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Uploading Time Cards

Uploading Time Cards Overview

Payroll/Human Resources Administrators will run the Batch Time Processor to upload timecards
created in Employee Self Service (F06116Z1) to the Time Card File (F06116). This is done after
the administrator has reviewed and/or approved the employees’ time entry for the time period,
and is ready to start the Payroll Process.

Warning: If an employee has Labor Distribution, the Time Allocation Program must be run to
correctly update object codes after the Batch Time Processor is run. For instruction on how to run
the Time Allocation Program, please refer to the Entering Timecards using Speed Time Entry
work instructions.

Run the Batch Time Processor

Procedure

In this lesson you will learn how to run the batch time processor.

ORACLE’ 1b EDWARDS ENTERPRISEONE i

© 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.

Welcome!

Fast Path
1]

[ Favorites

> Content Development Tools
I+ EnterpriseOne Menus

[ Wobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+ Roles
N999FUNC

+ Actions
— Help

Done 7 Trusted sites %3~ Hioow -

Step Action
1. Click the State of Nebraska link.
State of Nebraskal
2. Click the Payroll link.
Fayrall
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Step Action

3. Click the Payroll Processing link.
[Payroll Processing|

4. Click the Batch Time Entry Processing link.
[Batch Time Entry Processing|

5. Click the Batch Time Entry File Processor link.
[Batch Time Entry File Processor]

CLE' JD EDWARDS ENTERPRISEONE L Erwg
Work With Batch Versions - Available Versions @
Select Find  Add  Copy Dekete Close Row Form Tools
v @ + B 0 X B =
~
Batch Application [Ros116211 Time Entry Batch Processor i
Read Only Report (Y/N} ’—
Records 1-50 Customize Grid m]
[
@ Last
Version Version Title User Modified Security Description
[1 NE999026 Process time card upload Ag 26 - final NISSLORTZ 10/22i2009 0 NO SECURITY b
[] WE99925005 Process time card uplead BSDC UATEWALTER 11/09/2009 0 NO SECURITY
[1 NE99925007 Process time card upload GIVH UATEWALTER 11/09/2009 0 NO SECURITY
[] WE99925008 Process time card upload Hastings Regional Center EWALTEROD03 1112/2008 0 NO SECURITY
[ NE99925011 Process time card upload Lincoln Regional Center PBRETOS 11122008 0 NO SECURITY
[] WNE99925017 Process timecard upload for Norfolk Vets Center NISSLORTZ 10H6/2008 0 NO SECURITY
[ NE99925018 Process time card upload Western NEVH NISSLORTZ 10162008 0 NO SECURITY
[] WE99925019 Process time card upload TFVH NISCWEDERQ 07M13/2000 0 NO SECURITY
[1 NE99925021 Process time card upload NRVH NISSLORTZ 10/21/2009 0 NO SECURITY
[] WE99925042 Process time card upload YRTC-Geneva NISSLORTZ 10H6/2008 0 NO SECURITY
[ NE99925043 Process time card upload YRTC-Kearney NISSLORTZ 10162008 0 NO SECURITY
[] WE99925100 Process Time Cards - DHHS Operations NISSLORTZ 01/20/2009 0 NO SECURITY
[1 NE99925200 Process Time Cards - DHHS Public Health UATEWALTER 11/09/2009 0 NO SECURITY
[] WE99925300 Process Time Cards - DHHS Central Office NISSLORTZ 01/20/2009 0 NO SECURITY
[1 NE99925431 Process Time Cards - DHHS WSA NISSLORTZ 01/20/2009 0 NO SECURITY
[] NE99925434 Process Time Cards - DHHS CSA NISSLORTZ 01/20/2009 0 NO SECURITY =
[1 NE99925435 Process Time Cards - DHHS NSA NISSLORTZ 01/20/2009 0 NO SECURITY
[] NE99925436 Process Time Cards - DHHS SESA GRP 1 NISSLORTZ 01/20/2009 0 NO SECURITY v
1] | |
v
Done < Trusted sites dh v R0 -
Step Action
6. Choose the appropriate version for your agency by clicking the check box next to it.

