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Payroll Administrator Review and Process Time Cards

Payroll Administrator Review and Process Time Cards Overview

After employees enter their cards for approval using Employee Self Service Time Entry, their
supervisor (or the supervisor's delegate) will approve their time cards. After the above processes
are complete, the Payroll Administrator can run the Batch Time Entry Register report to review
the status of the timecards. Timecards can also be reviewed via the Batch Time Entry File
Revisions screen.

The Payroll Administrator can either approve, or designate "paid, not approved,” on any time
cards waiting approval in order to begin the upload process. Unapproved timecards may be
uploaded using Processing Options.

Note: The Payroll Administrator must be delegated by each manager to approve that manager's
employee's timecards.

A version of the Batch Time Entry Register report can be run to view all "Paid, not Approved"

timecards. This version has a signature line to document that the timecards were uploaded
without the supervisor's direct approval.

Run the Batch Time Entry Register Report

Procedure

In this lesson you will learn to run the batch time entry register report.

ORACI—E. JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out

EnterpriseOne Menu = Ol
Open Applications
You have no running applications, The EnterpriseOne 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

Welcome!

@

[ Favorites

I Content Development Tools
I» EnterpriseOne Menus

[> Mobile Sales Menus

[» Power User Tasks

[ State of Nebraska - TEST

~ Roles
NI99FUNC

+ Actions

[ Preferences

Done T 7 Trusted sites fy v Hi00m v
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Step Action

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

2. Click the Payroll link.
Fayroll

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 Register link.
[Batch Time Entry Reqister]

HUNT, ETHAN [JPY300]
n Out

ACLE' JD EDWARDS ENTERPRISEONE )

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 R053001Z Time & Pay Entry Register For
Read Only Report (Y/N)
Records 1-27 Customize Grid (]
@ Last
Version Version Title User Modified Security Description
[1 NE999001 Time and Pay Entry Register without Employee Total PRUNGE 02/13/2009 0 NO SECURITY L
[] NE999002 Time and Pay Entry Register with Employee Total NISSLORTZ 07/30/2008 0 NO SECURITY
[ NIS0005 Agency 5 Time and Pay Entry Register NISSLORTZ 10/22i2009 0 NO SECURITY
[ ~isooi2 Agency 12 Time & Pay Entry Register NISSLORTZ 10152009 0 NO SECURITY
[ Nis0014 Agency 14 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ Nisoo16 Agency 16 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[1 Nis0019 Agency 19 Time Entry Register NISSLORTZ 09/16/2009 0 NO SECURITY
[ Nis0023 Agency 23 Time & Pay Entry Register NISSLORTZ 05M18/2010 0 NO SECURITY
[1 NiS0024 Agency 24 Time & Pay Entry Register AENDACO 0217i2009 0 NO SECURITY
[ NIs0029 Agency 20 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ NIS0031 Agency 31 Time & Pay Register JBOCKELOD1 0217i2009 0 NO SECURITY
[ NIs0033 Agency 33 Time and Pay Entry Register NISSLORTZ 10/09/2008 0 NO SECURITY L
[ NIS0034 Agency 34 Time and Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ NIS0035 Agency 35 Time and Pay Entry Register MWANSER 02/04/2009 0 NO SECURITY
[ NIS0038 Agency 36 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ NIs0037 Agency 37 Batch Time Entry Register MFERGUS 01/06/2009 0 NO SECURITY L
[ Niso041 Agency 41 Time and Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ NIS0054 Agency 54 Time and Pay Entry Register JCLARE 0217/2008 0 NO SECURITY v
1] | |
v
Done E1 [ + Trusted sites R L
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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Prompt For

[ Data Selection [ pata sequencing
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Step

Action

Click the Data Selection option.

=]

Click the Submit button.
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ORACLE’ ip EDWARDS ENTERPRISEONE i

© Sign Out

Data Selection
OK Cance] Dekte Up  Down

v X o EH ®

Operator Left Operand Comparison Right Operand
[1 where |[Business Unit-Home (FOG116Z1) (HMCL) [EC] | [is equaito | [~ 05000000- v

O [we ] “| )| v

Add Row

Advanced

Dane E [ + Trusted sites dy v Hiow -

Step

Action

10.

Click the OK button.

11.

Complete any of the following fields necessary to narrow the report:
Date Worked fields

DBA Code fields

Supervisor

Time Entry Status Flag - enter 3 to run a version of this report which includes only
the "Paid, not Approved" timecards.

Note: Leaving the Time Entry Status Flag "blank™ will show all timecards,
regardless of status.

