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Entering Workers Comp Time and Leave

Entering Workers Comp Time and Leave Overview

When an employee is charged for Injury Leave and any Sick Leave used while on a non-paid
leave of absence, the following procedure is followed to enter the worker's compensation time
and leave usage. At the same time, this procedure will track the non-paid hours absent.

When an employee is injured, he/she is allocated 40 hours injury leave. After the 40 hours of
injury leave is exhausted, the remaining hours are allocated 2/3 from workers compensation and
1/3 from sick leave. The workers compensation allocation is for tracking only since it is paid by
the third party insurance company.

This work instruction shows how to enter injury leave and sick leave.

Entering Workers Comp Time and Leave Lesson
Procedure

In this lesson you will learn the steps for entering injury and sick leave.

Cl_e' HUNT, ETHAN [JPY300]
OIQA JD EDWARDS ENTERPRISEONE o

© Sign Out

. =
EnterpriseOne Menu =1 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

[ Wobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+ Roles
N999FUNC

+ Actions

[ Preferences

Done 7 Trusted sites %3~ Hioow -

Step Action

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

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 By Individual link.

By Individual

OIQACI—Ea JD EDWARDS ENTERPRISEONE

By Individual - Work with Time Entry by Individual

Select Find Add  Close Tools

v @ o+ X R

Employee Identification

HUNT, ETHAN [JPY900]
© Sign Out
@

No records found. Customize Grig m]
I
O Lock Alpha Employee Employee Alternate Batch Work [}
Code  Name Number Tax1D Humber Humber Date «
< 2
Dane [@  Trusted sites Sg v H0w v
Step Action
6. Click the Add button.
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HUNT, ETHAN [JFY300]

© Sign Out
By Individual - Speed Time Entry Revisions o
Work with Time Entry by Individual | Speed Time Entry Revisions.
Find Dekte Cance] Form Row Previous MNext Took
& o X B &
Date/Batch § E [ LS Amount/Hours
Public Timecards N
Category Codes  Organization = Subledger Dates
Cat01 Cat03
Cat02 Cato4
Records 1-1 Customize Grig o
\ \
Empl Alph, Pay Ty Business Unit
O & wumber | mame Py Descrption Hours  Account Number Descrption
= \ \
< | >
Done o Trusted sites dh v Ho0w -
Step Action
7. Type the last day of the pay period in the Date field in the header.

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

Enter "220" into the Pay field.

Pay Code 220 is for Injury Leave used.

10.

Enter the number of hours inthe Hours field.
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ORACI—E JD EDWARDS ENTERPRISEONE
By Individual - Speed Time Entry Revisions

Speed Time Entry Revisions
Row Previous Next Tools

@ 0 X B B @ @O &

Work with Time Entry by Individual
Find Dekte Cance| Form

07/03/2010 I LS Amount/Hours

-

Date/Batch

Public Timecards

|

Adminiatrati VEOES

Category Codes  Organization = Subledger Dates
Cat01 Cat03
Cat 02 cato4

Records 1-2 Customize Grig o

[ [gf] Emeloyee Alpha Pay Type Business Unit

Number Name Pay Description Hours Account Humber Description

| 5605049 220 16 |

4]

L] e

Done [ + Trusted sites dh v H0w -

Step

Action

11.

Use the down arrow key on the keyboard to move to the next row on the grid.

JD EDWARDS ENTERPRISEONE

By Individual - Speed Time Entry Revisions
Speed Time Entry Revisions
Row Previous Next Tools

B O o B

Work with Time Entry by Individual
OK Find Delete Cancel Form

8 &

07/03/2010 I*

T

Date/Batch

Public Timecards

LS Amount/ Hours

16.00

Category Codes | Organization | Subledger Dates
Cat 01 cato3
Cat02 catos

Records 1-2 Customize Grid o

0 E Employee Alpha Pay Type Business Unit

Humber Name Pay Description Hours Account Humber Description

Fl 5695949 KENT, CLARK § 220 INJURY 16.00  65025009.511100 NIS

] [ [ 1«

< | e

Dane [@ « Trusted sites Sy v H0w v
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Step Action

12. Enter "40" into the Pay field.

Pay Code 40 is for Sick Leave used. This is the sick leave the employee must be
charged to supplement the worker's compensation absence.