7. Click the Select button.
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© Sign Out
Version Prompting o
Cancel Submit Form Tools

8 &

Prompt For

[ Data Selection [JData Sequencing

Done + Trusted sites du v H0w -

Training Guide
Uploading Time Cards

Step

Action

Click the Data Selection option.

=]

Click the Submit button.
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RACI—E JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delets  Up Down

ViCEs

v X 1
Operator Left Operand Comparison Right Operand
[] Where |Business Unit-Home (FO8116Z1) (HMCU)[EC] | [is equalto ~| [~65000000- v
il EDI - Successfully Processed (FO5116Z1) (EDSF) [BCI V| | is not equal to V‘ "‘1' V‘
O Time Entry Status Flag (FOB116Z1) (SSFL) [BC] | [is notequalto v [z v
O | | ~|
Add Row
Advanced
Done < Trusted sites dh v H00w v

Step

Action

10.

Click the OK button.

ORACI—E, JD EDWARDS ENTERPRISEONE -

Processing Options
0K Cancel

v X

Processing Select Messages Interims

1. Time Entry MBF Version Emmm A

Blank = Default Version (ZJDE0DO1)

Blank = Proof
1=Final

3 Furge Fiag L 1

Blank = Do Not Purge
1="Purge

4. Payroll Lockout Processing

1=Emor Message, No Uplead
2 =Warning Message, Upload
3=No Message, Upload

5. Date Worked Override l:l

Blank = Do Not Override Date Worked
1 = Override Date Worked with the Labor Period Ending Date

Manual Date Worked Override l:l

(Mote: Use the Manual Date Worked Override in the case where you want to override the Date Worked with a date other than the Laber Period Ending Date. If you use this option,
the Date Worked Override must be setto a blank.)

6. S3ummarize Employee’s FOB116Z1s l:l

Blank = Upload Detailed FO6116Z1s to FO6116
1 =Upload Summarized FO6116Z1s to FO6116

(Mote: "Summarized” means that each employee's FO6116Z1 records will be summarized into a single FO6116, provided all fields match with
the exception of Date (DWK) and Hours (PHRW) Worked.)

£

Done [ + Trusted sites dh v H0w -
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Step

Action

11.

Make sure you are on the Select tab. If you are not click the Select tab.

12.

Complete the following fields as necessary on the Select tab only:
Self Service Time Entry
Starting Date
Ending Date

Warning: The Messages and Interims tabs are to be left blank.

13.

When finished click the OK button.

ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JPY300]

Printer Selection [y
OK  Cancel Form Tooks

B X B &

© Sign Out

Printer Selection  Print Property =~ Document Setup = Advanced

Printer Name |aGPLONEWORLD
Printer Location |EDGE DEFAULT
Printer Model |Laser
Number of Copies 1 Range: 1-9999
Done 7 Trusted sites 43 v Hioow -
Step Action
14. Click the OK button.
=
‘o
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ORACLE" 10 EDWARDS ENTERPRISEONE e