Page 4




ORACI—E, JD EDWARDS ENTERPRISEONE

Processing Options
OK  Cancel
"4

Defaults

L =Labor Time Cards
R = Recharge Time Cards
E = Equipment Time Cards

2. Employee Number Format

A= Address Number
0 = Alternate Number
S=TaxID

3. Print GL Account Number and Tax Area I:l

Blank =0
0=No
1=Yes

Blank =0
0=No
1=Yes

Date - Worked — Greater Than or Equal To — I:l
Date - Worked — Less Than or Equal To — I:l
DBA Code — Greater Than or Equal To — l:l
DBA Code — Less Than or Equal To— I:l
Time Entry Status Flag — Equal To — I:l

0 - Waiting for Approval
1-Approved
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HUNT, ETHAN

[JPYa00]

ut
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Cards

Dane

= [ « Trusted sites

Step

Action

12.

Click the OK button.

.
JD EDWARDS ENTERPRISEONE

Printer Selection ]
OK  Cance] Form Tooks
B X &
Printer Selection | Print Property | Document Setup | Advanced
Printer Name |aGPLONEWORLD
Printer Location |EDGEDEFAULT
— Printer Madel [asER
Number of Copies 1 Range: 1-9999
S
Dane = [ « Trusted sites 4y v Hiow -
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Step Action

13. Click the OK button.

OR LG' JD EDWARDS ENTERPRISEONE

Work With Batch Versions - Available Versions ]
Select Find Add Copy Delete Close Row Form  Tools
v @ + J
)
Batch Application R053001Z Time & Pay Entry Register For
Read Only Report (Y/N)
Records 1-27 Customize Grig m]
@ . L,asl.
Version Version Title User Modified Security Description
[] NE999001 Time and Pay Entry Register without Employee Total PRUNGE 0213/2008 0 NO SECURITY ]
[] NE999002 Time and Pay Entry Register with Employee Total NISSLORTZ 07/30i2009 0 NO SECURITY
NIS0005 Agency 5 Time and Pay Entry Register NISSLORTZ 10/22/2008 0 NO SECURITY
[ NIs0012 Agency 12 Time & Pay Entry Register NISSLORTZ 10M15/2009 0 NO SECURITY
[ misood4 Agency 14 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[1 Nis0018 Agency 16 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ ~isood9 Agency 13 Time Entry Reqister NISSLORTZ 09M16/2009 0 NO SECURITY
[ Nis0023 Agency 22 Time & Pay Entry Register NISSLORTZ 051182010 0 NO SECURITY
[ NIs0024 Agency 24 Time & Pay Entry Register AENDACO 02M17/2009 0 NO SECURITY
[ NIs0029 Agency 29 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ mis0031 Agency 31 Time & Pay Register JBOCKEL0O01 02M17/2009 0 NO SECURITY
[ Nis0033 Agency 33 Time and Pay Entry Register NISSLORTZ 10/09/2008 0 NO SECURITY L
[ NIS0034 Agency 24 Time and Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ NIs0035 Agency 35 Time and Pay Entry Register MWANSER 02/04/2009 0 NO SECURITY
[ NIS0036 Agency 36 Time & Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[1 NIs0037 Agency 37 Batch Time Entry Register MFERGUS 01/06/2009 0 NO SECURITY -
[ Niso041 Agency 41 Time and Pay Entry Register NISSLORTZ 10/28/2008 0 NO SECURITY
[ Nis00s4 Agency 54 Time and Pay Entry Register JCLARE 02172009 0 NO SECURITY v
© \ >
v
Dane =i} [  Trusted sites Sh v Ri00% -

Step Action

14, Click the Close button.

[X]

15. 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.
End of Procedure.

Review Timecards via Batch Time Entry File Revisions

Procedure

In this lesson you will learn how to review timecards via batch time entry file revieions.
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HUNT, ETHAN [JPY900]
© Sign Out

EnterpriseOne Menu
Open Applications
You have no running applications.

Open New Window

[l 1 O

Fast Path

@

[ Favorites

> Content Development Tools
I+ EnterpriseOne Menus

[ Wobile Sales Menus

[> Power User Tasks

[ State of Nebraska - TEST

+ Roles
N999FUNC

+ Actions
— Help

— View Job Status

[ Preferences

Welcome!

The EnterpriseCne Menu contains several links to the applications.

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.

Dane

= o Trusted sites

S5 v ®iow -

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 Batch Time Entry Processing link.

[Batch Time Entry Processing|

5. Click the Batch Time Entry File Revisions link.

[Batch Time Entry File Revisions|
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Batch Time Entry File Revisions - Work with Time Entry Batch File Revisicns ]
[Processed UserID [ Balch Number ]

From Date Thru Date

No records found. Customize Grid (]

\ \

O User Batch Transmission PDBA Date Batch Address Home
ID-EDI Number-EDI Date-EDI Code  Hours Worked Humber Number Business Unit

Dane E [ + Trusted sites dy v Hiow -

Step Action

6. Click in the Home Business Unit field.

7. To narrow the search, enter your agency's home business unit in the Home Business
Unit field.

8. Leave the Processed option un-checked to view timecards that have not been

uploaded. Checkmark the Processed box to view uploaded timecards only.

9. Click the Find button.

10. Scroll to the right to view the Description (status) of the timecard.
11. When finished click the Close button.
12. You have successfully completed this lesson.

End of Procedure.
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