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COMPASS Impacts to HRIS

Areas impacted by new Financial System 1-01-2008

» Dept ID’s remapped and converted
» Business Units expanded
» Switch exempt hourly to “salaried” employees
» Employee Classifications
»= Single Job
= Multiple Jobs

» New Finance Chart of Accounts (HRIS funding strings)



COMPASS Impacts to HRIS Chart of Accounts

» Default Combination Codes (earning distribution funding strings)
» Payroll Schedule
» Retroactive Pay Calculations

m Use Time & Labor ‘timesheets’ to capture employee hours and
earnings

» Using Timesheets
» Reporting

» Prior Period Adjustments
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Introduction

The new Finance COMPASS system is electronically integrated with the City’s
Human Resource Information System (HRIS). The combined system is known
as the Enterprise Resource Planning system (ERP), and is the City’s system of
record.

The revised HRIS software will incorporate the Finance
Department’s new Chart of Accounts, Department IDs, Project
Costing, and vendor IDs. Finance staff will create these tables in
the Finance system which will then be electronically transferred to
corresponding tables in HRIS.

The new Time and Labor module, used for payroll time entry was
implemented in HRIS to provide data support for the Finance
Project Costing (labor costs) module. Eventually, we plan to add
the Time and Labor ‘Self Service’ module that will allow employees
to document their own time.

Changes resulting from the integration of HRIS and Finance will
include:

. More Data Entry Time: HRIS representatives from City
Departments, Park, Youth, MPHA, NRP, MBC will have six
business days to enter job related changes in their employee’s
job records.

. Payroll representatives will have those same days and a few
more, to enter time. Payroll will be run every other Friday at 10
AM, moving time entered in timesheets to paylines where
paychecks are calculated and created.

. No Payline Access: Access to paylines will be limited to HRIS
and Central Payroll Staff for any necessary adjustments and/or
overrides.

. The new COMPASS chart of accounts will be used to ensure
accurate accounting and budget data. (Example: (acct) 400001
(fund) 00100 (dept) 8150300). 400001 represents wages and
salaries.

. New Paper Timesheets: Central payroll designs the standard
paper timesheet for the City to accommodate the new Finance
payroll accounting codes for the general ledger and project
costing. (Park Board and MPHA will design their own timesheets,
based on the City’s base template.)



COMPASS Impacts to HRIS Chart of Accounts

. New Department IDs are numerical department indicators
rather than the alpha/numeric format previously used in HRIS
and FISCOL. (Agency & Org - Example: 8150000 formerly
MPLS815)

. All regular full- and part-time exempt employees will be coded
as ‘salaried’ rather than hourly, and paid according to the
standard hours entered in their job records, e.g., 40/week.

. Hourly ‘positive pay’ employees will receive pay for all hours
worked.

. Project Costing: When salaried employees work more than
80 hours, all hours will be distributed to COMPASS project
costing, but wages paid to the employee will be limited to their
standard, scheduled hours as either a full time or part time
exempt employee.
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New Vocabular

The COMPASS project has introduced a number of new terms that HRIS users
should become familiar with. They include:

Combination Codes (Combo Codes)

Combo Codes will replace what was previously known as Account Codes or job
earnings distribution. A Combo code is a condensed version of the City’s chart
of account string that includes Account (or object), Fund, Dept ID, and if
applicable for project costing, an identifier for Project/Grant, and/or Task.

Exception Pay Employees

Exception employees are all of the exempt employees and some non-exempt
who will be paid based on the standard hours on their job records. Exception
employees are those employees who are regularly scheduled to receive a
standard 80 hours of pay every two weeks with few, if any exceptions. The
Payroll Rep does not have to enter time for an exception employee unless the
employee used ‘exception time’, e.g., sick and vacation or other leave time
during the pay cycle.

NOTE: Some exception employees who have additional jobs (details and
concurrent jobs) will have to be changed to hourly for correct time entry.

Payable Time

Recorded time tied to individual time reporting codes (TRCs) and computed by
the system.

Positive Pay Employees

Positive pay employees are hourly employees whose daily time must be keyed
into the timesheets. Most of the time these are hourly, non-exempt employees,
but can also be exception employees who have additional jobs with employee
records numbered greater than 0.

Reported Time

Time that has been entered by the Payroll Representative.

Salaried

HRIS will now track and treat salaried employees differently. Salaried employees
receive 1/26™ (1/27™ in 2009 when there are 27 paycycles) of their stated
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compensation each pay period regardless of the number of hours reported.
Payroll reps need only key time that is an exception, e.g., sick and vacation.

Schedules

An automated biweekly time schedule will be created for every active employee,
based on the standard hours stated in their job record. When the HRIS
Timesheet is accessed in Time & Labor, the payroll rep can click

_ AnetySchedule | o) view the employee’s scheduled salary or exception time. Any
differences in time usage or account coding will have to be adjusted by the
Payroll Rep.

If there are no standard hours in the job record, the Payroll Reps will have to
manually enter time based on the time submitted.

Time Admin

The process that HRIS or Central Payroll runs to pick up and forward entered
time to the paysheets where the actual processing of payroll occurs. Time
recorded in online timesheets does not calculate wages. Only time forwarded to
paysheets will ‘calculate’ wages, deductions and taxes during the final payroll
process.

Time Reporting Codes (TRC's)

TRC'’s are used within the Time and Labor module in HRIS and match the
Earnings Codes used in paylines.

Workgroups

Each Paygroup has a corresponding Workgroup tied to a TRC Program.
Workgroup is a way of grouping similarly situated employees, e.g., exempt and
hourly exception employees with access to only those TRC's applicable to that
group.
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Change to Dept ID

The City’s new chart of accounts now includes a value for Dept ID. Following are
examples of how Dept ID is used in the City’s chart of accounts and we will focus
on how the new Dept ID impacts the employee’s home Dept ID as defined on the
HRIS Job Data panel.

Examples of Changes

Most Dept IDs used previously in HRIS reflect an employee’s home department
and will be mapped to a new value as shown in the examples below:

Wourh e alian | jobidvnaton | JeliLahei | [Fewnl o e Plan | Cbmpenasien

L e BBOTE Il e ®
e Aol Pagoll i Aot =
Eecth (e PIUEDT H Segune: [ i — i ke FTRETAE ¥
Pesibicn Changs o II,:_WHIIh.dIm I ol g s il Juiiew Plan_ Cempenuainn
chon | Fagovs oy i [T Il Bl & [
e | o P S P TICAY]
Eapriied Job Bl llale 5 -
(ST P g g0 [wmrior HIZES Agm H S e P . ] =y
| ot My Eifwciive [ OGE0R e g - iy | FRETEE
Feqiaony Fegie 24 Lvieq Fratit Lo Rejaoc Tramgher - R =
aga &
" ; @L" I ent' T OMMAEET ) o S30n D T Tetmantion Diate:
Farumsn it MFLMN et B WM lMHMFH‘l" "
W' WPLE Humin P el Favifion Fpndes! [0 4 Cwciol HATS Aamineinlion (Paalion Eiiliy Dalic
L i i = L] i Erilarprida Sen Ponidioan Maaepmnd o sl
WPLE i B
| wldu e K o il o Rt ™ il Bals
f iy "2l NEW s o M apaoiin
Fauimssn Al i sl BN MY
[ntiens. FIS0000 pAN FEECURCES | D tiemdl Gy Dl [ T
MPLS815 hecomes §1 50000 L 44 Erderiatan Birven
Dl 3 LS 4 (e of MEAEapOig
lide { iedik i asant

This example applies to most Departments, Boards and Agencies across the
City. The 1% four alpha characters have been removed and ‘0000’ has been
added to the end. Other examples are shown in the list below:

Department Description Compz
1000000  ASSESSOR MEL
1400000  ATTORMEY MPL
1750000 GEMERAL FUND CONTINGEMCY — MPL "
2200000  YOUTH COORDINATING BOARD  YCB
2600000 CITY CLERK MPL
2800000  FIRE DEPARTMENT MPL
2900000  PUBLIC HOUSING MPH
3000000 CMIL RIGHTS MPL i
3750000  MAYOR MPL
4000000  POLICE DEPARTMENT MPL (
5000000 ESTIMATE & TAXATION MPL
MPL"

5200000  BUILDIMG COMMISSIO .
"W’_,LLLL Trmamnd
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In HRIS, you will see new Job Data rows for each active employee with an
effective date of 01/06/2008. This row represents the change in the employee’s
Dept ID and went into effect for the first pay check in February, 2008 which was
the first full pay period in 2008.

‘Effective Date: 01/06/2008 |5 Sequence: 0 J
Action / Reason: Transfer b Reorganization v

Biggest Dept ID Changes

Department descriptions have changed slightly — Department IDs are no longer
established and maintained by HRIS Admin. Finance Staff will now have
ownership of all Dept Ids and descriptions.

New Dept ID New Description Current Dept ID | Current Description
1750000 General Fund MPLS175 Job Bank Payroll
Contingency
2600000 City Clerk MPLS240 City Council
MPLS260 City Clerk
MPLS264 Elections
8410000 Intergovernmental | MPLS800 Grants & Special Projects
Relations MPLS841 Intergovernmental Relations
9010000 Capitol MPLS932 PW Field Services & Sewer
Improvements MPLS937 PW Field Services & Streets
MPLS943 PW Transportation Capitol
MPLS950 PW Water Treatment & Dist

Where are Dept IDs used in HRIS

Dept IDs are used throughout HRIS. The previous example highlights the Dept
ID value on the Job Data page, accessed more frequently by HRIS users. Other
pages that may be impacted include:
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Creating new and viewing existing job openings

HJob Opening

Posting Title:

Job Opening Status:
Jobr Title:

Position Number:

HR Consultant- <
o0s Draft
HR Consultant-<
oooo1yTs

Job Code:

WAL

Business Unit: MPLMMN Minneapolis M D
Job Details Crualifications Joby Posting Screening Options"
Save & Submit Save as Dran Cancel -

Job Opening Tvpe:
Created By:

Date Opemned:
“Openings to Fillz
Target Openings:
Available Openings:

Business Unit:

Standard Requisition
OB0163 2 Sandra allshouse

11szziz007 |[F]
Lirmited -

MPLIAM T Minneapolis Wk

Company: mMPL | City of Minneapolis
lDepanmem: 2150000 [E1! HUMaM RESOURCES ]
_Locationg®™ "93_1 56 . ,qu_HB—F“terpr‘i'se Services,

\’V\ Vi

Recording grievance details

Grievance | Grievance Steps ) Grievance Resolution |

Grievance ID:

Employee ID:

Union Cod

Business Unit:

*Grievance Date:

0000000408

MPLMM [T Mpls MM
11232007 “Type:

Sandra Allshouse

ass |
[one oL

Appointed- City

l Department

ol

8150000 |Q HLImAMN RESR]

Suspension

Description:

b e

Grievance details entered for testing/training purposes.

