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Terminology Terminology

Am | a Standard Employee?

Standard employees use a Standard timecard to enter their time and labor distribution.
Standard timecards show columns for such things as “In”, “Meal Out”, “Meal In”, “Out” etc. and
have seven timecard tabs instead of eight (see screen shot below).

Standard timecards require that the employee enter his or her in/out times on their timecard
unless the employee has a schedule entered in the system. When a schedule is entered in the
system, the employee’s timecard is automatically completed based upon the schedule. The
employee is responsible for entering exceptions (changes) to their time.

All Standard employees must sign their timecards electronically before the end of each pay
period.

Generally, you are not a Standard employee if you:

* Punch a timeclock/WebClock

=  Work in many areas or on multiple projects that require you to change labor distribution
frequently

» Are an Elected/Appointed Official or Board Commissioner

» Use an Elapsed timecard (ECP employees use the Elapsed timecard)

If you fall into one of these groups, contact your payroll clerk to obtain a different manual.

Standard Timecard (Timecard Tab)

Signed | Mo REG 30:00 SAEX 00:00
Approved | [o VHP 00:00 ACCTU 00:00
Pay Freq | Biveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2005-08/1 22006 Yiewr Other Periods SUBTL|  80:00 PREM 00:00
OTPD 00:00 OTACR 00:00
necard | Schedule | Accruals | Notes | Expenses | Audit | Profile
Operations: Add Rows Approve Timecard Printable Backto List
Del |Date Time Code In “gﬁ' Mlia' out  |Haurs Favorite Set |LowOg  |Actvy  |Funct  [Retct  |Job
[ [Mon 07421 »| || FEG - 01 Fiegular Haurs v|  |[o7:308] | [12:009] |[12:309| [04:00P | | 08:00| [ [s0e1 | |looooo ||[oooo | |[oooo ||| |
5021]ooooo |oooo Joooo] |
commert| |
[ | Tue08/01 | || REG - 01 Regular Hours v| |[o7a0s] | [12007] |[12:207| || 04.00P | 03:00| ] [soa1 | |[ooooo ||[ooon | [[ooon ||| |
501 ooooo |oooo Joooo ||
Commert: |

REMINDER

Rule VII, Section 7 of the Civil Service Rules states that:
Knowingly punching or marking another employee's time card, having one's time

card punched or marked by another, altering time card for any unauthorized reason
or inaccurately recording time worked is a violation and may be Cause for
Discharge, Suspension or Demotion and/or Re-evaluation.
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Terminology Terminology

Terminoloqy

Company

Companies are groupings of Milwaukee County employees by high org. The Company ID
is used for reporting purposes and to export data from the system. The Company ID in
CTA matches the PSID in HPW. The Company IDs at Milwaukee County are:

= JGR: All Organizations in the 1000 series, 2000 series, 3000 series and 4500 series
JGS: All Organizations in the 4000 series, except the 4500 series

JGT: All Organizations in the 5000 series, 9000 series

JGU: All Organizations in the 6000 series

JGV: All Organizations in the 7000 series, 8000 series

Exception Reporting

Employees that enter information on their timecard only when they deviate from the
schedule entered in the system are using “exception reporting”. Some examples of an
exception are:

The employee came in late or left early

Special Premiums, old Code 24— pager pay, standby etc. entered on the Expenses Tab.
Accrued Time Used— employee used some accrued time instead of working

NonRep Overtime— employee wants to be paid instead of accrue overtime

Union Overtime— employee wants to accrue instead of being paid overtime

Shift Premium— adjust shift premium calculated by the system (i.e. remove or add)

Time Codes

A time code is a unique identifier that is used to track employee time in the system. In the
new system there is an expanded list of payroll time codes to cover more situations, but an
employee will only see time codes that they can use. The time codes available to you are
determined by the pay policy assigned to you and can be viewed in the “Time Code” drop-
down list on your timecard. A list of oft-used time codes appears on page 15 of this
manual.

Pay Policy

Pay Policies are specific sets of pay rules for a particular group of employees. An
employee’s pay policy takes into account such things as, the type of timecard used, the
time codes available, overtime paid/accrued, flextime, shift or weekend rules, labor
distribution levels, etc.

Schedules

A schedule is simply a template for when an employee or group of employees is assigned
to work. Whenever an employee has a schedule entered in the system it always affects the
hours on the timecard. When a Standard timecard is automatically completed based upon
a schedule, the employee is responsible for entering “exceptions” (changes) to their time
and signing their timecard before the end of the pay period.
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Logging In Logging In

How Do | Log In?

Logqging Into Ceridian Time & Attendance

1. Open up the Internet Explorer browser on your computer.

2. Atthe Address field, type: https://sourcetimeproi.ceridian.com
The “Ceridian Time & Attendance” window appears automatically (shown below).

2l Login - Ceridian Time & Attendance - Microsoft Internet Explorer,

© File Edit “iew Favortes Tools  Help

. — N N
3 > \ﬂ IEL‘ _|\I 7/ ) Search ‘g:_\}:’Favor\tas 6’-"

: Address Ej https:fsourcetimeprol .ceridian, com/

21994-2006 Ceridian C ti All Rights Resere d

@;‘] Done é 0 Internet

3. At User Name: type your clock number. Press the tab key on your keyboard.
Note: If you do not know your clock number, contact your payroll clerk or approver.

4. At Password: type your password and then press the tab key. Note: The first time you
log in your password is your clock number.

Note: You must change your password the first time you log in and every 120 days after that.
If you forget your password, your approver, payroll clerk or the Help Desk (278-7819) can
reset it. Once your password has been reset, it reverts back to your clock number.

5. At Company ID, type: MCJ

6. If the “Remember Me” check box is not checked, click it now. Note: when the “Remember
Me” checkbox is checked, Windows remembers your clock number and Company ID each
time you log in.

7. Click the Go button.
» |f the Password Change window appears, follow the instructions on the next page.
= If your personal Home Page appears, skip the next page of this manual. You are
logged into Ceridian Time & Attendance and can perform any task for which a Standard
employee is authorized (for assistance see the rest of this manual).
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Logging In Logging In

Logging Into Ceridian Time & Attendance (Continued)

e | Change Password - Milwaukee County for policy? test - Microsoft Internet Explorer

: File Edit Wew Favorites Toolks Help Iﬂ'

OBack A > | Iﬂ IELI _.\] 7 ! Search ‘:_:_:(Favorites 6‘ T g = j’i

: Address @ https:fsourcetimepral .ceridian, comiCTAGE0 cka, asprRequestID=ExEL0 1660, dsBLCantrollerfsid=000336FEBCO LACIEC 14EBOBTEFEE v E’ Go

Ceridian Time & Attendance ﬁq{mg

My Time System Home |Help |Logo

==

Password Change

Operstions: (St |

“ou are being forced to change your passwordl
“'ou are regquired to change your password
Your Current Password: ||
Your Mew Passwaord

Re-Enter our Meww Passward

Operations (| Submit |

< >
ig Done é O Internet

8. At Your Current Password: type your clock number.

9. At Your New Password: type a new password.

Note: Your new password must be 6 to 20 characters in length. You may use any combination
of numbers or letters. Your password is not case sensitive so you don’t have to remember if the
Caps Lock key is on.

10. Click the Submit button. The “Password Changed Successfully” window appears
automatically (shown below). Note: If you need assistance logging in, contact your payroll

A Change Password - Milwaukee County for, policy? test - Microsoft Internei Explorer

{ Ble Edt View Favortes Tools Hel r
Q- © - [¥) A /"=5earch S Favorkes (2) N 3

: address | ] https:fsourcetimepral ceridian, com|CTAGE0]cka.asp v| B e

Ceridian Time & Attendance éi:","’“,ﬂ!

My Time System v Home | Help | Logot

[pesswora |
Password Change
Password successfully changed. 4_
Operations: { Submit |

Your Current Password:
our New Password:

Re-Erter Your New Password,

- it |

< >
&) S & nternet

- /7

11. Click the word Home in the right corner. Your Home Page appears.

Note: the Home Page is the central navigation point. From the Home Page you can locate
closed, open and future pay period timecards.
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Viewing Timecards Viewing Timecards

How Do | View My Timecards? Log Into View Your Home Page

After you log into Ceridian Time & Attendance, your personal Home Page appears (shown
below). Itis divided into 2 sections, the Timecards section and the Accruals section. Let’s
discuss the Timecards section first.