[>] it
Work With Batch Versions - Available Versions @
Select Find  Add Copy Dekte Close Row Form Tools
v @ + B 0 X BE B B
d
Batch Application RO5116Z21 Time Entry Batch Processor
Read Only Report (Y/N)
Records 1- 66 Customize Grid m]
@ Last
Version Version Title User Modified Security Description
L v AUSILY LG S LUy 1 esaa ausuneiue waii v R =
[ NIS0033 Agency 33 Batch Time Entry Processor NISSLORTZ 05182010 0 NO SECURITY
] Nis0034 Agency 34 Batch Time Entry Processor NISSLORTZ 02/10/2010 0 NO SECURITY
[ NIS0035 Agency 35 Batch Time Entry Processor MWANSER 02/04/2008 0 NO SECURITY
[ NIs0038 Agency 36 Batch Time Entry Processor NISSLORTZ 10/16/2008 0 NO SECURITY
[ NIS0037 Agency 37 Batch Time Entry Processor MFERGUS 02172008 0 NO SECURITY
1 Nis0041 Agency 41 Batch Time Entry Processor NISSLORTZ 10/16/2008 0 NO SECURITY
[] NIS0054 Agency 54 Batch Time Entry Processor NISSLORTZ 0511/2010 0 NO SECURITY
[ niso0s8 Agency 58 Batch Time Entry Processor NISSLORTZ 10/16/2008 0 NO SECURITY
NIS0065 Agency 65 Batch Time Entry Processor NISSLORTZ 06/30/2010 0 NO SECURITY
[ NIs006sC Clarity Batch Time Entry Processor NISSLORTZ 11/12i2009 0 NO SECURITY
[] NISD085K Kronos 505 Batch Time Eniry Processor NISKBINTZ 06M15/2009 0 NO SECURITY
[ nis00g9 Agency 69 Batch Time Entry Processor NISSLORTZ 10/16/2008 0 NO SECURITY
[] NIS0070 Agency 70 Batch Time Entry Processor NISSLORTZ 10/16/2008 0 NO SECURITY
[ Nis00s4 Agency 84 Batch Time Entry Processor UATJHASSEB 01/17i2010 0 NO SECURITY
[] NIS0085 Agency 85 Batch Time Entry Processor SLINDER 01/15/2008 0 NO SECURITY
[ nis0093 Agency 93 Batch Time Entry Processor NISSLORTZ 10/16/2008 0 NO SECURITY 1
[] NIS6550S Agency 65 505 Batch Time Eniry Processor NISSLORTZ 10M16/2008 0 NO SECURITY —
v
; ﬂﬂﬂﬂﬂﬂﬂﬂﬂ | e [ em e | 8
v
Done o/ Trusted sites v Hi0w -
Step Action

15.

Click the Close button.

%]

16.

Warning: After Batch Processing is complete, change the current and future dates
for Biweekly Daily, Biweekly Summary, and/or Monthly time entry applications
following the Updating Processing Options section of this work instruction.

Warning: Run the Leave Without Pay Report after the Batch Processing, but before
Pre-payroll.

17.

You have successfully completed this lesson.

To view the report you will need to go to View Job Status. For more information
go to the Reports Lesson under the System Basics
(http://www.das.state.ne.us/nis/training_manuals/sys_bscs/index.html) work
instructions.

Note: View the report to check for errors and view updates. You may use the Total
Hours to determine overtime.
End of Procedure.

Update Pay Period End Date In ESS Time Entry

Procedure

In this lesson you will learn how to update the pay period end date in ESS Time Entry.
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ORACI—E- JD EDWARDS ENTERPRISEONE

2] =1 O]

EnterpriseOne Menu
Open Applications
You have no running applications.

Open New Window
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HUNT, ETHAN [JFY300]

Fast Path

@

[ Favorites

I Content Development Tools
> EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+~ Roles
NS3IFUNC

= Actions
—Help
y System Options
ith Work Center

mit Job
View Job Status

I» Preferences

Welcome!

The EnterpriseOne Menu contains several links to the applications.

© Sign Out

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.

Done

E1 < Trusted sites

G-

E100%

Step

Action

[State of Nebraska|

Click the State of Nebraska link.

Click the Self Service link.

Click on the Time Entry menu item for your agency.

|Tirne Entry - Motar Vehicles - Agency 24-|

[Biweekly Daily 24|

Note: This may vary depending on your agency.

Click on Biweekly Daily, Biweekly Summary, and/or Monthly.

Move your mouse over the Current Pay Period button.

Click the arrow button.

(o]

An arrow will appear next to the Current Pay Period option.