TN AT, A

——— T e . ann

o

Entering new company property

[ Company Propery ' Property Value

1

Froperty Code:

Effective Date:

*Business Unit:

8150000001 COMPASS Test Case

11/06/2007

P LN Minneapolis MM

Status:  Active

[*Dept Id {Issued To):

*
F
1<

5150000 R pescription: HUMAN RESOURCES

Serial Numbe -
L e iF

-

123456789, PR

v .

-
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Dept ID lookup when running reports or queries

[ Payroll Register By Dept

Run Control ID: 1 Report Manager  Process Monitor Run

\-..\.fﬁ

Department: (G I ) c partment Description Compa
1000000  ASSESSOR MPL
1400000  ATTORMEY MPL
1750000  GEMERAL FUND COMTIMGEMCY MPL ¢
'EW'R,IIIJIDL o MO, 4 2200000 YOUTHCOORDINATINGBOARD  YCB g
2600000  CITY CLERK MPL
2500000  FIRE DEPARTMENT MPL o
2900000  PUBLIC HOUSING MPH #
3000000  CIVIL RIGHTS MPL
3750000  MAYOR meL
4000000  POLICE DEPARTMENT MPL (’
5000000  ESTIMATE & TARATION MPL -
WP

5200000  BUILDIMNG COMBMISSION
o DY SR

NOTE: Several queries created previous to 2008 using hard coded IDs vs. a
prompt for a specific Department, Board or Agency as selection criteria, will
have to be adjusted to accommodate the new Department ID format.

HRIS Staff may not get to these changes on a timely basis for your needs.

Please contact HRIS Staff if you discover failures when trying to run any
HRIS queries and reports.
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With the implementation of the new COMPASS Financial system, Finance has
requested a new Business Unit be implemented, titled ‘OTHER’ . To date, you
have seen Business Unit ‘MPLMN’ in HRIS. This Business Unit has been
applied to all Departments, Boards and Agencies.

The new, 2" Business Unit used in HRIS and appearing on each applicable
employee’s job record, will allow the Financial system to maintain a separate set
of accounting records for Minneapolis Public Housing Agency, Minneapolis
Neighborhood Revitalization and the Youth Board.

The system will automatically maintain the appropriate Business Unit for you,
based on the employee’s Company and Department in HRIS.

Below is an example of the new 2" Business Unit.

j Work Location y_Job Information Job Labor Fawroll Y Salary Plan ¥ Compen gsm-l?
EMF 10y Q60163
_
HE, Status: At Fayroll Status: B tive /
"Effective Date: 11222007 W Sequence: o 'Jnh,
Action / Reason: Transfar - Different Job Code ~ -
Last Stant Dale: OB/291 8987 Tarnvmvinyation Dhate: (
Exprctid Job End Date = !
Position Number: Q, Position En
Faosition Management Record ,‘1
‘Regulatory Region: usA | United States f
C o MPH Wpls Public Housing Auth I
['Business Unit: OTHER L Qther City Boards and Agencies I .{;
‘Department: 2800000 =1 PUBLIC HOUSING Departiny
‘Location: H2900 =t Mpls Public Housing Authority J}
pEstablishmengin: . MPLE, e 2, City gghism-napglht™ = gpo=s. g "

All employees who are not Minneapolis Public Housing Authority (MPHA),
Neighborhood Revitalization Program (NRP) or Youth Coordinating Board (YCB),
will continue to have Business Unit ‘MPLMN’ and Company Code MPL.
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Salaried Employees

Many HRIS job codes are classified as “exempt” under the Fair Labor Standards
Act. As a result, employees working in these jobs are generally considered to be
‘salaried’ and may not be eligible for overtime pay.

Although HRIS does track an employee’s FLSA status, we have never
differentiated between salaried and hourly employees. It is important for HRIS
users to understand both employee types and how the system will process
salaried vs hourly employees.

The Time and Labor module implementation has been a catalyst in the City’s
decision to begin coding the employee type as either salaried or hourly. Use of
this field provides additional system data to assist with automated payroll
processing for ‘exception employees’ and supports the Fair Labor & Standards
Act (FLSA).

Work Location | Job Information | Job Labor f Pawroll Y SalaryPlan | Compensation

EMP {15 DS0S5E0 EmplRcd = 0
Effectps Date; 1011 42007 Effecthar Sequence: 0 = Jobmdicator:  Primary Job
Action | Reason: Transfer Reorganization Current
Payvoll System: Payroll for Morth America
Py Group: CCE|SL ‘* City Council Exceplion Empl Holiday Schedub:  [MOME L Mo Hollday
‘Employes Type: EQ -‘— Salaried
T Location Coda: | MPLMM O, MplsMN FICA Status: Subject b
GL Py Type:
Comndination Code: Edit CharFislds
Job Datla Employrnent Data  Eamings Distribulion Benafs Program Padicipation Classification Hours

When is Salaried Used

An employee’s Job record must meet the following conditions to be considered
salaried:
e The Job code is FLSA exempt (as defined by the law)
e The Position is ‘Regular’ (aka permanent); not ‘Temporary or Seasonal’
e The Employee is Full or Part-time, and not Intermittent

e The Employee does not have an active additional job such as a
concurrent or detail assignment.

Page 15



e If an employee has more than one active Job record, HRIS Payroll reps
must treat all Job records as ‘hourly’ to ensure the appropriate wage is
paid. (The next section provides information on how to handle
multiple jobs.)

Multiple Jobs

If an employee works in multiple jobs, they will have more than one employee
record. Below is an example of an employee with two active job records.

{ Find an Existing Value

EmpliD: hegins with » ||066428
Empl Rcd Nbr: = L

Name: hegins with

Last Name: hegins with

Second Name: hegins with

Alternate Character Name:| begins with
Middle Name: hegins with

Clinclude History  []Correct History  [] Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results

12 of 2
mpliD Empl Rcd Nbr Name Last Name Second Name Alternate Character Name Middle Name
ORR428 0 Barb (blank hlank Ann
DER428 1 Bark (blank hlank Ann

The payroll rep is responsible for ensuring the employee is paid properly when
they are in a multiple job status. When an employee has multiple active jobs in
HRIS, verify the following to guarantee that the employee is paid properly for the
situation:

e The Company on both the zero and detail records MUST match.
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{ Work Location Y Job Information " Job Labor | Bayrollj SalaryPlan | Compensation | Insert Row

Insert Job row in O record 'Action’
& Reason as state

D: 064096 EmplRedz 0

HR Status: Active Payroll Status:  M{ve =
‘Effective Date: [12n512007 |5 Sequence: e “Job Indicator | FrimaryJob (v
Action / Reason: Data Change v Fay Group Change b
Current
Last Start Date: 1153001992 Termination Date:
Expected Job End Date [
Position Number: 00003474 QU office Support Specialst I-C Position Entry Date: 114052001
Override Position Data | Position Management Record
Regulatory Region: USA United States
Company: MPL ity of Minneapolis Verify COMPA_NY matches with
. . 'detail’ record
Business Unit: MPLMK Minneapalis MM
Department: 6000000 Py - ENGINEERIMNG DESIGN Department Entry Date: 1110672001
Location: CEO25 P Eng D=n Street Design
Establishment ID: WMPLS QU ity of Minneapalis
Date Created: 12114852007
. ‘ oy
e Paygroups on both the zero and detail records MUST be ‘Positive
)
Paygroups’.

(Note: Paygroups ending in ‘E’ are ‘exception’ paygroups. Paygroups ending in
‘P’ or ‘K’ for the Park Board are positive paygroups.)

Wiork Location Y Joh Information } Job Labor " Payroll Y SalaryFlan | Compensation ')

&

EMP (1 064096 Empl Red = 1]
Payroll Information
Effective Date: 1001412007 Effective Sequence: i m Job Indicator:  Primary Jok
Action / Reason: Transfer Reorganization Current
Payroll System: Payrall for Marth America Both records MUST ha‘."e a Positive
Paygroup’
Pay Group: PP | CL Fuhlic Wks Positive Employees Holiday Schedule: NONE |, Mo Holiday
'Employee Type: H |2, Hourly Both records MUST be
Tax Location Code: | MPLRN Q. mplshN == 'Hourly' FICA Status: Subject b
GL Pay Type:
Combination Code: Edit ChariFields
| Work Lacation | Job Infarmation ' Job Labar " Payroll | SalaryPlan | Compensation ',
% EMP (13 064096 EmplRcd = 1 “
Payroll Information
Effective Date; 1001 462007 Effective Sequence: i] m Job Indicator:  Secondary Job
Action / Reason: Transfer Reoraanization Current
Payroll System: Payroll for Morth America Both records MUST have a 'Positive Paygroup

Pay Group: PP | CL Fuhlic Wks Positive Employees Holiday Schedule: MOME |CL Mo Holiday

‘Employee Type: | | ekl . Both records MUST

TaxLocation Code: |MPLMN | mpismn  have "Hourly' FICA Status: Subject v
GL Pay Type:
Combination Code: Edit ChanFields
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e Employee Type MUST be ‘Hourly’ on all records. Change the ‘salaried’
employee type to ‘hourly’ on all job records, regardless of the employee’s
exempt FLSA status.

NOTE: If the employee type is not ‘hourly’ on all active records, it is
possible for the employee to receive double pay or wages from the wrong
record. Employee type must be ‘hourly’ on all active records, so the
payroll rep can enter time for the appropriate job record (0, 1, 2, etc.).

e Verify that the Step is in the record. If not, add the Step and click on
Defautt Pay Cormponents | 15 make sure wage information has not disappeared.