A Home - Milwaukee County for policy? test - Microsoft Internet Explorer provided by Mitwaukee County

File Edit View Favorites Took Help ;','
A » 3
o Back + () |ﬂ &'] » - search - Favoribes 4 - @ = Links éj | Inokes éj I apFinance éj ICeridian Intranet @ ICeridian Time Google
Address @j https: {isourcetimepral ceridian.com/CTABED cka, asp v | 4 co
Ceridian Time & Attendance
Home - Home | Help | Logout
Home Page
Timecards
Pd Encl Stat Prn REG SREX WHP ACCTU OTHER NOPAY SUBTL PREM QTPD QTACR Err Motes Sign Appr.
O7429/2006 C 0o:00 0o:o0 00:00 ac:00 0o:00 oo:o0 00:00 0000, 0c:00 oo:o0 ] X
0822006 C 00:00 0o:00 A6:00 0c:00 00:00 0o:00 A6:00 00:00; 0c:00 0o:00 X X
OB/2E/Z006 C 00:00 00:00 2400 000 00:00 00:00 2400 00:00] 00:00 0o:00 X X
02/09/2006 (s] 00:00 00:00 oo.00 0000 00:00 00:00 oo.00 00:00] 00:.00 00:00| O
02/22/2008 F 00:00 00:00 o0.00 o000 00:00 0000 o0.00 00:00] 0000 00:00| @®
007 /2006 F 00:00 00:00 oo:o0 o000 00:00 00:00 oo:o0 00:00/ 0000 00:00
Accruals
Category Current Future
Holiday Accrued 0g:00 0&:00
Haliday Expiring 00:00 00:00
0T Expiring 0000 00:00
Ovverti me Accrued DCAgrSherift 00:00 00:00
Personal o000 00:00
Sick 035:00 05:00
Wacation 21:00 2100
v
& S @ Internst

'4 Start [ 2 aova.. | @ ciken. [ . lalen,., [=Eq o0 ... L g RO =L

Timecards Section

The Timecards section of your Home Page displays a list of underlined closed, open and future
pay period ending dates. Each pay period listed shows the hours paid, hours accrued and off
time hours for the pay period. You can view your timecard’s totals from your Home Page or
open a particular timecard to view the timecard’s details (shown on page 7).

Timecards Section Terms

» Pd End: This column contains a list of the pay periods for which you are able to view
timecard detail. Note: the date listed is the pay period ending date.

= Stat: A “C”in this column stands for closed and indicates a prior pay period. An “O”
stands for open and indicates the current pay period. An “F” stands for future and
indicates a future pay period. Note: a pay period is “open” until Central Payroll closes
it— this usually occurs 4 days after the end of the pay period.

= Prn: Allows you to view a printer friendly version of a timecard. To print a timecard,
click the icon in the Prn column for the timecard you want to print. After the screen
resets, select File: Print and then click the Print button.
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Viewing Timecards Viewing Timecards

Timecards Section Terms (Continued)

= REG: Regular hours worked during the pay period.

= SAEX: Sick allowance and excused time used during the pay period.

= VHP: Vacation, holiday paid and personal time used during the pay period.
= ACCTU: Overtime and holiday accrued time used during the pay period.

= OTHER: Other time with pay used during the pay period (i.e. paid leave, paid union
release etc).

= NOPAY: Time without pay used during the pay period.

= SUBTL: Subtotal of all regular hours worked or non-worked. SUBTL adds up hours in the
REG, SAEX, VHP, ACCTU, OTHER & NOPAY columns. It does not include hours in the
PREM, OTPD or OTACR columns.

= PREM: Shift and weekend hours worked during the pay period.

= OTPD: Overtime paid during the pay period (includes overtime at 1-1/2 or straight rate).
= OTACR: Overtime accrued during the pay period (includes overtime at 1-1/2 or straight rate).

= Err: A circle here indicates that the timecard has an error on it. A “red” circle means
there are errors that must be corrected before approval. A “yellow” circle means there
are errors that need to be corrected; or acknowledged by your supervisor prior to
approval.

= Notes: Whenever a comment is entered on a timecard an icon appears here.

= Sign: An “X” here indicates that the timecard has been signed, however, at Milwaukee
County, employees that use a timeclock/WebClock are not required to sign their timecards.

= Appr: An “X” here indicates that the timecard has been approved.

Timecard Tabs

A timecard consists of several pages or tabs that display pertinent information for the pay period
selected. Access a specific timecard tab by clicking the tab that contains the information you
want to view (shown below).

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Timecard Tab Terms

= Timecard tab: An employee using a Standard timecard enters in and out times here.
This tab shows time rounded to tenths of an hour.

= Schedule tab: Displays your current default schedule. Note: Permanent changes to an
employee’s schedule can only be entered by their payroll clerk, but pay-period-specific
schedule changes can be entered here by the employee, the approver or payroll clerk.

= Accruals tab: Displays year-to-date accruals, one week after the prior pay period has
been processed.

= Notes tab: Not used by Milwaukee County at this time.
= Expenses tab: Displays any expenses (i.e. special premiums) entered.
= Audit tab: Displays any changes that were made to this timecard.

= Profile tab: Displays information about you such as your date of hire, pay policy, clock
number, department number etc. Note: Only your payroll clerk can make changes to your
profile.
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Viewing Timecards Viewing Timecards

Opening a Timecard To View lIts Details

1. Log in to Ceridian Time & Attendance. Your personal Home Page appears.

2. Open a timecard by clicking the underlined pay period ending date that you want to view.
The Timecard tab appears automatically.

3. Skip this step unless, you want to:

= View your accrual balances: Click the Accruals tab.

= View your pay policy: Click the Profile tab.

» View your schedule: Click the Schedule tab (Schedule tab shown below).

= View the expenses (i.e. special premiums etc) entered: Click the Expenses tab.
* Find out who made changes to your timecard: Click the Audit tab.

4. To return to your Home Page, click the word Home in the right corner of the page below
the Ceridian logo.
Standard Timecard (Schedule tab)
] Timecard - Milwaukee County for Eileen Rossow - Microsoft Internet Explorer E]@
© File Edt Wew Favarites Todls  Help ;','

) Back ~ [ 2 | Psearch L £ Favorites = Links @] JInotes &]B @] Ceridian Tme &] Er &] Eway Google  &] Frime  &] G Video »

: Address @:I https: f{saurcetimeprol .ceridian. com/CTAGRD cka. asp v a Ga
Ceridian Time & Attendance és;,lnll_m!
Home W Home | Help | Logout
Timecard for Pat Pencia
Signed | o REG 80:00 SAEX 00:00
Approved | o VHP 00:00 ACCTU 00:00
Pay Freq | Biteekly (Future) OTHER 00:00 NOPAY 00:00
Pay Period | 09/10/2006-08/23/2006 ¥iew Other Feriods SUBTL 80:00 PREM 00:00
OTPD 00:00 OTACR 00:00
Timecard | Schedule | Accruals | Notes | Expes
[Subint

Del |Date Dt l;r:yr In eal Out eal In Ot Initistect Tatal Favarite Set Lo Aty Funct RptCt Jok

[ | Mon 09411 [w] [0 | 7004 | | [1200P] | [1230P| | [3:30P | |[Nore[w| | o8:00| []

[ | Tue0912 [v| | 7004 1200P) | [1230P| | (330P | | More|v| 08:00( []

[ | 'wed 0913w [ | 700a 1200P) | [1230P| | (330P | || More|v| 08:00| []

[ | Thuba14 |w [0 | w004 | | 1200P) | 1230P| | |330F | | More|w| | o800 []

[ [[FiosAs [« O | |w00e | | [1200P) | [1230P| | |3:30P | | Nore[w| | o800 []

Del |Date Dt Er:; In sl Out tleal In Cut Initistect Tatal Favaorite Set Lo Aty Funct RptCt Jok

[ [ Mon03418 [v) | 7004 1200P, | [1230P| | (330P | || More|v| 08:00( []

[ | Tue 03413 [v| [ | 700a 1200P) | [1230P| | (330P | || More|v| 08:00| []

[ | wed09/20 [+ [0 | w004 | | 1200P) | 1230P| | |330F | | More|w| | o800 []

[ | Thuba:21 [v] O | |w00e | | [1200P) | [1230P| | |3:30P | | Nore[w| | o800 [] =
&] Dore S @ Internet n
M CNE RGN L @ 751 PM
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Timecard Basics Timecard Basics

Timecard Basics

Adding Rows — When you open your timecard one row is available for your use, but you can
add from 1 to 10 rows at a time by following these steps. At the Operations bar, click the drop-
down list arrow, select the number of rows you want to add and then click the underlined words
“Add Rows”.

Timecard | Schedule | Accruale | Notes | Expenses | Audit | Profile

Operations: Add Rows |1 % | Pesswor Sign Frirtable

Deleting Rows — At the “Del” column on your timecard, click the checkbox and then click the
Submit button.

