Entering Timecards for Employees using Speed Time Entry &
Labor Distribution



COPYRIGHT & TRADEMARKS

Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved.

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names may be trademarks
of their respective owners.

This software and related documentation are provided under a license agreement containing restrictions on
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify,
license, transmit, distribute, exhibit, perform, publish or display any part, in any form, or by any means.
Reverse engineering, disassembly, or decompilation of this software, unless required by law for
interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free.
If you find any errors, please report them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on
behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to U.S. Government
customers are “commercial computer software” or “commercial technical data” pursuant to the applicable
Federal Acquisition Regulation and agency-specific supplemental regulations. As such, the use,
duplication, disclosure, modification, and adaptation shall be subject to the restrictions and license terms set
forth in the applicable Government contract, and, to the extent applicable by the terms of the Government
contract, the additional rights set forth in FAR 52.227-19, Commercial Computer Software License
(December 2007). Oracle USA, Inc., 500 Oracle Parkway, Redwood City, CA 94065.

This software is developed for general use in a variety of information management applications. It is not
developed or intended for use in any inherently dangerous applications, including applications which may
create a risk of personal injury. If you use this software in dangerous applications, then you shall be
responsible to take all appropriate fail-safe, backup, redundancy and other measures to ensure the safe use
of this software. Oracle Corporation and its affiliates disclaim any liability for any damages caused by use
of this software in dangerous applications.

This software and documentation may provide access to or information on content, products and services
from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all
warranties of any kind with respect to third party content, products and services. Oracle Corporation and its
affiliates will not be responsible for any loss, costs, or damages incurred due to your access to or use of
third party content, products or services.

SYSTEM POLICIES

The tasks in this documentation provide end users with the tools to enter data and collect data in system. It

is the responsibility of the agencies to comply with State Statutes, Federal Rules and Regulations, and State
policies. For further information concerning State Statutes and policies, please refer to both internal agency
resources and the Department of Administrative Services website.



™ Training Guide
Mmlwﬁgﬁ_ Entering Timecards for Employees using Speed

Time Entry & Labor Distribution

Table of Contents

Entering Timecards for Employees using Speed Time Entry & Labor Distribution. 1

Entering Timecards for Employees using Speed Time Entry & Labor Distribution

OVEIVIBW ...ttt bbb bbb bbb bbbt bbbttt n et 1
Entering Timecards Using Speed Time ENtry LeSSON.........ccccoviiviiiiineieieeesese e 1
Determine if an Employee has Labor Distribution LesSon ...........ccocevviiiiienenienie e 6
ST L A I T L= =t 1 Y2 SRS 9
Enter Timecards Using Labor Distribution Copy LESSON.........cccccevveiviiiiiieieie e sie e 9
Run the Timecard AHlOCation Program ... e 15

Page iii



o Training Guide
Mmlw_m_ Entering Timecards for Employees using Speed
o Time Entry & Labor Distribution

Entering Timecards for Employees using Speed Time
Entry & Labor Distribution

Entering Timecards for Employees using Speed Time Entry &
Labor Distribution Overview

Use Speed Time Entry to enter timecards for employees in a batch or to enter timecards for
employees individually based on their employee number.

Speed Time Entry allows you to enter multiple employees on the same grid. Each line in the time
entry grid represents one timecard. If an employee is being paid multiple pay types, then each line
of time entry goes onto its own line in the time entry grid because only one pay type can be
associated with each line of time entry.

Use Speed Time Entry when entering timecards for groups of employees. After the first timecard
is entered, the system automatically supplies the address number from the previous line of time
entry. This feature is helpful when entering multiple timecards for the same employee.

Completing fields in the tabbed areas of the window will automatically populate certain values
for each timecard, such as shift code or job location.

If an employee has Labor Distribution, the Timecard Allocation Program must be run to correctly
update object codes after timecards are entered.