[ Wiork Location Y Job Information }” Job Labor " Payoll | Salary Plan '\ Compensation

EMP 1D: 066428 EmplRcd = 0
Find First |I| 10of 2 [ Last
Effective Date: 121752007 Effective Sequence: 1] m Job Indicater:  Primary Job
Action { Reason: Data Cho Pay Group Change Higtary
Salary Administration |CNR Q. U grade: M QY Grade EntryDate  |04722/2002 [
Plan:
Includes Wage Progression Rule Step: l 7Q Step Entry Date 060852007 |[#)
v
Make sure Step is still in
the record
Job Data Employment Data  Earnings Distribution Benefits Program Patticipation Classification Hours
. , ", .
e Standard Hours MUST be ‘zero’ on the additional job records.
[ WiorkLocation | Job nformation _Job Lahor " Payroll ) Salary Plan } Compensation |
EmMP 1D: 064096 EmplRcd & 1 [~

Find First [4] s [+ Last

Effective Date: 100 42007 Effective Sequence: i} m Job Indicator:  Secondary Joh

Action / Reason: Transfer Reorganization Current
'Job Code: oo3s0c |3 Administrative Analyst II-C Entry Date: o7 ei2o07 |5

Supervisor Level: Q

Supervisor ID: Q

Reports To: Q

'RegularTemporary: | Regular v 'Full Part: Fullk-Time — »

Empl Class: Cerified ‘Officer Code: Man-Swarh v

! it MIA - - .

Regular Shift: . STD Hrs. MUST be Osaﬁ Rate: !
‘Classified Indc: Detail v/‘ the detail record

Standard Hours: 0.o0 Combined Std Hours / FTE: 4000 ¢/ 1.000000

Work Period: Wy Q. Weekly

FTE: 0.000000 o
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Chart of Accounts

If the employee’s FLSA status is ‘exempt’ the employee will remain
‘exempt’ on their job record as this field does not change.

End Multiple Jobs

When the additional job(s) has ended and you have inserted a row to ‘End
Additional Job’, your next steps should be to adjust the employee’s 0 Job record
as follows:

The paygroup should be changed back to an exception Paygroup ending

in‘E’.

Change the Employee Type back to ‘salaried’, providing their FLSA
code continues to support that status.

Use the following matrix to determine Company, Paygroup and Employee Type
that should be selected when multiple jobs are in use.

Employee Classifications Matrix

i five

Hrrly-Pre

a1

Hirly-Exceptic

sﬁ.{"f

(oKGET!

Hourly-Positive

Red# 0

# No change required

Red# >0

# Match Campany, Paygroup, Hourly

# Standard Hours = 0 {na T8L scheduls)

Haourl

Red# 0
# No change required
Red# >0

# Match Campany, Paygroup, Hourly
# Standard Hours = 0 {na TL scheduls)

Salarled
Red# 0
#No change required
Red# =0

# Match Campany, Paygroup, Hourly
# Standard Hours = 0 (no TAL schedule)

Red# 0 Red# 0 Red# 0

# Change Paygroup o Positive Pay # Change Paygroup 1o Positive Pay # Change Paygroup 1o Positive Pay
Red# >0 Red# >0 Red# >0

# Match Campany, Paygroup, Hourly # Match Campany, Paygroup, Hourly # Match Company, Paygraup, Hourly

# Standard Hours = 0 {na T8L scheduls) # Standard Hours = 0 {na TL scheduls) # Standard Haurs = 0 (no T&L schedule)
Red# 0 Red# 0 Red# D

# Change Paygroup to Positive Pay # Change Paygroup to Positive Pay # Change Paygroup to Positive Pay

# Change Salaried to Hourly # Change Salaried to Hourly + Change Salaried to Hourly

Red# >0 Red# >0 Red# >0

# Match Campany, Paygroup, Hourly
# Standard Hours = 0 {na T8L scheduls)

# Match Campany, Paygroup, Hourly
# Standard Hours = 0 {na TL scheduls)

# Match Campany, Paygroup, Hourly
# Standard Hours = 0 {na T8L scheduls)

the original or proper classifications.

When an employee’s multiple job has ended, make sure to
terminate the job and reset the employee’s primary job back to
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N
@é Review Questions

An hourly exception employee is to be detailed to a ‘Salaried’ position. Fill in the
following blanks using the Matrix on the previous page to assist you:

1. Empl Record 0O is paygroup PWP
Empl Record 1 is paygroup PWE
Both paygroups should both be:

2. Employee Type on Record 0 is Hourly
Employee Type on Record 1 is Salaried
Both Employee Types should be changed to

3. Standard Hours on the ‘detail’ or ‘concurrent’ record should always be




COMPASS Impacts to HRIS

Chart of Accounts

Changes to Pay Stub

Below is an example of a pay stub for a salaried employee in the COMPASS/
HRIS environment. Notice the change in department ID and department name.
Also, for salaried employees, they will see ‘offsets’ for vacation, sick time, etc.

that they have not seen in the past.

Earnings (salaried employees)

e The 1stline is regular earnings that represent the employee’s biweekly
salary amount (base rate + longevity pay).

e The 2" and 3" lines are an automatic offset transaction for reported sick
or vacation that subtracts the leave earnings from the base rate.

NOTE: Without the offset, the employee would receive the full wage plus
additional pay for sick or vacation hours.

City of Minneapolis Pav Group: PDE-Police Dept Excception Emplovee. Advice® 1356202

350 South 3h St Py Beain Date:  10/28/2007

Minmeapolis, MN 53415-1379 Py End Dare:  11/10/2007 Advice Date: 11212007

Jane Marie Doe Ermplovee I (12345 TAYDATA  Federal M State

12345 Country Road [Department:  §150000-HUMAN RESOURCES)| Marital Status:  Single Single

Minneagolis, MI 55143 Location:  HR Enterprise Services Allowances: 2 )

Job Tile:  HR Associate Consultant Addl Pt
Addl. Amt.
EARNINGS TAXES
Current VIO oo

Description Earnings Earnings Description Curent YID
Regular Eamings ENETNIS, 64,640.01 Fed Withholdng 47813 10.300.13
Regusr Eamngs Reqular Eamings ofset created for salareid employess \ v FedMEDEE Ha Ll
Vacation Exmings 808701 Fed OASDIEE 185.67 436495
Misc Purchsse Renmbusserment 0.0 165.00 M Withholdng 160.00 330
Holiday 0.00 1,205.08

Sick Eanings 0.00 35512

Represents employee's
biweekly salary amaunt

s A P\ it ptonf =P Pt oo N T b N N i it

NOTE: Without the ‘Offset’ on the pay stub above, the ‘exception’
employee receiving paid wages and vacation time used, would receive their
full wage PLUS the vacation time.
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City's Chart of Accounts

The City’s COA is changing dramatically. The diagram below shows a comparison of
the current and new COA and how it is mapped.

P oca-| Fund  Agency | Org | SubOrg | Activity | Rpt Cat = Project

B 3 ~AY A "".--—-: - \J

°°'c‘;"§2‘°’s Fund | Dept | Project | Activity | Task

COMPASS Chart of Accounts (COA)

Fund: 5 characters
Dept: 7 characters
Project: 15 characters (or less)
Activity: 15 characters (or less)
Task: 8 characters (or less)

The complete COMBO Code will have 35 characters or less. It will include Fund,
Dept, Project and Task (if applicable). It does NOT include the Activity.

Combo Code Examples

Combo Code Project? Task?
001008150100-- No No
001004000100CPV042SW- Yes No
001008200210-4001001 No Yes

For additional detail on each new field, see pages 49 through 52.
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Default Combination Codes

HRIS users are accustomed to using the Job Earnings Distribution page in ‘Job’
to assign employees their default funding string(s). Job Earnings Distribution is
changing slightly but will still be used in a similar manner.

Job Earnings Distribution

The current Job Earnings Distribution page breaks down Fund, Agency, Org,
Suborg, etc. into separate fields.

Example of a current Earnings Distribution Page

/ Job Eamings Distribution '

EMP 1D: 062577 EmplRcd = 1
Earnings Distribution Type Find  First ] 1 of 1 [ Las
Effective Date: Q15072007 Effective Sequence: ] m Job Indicator:  Primary Job
Action / Reason: Pay Rt Chg Collective Bargain Agreement Current
Standard Hours: 40.00 Work Period: s Weekly
Compensation Rate: £5.9956735] Comp Freq: H Hourly
‘Earnings Distribution Type: | By Percent i WPL
Job Earnings Distribution
Unit ‘Earn Code Shift E|
MPLMN |, REG |2, i v Regular
Fund Agency Org Suborg Activity RptCat  Joh/Project Distrb %
moo @ [ers]a [seoja [ @ [ Ja[ & | - | ss000]
Unit ‘Earn Code Shift E|
MPLMN| 2, REG | @ NiA v Regular
Fund Agency  Org Suborg Activity RptCat  Joh/Project Distrh %

gaon |@ [s1a]@ [sez|@ [ |@ [ |a| |& [sDroooos| | sooof

‘ Joh Data Employment Data | Earnings Distribution Benefits Program Participation Classification Hours

The new Job Earnings Distribution uses a Combination Code that also breaks
down into individual components, Account, Department ID, Project, Fund or
Task.

Edit or Change Earnings Distribution

1. Locate the employees record
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2. Insert arow in ‘Job’

3. Click on the Earnings Distribution link to open that page.

{ Work Location | JobInformation | JobLabor | Pawol | SalanyPlan | Compensation |

EMP ID: 0304149 EmplRcd®: 1

fing  First [ 1ot 21 0 Lt
First, insert a Job row, then enter an [

HR Stétus: Active Payroll Status: ~ Active m effective date, action_an dr .
‘Effective Date: I@ B sequence: 0 ‘JobIndicator |FrimaryJob v
Action / Reason: |Data Change #| | Eamings Distribution Chi
Current
Last Start Date: 02131974 Termination Date;
Expected Job End Date E‘]
Position Number: 00002878 Q' Manager Accounting-C Position Entry Date: 0710111397
(verride Position Data ‘ Position Management Record

Regulatory Region: LEA United States
Company: MPL City of Minneapolis
Business Unit: MPLME Minneapolis MM
Department; 8200000 FINANGE DEPARTMENT Department Entry Date: 0201311974
Location: 8230 Finance Managerial Accty Bdit
Establishment ID: MPLS Q' Ciyof Minneapolis

Next, Click here Date Created: 111142007

Job Data Erployment Data  Earninigs Distribution Benefits Program Particination Classification Hours




COMPASS Impacts to HRIS Chart of Accounts
; Job Earnings Distribution
EMP 10: 004149 Empl Red = 0
Earnings Distribution Type Find First [1] 1otz B Last
Effective Date: 1201 4/2007 Effective Sequence: 1] m Job Indicator:  Prirmary Joh
Action / Reason: Data Chy Earnings Distribution Change Current
standard Hours: 40.00 Work Period: W Weekly Add a row for a
Compensation Rate: 3573348050 Comp Freq: H Hourly  2nd distribution
& codes

‘Earnings Distribution Type: | By Percent b |

Job Earnings Distribution

Position Uit Department Job Code Shift E|

Change %'s here
Qe Y| | e S0

‘Earn Code GL Pay Type Compensation Rate  Std Hrs \ﬁrh k]

REG | Regular ] Change Codes here | ] ' \o0.000]

Combination Code; (001008200210 .Q

Position Unit Department Job Code E|

QA wpn v | vl
‘Earn Code GL Pay Type Compensation Rate  Std Hrs Distrb %

Q Regular |ﬂ| | | |

Combination Code: Edit CharfFields

ChartField Detail

Combination Code: “31 008150100 |Q

Search (=) Combination Codes

MNever use a ‘'Home Level Department’ in this area.