Del [Date Time Cade o | TR o ows
ot In
Mon 07/31 % ||| REG - 01 Regular Howrs v | | 08004/ 11:004)|11:308 | 04:30P|| 0800

Drop-down Lists are the fields on your timecard with an arrow button on the right side. When
the arrow is clicked a list of choices appears. Simply click the item in the list that you want and
it pops into the field. The drop-down fields on your timecard are Date and Time Code.

REG - M Regular Hours N4

Lw/0P - 21 Approved Leave Without Pay
'BEG - 1 Reqular Hours
REGM - 01 Regular Mo Shift
5855 - 24 Dog Handlers
SICK - 03 Sick

A

Progress Meter — After you click a button or a link, for example, the Submit button or
underlined words like “Home” or “Back to List”, be sure to wait long enough for the system to
process your request. Whenever a request is still in process, you see a progress meter above
the taskbar. The more squares on the meter— the closer your request is to being processed.

@jjavascript:F_dojrimary_option(‘HDma'); E] é & Internst

15 Start /3 Home - Milwaukes Co...

Tab Key (on Your Keyboard) can be used to skip from one field to the next. If you hold down
the tab key it skips through fields quickly until you let up the tab key. If you tab past the field
you want, simply select Shift +Tab as many times as needed to backup to the field you want.
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Timecard Basics Timecard Basics

Timecard Basics (Continued)

Locked Timecards — If your approver or payroll clerk has your timecard open, your timecard will be
locked (inaccessible) to you. When your timecard is locked you will see a lock icon and a message
above the tabs (shown below). Contact your payroll clerk to release your timecard.

Timecard

Signed | Mo REG 80:00 SAEX 00:00
Approved |Ho VHP 00:00 ACCTU 00:00
Pay Freq  Bhzekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/30/2006-08/1 22006 View Other Periods SUBTL! 20:00 PREM 8115
OTPD 02:00 OTACR 00:00
Timecard in use by Jane Thompson /
Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie
Operations: Printable
heal heal
Del  |Date Time Code In out n Ot Hours D Favarte Set LowwOiy Lty Funct RptCt Job

Mon 07731 REG 10:00P 06:00A 08:00 o117 13077 3302 1AAD
Commert:

Tue 08/01 REG 10:00P 08:00A 10:00 0117 [13077 332 [1am0

\
Comment:
Wed 08102 REG 10:00P 06:00A 03:00 0117 [13077 Jaze2  [1am0 ]
Comment:
\
\

Thu 08/03 REG 10:00P 06:00A 03:00 0117 [13077 a2 [1am0

Comment:

Fri 08/04 REG 10:00P 06:00A 08:00 017 |13l]?? |33l]2 ‘1MD
Comment:

Summary Buckets — Summary buckets are pay-period-specific fields that appear on timecards
just above the tabs. Summary buckets were created to help employees, approvers, editors and
payroll clerks understand how an employee’s time will be paid/accrued.

At Milwaukee County, some accrued times are lumped together in a single summary bucket (for
example, VHP includes vacation, holiday paid and personal; PREM includes shift and weekend),
but this is only within the summary bucket. Your accrued time balances are still maintained
separately in the system. In addition, shift and weekend will be paid at the correct rates.

Summary Bucket Terms

» REG: Regular hours worked during the pay period.

= SAEX: Sick allowance and excused used during the pay period.

= VHP: Vacation, holiday paid and personal used during the pay period.

= ACCTU: Overtime and holiday accrued time used during the pay period.

= OTHER: Other time with pay used during pay period (i.e. paid leave, paid union
release etc)

= NOPAY: Time without pay used during the pay period.

= SUBTL: Subtotal of all regular hours worked or non-worked. SUBTL adds up hours in
the REG, SAEX, VHP, ACCTU, OTHER & NOPAY summary buckets. It does not
include hours in the PREM, OTPD or OTACR summary buckets.

= PREM: Shift premium and weekend differential to be paid during the pay period.

= OTPD: Overtime to be paid during the pay period (includes overtime at 1-1/2 or straight
rate).

» OTACR: Overtime to be accrued during the pay period (includes overtime at 1-1/2 or
straight rate).
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Timecard Basics Timecard Basics

Timecard Highlights

= Approval of Your Timecard: Your approver or the approver’'s backup must approve your
timecard electronically. Afterward, no changes can be made to the timecard unless it is
unapproved.

=  Hours “In”, “Out”, “Meal Out” or “Meal In” Formatting:
Following are formatting rules for typing your time in the fields of your timecard:
= Type aP not PM
Type an A (or nothing at all) for AM
Do not type a space
Do not type a colon unless you also type minutes
Some correctly formatted AM times are: 7 or 7:00 or 7:00A or 730 or 7A or 730A
Some correctly formatted PM times are: 6P or 6:00P or 630P

= Idle Time: The system will log you out automatically if you have not clicked the Submit
button after 30 minutes. To get back into the system, simply log in again.

= Multiples of 6 Minutes: The hours worked, not “In” or “Out” times, must be recorded in
multiples of 6 minutes or you will get a red error after you click the Submit button. Multiples
of 6 minutes are: 6, 12, 18, 24, 30, 36, 42, 48, 54 and 60. For example, if you recorded
8:15 to 4:30 = 8 hours and 15 minutes— 15 is not a multiple of 6, you will have a red error.
If you recorded 8:07 to 4:19 = 8 hours and 12 minutes, there would be no error.

= Pay Policies: Every employee is assigned a pay policy. The pay policy assigned to them
controls the type of timecard used, the time codes available to use, how your overtime is
calculated, paid and/or accrued. It also controls such things as, flextime, shift and
weekend.

= Red Errors and Yellow Errors: A red error indicates a serious problem with your timecard
that must be fixed before it can be approved. A yellow error indicates that a situation exists
that must be fixed or “acknowledged” electronically by your approver before he or she can
proceed to approving your timecard.

= Schedules: If a schedule has been entered into the system for you, your timecard will be
automatically completed based upon the schedule and your pay policy. Whenever this is
the case, you are responsible for entering exceptions (changes) to your time and for signing
the timecard at the end of the pay period.

= Signing Your Timecard: You must sign your timecard electronically. Just as they do now,
your approver and payroll clerk are allowed to correct your timecard after it has been
signed.

=  Submit Button: Clicking the Submit button saves and edits your timecard for errors.

= Time Codes: A time code is a unique identifier that is used to track employee time in the
system. In the new system there is an expanded list of payroll time codes to cover more
situations, but an employee will only see time codes that they can use. The time codes
available to you are determined by the pay policy assigned to you and can be viewed in the
“Time Code” drop-down list on your timecard.
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Accrued Time Available Accrued Time Available

What Accrued Time Do | Have Available? Log In To View Your Home Page

After you log into Ceridian Time & Attendance, your personal Home Page appears (shown
below). Itis divided into 2 sections, the Timecards section and the Accruals section. We
learned about the Timecards sections earlier, now let’s learn about the Accruals section.

3 Home - Milwaukee County for, policy? test - Microsoft Internet Explorer, provided by Mitwaukee County E@E‘
File Edit View Favorites Tools Help ,',’
- » »
@6Back 0 - [¥] [# » S search 'rFavorites £ - B Links 4] ! Inotes 4] ICapFinance 4] ICeridian Intranst &1 1Ceridian Time Google
address | @] https: fsourcetimeprol ceridian, com{CTAGE0 k. 35p v | a0
Ceridian Time & Attendance
Home 3 Home | Help | Logout
Home Page
Timecards
Pel Encl Stat | Prm | REG | SAEX WHP ACCTU OTHER HOPAY SUBTL FREM | OTFD OT&CR | Em | Motes | Sign | Appr.
07/282008 C 0000|000 00.00 0000 00:00 00:00 0000|0000 0000 00:00 [E] X
021212006 c onoo|  omoo 16:00 00:00 00:00 00:00 1500]  o0oo[  oooo 00:00 3 X
027262008 c oooo|  onoo 24.00 00:00 00:00 00:00 2400 0000[ 0000 00:00 X x
03/m8/2008 o onoo|  omoo 00,00 00:00 00:00 00:00 oxoo| oooo[  oooo o0:00| O
097232008 F oooo|  onoo 00.00 00:00 00:00 00:00 oxoo|  o000[ o000 o0:00| @
10/07/2008 F onoo|  omoo 00,00 00:00 00:00 00:00 oxoo| oooo[  oooo 00:00
‘Accruals
[category Current Future
Holidzy Accrued 0500 08:00
Holigzy Expiring 00:00 00:00
OT Expiring 0000 00:00
Dvertime Accrued DC48/Sherift 00:00 00:00)
Fersonal 0000 00:00
Sick 0500 05:00
Vacation 21:00 21:00
v
&] S @ Internet

B 0 U5, eisrm

Accruals Section

The Accruals section of your Home Page displays a list of accrued hours available for your use.
The Accruals section is divided into three columns, Category, Current and Future.

