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Creating/Entering a ‘new’ Combo Code in HRIS

STEP 1. Sign in to HRIS, Click the HRIS Home tab: Time and Labor >
Process Time > Combo Code Staging Table

Management Center Staffing Center H HRIS Home ” Employee Self Service ]

Search:

®

[ Wy Favorites

Edit "Process Time" Folder

I HR Conversion Process Time Administration, override rules and publizh payable time to projects.
[ Self Service E Request Time Administration E Publish Actual Payable Time Submit All Rapid Time
[ Manager Self Service Initistes the Time Administration process for Publizh clozed payable time to Projects as Submit all pending rapid time sessions.
[ Recruiting the selected time reporters. actual costs.
[+ Waorkfarce Administration
[- Benefits
[ Campensation = Sequential File into MTK (M = MTK into Rapid Time Entry (M} = Synchronize Combo Codes (M)
Load Time transactions from Secquerntial File Load transactions from M_TH_TRAM into Synchronize ACCT_CD_TBL with values
> Report Tirme into hd_TH_TRARN Rapid Time Entry fram WaLID_COMBC_TEL
[» Process Time
[ Reporis

[ Payroll for Morth America E Combo Code Staging Table *—

[- Workfarce Development Combo Code Staging Tahble
[ Organizational Development
[ Enterprise Learning

[ Workforce Monitaring

[ Set Up HRME

[» Enterptise Cormponents

[+ Worklist

[> Tree Manager

[- Reporing Tools

[ PeopleTools

— Channa v Pacewnrnd

Step 2. Enter the appropriate fund, department, Project/Grant and/or Task.

i Center || HRIS Home || Emplovee Self Service. |

2 To enter multiple Combo Codes, click on the + (plus). If you want to
T delete a row, click on the - (minus). \

J/ Combo Code Staging Table

Mew Window | Custamize Page | n5h

Effective Diate must equal a Payroll hegin date
Use magnifying alass to see list of availahle values

fornize | Find | ! :
‘Effective Date  'Fund Code ‘Department Project/Grant Task

dl SYEECY @ | | a3 E

#

Use the 'Look Up' function (spyglass) to locate a list of Effective dates, Funds,
Dept IDs, Project/Grants andlor Tasks

Note: The effective date field is 'NEW'. Payroll begin dates are the 1st day of
atime reporting cycle, NOT paycheck dates.

The effective dates for the Fund, Dept ID, ProjectiGrant or Task must have an
effective date that is prior to or within the same payroll cycle date selected.

B save
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Pay Cycle Table for 2008

2008 Paycheck Date

Pay Period Dates

BEGIN END
1/04/2008 12/09/2007 12/22/2007
1/18/2008 12/23/2007 1/05/2008
2/01/2008 1/06/2008 1/19/2008
2/15/2008 1/20/2008 2/02/2008
2/29/2008 2/03/2008 2/16/2008
3/14/2008 2/17/2008 3/01/2008
3/28/2008 3/02/2008 3/15/2008
4/11/2008 3/16/2008 3/29/2008
4/25/2008 3/30/2008 4/12/2008
5/09/2008 4/13/2008 4/26/2008
5/23/2008 4/27/2008 5/10/2008
6/06/2008 5/11/2008 5/24/2008
6/20/2008 5/25/2008 6/07/2008
7/03/2008 6/08/2008 6/21/2008
7/18/2008 6/22/2008 7/05/2008
8/01/2008 7/06/2008 7/19/2008
8/15/2008 7/20/2008 8/02/2008
8/29/2008 8/03/2008 8/16/2008
9/12/2008 8/17/2008 8/30/2008
9/26/2008 8/31/2008 9/13/2008
10/10/2008 9/14/2008 9/27/2008
10/24/2008 9/28/2008 10/11/2008
11/07/2008 10/12/2008 10/25/2008
11/21/2008 10/26/2008 11/08/2008
12/05/2008 11/09/2008 11/22/2008
12/19/2008 11/23/2008 12/06/2008
1/02/2009 12/07/2008 12/20/2008
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Step 3. Each field has a ‘look up’ spyglass that can be used to help narrow your
search and produce a valid selection list:

Mewy WWinch
Look Up Fund Code
Search by: Fund Code » |hegins with (01 DD| t -
Look Up Cancel .
| Advanced Lookup Note the Effective Date.
Search Results
Only the first 300 results can be digeeTed. Enter more infarmation above and search again to reduce the number of search results.