Acct DeptiD ProjiGrt Fund Task
1400001 |@ |e1soton0 @ | |@ |oo1oo |a | |

Ok | Cancel |

4. The first highlighted value shown in this example (Acct) is used by the
COMPASS Financial system only. The Acct value will always default to
be ‘400001’ and represents salaries and wages.

5. Enter the Department ID (8150100).

6. Enter Project ID if applicable.

7. Enter appropriate Fund (00100 = General Operations Fund).

8. If appropriate, enter the Task.

9. Adjust the percentage % of the employee’s earnings distribution for each
funding string, as previously done.
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EMP (13 0g0414a Empl Red = i}

Earnings Distribution Type

Effective Date: 120 412007 Effective Sequence: 0 m Job Indicater:  Primary Job
Action / Reason: Data Chi Earnings Distribution Change currant
Standard Hours: 40.00 Work Period: W Weakly
Compensation Rate: 35.?33480@ Comp Freq: H Hourly
‘Earnings Distribution Type: | By Percent i |
Job Earnings Distribution
Pasition Unit Department Job Code Shift =
Q ey Y| la % | [SRAT v| % change
‘Earn Code GL Pay Type Compensation Rate  Std Hhis’trh k3
REG | Regular [ ] | | | sn.00]
Combination Code: 001002200210 _@_ Edit ChartFields
Pasition Unit Department Job Code Shift =
A wewn Y| o | AR v
‘Earn Code GL Pay Type Compensation Rate  Std Hrs Distrh %
REG |2 Reguar [ | | B ] [ sooo)
Combination Code: 001008150200 _@_ Edit ChartFields
Joh Data Employiment Data  Earnings Distribution Benefits Program Padicipation Classification Hours



COMPASS Impacts to HRIS

Chart of Accounts

Payroll Schedule

The HRIS payroll schedule is changing slightly with the implementation of the
Time & Labor module. HRIS Department Reps have a longer window to process

Job Data changes in HRIS. In the past, the typical cut-off for employee data

changes affecting payroll was noon on Friday just prior to the pay period end
date. The new normal cut-off is now 5pm on the Monday following the pay end

date.

Payroll Schedule Overview

Sun Monday Tuesday Wednesday Thursday Friday Sat
Pay
Period
Begin
Employee Employee Employee Employee Employee Pay
maintenance | maintenance | maintenance maintenance | maintenance | Period
& & & & & End
Time entry Time entry Time entry Time entry Time entry
Employee Time entry Time entry Time entry Time entry
maintenance | only only only only
& time entry (cut-off 10am)
(cut-off 5pm)
& Time entry
Pay Day
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Retroactive Pa

Retroactive wage payments are required periodically, when a union contract that
includes new pay rates and job related changes, occurs long after the previous
union contract has expired.

In HRIS, the process to implement the new contract and corresponding wage
changes, is called “mass” retro pay. Retro pay is generally required for large
groups of bargaining unit employees and is retroactive to an effective date
occurring in the past.

Centralized Processing

The City’s Labor Relations department, Board and Agency Labor Relations staff
will provide HRIS Staff with signed documentation approving the union contract,
along with specific instructions dictating a processing deadline for completion of
the retro pay. To request corrections to retro pay for any employee contact HRIS
Staff.

HRIS HR Staff will set up and run the required retro pay process on the Tuesday
before paysheets are created. Queries of the employee retro pay calculations
will be sent to the appropriate payroll supervisors, to allow time for them to audit
and request any retro pay corrections for any employee.

The process:

e Compares actual wages paid from previously processed payroll data to
the new rate and calculates the difference for payment to each
employee.

e Determines the balance due to the employee and adds it, along with
an appropriate earnings code, to each affected union employee’s
payline.

e Retropay will be charged to each Department’s default coding.

(This process is atool used to assist the users and avoids the need to
complete a manual calculation for each union employee.)

NOTE: Previously, PEIRS users processed retro pay through PEIRS, not HRIS,
but with the implementation of Time and Labor, the process will be handled
totally by HRIS Staff.
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New City Timesheets

The City has developed two standard timesheets. One for exempt employees
that do NOT need to provide hour tracking for project costing and/or grants and
one for non-exempt employees and exempt employees that do need to track
hours for project costing and/or grants.

Following are the two revised City timesheets, designed to accommodate the
new chart of accounts. Certain departments may create their own timesheets to
accommodate their unique timesheet needs.

Notes:

e Iftime is recorded for a Project, there must also be an activity ID code
present.

e If Task is being utilized, rather than Project, dashes will be entered on the
electronic timesheet data entry page in the fields for project and activity,
putting task in the last open field.

Exempt employees (no hour tracking for project costing or grants)

CITY OF MINNEAPOLIS
TO BE USED BY EXEMPT EMPLOYEES
WHO DO NOT NEED TO TRACK HOURS FOR PROJECT COSTING PURPOSES

EMPLOYEE NAME: Diane Atzmiller EMPLOYEE ID: 066461
JOB TITLE: HR Senior Consultant BARGAINING UNIT: CHR
HOME DEPARTMENT: HUMAN RESOURCES DEPARTMENT ID: 8150200
PAY GROUP: CCE PAY PERIOD ENDING: January 5, 2008
SUN |[MON | TUE |WED | THU | FRI | SAT | SUN | MON | TUE |WED | THU | FRI | SAT Time Reporting Time
12723 | 12024 | 12725 | 12026 | 12727 | 1228 | 12720 | 1230 | 12031 | 11 | 12 | 13 | 1a | 15 | COUeDescriptions Re.';’.',’f.';"” Fo:;:.:IS
ac ation Leave VAC
Sick Leave SCK
F amily Medical Lv * FM_
Funeral Leave OTH
W dministrative leave N/A H/A

Flace an "%" in the approprigte bo<vhen wou are absent from word for an entire day on a day youwere normally scheduled to wod,
FException: Record actual hours atsent fromwonk for absences cowared by the F amity Medical Act and use the appropriate Earnings Codes for your situation;
FrdlL="Mrithout P ay, FMS=00ith PaywSick Leave Hours, FW=WIRK PayYacation Hours.

Page 29



Non-exempt and Exempt with hour tracking (project costing or grants)

<L

CITY OF MINNEAPOLIS
ALL EXEMPT AND NON-EXEMPT ENPLOYEES WHO MUST TRACK HOURS
INCLUDING HOURS FOR GRANT AND/OR PROJECT COSTING PURPOSES

SUN

Frier

For Tirre ard Laber: i

e 3 agfect cods, you araet kave & aokivity code. A

(25) and pmject code o ko 39, Exawple FFFFFOOOOOOOTTTTTITTT
nlzee

ROH

TUE [WED

THU FRI

SAT

SUH

ROM

TUE

WED

THU

FRI | SAT

EMPLOYEE NAME: John Doe ENPLOYEE ID: 010101
JOB TITLE: Account Clerk 1 B ARG AINING UNIT: CAF
DEPARTMENT: Finance DEPARTMENT I0v 8200100
PAY GROUP; CCP PAY PERIOD ENDING: Jahuary 5, 2008

COMPASS CODNG (CHART OF ACCOLNTS)

A oo dradion code epuie s 2Heag e &imd (9 S depade et (7) el s, fut oam Ao include fask
L o ek iz given vee 2 dash 353 place o aier, Fro oy ectis iven wee 3 dashas

1223

1224

12625 (1205

12027 1228

1229

120

12034

1

12

14 [ 15 | Furd | Departrent Task

Projsct

Activity ID

Tzl

REG

REG

REG

REG

REG

WAL

SCK

Fhi_*

+ Daiy Totals

Total

| certify thatthee aboe hours are fnie and comest:

“FlvE=vith ¥ hums; P wrkh poay

EMPLO

SIGNATURE
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Time & Labor “Bare Bones”

The City has invested in a new software module that will support the City’s long-
term time reporting and project costing needs. All of the changes in HRIS are
being made to meet COMPASS’ objectives for more efficient business processes
and to provide accurate and timely financial information that will better support
management decisions.

During Phase Il of the COMPASS project, providing there are funds available,
the HRIS Time and Labor module will be expanded to include self service
features, currently excluded from the Time and Labor implementation (hence
‘Bare Bones’). Full blown Time and Labor will allow City, Board and Agency staff
to submit their time online from their desk tops rather than submitting it on paper
to department payroll clerks.

Navigation

Payroll users will see a new menu item called Time and Labor. Since we have
implemented only “bare bones” functionality, there are limited items you can
access and use.