Accruals Section Terms

= Category: The type of accrued time (i.e. holiday, sick, vacation etc.)

= Current: Displays year-to-date accrual balances as of one week after the prior pay
period has been processed.

» Future: Current column accrual balances minus hours entered on a future (F) timecard.

Standard Home Page (Accruals Section)

Accruals

Category current Future

Holiday Accrued 0500 0500
Holiday Expiring ao:aa ao:aa
OT Expiring 0000 0000
Qwertime Accrued OC48/ Sheriff 000 o000
Fersonal o000 o000
Sigk 0500 0500
wacation 21:00 1300
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Schedule Changes Schedule Changes

How Do | Make Changes to My Schedule?

When a schedule is entered in the system for you, the system creates your timecard
automatically based upon the in and out times on your schedule. When you deviate from your
schedule your timecard must be corrected to show actual in and out times, but your schedule
for the pay period must be modified first.

Changing a Schedule for a Pay Period

Note: You must change your schedule before making changes to your timecard or the changes
to your timecard will not be accepted by the system.

1. Log in to Ceridian Time & Attendance and your Home Page appears. Open the timecard
that needs schedule changes made to it.

2. Click the Schedule Tab and your schedule appears.

3. At the Dflt column, uncheck the checkbox for any day that you did not work your scheduled hours.

>

Make changes to the scheduled times (i.e. In, Meal Out, Meal In and Out) to match the time
you worked.

Click the Submit button.
Click the Timecard Tab.

Make the same changes that you made to your schedule on your timecard.

© N o O

Click the Submit button.

EXAMPLE - CHANGING A SCHEDULE: On Tuesday the employee below was on vacation
for 8 hours. On Wednesday, she worked 5 hours and used 3 hours of personal. On both
days she was “scheduled” for 8 hours. She must modify her schedule on Wednesday before
she can modify her timecard, but she does not need to modify Tuesday.

Del |Date Dit Er;ir In Meal Out | MealIn out  |Initisted Tetal
[] || Man 07431 bl ] V00, 12:00F 1230 330P Mone | » | 08:00
[] || Tue 0801 b [F] V00, 12:00F 1230 330P Mone | v | 08:00
[ || wed 08402 [+ | | 700 12.00P| | Ermp [+ 05:00 H
[] || Thu0s/03 b [F] V00, 12:00F 1230 330P Mone | v | 08:00
[] || Fri0g/04 bl ] V00, 12:00F 1230 330P Mone | » | 08:00
Del |Date Dit Er;ir In Meal Out | MealIn out  |Initisted Tetal
[] || Man 08407 b [F] V00, 12:00F 1230 330P Mone | v | 08:00
[] || Tue 08/08 bl ] V00, 12:00F 1230 330P Mone | » | 08:00
[] || *ed 0803 b [F] V00, 12:00F 1230 330P Mone | v | 08:00
[] || ThuosAM0 bl ] V00, 12:00F 1230 330P Mone | » | 08:00
[] || FridaA1 b [F] V00, 12:00F 1230 330P Mone | v | 08:00
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Schedule Changes Schedule Changes

How Do | Make Changes to My Schedule? (Continued)

EXAMPLE - MAKING THE SAME CHANGES TO THE TIMECARD: In the example on the
previous page, the employee has a schedule in the system that indicates she works from 7 am
to 3:30 pm with a half hour for lunch. On Tuesday, she was on vacation for 8 hours. On
Wednesday, she worked 5 hours, from 7 am to 12 pm and used 3 hours of personal. After she
changes her schedule on Wednesday, she makes the following changes to her timecard:

Signed |[o REG 59:00 SAEXK 00:00
Approved |MNo VHP 11:00 ACCTU 00:00
Pay Freq | BiMeekly [Open) OTHER 00:00 NOPAY 00:00
Pay Period | D3/ 3/2006-08/26/2006 Vievws Other Periods SUBTL E0:00 PREM 00:00
OTPD 00:00 OTACR 00:00

Timecar | Notes | Ex Audit | Profile

Operations: Add Rows | 1 | % | Approwve Timecard Printsble Returnto Approwval Timecard

Del |Date Time Cate In %ﬁ' Mlia' out  |Hours Favorte Set |LowOn  |Actvy  |Funet  Rptct |Job
[ | Mon 08414 [se] || REGH - 01 Regular Mo Shift or ‘Weekend ] 07:008 | 1200F | |12:30F| || 0%30F | 0800 7] 1159 | ({00000 | | o000 0000

1158|ooooo Joooofoooo] |

comment:

1| Tue 08415 [s] || wvac - 04'vacation v 07:008 | 1200F | 12:30F | 0%30F | 08:00| 7] 1159 |onnoo |uonn ‘nuou |

115200000 Jaooofoooo] |

Comment:

‘w'ed 08716 [w| || REG - 01 Regular Hours lv| 07004 1200F | 05:00) 7] 1153 |onnoo |uonn ‘nuou |

1159 Jooooo Jaooooooo] |

Comment:

[ | wed 08416 [s| || PER - 05 Personal vl [[1z00P 03:00P | 03:001 1] 1153 |onnoo |uonn ‘nuou |

vy

1159 |ooooo Jaooooooo] |

Comment:

[ | Thute7 [v] (REG - 01 Regular Hours [v| |[o7:008]| (12008 |[12:307] | [03:30P | 08:00| ] 1153 |onnua |DDDD ‘nuuu |

1159 Jooooo Jaooooooo] |

Comment:
Del |Dste Time Coce In %ﬁ' lela' out  [Hours Favorte Set [LowOy  |&ctvy  |Funct  |Rptct  [dob
[1|Fitens [s| | REG - 01 Regular Hours (v | 07008/ | 12:00p| | 12:30P| | 02:30P | | 98:00| ] 1159 | ||00000 | 0000 || 0000
1159 Jooooo Jaooooooo] |
Comment:
[ | Mon 0821 [s] || REGM - 01 Regular No Shift or Weekend [v|  |[o7.008] | 1200P||[12:30P) | (03307 | 0B:00| [ 1153 |onnoo |uonn ‘nuou |
1150 |ooooo Joooofoooo] |
Comment:
[ | Tue8/22 [s] | REG - 01 Regulr Hours lv| | ozo0s]| 122008 ||12:30P| | 03:30P | 08:00| ] 1159 |onnoo |uonn ‘nuou |
1150|ooooo Joooofoooo] |
Comment:
[ | wed 08723 [s] || REG - 01 Regular Hours [v| |[o7008]|[12:00p| |[12:30P] | [03:30P | 08:00| ] 1159 |onnoo |uonn ‘nuou |
115a|ooooo Jaooofoooo] |
Comment:
1| Thuoss24 [s| [ REG - 01 Regular Hours [v| | o7008) | 12:00p] | 12:30P| | 03309 | 08:00 | ] 1159 |nnnnn |nnnn ‘nnnn |
115a|ooooo Joooofoooo] |
Comment:
Del |Date Time Cate In “gﬁ' Mlia' out  |Hours Favorte Set |LowOn  |Actvy  |Funet  Rptct |Job
1| Fioe2s  [s] || REG - 01 Regular Hours v |[or-008]| 1200P||[12:30P] | 03307 | 08:00| [ 1153 | ({00000 || 0000 || 0000

1158|ooooo Joooofoooo] |

comment:
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Hours Worked Hours Worked Standard

How Do | Add Hours Worked to My Timecard?

Standard Employees

Note: This procedure assumes that you are entering hours worked before leaving at the end of the
day and that no schedule is entered in the system for you. If you have a schedule entered and you
did not work your scheduled hours, change the schedule and then change your timecard. See the
procedure “How Do | Make Changes to My Schedule” for assistance.

1. Open the timecard with today’s date within the pay period. Locate a blank row on the timecard.

2. At Date, select today’s date (shown below).
Standard Timecard (Timecard Tab)

Del |Date Time Code In ot In Out  |Hours Favorite Set |LowOg  [Schwy Funct RptCt Jok
D P

REG - 01 Regular Hours w O
(SatoeAr | {111

Sun 06/18

han 06413 Commert:
Tue 06/20

3. At Time Code, select “REG — 01 Regular Hours”.

4. Atln, type the time you started working.

5. At Meal Out, type the time you stopped working, if applicable.
6. At Meal In, type the time you started working, if applicable.