Wie Al 1-100 of 300 [p] Last

oo100 010151901 GEMERAL FLIMD
o1000 010151901 BOARD OF ESTIMATE ANMD TAXATION
01210 010151901 FOLICE DEFPT - SPECIAL REVEMNUE

01260 010151901 AREMA - RESERVE

01274 010151901 COMYEMTION FACILITES - RESERVE
01300 010151901 GRAMTS - FEDERAL

01310 010151901 ZPED FEDERAL GRAMTS-OTHER
013220 010151901 FEDERAL EMP OWERMEMNT ZORE
01400 010151901 CDBEG & UDAG FURNDS

01410 010151901 CFPED CDBG

Q1500 010151201 HOME

01600 010151901 GRAMTS - OTHER

01760 010151901 COMVEMTION CENTER OFPERATIOMS
01990 010151901 EMFLOYEE RETIREMEMNT

Q19FQ 010151201 FIRE PEMSION BORDS

0190 010151901 MERF PEMSION BOMDE

O19FP0 010151901 FOLICE PEMSION BOMDS

O1AHE 010151901 HEMNMEFIMN ENTERTAINMMEMNT TE BOMNMD
Q1AHG 010151201 HUMBOLDT GREERWAY TE BOMNDS

Look Up Project/Grant

Search by: Project  beging with

Look Up | Cancel |Advanced Lookup

Search Results

Qnly the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wieny All 1-100 of 300 [)] Last

Eifective Date Description
20940100 12/26/2007  PUBLIC HOUSING DEVELOPMENT
20940200 12/26/2007  CEMTRAL OFFICE
209H0201 12/26/2007  GLEMDALE PUBLIC HOUSING
209H0202 12/26/2007  SCATTERED SITE PUBLIC HOUSING
209H0203 12/26/2007  WNORTH HIGHRISE PUBLIC HOUSING
20940204 12/26/2007  ME HIGHRISE PUBLIC HOUSING
209H0205 12/26/2007  HISWATHA MGMT GRP PUB HOUSING
209H0206 12/26/2007  CEDARS MGMT GRP PUB HOUSING
209H0207 12:25;200?,‘:10% MGMT GRP PUBLIC HOUSING
20940234 12/26/2007 THOME PROGRAM Note the Effective Date.
20940237 12/26/2007  PROP MGMT SRYS-CHR
20940239 12/26/2007  MOWING HOME PROGRAM
209H0256 12/26/2007  SEC 8 HOUSING CHOICE WOUCHE
209H0260 12/26/2007  HOPE W
20940275 01/01/2008  FFY 2006/07 CAPIT,
20940297 12/26/2007  PROJ SE
209H0269 12/26/2007 COUNSELING-CDBG
220AMC08 01/0172008 CH Academic Achieverment
22080008 01/01/2008 YCB General Qperating
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Step 4. Once you have filled in the required fields, click on 25 .

e Each evening a custom batch process will be run by BIS-Operations
to load the new code(s) to the Valid Combo Code Table in HRIS.
(Synchronize Combo Codes (M)

e As you enter new Combo Codes in the tables, your entries are
available to view only by you. Another accountant cannot access or
view your entries. If someone else has entered the same code as
you, the system will save only one when the process is run.

e Security access is at the level of the individual, based on your job

title.

e ‘Emergency Run’: If the ‘new’ code is needed right away, rather than
overnight, contact HRIS staff or Central Payroll to request an
‘emergency run’ of the process. The system will validate and add the
Combo Code to the Combination Code Table ASAP for payroll
processing. You can ‘view’ the table the next day to see if the
Combo Codes you created have been added.

Step 5. Optional - ‘Viewing’ the Combination Code Table in HRIS to verify
that your codes were loaded to the table overnight.

HRIS Home tab: Set Up HRMS > Product Related > Commitment

[= Payrall for Marth America
[ Workforce Developrment

[ Organizational Development

[+ Enterprise Learning
[+ Workforce Monitaring
Z SetUp HRMS
[> Install
[= Security
[ Foundation Tahles
[ Common Definitions
= Product Related
[> Workforce
Administration
[ Base Benefits
[ Automated Benefits
[» eBenefits
[ Campensation
[ Payroll far Marth
America
= Commitment
Accounting
= Budget Information
— Combination Code
Ta
[» Organizational
Development
= hinrkdfnrea Monitnrinm

Accounting > Budget Information > Combination Code
Table

Combination Code Table

The Combo Code Table is available only to
HRIS configuation staff. The nightly batch
process updates this table automatically.