[14 7
ityTalk
Home Add to Favorites Sign out
JHRIS Homel [ Employes Self Service }
Menu = [ Main Menu =2
Search: HR Conversion =) Self Service 71\ Manager Self Service
| @ HR Conversion B QNawgate to your self service information and “_ ONawgate to zelf service infarmation ancl
activities activities for people reporting to you.
g Hg?zm;zmn (3 Personal Information Manzgement Reports (M
b Salf Seni Payroll and Compensation
5 ME EN';E e [ Benefts
anager Self Senice ST
> Warklorce Administration New menu = S -
b Benefits / items e Workforce Administration Benefits ime and Labor
[ Time and Lahaor L= Hire employees, add non-employees, mairtain - | Select benefit plans track company cars & Report, manage and approve time, create and
[> Payrall for North America personal and job data, sdminister global FMLA, calculste leave accrual & annuity, reviey schedules, and produce payable time
[ Set Lp HRMS assignments, labor relations, absence and mairdzin primary job, NDT FSA details, auto for payroll and financial systems
I Reporting Tools wacation. enroliment, COBRA, and merchants. Report Time
(> PeopleTaols Perzonal Infarmation CiReports I Reports
— Chanie My Password dohinformation
Abzence and Vacstion

HRIS Learning Management E= payral for North America % Set Up HRMS 12| Reporting Tools

M gintain emplovee payroll information, process 5G9 Define installation and system setup tables. Run, create, and manage queries and nvision

@ Time and Labor Even though the menu indicates you can
Repart, manage and approve tine, create and approve time, this is not part of “bare
review schedules, and produce payable time bones” functionality. Bare Bones Time
for payroll and financial systems. and Labor assumes that any time entered
Repart Time by you is already approved by the
Reports employee’s supervisor, as is currently the
case.

Click Time and Labor > Report Time > Timesheet
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Searching for Timesheets

The user can perform a search for employee online timesheets using multiple
parameters on the search page.

Examples:

e You can search for a single employee based on Empl Id or Last Name.

e You can search for all employees within a specific Department.
IMPORTANT NOTE: System security allows you to retrieve only
employees within your Department. If you retrieve an entire large
Department, the system may slow considerably.

e |n addition, you can search by Job Code, Job Description, Location Code,

Supervisor ID (currently used only by the Park Board) and the Reports
To field.

e Park Board Supervisors only: Enter your own Employee ID in the
Supervisor ID field to retrieve employees reporting to you who are not in
‘position management job’. Additionally, some of the employees who
report to you WILL have a ‘position’, so you should next retrieve any
employees in this category by entering your Supervisor Position ID,
located in your job record in HRIS. Park payroll staff can assist by giving
you the appropriate ID’s to use for these searches.

Most Payroll Reps will search by Dept. ID (for groups), or by the Employee ID or
Last Name (for individuals).

Report Time

Timesheet Summary

= Gat Employees ‘

Description Value

EmpliD o Always use this button
NOT the enter key

Empl Red Nbr a,

Last Name a,

Job Code a,

Jab Description a,

Department @15 a,

Supervisar 1D Q,

Which pay cycle do you
Reports To Position Mumber Q need for time entry?
Location Code Q
Key any day within the cycle being worked J
ViewBy: | WWeek ~| Date: |12/11/2007 [ (2 Retresh | << Previous Waek et Weak ==

Find your returned list below

Employees For Sandra Allsho'".e, Totals From 12/09/2007 - 1215/2007

. - Empl
i Reported Hours to be Scheduled - Approved/Submitted Denied Employee "
i Job Description " o - Rcd  Job i Location Code Su
Name Job Description Hours Approved  Hours E: Hours Hours o Rcl(l Job Department Location Code Su

At HR Senior Consultant-C 8.00 o.o0o 20.00 8.00 0.00 067412 0 05428C 8150000 8156
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Note: Always use the button to access the list of employees.

When the list returns at the bottom of the search page, you will see that the list is
sorted by ‘first’ name. By clicking on the individual headings on the list, you can
resort the data by:

Job Description

Reported Hours

Scheduled Hours

Exceptions (locates potential errors requiring correction)
Employee ID

Employee Job Record Numbers
Job Code

Department

Location Code

Supervisor ID (Park only)
Reports To

NOTE: For initial time entry, sort your paper timesheets to match the sort
you select for the online list, e.g., by Employee ID.

You can explore other methods of narrowing your search. Use whatever works
best for you.

LityTalk

Sort employees by Home Wiorklist Add to Favoriies Signo
[ Management Center ” Gtaffing Center H HRIS Home ” Employee Self Service I column headings and
[EQ SOrt your paper
timesheets in the same
manner!
ViewBy: | Week v| Dater (120712007 | (2 Retesn) << Prer — e i,

Employees For Sandra Allshouse, Totals From 12/02/20"7 - 12/08/2007 Customize | Find
T Reported Howrs to be Scheduled . ApprovedSubmitted Denied Emploves - ' 2

Name Job Description 5 Rod™Joh

Name Job Description Hours  Abproved. Howls Exception o o Hours D :;[ Job Departmer Location Cileé Supervisor I

Abdirizak Ahmed Community Organizer-C 0.o0 0.00 0.oo 0.00 0.00 099039 0 CO2316 8150000 cB155

Adrece Thighman  Sodent Infem 000 0.00 40.00 000 0.00 038203 0 CO9486 2150000 A58
Undetgradusate-C

Adrianne Wade-

Seoft HR Senior Consultant-C 0.00 0.00 40.00 0.00 0.00 112335 0 05428C 8150000 ca155
Amy Friedman HR Senior Consultant-C 0.00 0.00 20.00 0.00 0.00 067412 0 05428C 8150000 CB186
HR Consultant,
Army Hirsch Confidential G 0.00 0.00 40.00 0.00 0.00 102425 0 05418C 8150000 160
Anita VWilliarns- CibAorks Trainee Il
Joiidan AFGCME.G 0.00 0.00 40.00 0.00 0.00 102128 0 CO1880 8150000 81568
AnnThompsen ~ Director Human 0.00 0.00 40.00 0.00 0.00 067757 0 C03340 8150000 Cca154
Resources-C
Archimedes Carlos  HR Senior Consultant-C 0.00 0.0o 40.00 0.o0 0.00 102870 005428C 8150000 81585
Aurelia Spann HR Consultant-C 0.00 0.00 0.00 0.0a 0.00 056651 105418C 8150000 c8155
Barhara Joseph Clerk Typist I-C 0.00 0.00 40.00 0.00 0.00 099118 0 03200C 8150000 31565
Barbara Payton HR Seniar Consultant-C 0.00 0.00 40.00 0.oo0 0.00 D6E428 005428C 8150000 CB156
Barhara Payton HR Senior Consultant-C 0.00 0.00 0.00 0.00 0.00 06E428 1 05428C 8150000 G166
Betty Stanifer HR Senior Consultant-C 0.00 0.00 24.00 0.o0 0.00 067463 0 05428C 8150000 Ca160
Betty Stanifer HR Senior Consultant-C 0.00 0.00 0.oa 0.00 0.00 06T4R3 1 05428C 8150000 Cal162 062577
Bonita Zelazny HR Consultant-C 0.00 0.00 40,00 0.00 0.00 062411 0 05418C 8150000 8168
Bonito Van Dyke Community Organizer-C 0.00 0.00 0.0o 0.00 0.00 102887 0 CO02316 8150000 ca155
3 >
HRIS is mairtsined by Minnespolis Business Information Services. Questions or Comments? Contact (800) 262-3112 or hris@ciminneapolis mn.us
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NEXT: Click on the highlighted employee’s name to open their timesheet for
time entry.

NOTE: If an employee has more than one line in the return list, you will know
that the employee has more than one job record, e.g., records, 0, 1, 2, etc. for
time entry.

ViewBy: | Week | Date: 111252007 |[H % Refresh <« Previaus Week NedWeek>  Has a detail or
concurent job

Employees For Sandra Alishouse, Totals From 11/25/2007 - 121012007 Custarmize | Fi

Reported Hours to be Scheduled

L . ApprovedSubmitted Denied ~ Emplovee Y . .
Name Joh Description Hows Approved  Howrs Exception Hours Hours D i Job  Department  Location Code Supenvisor ID
Howrs - Aproved  Howrs _ _ VL
William Shraver  ArboristP 0.00 000 40.00 0.00 000100737 \ 010680F 7100000 PTiz8
Williar Shraver  Arborist Crew Leader-P 0.00 000 000 0.00 000100737 1 10670F 7100000 PTiz8
Wiliam Groyer MOSMed DU AR 0y gy oo 000 00010079 207150P 7100000 PTI29

Temp-P

The multiple records return on the list in order. You will have to make sure you
follow the rules for time entry (provided in a later section of this manual) for
multiple jobs and enter the time on the correct record, to guarantee accurate
payment.

NOTE: You will NOT be able to enter your own time, which is a built in
security measure in the software. You will have to have your ‘backup’
enter the time for your pay check.
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The Timesheet

After selecting an employee from the search list, a blank timesheet will appear.

Timesheet Click here for .
instructions on locating Empiio: oeasrs VO locate aprevious or
P adifferent pay period future pay period
ohTitler  HR ConsultantC g4 ‘refreshing’ this mpl R o / If the exception
) _ 4._...-— page [ employee has no
 Click for Instructions A . . . _ _ projects or tasks, you
View By: Date: |1112 12007 |[5] (2 Refresh | 2= Previous Time Period et Time Period == key only exception
== Previous Emploves Mext Emplovee == time, e g sick or
X - - - N et b
Reported Hours:  0.00 Hours Time Reporting Type: Exceptmn ‘_ vacation.
Scheduled Hours:  20.00 Hours Employee Type:  Salaried

From Sunday 11/25/2007 to Saturday 12/08/2007
Timesheet

Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
1125 1126 11727 11/28 11/29 1130 1211 122 1203 1214 1215 126 127 12/82  Total

Time Reporting Code Taskgroup
| COmM
| COmM
| COmM
Submit Apply Schedule All employees whether
Li ] Reported Time Status - click to hide ‘axsantion. ar RAAIINA

pay' have a schedule
that can be applied to
save data entry time.

Date Status Total Time Reporting Code Comments
0.000000

Li ] Eeported Hours Summary - click to view

Li ] Balances - click to view

Timesheet - Time Period (Pay Cycle)

e The timesheet should open to the ‘current’ pay cycle, ready for data entry. If
you wish to review previous time or enter future time, you can do so by
selecting a new pay period begin date.

NOTE: The default ‘Date’ is six (6) days prior to the current date.

e Each timesheet begins with a Sunday, which is the pay period begin date.

e Each pay period ends with a Saturday, which is the pay period end date.

[

Three blank lines are defaulted but you can add additional rows by clicking

the insert [*] button at the far right of the page. Blank rows can be left alone
as the system will automatically remove them.

Timesheet - Status/Summary/Balance
If you click on Reported Time Status you can view a summary of the time

you've entered per day for the employee, along with the TRC’s and any
comments. You can add comments to any date.
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If you click on Reported Hours Summary’ you can view total hours reported for
this employee by the week.