Entering Timecards Using Speed Time Entry Lesson

Procedure

In this lesson you will learn the step for using Speed Time Entry.
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ORACLE’ 1o EDWARDS ENTERPRISEONE e

© Sign Out
= =
EnterpriseOne Menu = Ol Welcome!
Open Applications
You have no running applications The Enterprise0ne Menu contains several links to the applications.
Open New Window These links will always be atthe 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.
Fast Path
1]
[ Favorites

> Content Development Tools
I+ EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+ Roles
N999FUNC

+ Actions

Job Status

[ Preferences

Dane o Trusted sites dy v Hiow -

Step Action

1. Click the State of Nebraska link.
State of Nebraskal

2. Click the Payroll link.
Fayroll

3. Click the Payroll Processing link.
IPayroll Processing|

4, Click the Time Maintenance link.
Time Maintenance]

5. Click the Speed Time Entry link.

Speed Time Entr--j
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HUNT, ETHAN [JPY200]

Speed Time Entry - Work With Speed Time Entry S ‘
Batch Number ’*7 IW
No records found. Customize Grid (& 0
— —
Step Action
6. Click the Add button.
7. Complete the Date/Batch field if necessary. This should be the pay period end
date. The next field will assign a batch number automatically.
Note: If a date is entered in the Date/Batch field, all time entered on this timecard
will have that work date.
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.
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Adminiatrat

ORACLE’ 1o EDWARDS ENTERPRISEONE e

© Sign Out
Speed Time Entry - Speed Time Entry Revisions @

Work With Speed Time Entry ~ Speed Time Entry Revisions
Find Delete Cancel Form Row Previous Mext Took

@ T X B B [ b B’

Date/Batch * « LS Amount/Hours

Public Timecards N

Category Codes  Organization =~ Subledger Dates

catol 085 QL cat03
Cat02 cato4

Records 1-1 Customize Grig ]

0O & Employee Alpha Pay Type Business Unit
Humber Name: Pay Description Hours Account Humber Description
3]

< >

Dane  Trusted sites v Hiow -

Step

Action

Click the Organization tab.

10.

Complete any of the following fields 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:

Job Location
Check Route Code

Use the Visual Assist tool if necessary.

11.

Click the Subledger tab.

12.

Complete any necessary information in the header.

13.

In the grid enter the employee’s address book number in the Employee Number
field.

14.

Enter the pay type in the Pay field. Use the Visual Assist tool if necessary.

15.

Enter the hours worked in the the Hours field.

16.

The Account Number field will be supplied by the Automatic Accounting
Instructions (AALl), based on the Pay Type and Home Business Unit.

17.

Enter the date worked in the Work Date field if a date was not entered in the
Date/Batch field.
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Step

Action

18.

Note: The following fields in the grid can also be completed or overridden if
necessary:

Ovr/Rt — Override/Rate
Job Type

Subledger

Sub Type

Union

Position ID

Job Location

19.

Repeat these steps for each time card.

20.

When finished click the OK button.

21.

Click the Cancel button.

ORACI—E- JD EDWARDS ENTERPRISEONE

Speed Time Entry - Work With Speed Time Entry
Select Find  Add  Cbse Tools

v @ + X B

HUNT, ETHAN [JFY300]
© Sign Out

@

Batch Number User D

* NISBSVIK

No records found.

[ —

Batch
Number

Customize Grid o

r—

Pay In
Advance

Timecards
in Batch

Batch Batch Lump

Employees
in Batch Hours Sum Amount

< Trusted sites dh v Ho0w -

Step

Action

22.

Click the Close button.

%]

23.

You have successfully completed this lesson.
End of Procedure.
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Determine if an Employee has Labor Distribution Lesson

Procedure

Agencies can verify whether they have Labor Distribution established on their employees by

accessing the Enter/Revise Labor Distribution screen.

This lesson will show you how.

HUNT, ETHAN [JFY300]

ORACI—E- JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu =1 Ol
Open Applications
You have no running applications.