7. At Out, type time you stopped working.

8. Skip this step unless, your default labor distribution must be changed:

To change this row to a Low Org, Activity, Function and/or Rpt. Category:

= AtLowOg: type the low Organization
= AtActvy: type the number 1 followed by the Activity
! (Note: To skip Activity field, type 10000 instead)
= At Funct: type the Function
(Note: To skip Function field, type 0000 instead)
= At RptCt: type the Reporting Category

(Note: To skip Reporting Category field, type 0000 instead)

To change this row to a Job Number:

= AtLowOg: type the low Organization
= AtJob: type the number 2 followed by the Job Number

Note: Ceridian offers special features that allow you to search for labor distribution codes
and set up “favorite sets” of oft-used codes to eliminate repetitious typing. To learn how to
search for codes and set up favorite sets, see the section in this manual called, “Searching
for Labor Distribution and Setting Up Favorite Sets”.

9. Click the Submit button to save and sort the timecard by date.
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Non-Worked Time — General Information

Non-Worked Time — General Information

Non-Worked Time

Generally, non-worked
time is time that an
employee does not
actually work, but needs
to specify on their
timecard using a time
code. Non-worked time
can be paid or non-paid
hours and also includes
absent hours, however, it
does not include special
premiums (code 24) such
as “standby” or “crew
leader”. Note: Learn how
to enter special premiums
by reviewing the section in
this manual, “How Do |
Add Special Premiums to
a Timecard?”

Standard employees and
their approvers are
responsible for adding
non-worked hours to their
timecards (see examples
in this section).

Whenever a non-worked
time code is entered on a
timecard you should
follow the procedures in
this manual for entering
non-worked time.

i.e. Sick, Vacation, Personal etc

NON-WORKED TIME CODES v 20 CTA CROSS REFERENCE
TIME

o oL | cTa | HPW
In order by Description a3 of 3/21/06 CODE copk | eone | cone

Absentwithout Pay (21) AP 03 SICE 4

..... Apnproved Leave without Pay (213 LWoP 04 WAL 3
_____ Backto Back (41) BACK 0a FER TP
Excused-Bereaverment (0H) BERY v QOTUS all
Excused-Critical (09) CRIT na HF 2H
Excused-Medical (09) MED 04 BERY 4R
Excused-Other Absence (09) DOTHR (L] CRIT 4
Haoliday Paid (08) HF 04 MED 40
Haoliday Used (20) HOLLU ] OTHR iR
Holiday-Murses Preimium {57 MHCL 14 JUIRY 7
Holiday-Fool Murses (63) P IHW 14 mILP T
Jury Doty (14) JURY 14 MISC T
Medical without Pay (21) MY P 14 SEQR T
Military with Pay {14) MILP 14 SQCT i &0
Military without Pay {38) MLy 14 sSSP 75
Misc Paid Leawe (14) MISC 14 UREF TR
Cvertime Used (07) OTUS 16 PORYWY: 1P
Paid Mot Worked (16) POy 20 HOLLU 2
Fersonal Hours (05) FER 21 AWOP TA,
FPool Murses wiBenefits (33 WO P 21 LWoP 7L
Fulling Fee {3a) 5240 21 MWOP: 7D
Sequester OT & Hours (143 S0T 21 SWWOP Tl
Sequester Straight 16 Hours (14) SEQR 21 rTwWoP: 7T
Sick Allowance (03 SICk 38 MILW W
Suspended with Pay (14) SLISP 38 FYWOP :  TH
Suzpended without Pay (21) SWOP a8 UBWPF : TR
Tardy without Pay (213 TP 38 WO ™
nion Business without Pay (38 LIEYP 41 BACK Ak
Union Release with Pay {14) LIREF 55 5260 6P
Yacation (04) WA a7 MHOL 2
vaoluntary Time Off (Budget Reduction) (38§ WTO 63 iPMHW | 5P

Note: if you are entering holiday paid, be sure to also review the section in this manual “How Do |
Adjust Holiday Paid, Accrued, Worked?”
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Non-Worked Time Non-Worked Standard

How Do | Add Non-Worked Time? i.e. Sick, Vacation, Personal etc.

Standard Employees

Note: This procedure assumes that no schedule is entered in the system for you. If you
have a schedule entered and you did not work your scheduled hours, change the schedule
and then change your timecard. See the procedure “How Do | Make Changes to My
Schedule” for assistance.

1.

Open the timecard that needs changes made to it. Locate a blank row at the bottom of
the timecard.

At Date, select the date of the non-worked time. Note: be sure the date you select is
within the current pay period.

At Time Code, select the appropriate non-worked time code.

At In, type your normal start time.

At Out, type time your normal stop time.

Standard Timecard (Timecard Tab)

heal Mesl

Deal Date Time Code In
! out In

‘ OQut  |Hours

% Favorte Set [LowOs  |Actvy  [Funct  |Rptct  |Job
O v

[ || Fio?07 | || PER - 05 Persanal - 2 4p

Comment:

Click the Submit button to save and sort the timecard by date.

Verify that the number of hours is correct. Note: If the hours calculated by the system
are incorrect due to lunches, adjust the “Out” time and click the Submit button again.

EXAMPLE: A full-time Standard employee did not come in on Wednesday. She only
has 5 hours of personal time left. The balance of her 8 hours must be absent time (code
21). In this special situation you will need to add two rows to the timecard.

Signed | Mo REG a0:00 SAEX 00:00
Approved |Fo VHP 03:00 ACCTU 0000

Pay Freq | Biveekly (Open) OTHER 00:00 HOPAY 0300 6—
Pay Period | 05/27/2006-09/08/2006 view Other Periods SUBTL 0300 PREM 0000
OTPD 00:00 OTACR 0000

Timecard | Schedule | Accruale | Notes | Expenses | Audit | Profie

Operations: add Rows |1 || Approve Timecard Frintable Backto List :]
Del |Date Time Code In “2;3;' M;a' out |Hours Favorte Set [LowOy  |Actwy  |[Funct  |Rptct  |Job
[ || wed 08/30 |+ | || PER - 05 Personal sl | oE00a 01:00F | | 05:00) 7] 1159 || 00000 || 0000 | {0000
1158 }ooooo|oooo joooo] |
Comment:
[ || wed 08/30 % | || Aw0OP - 21 Absent Without Pay v| [onooe 04:00P| | 03:00) 7] 1159 |uuuuu |EIEIEIEI |EIEIEIEI |
115]ooooo]ooon Joooo] |
Comment:
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Holidays Paid, Accrued, Worked — General Information

Holidays Paid, Accrued, Worked — General Information

Holidays Paid/Accrued/Worked
All Eligible Employees

Unless otherwise specified by Union contract, when employees that are eligible for holiday pay
are off on a major or minor holiday, they must be paid for the holiday— this means that they are
not allowed to use vacation or other accrued time instead. This also means that they are not
allowed to accrue for a holiday unless they work it.

The system knows when there is a major or minor holiday and automatically enters a row on the
employee’s timecard as holiday paid. When an employee works on the holiday, the time code
must be changed from holiday paid to holiday accrued. When an employee works part of a
holiday, there will be at least three “holiday related” rows on the timecard to account for hours
worked, holiday accrued and holiday paid.

Unless otherwise specified by union contract, whenever eligible employees work all or part of a
holiday:

» Hours Worked are paid in the normal manner. Hours worked on a holiday are entered in the
system, as usual, using the time code “REG — 01 Regular Hours”.

» Holiday Accrued equals the numbers of hours worked; up to the maximum number of hours
the employee is normally paid for a holiday. Holiday accrued is entered using the time code
“‘HOLA — 19 Holiday Accrued”.

= Holiday Paid is never more than 8 hours, but it can be less. When it is less, holiday paid is
based on the employee’s assigned workweek (i.e. 20 hours/week = 4 hours holiday etc). If
the employee worked on the holiday the number of holiday hours to be paid is reduced by
the hours worked and they are accrued instead. Holiday paid on a holiday is entered using
the time code “HP — 08 Holiday Paid”.

When a Standard employee works the holiday, the employee and his or her approver are
responsible for adjusting the timecard for hours worked, holiday accrued and/or holiday paid
(see examples in this section).
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Holidays Paid, Accrued, Worked Holidays Standard

How Do | Adjust Holiday Paid, Accrued, Worked?

Standard Employees

Adjusting for Holidays— Paid, Accrued, Worked

1.

4.

Open the timecard that needs changes made to it. Locate a blank row at the bottom of the
timecard.