SetlD: MPLMMN
Process Group:

GL Combination Code: 001001400100

Combination Code Detail Find | Wiews All First [4] 1of 1 ] Last
Effective Date:  01/06/2008 Status: Active
Description: 00100-1400100
Short Desc: 00100-1400 Valid Value
ChartField Detail

Account : 400001
Department : 1400100
Project/Grant :
Fund Code : 00100
Task:
LLReturnto Search | 4 Previous in List | 4E] Mextin List | [Z] Notify
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2 ‘NEW’ reports for your use

Accountant access to Payroll Reports for auditing purposes.

Main Menu = Time and Labor =

Reports Edit "Reports" Folder

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

E" Reported Time by Day/TRC (M} E Payable Time by DayvTRC (M) E Payable Time by TRC (M)

The repott provides a listing of employees The report provides a listing of employees Thiz report can be used to reviewy Combo
weithin the requested home department weithin the requested home department Zodes that are being charged during the
showving hours and earnings entered on shovving hours and earnings calculated by current payroll, Accountants can run this
the employee's timeshest. This report Tirme and Labor including all reported time report to monitor activity agsinst Combo
includes Time Reporting Code details. and scheduled time. This report includes Codes.

Titme Reporting Code details.

Timesheet Errors (M) E T&L Combo Code Sumimany ()
The report provides a listing of employees Thiz report can be used to reviewy Combo
wyithin the home department requested Codes that are being charged during the
timezheet exceptions that MUST be current payroll. Accounts can run this
resalved prior to closing the payroll for the report to monitar activity against Combo
period. Codes.

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

Department ‘ v | Generate |

PayEnd Date 1172412007 | &,

Timesheet Details by Time Reporting Code

e
Find | Viewr Al ||: First {4 o 4 [ Lagt

Emplid %%m TRC Gty Red# Johcode Fund Deptid Task Project Activity

L
Find | View &1 ||: First (414 o 1 [ Last

e Using the drop down feature, select the Department employees you want to
review, based on the employee’s “home department” in the Job Data record. Do
not use the funding string Deptid.

o0 Example: If a Human Resource employee worked all 80 hours on a
Finance project, the employee would still be reported under Dept. ID
8150000, Human Resources, rather than 8200000, Finance. Users can
only run reports for the Departments they support.

e The current pay period will default, but you can select a different pay end date to
view other pay cycles.

e Beginning in 2008, these Reports can only be run for pay periods ending 1/19/08,

forward. This is the first payroll processing in the new COMPASS/HRIS system.
Note: Periods prior to this will not be available via these reports.

Page 6



1. ‘Reported’ (entered) Time by Day/TRC (M)
This report provides a listing of employees within the requested ‘home
department’ showing hours and earnings entered on the employee's
timesheet. Salaried employees may show only ‘exception’ (sick, vac) time.
This report includes Time Reporting Code (TRC) details.

11 11 11 1
ED

Department | CFED v Generate

Pay End Date [01/18/2008 Q

Reported Time by Day & Time Reporting Code

First Name Last Name Emplid Rptd Work Dt Rcd# Location Jobcode Empl Status Empl Type TRC GQuantity Combo Code Activity Rptd Status Last Update
1 Aaran Hanauer 108306 2008-01-07 0 CBYGD  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
2 Aaron Hanauer 108306 2008-01-08 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
3 Aaron Hanauer 1089306 2008-01-08 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
4 Aaron Hanauer 108306 2008-01-10 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
5 Aaron Hanauer 108306 2008-01-11 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
6 Aaron Hanauer 108306 2008-01-14 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
7 Aaron Hanauer 1089306 2008-01-15 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
3 Aaron Hanauer 108306 2008-01-16 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
9 Aaron Hanauer 108306 2008-01-17 0 CBYG0  01880C Active Hourly REG 8.00 001008900510-- Submitted 064634
10 Aaran Hanauer 108306 2008-01-18 0 CBYG0  01880C Active Hourly WAC 8.00 001008900510-- Submitted 064634
11 Amanda  Amald 109669 2008-01-07 0 CBYG0  08285C Active Salaried REG .00 001008900420-- Submitted 064634
12 Amanda  Amold 109669 2008-01-08 0 CBYG0  08285C Active Salaried  REG 8.00 001008900420 Submitted 064634
13 Amanda  Amold 109669 2008-01-08 0 CBAG0  08285C Active Salaried REG 8.00 001008900420-- Submitted 064634
14 Armanda arnnld ANARRA MNNa.N1.1n0 m~aarRn Narar™  Artiva Qalariad RER aNN Nt nnNaannAn.. Cuhmittad NEAR2A

e Empl ID of enterlng Payroll Rep is to the far right.

2. Payable Time (transferred from ‘reportable time’ ) by Day/TRC (M)

This report provides a listing of employees within the requested ‘home
department’ showing hours and estimated earnings calculated by Time
and Labor including all actual reported time and scheduled (usually
exception employees) time. This report also includes Time Reporting
Code (TRC) details.

