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Summary Time Entry

Overview

Summary Time Entry is normally used by exempt employees to record time other than standard
pay (pay type 1). Entering timecards via Summary Time Entry allows you to summarize your

hours by pay type. Time cards will be entered for the current pay period; end-users also have the
option to enter a future time card for the following pay period.

Procedure

In this lesson you will learn how to do summary time entry.

S -

EnterpriseOne Menu =a
Open Applications

‘You have ne running applications. The EnterpriseCne Menu centains several links to the applications.

Open New Window These links will always be at the left of your screens, no matter what application you are using

You can also hide the menu when you need more space for your work.

Welcome!

[> NIS State of Nebraska
[ Roles
[> Actions

[- Preferences

Cone € mmternet H100% v

Step Action

Click the NIS State of Nebraska link.
[MIS State of Nebraska|
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Step Action
2.
Click the Self Service link.
3.
Click the Time Entry - Administrative Services - Agency 65 link.
ITime Entry - Administrative Services -
Bgency 65
4.
Click the Time Entry - Biweekly Summary 65 link.
[Time Entry - Biweekly Summary 65|
5.
Click the Current Pay Period link.
Current Pay Period

e

Current Pay Period - Time Entry Self Service Director m
Welcome PEEP, LITTLE 8O
Pay Period Ending Date

Summary Time Entry

Close

Done € Internet 100% v

Step Action

Click the Summary Time Entry link.
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Current Pay Period - Employee Summary Time Entry om
Time Eniry Self Service Director | Employee Summary Time Entry
PEEP, LITTLE BO Business Unit | 65020001
Pay Period Date Quick Entry Hours
Pay Period Start 01/19/2009 Reg Sick Expected 80.00
Pay Period End 02/01/2009 vac Holiday Total
Select All | Clear All Find Timecards

Records 1-1

Time Card
Status Type | Description

& i ]

cose | pelete | save

Done € Internet 100% v

Step Action

7. First you will need to enter a Pay Type.

Click in the Pay Type field.

[ ]
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Current Pay Period - Employee Summary Time Entry

Time Eniry Self Service Director | Employee Summary Time Entry

e

R

Records 1-1

PEEP, LITTLE BO Business Unit | 65020001
Pay Period Date Quick Entry Hours
Pay Period Start 01/19/2009 Reg. | Sick ‘ Expected 80.00
Pay Period End 02/01/2009 vac | Holiday ‘ Total
Select All | Clear All Find Timecards

cusomze oo TR

Time Card

Status Type | Description

cose | pelete | save

Done

€ Internet

L00% v

Step

Action

If you do not know the Pay Type you can use the Visual Assist Tool.

To use the Visual Assist Tool click the magnifying glass.
(IS8

9. The various pay types will be displayed. Click the radio button of the pay type

you wish to use.
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Current Pay Period - Self Service Pay Type Search & Select

Records 1-10 Customize Grid =@

Description
1 REGULAR PAY

20 REGULAR TEMP
20 VACATION PD.

40 SICK PAID

50 COMP USED

60 OT(STRAIGHT)

70 OTAT1.5%

90 COMF @ 1.0

91 COMP @15

100 ON CALL

Select Close

&) i8] o) |&] fie) &) 8] |ie) | ¢

DoE

Done

[3 € mternet

H100%  +

Step

Action

10.

After selecting the pay type click the Select button.

11.

The pay type will display in the Pay Type Description field.
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Current Pay Period - Employee Summary Time Entry ]
Time Entry Self Service Director | Employee Summary Time Entry
PEEP, LITTLE BO Business Unit | 65020001
Pay Period Date Quick Entry Hours
Pay Period Start 01/19/2009 Reg. | Sick ‘ Expected 80.00
Pay Period End 02/01/2009 vac | Holiday ‘ Total
Select All | Clear All Find Timecards

Recris 12 B0

1 REGULAR PAY

Close | Delete ‘ Save

Done

€ Internet 100% v

Step Action

12. Enter your hours in the Hours field.

13. Enter the date the hours are for in the Work Date field.

14. You can add additional rows for other dates by repeating the steps.

15. When you are finished entering your time click the Save button.

16. The total hours entered so far will display inthe Total field in the header.

17. If you are using Global Leave Administration (GLA) to submit your leave requests
you do not need to enter your leave on Time Entry. After your supervisor or
manager approves a leave request through GLA it will automatically populate to
this screen.

18. When you are finished click the Close button.

19. The time card entered is automatically submitted for approval.

If you did not enter all of your time for the pay period, you can go back in prior to
the end of the pay period to enter the rest of your time.
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Current Pay Period - Time Entry Self Service Director m

‘Welcome PEEP, LITTLE BO

Pay Period Ending Date 02/01/2009

Summary Time Entry

Manager Review/Approval

Close

Done € Internet 100% v

Step Action

20.
Click the Close button.

Close

21. You have successfully completed this lesson.
End of Procedure.
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