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Leave Adjustements

Leave Adjustments Overview

These work instructions are to be used to adjust leave balances (hours) only, with no effect on the
employee’s net pay. Normally, this adjustment process would be used to correct leave used or
leave accrued in a prior year. If it is necessary to adjust current year leave usage or leave accruals,
that adjustment should be done using the appropriate Pay Type for leave used or DBA for leave
accrual.

Leave Adjustments Lesson

Procedure

In this lesson you will learn the steps for making leave adjustments for an employee.

ise0ne Menu =20

Open Applications
‘fou have no running applications. The EnterpriseOne Menu containg several links to the applications,

Open New Window These links will always be atthe left of vour screens, no matter what application you are using.
“You can also hide the menu when you need maore space for your wark.

[> NIS State of Mebraska

S

[ Roles

[ Actions

[ Preferences

Done & Internet H100%
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Step Action

1.
Click the NIS State of Nebraska link.
[MIS State of Mehrasks]|
2.
Click the Human Resources/Payroll - Agencies link.
[Human ResourcesiPayrall - Agencies|
3.
Click the Payroll link.
4,
Click the Time Maintenance link.
5.
Click the Speed Time Entry link.
or

Click the By Individual link.

T 1

Speed Time Entry - Work With Speed Time Entry @
Select Fid  gdd Cpse Teols
v @ +

‘ Batch Number - UserID NISESYIK ‘

No records found. Customize Grid @

Timecards Employees Batch Lump
in Batch in Batch Sum Amount

Done: € Internet #100% T
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Step Action

6.
Click the Add button.

Speed Time Entry - Speed Time Entry Revisions

Find Delete Cancel Form  Row Previous Mext  Tools

Dekets I
@ @ X O @ &

e

Do®E

Date/Batch

LS Amount/ Hours

Subledgel
Catol Cato3

,7
Catoz l— Cat04 l—
’7

Customize Grid ]

Do € Internet 100% v

Step Action

7. Enter pay period end date in the first field of the Date/Batch field. Leave the
second field blank.

8. Complete any of the Category Code fields on the Category Codes tab to have the
information supplied automatically to every timecard that you enter on this grid.

9.
Click the Organization tab.
Qrganization

10. Complete any of the fields on the Organization tab to have organization
information populated automatically to every timecard entered on the grid.
Complete these fields to track detailed information about a job site and to enter
timecards by job or business unit.

11.

Click the Subledger tab.
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Step Action
12. Complete any of the following fields to have an account number automatically

appear on every timecard that you enter:

Subledger
Subledger Type

Note: Subledger will not be used in all Agencies.

13. Enter the employee's address book number in the Employee Number field.
14. In the Pay field enter one of the following Pay Types:
892 (Adj Sick Hrs)
894 (Adj Vac Hrs)
895 (Adj Comp Hrs)
15. Enter the hours to be adjusted in the Hours field. (A positive amount reduces the
leave balance, a negative amount increases the leave balance).
RAcLe .
Speed Time Entry - Speed Time Entry Revisions ]
Subleg ,7 Order Mumber ’7
Subledger Type ,_
Done € Internet #100% v
Step Action
16. Scroll to the right until you get to the LS Amnt field.
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Speed Time Entry - Speed Time Entry Revisions

Do®E

=1

Cancel Form  Row  Previous Next  Tools

Find  Delete Cancel
@ 0 X 0 B H N &

Date/Batch 070182009 L3 Amount/ Hours

Subledger
Subledger Type

Records 1-2

Equipment
Worked On

Type | ledger

Operational
Sequence #

[

Done

€ Internet 100% v

Step Action
17. Enter ".01" into the LS Amnt field.
18. The following fields in the grid can also be completed or overridden if necessary:

Ovr/Rt — Override/Rate
Job Type
Work Date
Union
Position ID
Job Location
Uprate

Shift Diff.
%/ Amt
Billing Rate
Home Co
Home BU
Tax Area
Item

Pce/Rt
Pieces

Phase
Explanation
Record Type
WCI Code
SC/WC
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Speed Time Entry - Speed Time Entry Revisions 6]

Find Delete Cancel Form Row Previous Next Tools

2 &8 [ [ B

Date/Batch 074182000 * LS Amount/ Hours

Subledger Crder Mumber

Subledger Type

Records 1-2 Customize Grid @

Sub- Equipment Operational
ledger | Worked On Sequence #

< il I >

Done & Internet H100%

Step Action

19. Use the down arrow key on the keyboard to move to the next row on the grid.
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Speed Time Entry - Speed Time Entry Revisions m