If you click on Balances you can view Sick and Vacation Leave balances before
payroll is processed. This will help you to know if the employee has sick or
vacation time to draw on for this current pay check. It DOES NOT decrease as
you enter exception time. The Balances will adjust only after the current payroll
has been confirmed.

NOTE: Balances will NOT be immediately available in HRIS. They should be
available within the First Quarter of 2008.

Timesheet — Links (Go To)

G0 To:  Manager Self Service

Time Managerment

Punch Timesheet
Feturn to Select Emplayes

The first three links are not available with ‘Bare Bones’ Time & Labor and we
hope to have them taken off of the bottom of the Timesheet for ‘Go Live'.

Add additional time recording fields to the timesheet

This is the second half of the expanded

. To delete rows, click onthe - To add rows, click on the +
timesheet

Combo Code PC Business Unit Project Id Resource Type

[ H 3

Q Q QA =} Q=]
MPLMM |3 Q aQ aQ Q o =
MPLMMN S Q Q Q Q a [=

NOTE: There is a log of everyone who is entering time that can be reviewed
periodically by HRIS Administration.

Change the Pay Period

To view a timesheet for a different period, change the date at the top of the
timesheet and click on ZFefresh . You can enter any date that falls within the pay
period you are interested in working with. You also have the following pay period
navigation options:

e Previous Time Period will go back one cycle.
e Next Time Period will move ahead one cycle.
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NOTE: You can only enter time for the current payroll cycle and one previous
pay period (to make ‘previous’ pay period adjustments). Any adjustments
required for an earlier period will be processed by Central Payroll in the
paylines.

Navigate to Another Employee’s Timesheet

If you performed a search that brought back several employees (e.g. Search for
Department), you can move between the employee returned in the search.

e Previous Employee to open a timesheet for the employee previous in the
search list.

e Next Employee to open a timesheet for the employee next in the search
list.

NOTES:

e All employees have a schedule based on their Standard Hours on the
Job Information page.

e The Time Reporting Type Is either ‘Positive’ or ‘Exception’.
e The Employee Type is ‘Hourly’ or ‘Salaried’.

Apply Schedule

The _#ehSchecue | s 5 convenience button. It allows you to populate the active
timesheet with the standard hours the employee normally works. Once you've
applied the schedule, you can make modifications to the hours as necessary.

A Positive Pay Hourly employee will most likely have variable hours and/or
projects or tasks to record. You can _##ptSthedule |5 save time. You would
just need to add Project/Activity or Task coding, if applicable, for Project
Costing.

With the majority of Exception Hourly employees they will have only 80
hours, with periodic exceptions for sick, vacation, comp, and overtime hours.
You can _#eetSehedue | in these cases, just to see the scheduled 80 hours, and
then enter the exceptions or you can save time by entering just the
exceptions.

An Exception Salaried employee will always be paid 1/26™ of their annual
wage. You must enter exceptions for sick or vacation time so their leave
balances will be adjusted. You will save time by not using __Apely Schedule | 5
entering exceptions only. If the Exception Salaried employee works on
projects or tasks, you will have to enter all time submitted for Project Costing
purposes.
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NOTE: Anyone submitting time for identified Projects and Activities or Tasks
MUST have their time entered on the Timesheet in order for the Project and
Task expense records to load in the Project Costing Finance module.

Submit Time (Save)

__swrnt__|is the button you click to SAVE the time and exceptions you have

entered in the timesheet. Even after you _ submit | you can return to the
timesheet at a later time and enter corrections for re-submission.

NOTE: You can use Return to Select Employee at the bottom of the page to

return to your timesheet search page OR click Next Employee at the top of the
timesheet if your last search returned multiple employees.

Entering Time in the 1°" Half of the Timesheet

Timesheet
EmpllD: 062411
Job Title:  HR Consultant-C Empl Red Mbr 0
 Click for Instructions
View By: I%le: 1112502007 |[51] |2 Refresh == Previoug Time Pariod Mext Tirme Period ==
== Previous Employes Mext Employes ==
Reported Hours:  0.00 Hours Time Reporting Type:  Exception
Scheduled Hours:  §0.00 Hours Employee Type:  Salaried

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

11725 11/26 11/27 11/28 11/29 11/30 1211 1272 1213 1214 12/5 1216 1217 12/8 Total Time Reporting Code Taskgroup
|| COM
W | [COM
WSO

Submit Apply Schedule

i ] Eeported Time Status - click to hide

Date Status Total Time Reporting Code Comments
0.000000

i) Eepaorted Hours Surmmary - click to wiew

i) Balances - click to wiew

e Enter time worked for each day, as reported on the paper timesheet.

Note: If entering SK1, SK2, SK3 (Annual Sick Leave payout) VAP (Vacation
payoff), VAB, VAS, SKB, SKS, SKR (Vac. & Sick time bought, sold, retirement pay
plan), CPP (adjust sick, vac. Or comp payout) enter the time on a day the
employee did not work and was not scheduled to work (e.g. Saturday for a
Monday through Friday employee). ADS and ADV (adjustments MUST be
done on paylines only in order to impact leave balances as these are retro-adjustments!),
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e Click the drop down for the ‘Time Reporting Code’ (they match current
Earning Codes) for the proper time description code. The drop down will
provide you with only those TRC’s applicable to your workgroups.

NOTE: New TRC'’s can be added to Workgroups as needed.

e ‘Time Reporting Type’ indicates if the employee is designated as
exception or positive pay employee (which is based on paygroup).

e You will need one line for each ‘type’ of time or expense reimbursement
reported via TRC code. Examples: REG (regular worked hrs), SCK (sick
time hrs), EPK (parking $expense$ dollars), EMR (mileage miles units),
LLR or LLT (premium for hrs).

Note: TRC'’s are set up as hours, dollars and units depending upon the
type of TRC/Earnings code they have been designated. This allows the
TRC to calculate reimbursements appropriately.

e You can add or delete additional time reporting rows by using the
=] buttons to the far right of the online timesheet.

e ‘Taskgroup’ will always default to ‘COM’ (City of Mpls).

e Ifthisis a salaried (no overtime) or hourly (working basically the
same hours every week), ‘exception’ employee you need only enter
exception time, e.g., hours for sick, vacation, etc. The earnings
distribution coding from the job record should default into the timesheet.

e If you have an hourly exception employee or hourly positive employee
with unpaid leave, this can be recorded by entering a day’s hours using
TRC code NOWRK (no work) on that line. You can either enter just the
one line exception or At 8chedue | 50 you can view the whole pay period
and then enter the ‘unpaid’ hours with TRC NOWRK.

e |If are entering time for an...

o hourly employee,
o salaried employee reporting project or task work, or
o employee with a detail or concurrent job,

The employee must be treated as a ‘positive pay’ employee. Time should
be entered with the Combo Code, Project ID & Activity OR the Account,
Department, Fund & Task on the 2" half of the timesheet. If there is no
Project or Task, use either the Combo Code or Account, Department ID
and Fund.
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e If you click on _#eelvSchedule | yoy will view time estimated by the system,
based on standard hours in the Job record with a default funding string
from Earnings Distribution. You need only review for accuracy against the
paper timesheet, make any adjustments necessary, including TRC’s and
funding strings and then click __=wmt__ |9 ‘sgve’ the time for that
employee. The ‘schedule’ is a time saving convenience only, saving
you time with data entry, but you still have to apply your ‘audit skills’ to
verify accuracy.

The following example shows a part-time employee. The employee’s standard
hours on the Job Data record is 20 hours. As a result, the employee’s scheduled
hours for the pay period are 40 hours. By clicking the Apply Schedule button, the
system will preload the employee’s hours based on their standard hours and their
default funding string (Combo Code) on Job Earnings Distribution.

Timesheet
ErnpllD 067412

Job Title:  HR Senior Consultant-C EmplRed Mbr: - 0 Click on Apply Schedule
and use the drop down
0 Click for Instructions

to select the TRC.

View By: Date: |12/092007 Eﬂ 2 Refresh == Previous Time Period Mest Time Period ==
== Previous Ermplovee IMext Emploves ==

Populate Time From: Schedule Infarmation

Reported Hours:  0.00 Hours Time Reporting Tvpe:  Exception

Scheduled Hours: 4000 Hours Employee Type:  Salaried

From Sunday 12/09/2007 to Saturday 12/22/2007

Sun  Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat Business
1219 12M0 12M1 1212 12M3 1214 12M5 12116 1217 12M8 1219 1220 12/21 12722 Total Time Reporting Code Taskgroup Unit
400 /400 ||400 ||400 |/400 4.00 4.00 4.00/| 400 400 {Irwalid Walue) A | [COM L MPLMN [
Submit Apply Schedule

e Reported Time Status - click to hide

Date Status Total Time Reporting Code Comments
0.000000

i ] Reported Hours Summary - click to view

NOTE: If you have an hourly positive pay employee that will have unpaid time
recorded, enter the unpaid hours in the appropriate day and use TRC code
NOWRK (no work) on that line. You can either enter just the one line exception
or _AeelvSchedule | 59 you can view the whole pay period, insert a line for the unpaid
days, selecting the ‘NOWRK’ TRC.
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Timesheet
EmpliD: 067463

Joh Tille:  HR Senior Cornsultant-C Empl Red Mo 0

0 Click for Instructions

View By: Date:  [12/09/2007 |[5] (% Refresh =< Previous Tirme Perigd — Mewd Tire Period ==

== Previous Employvee Next Employes ==

Populate Time From: Schedule Infarmatian

Reported Howrs:  0.00 Hours Time Reporting Type:  Posiive

Scheduled Hours:  48.00 Hours Emplayee Type: - Hourty

From Sunday 12/0972007 to Saturday 12/22/2007
Timesheet | Overrides | [

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fi Sat Business
129 1210 12111 1212 123 1214 1215 12116 1217 12M8 1219 12020 12721 1222 Tofal Time Reporting Code Taskgroup Unit

~ fmlmfw] [ | | (] [ | | (Eemsssees v s
" ) O = e Y0
g 4T

Submit

0 Reported Time Status - clickto hide

Schedule is based on
STD hrs in Job, but
employee did not work
Thurs. or Fri.