Using the timecard, determine the number of hours you worked on the holiday. If time
worked on the holiday is missing from the timecard see the procedure, “How Do | Add
Hours Worked to My Timecard?” to add the hours worked before proceeding.

Skip this step unless, you worked at least the number of hours you are normally paid for
a holiday. Note: You will accrue your normal holiday paid hours.

To accrue for the holiday:

= Locate the “HP — 08 Holiday Paid” row the system entered on the timecard.
= At Time Code, change the time code to “HOLA — 19 Holiday Accrued”.

= Click the Submit button to save and sort the timecard by date.

Skip this step unless, you worked less than the number of hours you are normally paid for a
holiday. Note: You will be paid for a “partial” holiday and accrue a “partial” holiday.

To accrue for a “partial” holiday:

= Locate a blank row at the bottom of the timecard.

= At Date, select the date of the holiday.

= At Time Code, select “HOLA — 19 Holiday Accrued”.

= Atln, type your start time on the holiday.
Note: Your accrued holiday begins when you start working.

= At Out, type your stop time on the holiday.
Note: Your accrued holiday ends when you stop working.

= Click the Submit button to save and sort the timecard by date.

= Verify the number of hours is correct. Note: If the hours calculated by the system
are incorrect due to lunches, adjust the “Out” time and click the Submit button again.

To pay a “partial” holiday:

= On scratch paper, calculate the difference between the number of hours you are
normally paid for a holiday and the hours worked on the holiday. For example, if the
normal hours are 4 and the hours worked 2, the difference is 2 hours.

= Locate the “HP — 08 Holiday Paid” row the system entered on the timecard.

= Atln, type your stop time on the holiday.
Note: Your holiday pay starts when you stop working.

= At Out, type a stop time that when subtracted from the “In” time will equal the
number of hours you calculated above.

= Click the Submit button to save and sort the timecard by date.

= Verify the number of hours is correct. Note: If the hours calculated by the system
are incorrect due to lunches, adjust the “Out” time and click the Submit button again.

4/5/2007 Page 18 Standard Employees 3.5



Holidays Paid, Accrued, Worked Holidays Standard

Holidays Paid/Accrued/Worked (Continued)
Standard Employees

EXAMPLE: The full-time Standard employee below worked 8 hours on the holiday. With
these entries, she will be paid for 8 hours worked and accrue 8 hours of holiday accrued.

) feal feal .

Del |Date Time Code In ot In Out  |Hours o Favorite Set
[ Tue 0F/04 s | || HOLA - 19 Holiday Accrued v 12:008, 05:004| | 08:00| 7]

[1| Tue 07/04 '+ | | REG - 01 Regular Hours v 08:004| || 12:00P| || 12:30P| | 04:30P | | 08:00) ]

EXAMPLE: The full-time Standard employee below worked 6 hours on the holiday. In order
to accrue a partial holiday, one row was added to the timecard. In order to pay a partial
holiday, the hours on the row the system added were reduced. With these entries she will be

aid for 6 hours worked, 2 hours holiday paid and she will also accrue 6 hours of holiday.
Del |Date Time Cocle In hgi:' Mlial Out Hours Favorite Set

11| Tue 07404 s || HOLA - 19 Haliday Accrued | | 0800A 0200pP|| 06:00| 7] w

[]| Tue 07404 s || REG - 01 Regular Haurs || 0g00n 0z.00pP|| 06:00| ] w

]| Tue 0704 s ||| HP - 08 Holiday Paid | ||02.00P 04:00P|| 92:00| 7] v

EXAMPLE: The part-time Standard employee below is normally paid for 4 hours of holiday on
a holiday. In this example, the employee worked 6 hours on the holiday. In order to accrue the
holiday, the row the system added to the timecard was changed from holiday paid to accrued.
With these entries, he will be paid for 6 hours worked and accrue 4 hours holiday.

Signed |MNo REG 05:00 SAEX 0o0:00
Approved Mo VHP 00:00 ACCTU 0o0:00
Pay Freq | Bi'veekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 08/27/2006-09/09/2006 “iews Other Periods SUBTL 06:00 PREM 00:00
OTPD 00:00 OTACR 00:00

Timecard | Schedule | Accruals | Motes | Expenses | Audit | Profile

Operations: Add Rows | 1 .V. Approve Timecard Printable Backto List

) LEET EET .
Del (Date Time Code In out In Cut [Hours s Favarite Set
[7 || Man 09404 v HOLA - 13 Holiday Acced v 08004, 1Z.00P | 0400| ]
[ || tan 0904 v REG - 01 Regular Hours v 08004 0z.00p | 06:00) ™
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Overtime Paid & Accrued — General Information

Overtime Paid & Accrued — General Information

At Milwaukee County, employees generally receive overtime after 8 hours in a day and 40
hours in a week, but there are variations (i.e. flextime etc). In the system, unless otherwise
specified by union contract or county ordinance, union employee overtime is defaulted to paid
while non-represented employee overtime is defaulted to accrued.

The employee’s pay policy governs the payment or accrual of overtime and the system
automatically calculates overtime based upon it. Each employee’s pay policy is listed on the
Profile tab of his or her timecard.

In order to “change” the overtime the system defaulted, another row must be entered on the
timecard. The added row “moves” the amount of overtime indicated from paid to accrued or
from accrued to paid based upon the time code used.

= Qvertime Paid to Accrued: It subtracts the number of hours to be accrued from the OTPD
summary bucket, which decreases the amount of overtime to be paid. At the same time it
adds the number of hours to be accrued to the OTACR summary bucket, which increases
the amount of overtime to be accrued.

= Qvertime Accrued to Paid: It subtracts the number of hours to be accrued from the OTACR
summary bucket, which decreases the amount of overtime to be accrued. At the same
time it adds the number of hours to be accrued to the OTPD summary bucket, which
increases the amount of overtime to be paid.

The time code used on the added row varies depending upon several factors such as: the
employee’s union type, whether overtime is at 1-1/2 or straight rate, whether the employee is
covered by FLSA, as well as, whether the overtime worked was FLSA. Note: FLSA overtime
is a complicated formula. Generally, the overtime worked is FLSA, if the hours worked in a
week plus hours of holiday paid are greater than 40. If you have a question about FLSA
overtime, call Milwaukee County Central Payroll for clarification.

When Standard employees work overtime, the employee and his or her approver are
responsible for changing timecard overtime.
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Overtime Paid & Accrued Overtime Standard

How Do | Change Overtime Paid & Accrued?

Changing Overtime
Standard Timecard

Changing Overtime from Paid to Accrued or from Accrued to Paid

In order to change the overtime the system calculated based upon your pay policy; another row
must be entered on the timecard.

1. Open the timecard that needs changes made to it. Locate a blank row at the bottom of the
timecard.

2. At Date, select the date the overtime, which you want to change, was worked.
3. At Time Code, select the appropriate code:
Attorneys: Select MNOT — 63 Mandatory Overtime Paid

DC48/Sheriffs: Select OTAC — 06 Overtime Accrued

Non-Represented, depends upon the situation causing the overtime:

= Non-FLSA Overtime at 1-1/2: Select MNOT — 63 Mandatory Overtime Paid
» FLSA Overtime at 1-1/2: Select OTF — 80 Overtime FLSA
= Qvertime at Straight Rate: Select VOTP - 62 Voluntary OT Paid

Nurses, Skilled Trades and Machinists: Select MOTA — 67 Mandatory OT Hrs Accrued

TEAMCO, depends upon the situation causing the overtime:

» Non-FLSA Overtime at Straight Rate:  Select VOTA — 66 Voluntary OT Hrs Accrued
= FLSA Overtime at 1-1/2: Select MOTA — 67 Mandatory OT Hrs Accrued

4. Atln, type a valid start time that corresponds to the overtime threshold.
Note: In our example on the next page, the employee is in an overtime situation from 10:30
pm to 2:30 am. If the employee wants to accrue the 2 hours, enter an “In” time of 10:30 pm
so that the accrued time overlaps the worked time.

5. At Out, type a valid stop time that corresponds to the overtime threshold.
Note: In our example on the next page, the employee is in an overtime situation from 10:30
pm to 2:30 am. If the employee wants to accrue the 2 hours, enter an “Out” time of 12:30
am so that the accrued time overlaps the worked time.

6. Click the Submit button to save and sort the timecard by date.

7. Verify the OTACR and OTPD summary buckets near the top of the timecard to be sure the
overtime paid and accrued are now correct.
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Overtime Paid & Accrued

Overtime Standard

Changing Overtime (Continued)
Standard Timecard
Overtime Paid to Accrued

EXAMPLE: A DC48/Sheriff employee uses a Standard timecard and his pay policy
indicates that he receives overtime over 8 hours in a day and over 40 hours in a week.