Department | HUMAN RESOURCES - Generats
Pay End Date |01/19/2008 |,
Payable Time by Day & Time Reporting Code

First Name Last Name Emplid Rptd Work Dt Red# Location Jobcode Empl Status Empl Type TRC Ouamm{% Combo Code Activity Payable Status

1 Army Friedman 067412 2008-01-07 1] Ca156  05428C Active Salaried REG 7.00 25211 069008150400-- Paid
2 Ay Friedman 067412 2008-01-08 1] Ca156 05428C Active Salaried  RGS -4.00  -144.06 069008150300~ Closed
3 Arny Friedman 067412 2008-01-08 1] Ca156 05428C Active Salaried  RGS 4.00 144,06 089008150300-- Paid
4 Ary Friedman 067412 2008-01-09 1] Ca156  05428C Active Salaried REG 7.00 259211 069008150400-- Paid
4 Ay Friedman 067412 2008-01-10 1] C8156  05428C Active Salaried REG 6.00 21610 069008150400-- Paid
B Army Friedman 067412 2008-01-11 1] Ca156 05428C Active Salaried  RGS 4.00 144,06 089008150300-- Paid
T Aroy Friedman 067412 2008-01-11 1] CB186  05428C Active Salaried RGS -4.00  -144.06 069008150300 Closed
8 Ay Friedman 067412 2008-01-14 1] C8156  05428C Active Salaried REG 7.00 25211 069008150400-- Paid
9 Army Friedman 067412 2008-01-15 1] CB156 05428C Active Salaried RGS -4.00  -144.06 069008150300-- Closed
10 Aroy Friedman 067412 2008-01-15 1] Ca186  05428C Active Salaried RGS 4.00 144.06 069008150300-- Paid
11 Ay Friedman 067412 2008-01-16 1] C8156 05428C Active Salaried REG 7.00 25211 069008150400-- Paid
12 Army Friedman 067412 2008-01-17 1] CB1586 058428C Active Salaried  WAC B.OO 21610 0889008150400 Paid
13 Arny Friedman 067412 2008-01-18 1] Ca186 05428C Active Salaried RGS -4.00  -144.06 069008150300 Closed
14 Ay Friedman 067412 2008-01-18 1] C8156  05428C Active Salaried RGS 4.00 144.06 069008150300-- Paid
15 Archimedes  Carlos 102870 2008-01-07 ] C81585 05428C Active Salaried  REG 8.00 286.38 001008150200 Paid
16 Archimedes  Carlos 102870 2008-01-08 1] Ca185  05428C Active Salaried REG 8.00 25538 001008150200-- Paid
17 Archimedes  Carlos 102870 2008-01-04 1] C8155 05428C Active Salaried REG 8.00 259538 001008150200-- Paid
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3. Payable Time by TRC (M)
This report is the same as Report 2. except that the hours and estimated pay
are summarized at the TRC level for the full 2 week cycle, rather than by day.
Consequently, the reported work date is not included in the report.

Department FINANCE 4

Pay End Date |01/19/2008 | Q

Payable Time Summary by Time Reporting Code

First Name Last Name Emplid Rcd# Jobcode Empl Status Empl Type TRC Quantity Est. Pay
1 Abel DeCora 070936 0 08440C  Active Salaried REG 8000  3,184.88 001008200230-- Paid
2 Adar Jackson 063612 0 07281 C Suspend Hourly RGS  80.00 1,570.48 001008200400-- Rejected by PR
3 Alice Rutt 066852 0 00070C Active Hourly WA 16.00 35480 001008200230-- Paid
4 Alice Rutt 066852 1} 0oo70c  Active Hourly SCK 3200 Y0960 001008200230-- Faid
5 Alice Rutt 0E6a52 0 00070C Active Hourly REG 3200  709.60 001008200230 Paid
B Andrew Lenz 112554 0 04351C  Active Salaried RGS 8000 1,916.38 001008200100-- Paid
T Anh Mguyen 095302 0 00180C  Active Hourly RGS 8000 1,724.32 001008200230 Paid
8 Anita Birmingharm 063335 0 014586C Active Salaried RGS 8000 282953 001008200300-- Paid
9 Ann Mathews 040353 0 00220C  Active Salaried  VAC g.00 246.48 001008200230 Paid
10 Ann Mathews 040353 0 00220C  Active Salaried REG 7200 221830 001008200230 Paid
11 Anne Davis 061611 0 00070c Active Hourly WAL 80.00  1,785.36 001008200230 Paid
12 Antonella  DiPietrantania 101125 0 00850C  Active Salaried REG 6400 1,794.51 001008200300-- Paid
13 Antonello  DiPietrantonio 1011245 0 00850C  Active Salatied  WAC 16.00  44BE3 001008200300-- Paid
14 Antonette  Johnson 013525 1 08350C  Active Hourly WA a0 11.97 001008200220 Paid
14 Antonette  Johnson 013525 1 08350C  Active Hourly REG 7950 1,802.83 001008200220-- Paid
16 April Posner 066607 0 00070c Active Hourly REG 7980  1,762.91 001008200220 Paid
17 April Posner 066607 0 00070c Active Hourly WA a0 11.09 001008200220-- Paid
18 Ardis Gardner 097079 0 070G Active Hourly REG  80.00 1,538.96 001008200300-- Paid