Date Status Total Time Reporting Code Comments
0.000000

o Reparted Hours Summary - click o vew

Completing the 2" Half of the Timesheet (to the right)

Business

Unit Combo Code PC Business Unit Project Id Activity Id Resource Type

WPLMN (O |001008200210-4001000  [Q MPLN Q| Q| Qseor QL
e | Q| Q| Q| QB
w2 a| Q| Q| A Q B

e The Business Unit will always be MPLMN for all employees except
Minneapolis Public Housing (MPHA), Neighborhood Revitalization (NRP)
and the Youth Coordinating Board. The Business Unit for these three
agencies will be OTHER.

e The Combo Code (maximum of 35 characters) is a condensed version of
the City’s new chart of accounts funding string, an example would be:

Account 6 characters (400001 for payroll)
Dept/Org 7 characters (HR is 8150100)

Fund 5 characters (00100 City Operations Fund)
If applicable, the Project ID up to 15 characters

If applicable, a Task up to 8 characters (8151000).

O O0O0O0O0
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Look Up Combo Code

Search by: | Combination Code % |beging with| 0010082

LookUp | Cancel | advanced Lookun

Search Results .
Comprised of..

Fund Program Class Operating Alternate Budget

Combination Code Description Account Depariment Project/Grant Product .\ ¢ 10 Field Affiiate | . Account Reference 125K

001008200210 COMPASS Test- Compass Default400001 8200210 (blank) {blank) 00100 (blank) (olank) talank) (blank)  (blank)  (blank)  (blank)  (blank)
001008200210-4001000 COMPASS Test Task 4001000 400001 8200210 (blank) {blank) 00100 (blank) (olank) chlank) (blank)  (blank)  (blank) 4001000 (blank)
00100820021 0-4001001 COMPASS Test Task 4001001 400001 8200210 (blank) {blank) 00100 (blank) (blank) (hlank) (blank)  (blank) (blank) 4001001 (blank)

e If you know the Combo Code, and do not require a Project ID or Task,
enter the time and Submit. The individual funding string fields will
automatically fill in on the ‘Override’ tab of the online Timesheet.

e If the time you are entering is tied to a Project, you can enter a Combo
Code (or individual Account, Dept. ID & Fund on the Override tab
page) and you MUST enter a PC (Project Costing) Business Unit,
which will always be MPLMN but ONLY if you are using a Project ID and
Activity Code.

e Project ID will be either available on the paper timesheet or in the drop
down list as provided to HRIS by Finance.

e Activity ID will be either available on the paper timesheet or in a drop
down list as provided to HRIS by Finance.

e If the time you are entering is tied to a Project, you MUST enter a
Resource Type which will always be ‘Labor’, but ONLY if you are using a
PC Business Unit, Project ID, and Activity Code.

NOTE: If you are entering time tied to a ‘Task’ on the Override page,
you DO NOT have to enter a PC Business Unit, Project ID, Activity or
Resource code.

NOTE: If you are entering time for a Project, you MUST enter a PC
Business Unit, Project ID, Activity Code and Resource Type, but NO
‘Task’ on the override page.

If you are entering time that is not tied to a Project or Task, enter
either the COMBO Code or the Account, Department ID (can’t use the
home level Dept. ID) and Fund.
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Timesheet Override Tab

The Timesheet Override tab should be used when you do not know the combo
code to assign hours to or you need the hours to be associated with a Task.

Timesheet
EmpliD: 068411
Job Title:  HR Consultant-C Empl Red Mbr: 0
i ] Click for Instructions
View By: Date: |11/25/2007 |[5] (£ Refresh | == Previous Time Period Mext Time Period ==
== Previous Emploves Mext Employes ==
Reported Hours:  0.00 Hours Time Reporting Type:  Exception
Scheduled Hours: 80,00 Hours Employee Type: Salaried

From Sunday 11/25/2007 to Saturday 12/08/2007

[ Timeshest Y Owerrides =] l

Sun Mon Tue W.. Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
1125 1126 11727 11720 11729 1130 1211 1272 1213 1214 12/5 1216 127 1218 Total Time H

| | AN | | | | N | D | REG
[N | | O | | NN | I | SCK-
WaC -

I | [ | BN | N { | N | | I | [vac-

Time Reporting Code Combo Code Account Department Fund Code Task
[REG-RegularEamings  v| 001008200210-4001000 | (40001 |@ [s200210 (@ [oo100 | (4001000 | (=]

Will always be 400001

NOTE: You can use the drop down functionality provided for Department,
Fund, and Task or for Project ID and Activity to validate the codes on the
paper timesheet.

e Account Code will always be 400001, regardless of the drop down list

e Department ID: Please utilize the drop down and select your department
code from the table list provided to HRIS by Finance.

e Fund Code: Please utilize the drop down and select your fund code from
the table list provided to HRIS by Finance.

0 5 Fund Groups - Numeric 1st digit indicates fund owner
City of Minneapolis (includes CPED)
Park Board

Library Board
Municipal Building Commission
Non-City Entities: Youth Board, MNRP, MPHA

A WNPEFO
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0 9 Fund Types - Numeric 2nd digit indicates fund types
General Operating Funds.

Special Revenue Funds for each activity or grant
Non-City Funds — Used by non-city entities

Not presently used.

Capital Project — for asset acquisition & construction
Debt Service — for long-term debt.

Internal Service — centralized service costs within gov't
Enterprise — “Qasi-business” activities of the government.
Agency - Funds held on behalf of others.

Account Groups

Investment Funds

NOo~NOOOUGI~WNEFO

e Task: Please utilize the drop down and select the appropriate Task from
the table list provided to HRIS by Finance.

NOTE: If you are submitting time that is not associated with a ‘Task’, you
will leave this field blank.

e Remember, you can copy and paste to enter data in any of the fields when
you have multiple lines due to multiple TRC (time reporting) codes.

If you enter an appropriate combination of Acct, Dept ID, Fund, Project, Activity
or Acct, Dept ID, Fund, Task or Acct, Dept ID, Fund, the Combo Code will
automatically populate on the ‘Timesheet tab. This also occurs in reverse, if the
Combo Code is valid, the individual funding string fields will appear on the
Override tab page.

J|"Tim~esheet '|: Cverrides '|

NOTE: There is an automatic edit or validation factor tied to each field. If you
enter a code that is not in the internal system tables, the system will ‘red out’ the
line and give the message that this is not a ‘valid code’.

Submitting Time

Once you have entered all of the recorded time and corresponding Account,
Department ID, Fund and if applicable, PC Business Unit, Project ID, Activity and
Resource OR ‘Task’ you are ready to ‘SAVE’ the entry. Click __2mt | tg
‘SAVE'’ the time.
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Corrections — Changes - Adjustments

Deduction Overrides and corrections required on individual paylines will
be processed only by HRIS and Central Payroll Staff. Contact either with
documentation and your request before Payroll is run Friday.

Park Board and Public Works time processors, who were able to change
an employee’s step(s) through PEIRS within the pay cycle can no longer
continue that process. When a step changes it should be made on the
employee’s job record with effective dates.

When you are notified to terminate an employee, please contact the
employee’s Supervisor to verify that you have all of the ‘final’ time to be
processed for the ‘final’ payout.

You will be able to make retroactive changes/corrections to the most
recently completed payroll.

You will be able to enter time for a future payroll, providing you have all of
the data. Remember, Exception employees require only ‘exception time’
entry, otherwise their normal 80 hours of regular time are automatically
applied.

If entering SK1, SK2, SK3 (Annual Sick Leave payout) VAP (Vacation
payoff), VAB, VAS, SKB, SKS, SKR (Vac. & Sick time bought, sold,
retirement pay plan), CPP (adjust sick, vac. or comp payout) enter the
time in a ‘non-work day’ field. ADS & ADV’s must be done on the Paylines
by Central payroll.

With the change to ‘salaried’ type, negative entries will no longer be

necessary since a salaried employee may be submitting more than 80 hrs
tied to a project or task, but they will only receive pay for 80 hrs.
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Payroll Registers will not be available for Department/Payroll Reps until
Wednesday of the second week in the processing cycle, after Time Admin has
been run, creating ‘Payable Time’ and forwarded to Paysheets.

However, a number of end-user Time and Labor reports will be available to
assist Payroll and Accounting Staff to review and audit reported time before
payroll is finalized and confirmed.

Reports

Create reparts for paysble status, scheduled hours, and summary af ing and excertions.

Timesheet Datails by Day (M) Timesheet Details by TRC (M) Timesheet Exceptions
The repott ravides & listing of emplayees witin the home The report provides & listing of emplayees wthin the home The report pravices an listing of emplayees wthin the home
epartment requested showing hours and earmings reported epattment reguested shaveing hours and eamings reported tepartment requested timeshest excaptions that MUST be
fy dlay for the pay period. iy TRE fr the pay period. resalved prior 10 closing the payrol for the period.

Running the reports requires the user to select specific parameters. All three
reports require the same parameters as show in this example:

Department ~ Generate

Pay End Date 111242007 |,

Timesheet Details by Time Reporting Code

B4
Find | view All |I: First (4 4 of 1 [¥] Last

Red# Jobcode Fund Deptid Task Project Activity

Employee TREC oty

Emplid
Name

First [1] 1af1 [¥ Last

e Select the Department employees you want to review. Remember, this is
based on the employee’s “home department” on the Job Data record, not
the funding string Deptid.

o Example: If a Human Resource employee worked all 80 hours on a
Finance project, the employee would still be reported under
8150000, Human Resources, rather than 8200000, Finance. Users
can only run reports for the Departments they support.

e Select the pay period you want to view. Reports can only be run
beginning with the period ending 1/19/08, the first payroll processing in
the new COMPASS/HRIS system.

Note: Periods prior to this will not be available via these reports.
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Timesheet Details by Day

This report will list all employees within the department that have payable time.
This includes all time entered on a timesheet as well as scheduled time for
“Exception” employees. The report, unlike the previous report, includes daily
detail.