This employee worked daily overtime on Wednesday of 4 hours. The system defaults this
employee’s overtime to paid. What changes will allow the employee to accrue 2 hours of

the overtime instead?

SOLUTION:

= To move all or part of the overtime the system calculated, another row is entered on

the timecard.

= Because the employee is from DC48/Sheriff, the time code selected is “OTAC — 06

Overtime Accrued”.

» The added row decreases the amount of overtime paid by 2 hours and increases the
amount of overtime accrued by 2 hours. Notice the summary buckets below.

Signed | Mo REG 0500 SAEX 00:00
Approved Mo VHP 0000 ACCTU 00:00
Pay Freq | Bivveskly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/02/2006-07 1 5/2006 Wiew Other Pericds SUETL 03:00 PREM 08:30
— 0TPD| D200 OTACR| 0200
Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie
Operations: Add Rows |1 % | Approwve Timecard Frirtable D D Backto List D D
Cel |Date Time Zode In ezl ezl ot |Hours Favorite Set
Ot In LD
[ ed07/05 » | || REG - 01 Regular Hours 02:30P 02306 | 1200 7]
[] || *ed07/058 » | | OTAC - 0B Dvertime accred 10:30P 12:308/(| 02001 7]
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Overtime Paid & Accrued Overtime Standard

Changing Overtime (Continued)
Standard Timecard
Overtime Accrued to Paid — NonRep

EXAMPLE: A NonRep employee uses a Standard timecard and her pay policy indicates
that she receives straight rate overtime. This employee worked daily overtime on
Tuesday of 1 hour. The system defaults this employee’s overtime to accrued. What
changes will allow the employee to be paid for 30 minutes of the overtime instead?

SOLUTION:

= To move all or part of the overtime the system calculated, another row is entered on
the timecard.

= Because the employee’s overtime is always at straight rate, the time code selected is
“WVOTP — 62 Voluntary OT Paid”.

» The added row decreases the amount of overtime accrued by 30 minutes and
increases the amount of overtime paid by 30 minutes. Notice the summary buckets

below.
Signed Mo REG 05:00 SAEX 00:00
Approved Mo VHP 00:00 ACCTU 00:00
Pay Freq | Birieekly (Open) OTHER 00:00 NOPAY 00.00
Pay Period | 07ME/2006-07/25/2006 view Cther Periods SUBTL 05:00 PREM 00:00

OTPD 0030 OTACR 00:30

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operations: Add Rows |1 % | Approwve Timecard Frintable D D EBack to List [:] D

Del |Date Time Code In ML pics Ot Hours Favorite Set
ot In LL

| Tueores s | ||REG - 01 Regular Hours ~| ||07004|||11:004]||12:00P| || 05:00F || 09:00| ] b

[ Tueo72s |+ || VOTP - 62 Voluntary OT Paid v | |0&00r 04:30F || 00:30| 7] v
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Manual Overtime — General Information

Can | Add or Remove Overtime Manually? Yes, for Some Employees.

At Milwaukee County, manually adding or removing overtime to/from a timecard is not normally
necessary because the system automatically calculates overtime based upon the employee’s
pay policy. However, there are manual overtime codes available to some employees that allow
for the manual addition or removal of overtime for special circumstances that may arise.

In general, these employees should be:

= Annual Employees that Receive .5 Overtime
= DCA48 and Deputy Sheriff Employees

» Hourly Universal Employee

= Straight Time Overtime Employees

These employees will also have one of the following time codes as a choice in the drop-down
list on their timecard:

= “REGO - 01 — Regular No Overtime”

= “MOT - 02 Manual Overtime”

= “MMOT - 63 Manual Mandatory Overtime”
= “OTFM - 80 Overtime FLSA Manual’

When Standard employees work overtime, the employee and his approver are responsible for
adding manual overtime to/from the timecard.

Important Note: If you need to manually add overtime you may also need to manually add

shift premium for these hours, if so, follow the procedure found in this manual, “How Do | Add
Shift Premium to a Timecard Manually?”
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How Do | Remove Overtime from a Timecard Manually?

Standard Employees

1.

Using the Search section, perform a search for the employee(s). Locate the employee in
the list and click their underlined name in the Name column. Their timecard appears.

Locate the “REG — 01 Hours Worked” row on the timecard for the date you would like to
remove overtime.

At Time Code, change the time code to “REGO — 01 Regular No Overtime”.
Click the Submit button to save and sort the timecard by date.

Verify the OTPD and OTACR summary buckets near the top of the timecard are now
correct.

Standard Timecard (Timecard Tab)

Signed o REG £0.00 SAEX 00:00

Approved |HNo VHP 00:00 ACCTU 00:00

Pay Freq | BiWeekly (Open) OTHER 00:00 NOPAY 00:00

Pay Period | 07/20/2008-02812/2008 View Other Pericds SUETL 50,00 PREM 08:00
=y, OTPD 00:00 OTACR 00:00 wli—

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profie

Operations: Add Rows | 1 % | Approve Timecard Printable Back to List

Del |Date Time Code In = | G Out |Hours Favorite St

Qut In LD
71| Man 07/31 |» ||| REGO - 01 Regular Overtime ~ | ||08:004|||12:00F ||| 12:20P |||D4:30F || 10:00| T v
[} Tue 08/01 |» || RES - 01 Regular Hours ~ | ||07-004l[12:00P |[[12:30P |||03:30P || 98:00( ] v
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How Do | Add Overtime to a Timecard Manually?

Standard Employees

1. Open the timecard that needs changes made to it. Locate a blank row at the bottom of the
timecard.

2. At Date, select the date of the overtime that must be entered manually.
3. At Time Code, select the appropriate code:
DC48/Sheriffs: Select MOT — 02 Manual Overtime

TEAMCO Select OTFM — 80 Overtime FLSA Manual

Nurses, Skilled Trades and Machinists, depends upon situation causing the overtime:
* Non-FLSA Overtime at 1-1/2 Select MMOT - 63 Mandatory Overtime Paid
= FLSA Overtime at 1-1/2 Select OTFM — 80 Overtime FLSA Manual

4. Atln, type a valid start time that corresponds to the overtime threshold. Note: In the
example below, the employee is in an overtime situation from 10:30 pm to 12:30 am. To

pay the employee for 2 hours, enter an “In” time of 10:30 pm so that the overtime overlaps
the worked time.

5. At Out, type a valid stop time that corresponds to the overtime threshold. Note: In the
example below, the employee is in an overtime situation from 10:30 pm to 12:30 am. To
pay the employee for 2 hours, enter an “Out” time of 12:30 am so that the overtime
overlaps the worked time.

6. Click the Submit button to save and sort the timecard by date.

7. Verify the OTPD summary bucket near the top of the timecard to be sure the overtime
paid is now correct.

Standard Timecard (Timecard Tab) for DC48/Sheriffs Flex Employee

Signed | Mo REG 03:00 SAEX 00:00
Approved | Mo VHP 00:00 ACCTU 00:00
Pay Freq | Bivveckly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 03/27/2006-09/039/2006 View Other Periods SUBTL 000 PREM 08:30

4 OTPD o000 OTACR 0200

Timecard | Schedule | Accrualz | Notez | Expenses | Audit | Profie

Operations: Add Rows |1 | % | Approwe Timecard Prirtable D D Baclk to List

Del |Date Time Code In hgi:l Mleal Out  |Hours Favarite Set
n LD

7| Tue 08/29 |» | || REG - 01 Regular Hours w 0z-30F 12308/ | 10:00 | 7

[ Tue08/29 |+ | (| MOT - 02 Manual Overtime b4 10:30P 12304 | 02:00) ]
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Manual Shift Premium — General Information

Can | Remove or Add Shift Premium? Yes, for Some Employees.

At Milwaukee County, manually adding or removing shift premium is not normally necessary
because the system automatically calculates shift premium based upon the employee’s pay
policy. However, there are manual shift premium codes available to some employees that allow
for the manual addition or removal of shift premium for special circumstances that may arise.

These employees can be easily identified because they will have special time codes available
as choices in the Time Code drop-down list on their timecard. The time codes are: REGN,
M20, M2S, M30 and M3S.

To Remove Shift Premium, use the code below:
» REGN - 01 Regular No Shift or Weekend

To Add 2™ Shift Premium, depending upon the situation, use applicable time codes below:

= M2S - 10/36/51 Manual Second Shift Premium
= M20 - 10/36/51 Manual Second Shift Overtime

To Add 3™ Shift Premium, depending upon the situation, use applicable time codes below:

=  M3S - 10/36/51 Manual Third Shift Premium
= M3O - 10/36/51 Manual Third Shift Overtime

When Standard employees work 2" or 3" shift, the employee and his approver are
responsible for adding or removing manual shift premium.