Welcome!

The EnterpriseOne Menu contains several links to the applications.

I Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+~ Roles
N83IFUNC

= Actions

—Help

— Wy Systemn Options
Work Center

- b Status

I Preferences

Open New Window These links will always be atthe 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.
Fast Path
1]
[ Favorites

© Sign Out

Done

' Trusted sites

G-

E100%

Step Action

1. Click the State of Nebraska link.
State of Nebraskal

2. Click the Human Resources link.
IHuman Resources|

3. Click the Employee Maintenance link.
[Employee Maintenance]

4. Click the Enter/Revise Labor Distribution link.

[Enter/Revise Labor Distribution|
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ORACLE HUNT, ETHAN [JPY200]
A JD EDWARDS ENTERPRISEONE o
Enter/Revise Labor Distribution - Work With Labor Distribution Instructions ]
Selct Fnd  Add Copy Cpse Took
v @ + &
Home Business Unit
No records found. Customize Grid ]
Q

) Employee Employes Job % Barg Home Hom
Number Tax ID NiA Alpha Name Code NA Amt Unit Business Unit Desi

|~
|

Dane [ + Trusted sites S5 v ®ioowm -

Step Action

5. To search on a specific employee, enter the employee's address book number in the
Address Number field in the QBE line.
6. Click the Find button.

Note: If you wanted to search for your whole agency simply click Find and do not
enter an employee number in the Address Number field.

7. Click the Select button.
8. If an employee has Labor Distribution that is no longer valid, correct or delete the

Labor Distribution to ensure the employee's time is allocated correctly. If an
employee has Labor Distribution, the system will allocate time entered based on the
Labor Distribution.
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|
idmhlﬂrﬂ:@' VROES

HUNT, ETHAN [JPY900]
© Sign Out

Enter/Revise Labor Distribution - Labor Distribution Instructions

Work With Labor Distribution Instructions | Labor Distribution Instructions

OK  Find Delete Cancel Form Previous Next Tools

B @ @ X @ [ B B

Employee No 5695949 KENT, CLARK & [ ]

FEERITEOLE = Q Total % All Jobs 100.00
Records 1-2 Customize Grid a
0 Pay Pay Hours/ Pay Start Pay Stop wicl Hourly E

Code Description Percent Account Number Date Date HIA Class Rate R

F [ 1 [REGULAR PAY 100.00/ | 65025009.511100 [ I
(4]
< E)

Dane

o Trusted sites dy v Hiow -

Step Action

Click the Cancel button.

%]

HUNT, ETHAN [JPY300]

.
ACL €’ ip EDWARDS ENTERPRISEONE i
Enter/Revise Labor Distribution - Werk With Labor Distribution Instructions @
Select Fnd  Add  Copy Close Tooks
vy @ + B X B
Home Business Unit *
Records 1-1 Customize Grid 0
5695949 [
Emplayee Employes Job %l Barg Home Hom
Number Tax ID NiA Alpha Name Code HA Amt  Unit Business Unit Desi
® 5695949 999010002 KENT, CLARK S GO7092 % 65025009 NIS
] | &
Dane + Trusted sites dy v Hiow -
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Step Action

10. Click the Close button.

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

Split Time Entry

Split Time Entry will allocate hours entered on a time card for all Pay Types to business units
established on each employee's Labor Distribution record.

This Split Time Entry function allows all leave usage, holiday, etc. to be allocated in the same

manner as regular pay. In addition, all state paid benefits (FICA, Retirement, etc.) will also follow
the same distribution.

Enter Timecards Using Labor Distribution Copy Lesson

Procedure

Warning: Labor Distribution Copy only needs to be completed when the hours worked by the
employee change from pay period to pay period.

Warning: When Pay Types are changed on a Time Card, the corresponding account code will
not change automatically.