Click the Values menu.
| Values |
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ORAC LE’ JD EDWARDS ENTERPRISEONE i g [J ey

t

Processing Options
0K Cancel

"4

Select Tab:| 1-Date/Pay Cycle Code v
1. Pay Period Ending Date - Weekly l:llﬂ

Weekly Pay Cycle Code

2. Pay Period Ending Date - Bi-Weekly

Bi-Weekly Pay Cycle Code BW10

|

3. Pay Period Ending Date - Semi-Monthly

Semi-Monthly Pay Cycle Code

4. Fay Peried Ending Date - Monthly

lil

Maonthly Pay Cycle Code

Done E1 [ + Trusted sites G v W0 v

i)

Step

Action

Enter the last date of the current pay period into the 1. Pay Period Ending Date
field.

Click the OK button.

10.

Click the Close button.

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

Open New Window

Welcome!

The EnterpriseOne Menu contains several links to the applications.

Fast Path

©

[> Favorites
[ Content Development Tools
> EnterpriseOne Menus
[ Mobile Sales Menus
[> Power User Tasks
+ State of Nebraska - TEST
— View Job Status
= Self Senvice
— Pay Stub Review and Print
— Leave Balance Inquiry
— Auto Deposit Instructions
— Employee Personal Profile
— Review W-4
> Employee Benefits
I GLA
> Manager Self Service
> Time Entry - Supreme Court - Agency 5
[ Time Entry - Public Service Comm - Agency 14
I Time Entry - Revenue - Agency 16
I» Time Entry - Banking - Agency 19
[ Time Entry - Labor - Agency 23
= Time Entry - Motor Vehicles - Agency 24
~ Biweekly 4 b
— Current Pay od
— Euture Pay Period
[> Biweekly Summary 24
— Supenvisor Time Entry Approval Delegation
> Time Entry - Natural Resources - Agency 29
[ Time Entry - Military - Agency 31
[ Time Entry - G&P - Agency 33
> Time Entry - Library Comm - Agency 34
[» Time Entry - Liquor Control - Agency 35
I Time Entry - Real Estate Comm - Agency 41
> Time Entry - Historical Society - Agency 54
> Time Entry - Engineers & Architects - Agency 58
> Time Entry - Administrative Services - Agency 65
©> Time Entrv - Ats Council - Agencv 69

£

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.
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E1 < Trusted sites

G Rlow -

Step

Action

11.

Move your mouse over the Future Pay Period button.

12.

An arrow will appear next to the Future Pay Period option.

Click the arrow button.

[&]

13.

Click the Values menu.
| Values |
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ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
Processing Options
0K Cancel
4

Select Tab:| 1-Date/Pay Cycle Code v

1. Pay Period Ending Date - Weekly

|

Weekly Pay Cycle Code

2. Pay Period Ending Date - Bi-Weekly
Bi-Weekly Pay Cycle Code
3. Pay Period Ending Date - Semi-Monthly
Semi-Monthly Pay Cycle Code

4. Fay Peried Ending Date - Monthly

lil

Maonthly Pay Cycle Code

Done

E1 [ + Trusted sites $h v H00% -

i)

Step

Action

14.

Enter the last date of the pay period following the current pay period into the 1. Pay
Period Ending Date field.

15.

Click the OK button.
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Future Pay Period - Time Entry Self Service Director

Close

Welcome ETHAN HUNT

Pay Period Ending Date [

Manager Review/Approval

Daily Time Eniry
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HUNT, ETHAN [JFY300]
© Sign Out

@@

Dane E1

[ + Trusted sites

-

FL00h -

Step

Action

16.

Click the Close button.
Close

17.

Summary, and/or Monthly).

You have successfully completed this lesson.
End of Procedure.

Note: These steps must be completed for Current and Future Pay Period menus for
each type of Time Entry utilized by your agency (Biweekly Daily, Biweekly
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