Department | P - EQUIPMENT v M
Pay End Date | 10/27/2007 |C
Timesheet Details hy Day
Emplid Employee Name Rptd Work Date Rcdz Jobcode TRC Fund Deptid Task Project

152 081418 MAMTROR SN KN 2007-10-15 0 01180C HXR 800 06100 6750300 607 BSYVEEP clL25
153 081418 B 2007-10-16 0 01180C HXR 7.0 06100 6750300 07 BSWEEP cL25
154 081418 §§§§ 2007-10-16 0 01180C 9CK 1.0 06100 6750300

155 061418 Hatbrokoealdocoo 2007-10-17 0 01180C HXR 800 06100 6750300 BO7BSWEEP cL25
156 061418 e g 2007-10-18 0 01180C HXR 800 06100 6750300 607 BSWEEP cL25
157 DB1418 HRE RO 2007-10-19 0 01180C H¥R 800 DE100  B750300 07BSVEEP CL25
158 061418 ﬁf@%ﬁiiﬁﬁ 2007-10-23 0 01180C SCK 800 06100 6750300

158 061418 WrtrlSe Rty 2007-10-23 0 01180C HXR 800 06100 6750300 607 BSWEEP CL25
160 081418 Bl LR L S 2007-10-24 0 01180C HXR 5.00 06100 6750300 BOTRSWEEP CL25
161 081418 §§§§ 2007-10-24 0 01180C SCK 3.00 06100 B750300

162 081418 hiotbeckSrotd o 2007-10-25 0 01180C HXR 800 06100 6750300 607 BSWEEP cL25
163 081418 MRS R K 2007-10-26 0 01180C HXR  8.00 06100 6750300 07 BSWEEP cL25
164 081418 T S 2007-10-27 0 01180C ADJ 815 06100 6750300 B07SSWEEF cL25
168 082844 X§ 2007-10-15 0 04470C REG 800 06100 6750300

166 082844 Livarptedieiias B 2007-10-16 0 04470C REG 800 06100 6750300

167 082844 P e g 2007-10-17 0 04470C REG 800 06100 6750300

Timesheet Details by TRC

This report will list all employees within the department that have payable time.
This includes all time entered on a timesheet as well as scheduled time for
“Exception” employees. The report sums the hours and amounts by Time
Reporting Code (TRC) for the applicable pay

eriod.
Department | P¥¥ - EQUIPMENT v
Pay End Date |10/27/2007 |3
Timesheet Details by Time Reporting Code
Employee Name IRC oty Bcd# Jobcode Eund Deptid
1 030900 MNAEEEROOGED.  ADJ 2631 0 10710C 06100 6750300
2 030900 W@gﬁ@ﬁ’é’% REG .00 o 107100 oE100 B750300
3030800 %ﬁﬁ:ﬁ%ﬁ RTM 6.00 i 10710C 06100 6750300
4 030800 iR ThOMas S VAC 2.00 i 10710C 06100 6750300
5 030819 HARSOMBERIEY REG 6000 0 10710C 06100 6750300 BOTASWEEP  CL20
6 030919 éﬁ?)g HHH gok 000 0 10710C 06100 6750300
T 030825 A0, X§§ LLR 700 0 04150C 06100 6750300 GOTESWEEP  CLGD
& 030825 rearEMesteacs:  LLT 5.00 i 04150C 06100 6750300 BOTESWEEP  CLGD
9 030925 regnFetertee ™  vac 8.00 0 04150G 06100 6750300
10 030958 1z X§§§ ADJ 1888 0 10710C 06100 6750300 BO7ESWEEP  CL25
11 030958 Emenibauhhocse TSR 2000 O 10710C 06100 6750300 BO7ESWEEP  CL25
12 020977 EEHAEEENSAY TSR 2000 O 10710C 06100 6750300 BO7ESWEEP  CL45
13 030982 Fildsiienadyx  rEc 5500 0O 10710C 06100 6750300
14 030982 § 5CK 300 0 10710C 06100 6750300
15 046704 Ward Sleveriacce  REG 6600 O 10404C 06100 6750300
16 046704 MDAV AC 1400 0 10404C 06100 6750300
17 053588 HE O aDd 9.20 i 01180¢ 06100 6750300 BOTASWEEP  CL25
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Timesheet Exceptions (for correction by you)

This report will list all employees within the department that have issues with their
reported time. These errors must be corrected before the payroll can be finalized
and confirmed. The report provides some information about the exception. The
user will have to access the employee’s timesheet to resolve the exception.

Department | POLICE DEPARTMENT v

Pay End Date |11/10/2007 G,

Timesheet Exceptions

First EI 1-2 of 2 EI Last
Emplid Employee Name Work Date Rcd# Jobcode Exception Message Exception_Details
1 002242 SAOBGEINK 20079110 0 08170C Mare than 24 hours reported a0
MiRAE K P
2 003871 Pectiest e 2007-11-10 0 0g170c Wore than 24 hours reported 30

First [ 1-2 0f 2 [¥ Last

Reporting Features or “Tricks”

e Sort reports by clicking the column title; click a 2" time to sort in the opposite
direction

e Click Find to locate a specific employee, Jobcode, Project Id, etc.

e Download the data to Excel in the same manner as the other City
Management Reports for more advanced features, data organizing and
sorting.

Additional Reports

- The HRIS project team is in the process of developing additional
%.‘I‘s?“%%“ Time and Labor reports. If you have critical reporting needs for
\) auditing reported time, contact Sandy Allshouse or Lisa Brown.
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Expanded reports as of 4-17-2009

= Time and Labor »

Reports
Create reports for payable status, scheduled hours, and summary of time and exceptions.

ﬁ“ Payable Status E Scheduled Howrs
Feeview detailz of payable time sored by payable status. Yiesy details of scheduled time for atime reparter ar group of time reporters,

Reported Time by DayTRC (M Payable Time by Day/TRC (M}
The report provides & listing of emplovees withinthe requested home department showing The report provides & listing of employees within the requested home department showing
hours and eamings entered onthe emplovee's timesheet. Thiz repart includes Time Reporting haurs and esrmings calculated by Time and Labor including al reparted time and scheduled
Code detais. time. Thiz report includes Time Reparting Code details.

Timesheet Errors (M T&L Comba Code Summary (M
The report provides & listing of emplovees withinthe home degartment requested timesheet Thiz report can be wsed to reviesy Combo Codes that are being charged during the current
exceptions that MUST be resolved prior to clozing the payroll for the period. payroll. Azcourts can run this report to monitor activity agsinet Comba Codes.

E" TimeCard
Feview detailz of reported and payable time and exceptions for time reparters.

E" Payable Time by TRC {M}
Thiz report can be used to review Combo Codes that are being charged during the current

payroll. Accourtants can run this report to monitar activity against Combo Codes.

More specific query reports have also been created based on need and requests
from our customers. If you require additional data, contact HRIS Administration
or Central Payroll to inquire about additional data queries.
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More Specific Detail on the City's Chart of Accounts

The City’s COA is changing dramatically. The diagram below shows a comparison of
the current and new COA and how it is mapped.

FIgggL Fund Age‘rjcy Org SubOrg | Activity Rpt Cat P,r,_c_,’jeCt
°°'c‘,"§233 Fund | Dept | Project | Activity | Task
Fund

This field identifies individual funds. A ‘fund’ is a fiscal and accounting entity with
a separate, self-balancing set of accounts that records cash and other financial
resources, as well as all related liabilities, residual equities or balances, along
with any changes segregated for specific purposes in accordance with special
regulations, restrictions, or limitations.

The City of Minneapolis currently uses a four digit numeric/alpha fund number. In
COMPASS, fund will use five characters that will be grouped as follows:

5 Fund Groups

Numeric 1st digit — indicates fund owner - Required

City of Minneapolis (including CPED)

Park and Recreation Board

Library Board

MBC — Municipal Building Commission

Other — Non-City Entities, Youth Coordinating Board,
Neighborhood Revitalization Policy, Public Housing
Authority, Joint Board/MEDC

A WNEFLO

9 Fund Types
Numeric 2" digit — fund types — Required

Represents the fund classification into which all individual funds can be
categorized:

0 General Fund — This is the general operating fund for the
entity.




COMPASS Impacts to HRIS

(o2}

N © 0

Department

Chart of Accounts

Special Revenue Funds - These funds segregate monies
either that have been raised for a specific purpose or whose
use is restricted legally. Each separate activity or grant
should have a separate fund number.

Non-City Funds — Used by non-city entities

Not presently used.

Capital Project - Funds used for segregating major asset
acquisition and construction from the general operations of
the government.

Debt Service — Monies that have been set aside to service
current and future general long-term debt.

Internal Service — Funds used for centralized service costs
allocated within the government.

Enterprise — “Qasi-business” activities of the government.
Agency - Funds that reflect monies held on behalf of others.
Account Groups

Investment Funds

The COMPASS system department field is a 7 character combination of Agency
and Org that identifies the account owner’s department or division. The first 3
characters represent department/agency. The last 4 characters represent
division/organization. This portion of the accounting string identifies a cost center
or ‘next lower level'. The 4 digit org can represent an operating or capital division
within a department, a Tax Increment district, a bond issue, a program, a Council
ward, expense or revenue type, etc. The orgs are also identified by levels 1
through 5 representing roll-up capabilities for reporting.

Example

HUMAN RESOURCES 8150000

HR ADMINISTRATION 8150100

HR EMPLOYMENT SERVICES 8150200
HR ENTERPRISE SERVICES 8150300
HR EMPLOYEE SERVICES 8150400

Reporting

The COMPASS system uses system created “trees” to designate a roll-up
to department/agency for reporting on department/agency data. The
portion of the accounting string that identifies the cost center is used for
reporting within an established department/agency.
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Project

A project number identifies a specific project being worked on by employees
whose time will be charged against the project.

Activity

When an employee is spending time working on a project the activity code
specifies the activity type for accounting purposes, e.g., physical labor,
administration, etc.

Task

Task codes identify cost/revenue data in the General Ledger for work activities
when a Project/Grant/Job is not set up in Project Costing.

e Enter Task ID in CHARTFIELD 1 and designated as ‘Task’ in Time & Labor

e Tasks will be used to collect cost/revenue data in the General Ledger when
there is no need to set up a Project/Grant/Job in Project Costing.

e The first 3 characters are required to be the same as the first 3 characters in
Department (Agency), e.g., 815 (HR) or 710 (Park)

e Values are to be determined by the Departments

Example
PARK BOARD

710A01 ADMINISTRATIVE COSTS
710A02 ACCTS PAYABLE

710A03 ACCTS RECEIVABLE

710A04 DUPLICATING MAIL SERVICES
710A05 GENERAL ACCOUNTING
710A06 PAYROLL

710A07 PROJECT ACCOUNTING
710A08 PERSONNEL