In this lesson you will learn the steps for entering timecards using labor distribution copy.
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ORACLE’ 1o EDWARDS ENTERPRISEONE e

© Sign Out

EnterpriseOne Menu = Ol
Open Applications
You have no running applications The Enterprise0ne Menu contains several links to the applications.

Open New Window These links will always be atthe 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.
Fast Path

1]
[ Favorites
> Content Development Tools
I+ EnterpriseOne Menus
[ Mobile Sales Menus
[> Power User Tasks
[ State of Nebraska - TEST

Welcome!

+ Roles
N999FUNC

+ Actions

Job Status

[ Preferences

Dane o Trusted sites dy v Hiow -

Step Action

1. Click the State of Nebraska link.
[State of Nebraska|

2. Click the Payroll link.
Fayroll

3. Click the Payroll Processing link.
IPayroll Processing|

4, Click the Time Maintenance link.
Time Maintenance]

5. Click the Speed Time Entry link.

Speed Time Entr--j
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Speed Time Entry - Work With Speed Time Entry @ 7
Select Fnd  Add  Close Tools
v & + X B
Batch Number = User D NISBSVIK
Mo records found. Customize Grid ]
Batch Timecards Employees Batch Batch Lump Pay In
Humber in Batch in Batch Hours Sum Amount Advance
Dane [ + Trusted sites dy v Hiow -

Step Action

6. Click the Add button.

[+]

CLE’ JD EDWARDS ENTERPRISEONE

Speed Time Entry - Speed Time Entry Revisions
Work With Speed Time Entry ~ Speed Time Entry Revisions
Find Delete Cancel Form Row Previous Mext Took

@ 0T X B H [ [ B’

LS Amount/Hours

Date/Batch B E [
Public Timecards N

Category Codes  Organization = Subledger Dates

Cat01 Cat03
Cat 02 Cato4

Records 1-1 Customize Grig ]
@ Employee Alpha Pay Type Business Unit
Humber Name Pay Description Hours Account Humber Description
O \ \
< | E]
Dane J Trusted sites Jy v Hiow -
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Step Action
7. Complete the Date/Batch field with the pay period end date. The next field will be
assigned a batch number automatically.
8. Click the Form button.
9. Click the Copy Labor Instr menu.
| Copy Labor Instr |

ORACL €’ 1p EbwaRDS ENTERPRISEONE L EMS [j;ﬂ]
Speed Time Entry - Employee Entry Labor Distribution @
Employee Number ,|7Q
Enter Pay Period Hours |
Dane [ « Trusted sites dy v Hiow -
Step Action

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

11. Click in the Enter Pay Period Hours field.

12. Complete the Enter Pay Period Hours field if the labor distribution is using the
percentage method. If the percentage method is not being use this field will be
grayed out.

13. Click the OK button.
=
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Step Action
14. The Employee Number, Pay, Hours and Account Number fields in the QBE line
are populated.
The following fields can be overridden if necessary:
Ovr/Rt — Override/Rate
Job Type
Work Date
Sub-ledger
Sub Type
Union
Position ID
Job Location
ORACL €’ 1b EbwaRDS ENTERPRISEONE - ETHAS [j;ﬂ]
Speed Time Entry - Speed Time Entry Revisions @
Work With Speed Time Entry ~ Speed Time Entry Revisions
E%i g%;te Ca)rgej Em %ﬁgv Prus N 1;;
Date/Batch ,W ,t— LS Amount/Hours
Public Timecards ,N_
Category Codes  Organization = Subledger Dates
Cat01 ’7 Cat03 ,7
Cat02 ’_ Catod ,_
Records 1-2 Customize Grid O]
[ L [ [
O[3 e | ene T | mm | s =
O |EEEQ [ 1 | 7200 | 6502500951110
a | s
Dane  Trusted sites dy v Hiow -
Step Action
15. To get the OK button to appear press the down arrow key on your keyboard.
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ORACI—E, JD EDWARDS ENTERPRISEONE