Ok Find Delete Cancel Form Row Previous Next Tools

B & 1 X 8 8 [E [ B

Date/Batch 070182009 - L3 Amount/ Hours 01 8.00-

ation | Subledger

Subledger Order Mumber

Subledger Type li

Records 1-2 Customize Grid @

Sub- Equipment Operational
ledger | Worked On Sequence #

3828330 Secured Koy0g2 .01 e}

< | ¥

Done € Internet 100% v

Step Action

20. Scroll back to the left until you see the Employe Number field.
| |
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Speed Time Entry - Speed Time Entry Revisions m
Ok Find Delete Cancel Form Row Previous Next Tools
B & 1 X = ®
Date/Batch 070182009 - L3 Amount/ Hours 01 8.00-
Category Codes | Organization | Subledger
Subledger Order Mumber
Subledger Type

Customize Grid @

Ea Employee
Humber

Pay Type

Description Account Humber

4874666 KENT, CLARK S

|

892 ADJ SICKHRS

—

8.00-  B5025009.512200 o7z,

Done

€ Internet

H100%  +

Step

Action

21.

Enter the employee's address book number in the Employee Number field.

22.

In the Pay field enter one of the following Pay Types:
892 (Adj Sick Hrs)
894 (Adj Vac Hrs)
895 (Adj Comp Hrs)

23.

DO NOT enter hours on the second row.
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Speed Time Entry - Speed Time Entry Revisions

e
@

Ok Find Delete Cancel Form Row Previous Next Tools

B & 1 X 8 8 [E [ B

= L8 Amount/ Hours .01

Date/Batch 07i18/2009

8.00-

Subledger Order Mumber

Subledger Type li

Customize Grid

E Employee Pay Type
Humber Description Account Humber
Fl 4B74BE6 KENT, CLARK S 892 ADJ SICKHRS 8.00- 65025009.512200 o7nez. 3
] 48T 4BGE 882
O
< >
Done € Internet 100% v

24.

Scroll to the right until you see the LS Amnt field.
Click the object.
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Speed Time Entry - Speed Time Entry Revisions m

Ok Find Delete Cancel Form Row Previous Next Tools

B & 1 X 8 8 [E [ B

Date/Batch 070182009 - L3 Amount/ Hours 01 8.00-

f | Subledger

Subledger Order Mumber

Subledger Type li

Records 1-3 Customize Grid @

Sub- Equipment Operational
ledger | Worked On Sequence #

3828330 Secured Koy0g2 .01

< il I >

Done € Internet 100% v

Step Action

25. Enter "-.01" into the LS Amnt field.
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Speed Time Entry - Speed Time Entry Revisions

e
@

Ok Find Delete Cancel Form Row Previous Next Tools

B & 1 X O 8B @ B B

Date/Batch 07i18/2009

L8 Amount/ Hours .01

8.00-

Subledger Order Mumber

Subledger Type li

Customize Grid @

Records 1-3

3828330 Secured Koy0g2

Sub- Equipment
ledger | Worked On

.01

Operational
Sequence #

o[ ]

FL00% v

€ Internet

Done

Step Action

26.

Use the down arrow key on the keyboard to move to the next row on the grid.
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Speed Time Entry - Speed Time Entry Revisions m

B & 1 X 8 8 [E [ B

Ok Find Delete Cancel Form Row Previous Next Tools

Date/Batch 070182009 - L3 Amount/ Hours 8.00-

ion|| Subledger

Subledger Order Mumber

Subledger Type li

Records 1-3 Customize Grid @

Sub- Equipment Operational
ledger | Worked On Sequence #

3828330 Secured Koy0g2 .01
3828330 Secured KO7082 01-

— -

Done € Internet 100% v

Step Action

27.
Click the OK button.

28.
Click the Cancel button.
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Speed Time Entry - Work With Speed Time Entry @
Select Fnd  Add Close Tools

v & +

‘ Batch NMumber * UserID MISBEVIK ‘

No records found.
Timecards Employees Batch Lump
in Batch in Batch Sum Amount

Done € Internet 100% v

Step Action

29.

Click the Close button.

30.

End of Procedure.

You have successfully completed this lesson.
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