13. Enter the number of hours in the Hours field.

ORACI—E’ HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE i
By Individual - Speed Time Entry Revisions i

Waork with Time Entry by Individual ~ Speed Time Entry Revisions
OK  Find Delete Cancel Form Row Previous Next Toos

B @& 01 X @ B @ @

Date/Batch 07/03/2010 g LS Amount/Hours 16.00
Public Timecards N

Category Codes  Organization = Subledger Dates

Cat 01 Cato3
Cat 02 Cat04

Records 1-3 Customize Grid (]
0| g [ eeree Alpha Pay Type Business Unit
Humber Name: Pay Description Hours Account Humber Description

4| 5695949 KENT, CLARK S 220 INJURY 16.00 65025009.511100 NIS

O 40 16

4]

7] | >
Dane [@ « Trusted sites Sh v R0 -

Step Action

14. Use the down arrow key on the keyboard to move to the next row on the grid.
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HUNT, ETHAN [JFY300]

ORACLE, JD EDWARDS ENTERPRISEONE © sign Out

By Individual - Speed Time Entry Revisions o

Waork with Time Entry by Individual || Speed Time Entry Revisions
OK Find Delte Cance] Form Row Previous Next Tools

B @& 0 X @ 8 & N B

Date/Batch 07/03/2010 - LS Amount/ Hours 22.00
Public Timecards N

Category Codes  Organization = Subledger Dates

Cat01 Cat03
Cat02 Cato4

Records 1-3 Customize Grid o
O Employee  Alpha Pay Type Business Unit
Humber Name Pay Description Hours Account Humber Description

O 5505049 KENT, CLARK § 220 INJURY 16.00  65025000.511100 NIS

|| 5695949 KENT, CLARK S 40 SICK PAID 16.00  65025009.511100 NIS

] [ [ a

< | >
Done [ + Trusted sites dh v Ho0w -

Step Action

15. Enter "520" into the Pay field.

Pay Code 520 is for Work Comp No$. This code is used to track the number of
hours (other than sick leave hours used) that the employee is absent due to worker's
compensation reasons.

16. Enter the number of hours in the Hours field.
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RACI—E, JD EDWARDS ENTERPRISEONE

By Individual - Speed Time Entry Revisions

Work with Time Entry by Individual || Speed Time Entry Revisions

Row Previous Next Toos

OK Fnd Dekle Cancel Form
B @ 0 X (= &
Date/Batch 07/03/2010 ~ LS Amount/Hours

-

Public Timecards

32.00
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Category Codes  Organization = Subledger Dates
Cat01 Cat03
Cat02 Cato4

Records 1-4 Customize Grig o

O & Employee Alpha Pay Type Business Unit

Humber Name Pay Description Hours Account Humber Description

.| 5605349 KENT, CLARK & 220 INJURY 16.00 65025009.511100 NI

] 5695949 KENT, CLARK S 40 SICK PAID 16.00  65025009.511100 NIS

| 520 16

3]

L] e

Done [ + Trusted sites Sh v Ho0w v

Step

Action

17.

Use the down arrow key on the keyboard to move to the next row on the grid.

JD EDWARDS ENTERPRISEONE

By Individual - Speed Time Entry Revisions
Speed Time Entry Revisions

Row Previous Next Toos

B O o B

Work with Time Entry by Individual
OK Find Delete Cancel Form

8 &

LS Amount/ Hours

07/03/2010
N

—

Date/Batch

Public Timecards

48.00

Category Codes | Organization | Subledger Dates
Ccato1 ] cato3 |
Catoz ] Cato4 [

Records 1-4 Customize Grid ]

[ ] [ ]
0 E :l:':\:zree .::“n: . :.:yType Business Unit
ay scription Hours Account Humber Description

] 5695949 KENT, CLARK S 220 INJURY 16.00  65025009.511100 NIS

¥ 5695949 KENT, CLARK S 40 SICK PAID 16.00  65025009.511100 NIS

] 5695949 KENT, CLARK S 520 WCOMP NOS 16.00  65025009.511100 NIS

) I|[

< >

[@ « Trusted sites

v Hloom <

Done.
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Step Action

18. Click the OK button.
19. Click the Cancel button.

%]

OR CI—E, HUNT, ETHAN [JF¥300)
I&\ JD EDWARDS ENTERPRISEONE Osi
Sign Out
By Individual - Work with Time Entry by Individual o
Select Find  Add Close Tools
v @ + X B
Employee Identification
Ho records found. Customize Grig Ol
O Lock Alpha Employee Employee Alternate Batch Work i
Code Name Number Tax ID Humber Number Date €
& 2
Done < Trusted sites dh v Ho0w -

Step Action

20. Click the Close button.

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