’I
idmhlﬂrh’ VROES

HUNT, ETHAN [JPY900]
© Sign Out

Speed Time Entry - Speed Time Entry Revisions
Work With Speed Time Entry ~ Speed Time Entry Revisions

OK  Find Delete Cancel Form Row Previous Next Tools

B @ @ X @ # & N B

[ERERCE]

Date/Batch 07/05i2010 * LS Amount/Hours 72.00
Public Timecards N
Category Codes = Organization =~ Subledger Dates
Cat01 Cat03
Cat 02 Cato4
Records 1-2 Customize Grig (]
Employee Alpha Pay Type Business Unit
O Humber Name: Pay Description Hours Account Humber Description
|| 5635349 KENT, CLARK & 1 REGULAR PAY 72.00 65025009511100 NIS
o [ - [ |
@ ] ]
Dane [ « Trusted sites dy v Hiow -

16.

Click the OK button.
=

17.

Repeat these steps for each timecard.

When you are finished click the Cancel button.
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ORACLE’ ip EDWARDS ENTERPRISEONE i

© Sign Out
Speed Time Entry - Work With Speed Time Entry @
Select Find  Add  Cpse Tools

v @ + X B

Batch Number = User D NISBSVIK

No records found. Customize Grid O

Batch Timecards Employees Batch Batch Lump Pay In
Number in Batch in Batch Hours Sum Amount Advance

Dane  Trusted sites v Hiow -

Step

Action

18.

Click the Close button.

%]

19.

You have successfully completed this lesson.
End of Procedure.

Run the Timecard Allocation Program
Procedure

In this lesson you will learn about the timecard allocation program.

Step

Action

1.

If an employee has Labor Distribution, the Pay Types are allocated based on that
Labor Distribution. As a result, the object codes assigned to the Pay Types are
511100. A Timecard Allocation program will need to be run after time cards are
created to correct the object codes. The Time Card Allocation program changes the
object codes from 511100 to the appropriate code for each Pay Type entered. The
Timecard Allocation Program needs to be run after time cards have been entered,
but before you run pre-payroll. A report showing the changes is also created.

Page 15




Training Guide
Entering Timecards for Employees using
Speed Time Entry & Labor Distribution
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HUNT, ETHAN [JPY200]

> Content Development Tools
I+ EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+ Roles
N999FUNC

+ Actions

— Help

— My System Options

- Work Center

b Status

[ Preferences

© Sign Out
= =
EnterpriseOne Menu = Ol Welcome!
Open Applications
You have no running applications The Enterprise0ne Menu contains several links to the applications.
Open New Window These links will always be atthe 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.
Fast Path
1]
[ Favorites

Dane

o Trusted sites

S5 v ®iow -

Step Action

2. Click the State of Nebraska link.
State of Nebraskal

3. Click the Payroll link.
Fayroll

4, Click the Payroll Processing link.
IPayroll Processing|

5. Click the Time Maintenance link.
Time Maintenance]

6. Click the Time Card Allocation link.
[Time Card Allocation|

7. Enter the security business unit range in the Security Business Unit Begin and End

Range fields.
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HUNT, ETHAN [JPY"
Processing Options

0K Cancel

"4

T5806724

Security Business UnitBeginRange MM =~ |2

Security Business Unit End Range | $270000001

Dane

[ + Trusted sites dy v Hiow -

Step Action

8. Click the OK button.

ORACI—E, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JPY"
Printer Selection ]
OK Cance] Form Took
B X &

Printer Selection | Print Property | Document Setup | Advanced

Printer Name

|aGPLONEWORLD

Printer Location |EDGE DEFAULT

Sy Printer Madel [asER
Number of Copies 1 Range: 1-9999
S

Dane

o Trusted sites Sh v Hooow
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Step Action

9. Click the OK button.
10. You have successfully completed this lesson.

After submitting the report go to View Job Status to view the report. For more
information on how to view your reports go to the Working with Submitted Reports
lesson under the System Basics course.

End of Procedure.
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