Timesheet Errors (for correction by payroll reps)

4. Timesheet Errors (M)
This report provides a listing of employees within the ‘home department’ who
have timesheet ‘exceptions’ (errors) relating to reported time. These errors
MUST be resolved prior to closing the payroll for the current period. The
report provides some information about the error. The accountant will have
to request the appropriate payroll data entry representative correct and
resolve the exception/error before payroll is run.

Department | POLICE DEPARTMENT -

Pay End Date | 11/10/2007 |Q

Timesheet Exceptions

Emplid Employee Name Work Date Rcd# Jobcode Exception Message Exception Details
1002242 BADEGREON 2007-11-10 0 0g170c Mare than 24 hours reported eli}
MISPRE OO0 P

2 003871 Pt st e 2007-11-10 0 0g170c More than 24 hours reported 30
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5. T&L Combo Code Summary (M) (Summary level)

This report can be used to review Combo Codes that are being
charged during the current payroll. Accountants can run this report
to monitor activity against Combo Codes.

Department | F¥V- FROFERTY SERVICES 3 M
Pay End Date 01/19/2008 QL

Payable Time Combo Code Summary

s
0] I: First [4] 1.50of 1104 B Last

Combo Code Activity First Name Last Name Emplid # Empl Status Est. Gross

Payable Status
1 0620068001 0066086801- BMO1  Greg Goeke 023335 1] Active 387282  Paid
2 0620063001 0066086801- BMET  Lynette Rounds 022852 1] Active 148571  Paid
3 06200680010066086801- BM91  Lynette Rounds 022852 1] Active 65.03 Paid
4 0620068001 0066086801- BM92  Lynette Rounds 022852 1] Active 173.42 Paid
5 062006300200-- Rodney Qlson 101965 1] Active 269736  Paid
b 062006800200-680R0000 Daniel Gottwald 104018 1] Active 204696  Paid
7 062006800200-680R0000 Gary Mighaus 112639 1] Active 122.45 Paid
8 DA2006800200-680R0O000 Geoffrey Etnst 103634 1] Active 23931 Faid
9 062006800200-680R0000 Jeremy Tharaldson 102587 1] Active 701.67 Paid
10 062006800200-680R0000 Kristopher Massie 104019 1] Active 312.65 Paid
11 062006800200-680R0000 Lawrence Haughery 087489 1] Active 465.33 Faid
12 062006800200-680R0000 Michael Blumhoefer 109648 1] Active 34214 Paid
13 062006800200-680R0000 Wade Johnson 082825 1] Active 554.32 Paid
14 062006800200-680R 0001 Gary MNiehaus 112639 1] Active 63.89 Faid
14 062006800200-680R0001 Geoffrey Ernst 103634 1] Active 93.07 Paid
16 062006800200-680R0001 Jeremy Tharaldson 102587 1] Active 37.26 Paid
17 062006800200-680R 0001 Kristopher Massie 104019 1] Active 2360 Faid
18 062006300200-680R0001 Lawrence Haugherg 087489 1] Active 33.24 Paid
19 062006800200-680R0001 Michael Blumhoefer 109648 1] Active 100.28 Paid
20 062006200200-680R0001 Wade Johnsaon 082825 1) Artive 54.08 Faid

Reporting Features or “Tricks”

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

¢ Click ‘Find’ to locate a specific employee, Jobcode, Project Id, etc.

¢ Note the ﬂ excel symbol in the heading of the report. You can download the data
to Excel in the same manner as the other City Management Reports by clicking on
the symbol. This functionality will give you access to more advanced features for
organizing and sorting the data.

F The HRIS project team may develop additional Time and Labor
“gl%g; reports. If you have critical reporting needs for auditing reported
wonS time, contact Sandy Allshouse or Lisa Brown.
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