25/2023

Time 09:49

Batch Type STANDARD MUNIS TIME ENTRY

Posted N

Status N - NOT RELEASED

Employee Count

Workflow

Approve

Add a new batch.

 Email notice will be sent to
the Department Head to
approve

* Next page will show list of
Approvers




Work Flow Status

'-;:-. Work Flow Status

eiQ

1. Click Back
2. Click Close “X” button

Time Entzy [LIVE DB CITY OF BROCKTON] = ‘Wors Flow Status

Crigmater

In Progress

« Any gpprover from this group ¢ Group Currznt

you have successfully
created a payroll batch

05/23/2023
03/23/2023

Not startad

24



ANY QUESTIONS AND CONERNS:

Please feel free to get in touch via telephone or email.

PAYROLL MAIN LINE
 Phone: 508-580-7155

* Email:
* Carin Kenney — ckenney@cobma.us
* Thuy Nguyen — tnguyen@cobma.us
 Julie Lelio — jlelio@cobma.us
* Irene Giannopoulos — 1igiannopoulos@cobma.us

T !

25
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