After removing or adding shift premium, your final step will be to verify that PREM summary
bucket at the top of the timecard is now correct. Note: Although premiums such as shift and
weekend are added together in the PREM bucket, the system will pay them at the correct
rates.
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Manual Shift Premium

Remove Shift Premium

How Do | Remove Shift Premium from a Timecard Manually?

Standard Employees

1. Open the timecard that needs changes made to it.

2. Locate the “REG — 01 Hours Worked” row on the timecard for the date you would like to
remove shift. Note: if you haven’t entered your hours for the day yet, simply enter your
time using the time code REGN instead of REG and then skip to Step 4.

3. At Time Code, change the time code to “REGN — 01 Regular No Shift or Weekend”.

Note: This time code removes both shift premium and weekend differential.

4. Click the Submit button to save and sort the timecard by date.

5. Verify the PREM summary bucket near the top of the timecard is now correct.

Standard Timecard (Timecard Tab)

Signed | Mo REG 0500 SAEX 00:00
Approved Mo VHP 00:00 ACCTUL 00:00
Pay Freq | Biveekly (Open) OTHER 00:00 NOPAY 00:00
Pay Period | 07/ 6/2006-07 2952006 View Other Periods SUETL 0E:00 PREM 00:00
OTPD 0000 OTACR 00:00
Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile
Operstions: Add Rows |1 |% | Approwe Timecard Printable D D Backto List D D
Del |Date Time Code In e el Qout | Hours Farvorite Set
Ot In LD
(11 Tue 07418 [»| || REGM - 01 Regular Ma Shift or wWeekend hd 02 30P 10:30F| | 800 | (]
4/5/2007 Page 28 Standard Employees 3.5
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How Do | Add Shift Premium to a Timecard Manually?

Standard Employees
1. Open the timecard that needs changes made to it.
2. At Date, select the date the shift premium you want to add was worked.

3. At Time Code, select the appropriate time code depending upon the situation:

Note: If you need to be paid for 2" and 3™ shift premium or for shift premium
overtime you will need to add more than one row to the timecard using the
applicable time codes below.

2" Shift Premium

=  Select M2S - 10/36/51 Manual Second Shift Premium

= Select M20 — 10/36/51 Manual Second Shift Overtime

3™ Shift Premium
= Select M3S — 10/36/51 Manual Shift Premium
= Select M30 — 10/36/51 Manual Third Shift Overtime

8. AtlIn, type a valid start time that corresponds to the shift threshold. Note: In the example
below, the employee worked 2™ shift from 10:30 pm to 7 am. Enter an “In” time of 10:30
pm so that the shift overlaps the worked time.

4. At Out, type a valid stop time that corresponds to the shift threshold. Note: In the
example below, the employee worked 2™ shift from 10:30 pm to 7 am. Enter an “Out’
time of 6:30 am instead of 7 am, so that the shift overlaps the worked time, but deducts a
half hour lunch.

5. Verify the PREM summary bucket near the top of the timecard is now correct. Note: If

the hours calculated by the system are incorrect due to lunches, adjust the “Out” time and
click the Submit button again.

Standard Timecard (Timecard Tab)

Signed | o REG 08:00 SAEX 00:00
Approved ko VHP 00:00 ACCTU 00:00
Pay Freq | Biieekly (Open) OTHER 00:00 HOPAY 00:00
Pay Period | 07/16/2006-07/29/2006 “iew Other Periods SUBTL 05:00 PREM 05:00
OTPD o0:aa OTACR 00:00

Timecard | Schedule | Accruale | Notes | Expenses | Audit | Profile

Operations: Add Rows |1 | % Approwe Timecard Printable [:] [:] EBackto List D D

. Meal | Mzal :
Del |Date Time Code In out n Out  [Hours Lo Favorite Set
[ || Tue 07118 || || M25 - 10/36/51 Manual Second Shift Premium |+ 10:30P 05:304 | 08:00) ™
[] Tue 07418 |»| || REG - 01 Regular Hours - 10:30P | | | 02004 | |03:308, | 07004 | 082001
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Special Premiums — General Information i.e. Standby, Crew Leader etc.

Standard Employees

Special Premiums are entered on the Expenses Tab using a 4-character Expense Code. Expense
Codes that are available to an employee are listed in the Expense Code Listing (shown below) near
the bottom of the Expense Tab window.

Expense Code Listing
AMDC (24 DC48 Auto Mechanic 2.00(CLDC |24 DC48 Crew Leader .25 DHDC |24 DC4& Dog Handlers 8.55
SBDC |24 DC42 Standby Pay .60 W7TDC |24 DC48 Working 71t or higher .25 WWDC | 24 DC42 Wall VWashing .42

Each Expense Code is assigned a unit of measure. The unit of measure for most special premiums
is “hour”, but a few codes are “day”. Whenever the special premium is paid by day the Expense
Code Listing indicates this (shown below).

How Do | Add Special Premiums to a Timecard? On the Expenses Tab.

1. Open the timecard that needs changes made to it. Select the Expenses Tab.

. Add a row.

2
3. At Date, using slashes, type the date the special premium was worked.
4

. At Exp Code, select an appropriate Expense Code from the drop-down list. Note: The
Expense Codes available are listed in the Expense Code Listing (shown above).

5. At Value, type the number of “units”. Note: The most common unit of measure is hours,
but some special premiums are paid by day. When a special premium is paid by day, you
enter the number of days, not hours. If the special premium is paid by hours, enter the
hours in tenths not hours and minutes.

6. At Description, if desired type an optional description of the expense.

7. Click the Submit button to save and sort the tab by date.

Expenses Tab showing NonRep Investigator Standby (paid by day) and Nurse Standby Pay
(paid by hour) and using Expense Codes 10NR and SBNR

Del |Date Exp Code Value Result |Description Favg
[ ||0s/05/2006 | [1ONR | 5 DAYS INVESTIGs O
[] |os/oe/2006 | | SBNR | 2450 245 HRS STANDB O

Hours exempt from local tax:
Operaticns: Add Rows Printable Back to List

Exp Code|Hours |Unitz | Mileage | Amount
10NR 5.00
SBNR 2450

24,50| 5.00( 0.00 $0.00

f Wpense Code Listing

10NR|24 NR Investigator Standby Pa\10/Day | JENR|24 NR Nurse Standby Pay 1.25
—

SBNR|24 NR Standby Pay 60
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Labor Distribution — General Information

Labor distribution (also known as LD) allows you to charge, or distribute, worked hours to
specific departments, jobs, or cost centers on your timecard. You may see up to five fields for
labor distribution (LD) on a timecard, they are:

Column
Level Heading Milwaukee County Accounting Code Type
1 Low Og Low Organization (a/k/a Department)
2 Actvy Activity
3 Funct Function
4 RptCt Reporting Category
5 Job Job Number

All employees are assigned a home department (i.e. low Org, Activity, Function and Reporting
Category etc). We call this their “default” labor distribution or programmatic string. The system
automatically charges your time to your default labor distribution, unless you and/or your
approver change it on the timecard.

* An employee who punches a timeclock may change the labor distribution when he or she
punches in by entering the codes on the timeclock keypad or swiping bar codes.

* An employee who punches the WebClock via the Internet may change labor distribution by
clicking the Job Transfer button and typing labor distribution codes instead of clicking the
Punch button.

* An employee who uses a Standard timecard may type a different labor distribution on the
timecard in the labor distribution fields.

Guidelines for Entering Labor Distribution on a Timecard

= To use the LowOg and Job fields, leave Actvy, Funct and RptCt fields blank.
* To use LowOg, Actvy, Funct and RptCt fields, leave Job blank.
* To use LowOg and one or more of the Actvy, Funct, RptCt fields, complete as follows:
— At LowOg, type the low Organization
— At Actvy, type the number 1 followed by the Activity or to skip Activity type10000
— At Funct, type the Function or to skip Function type 0000
— At RptCt, type the Reporting Category or to skip Reporting Category type 0000
— At Job, leave the Job field blank

= Actvy field formatting: All Milwaukee County Activity codes are four characters long.
When you type in the Actvy field, the four-character Activity must include a leading
transaction code of 1. For example, if the Activity is 3P6C, type 13P6C in the Actvy field.

= Job field formatting: Milwaukee County Job numbers are normally eight characters long.
When you type in the Job field, the eight-character Job number must include a leading
transaction code of 2. For example, if the Job Number is JCOPPUBW, type 2JCDPPUBW.
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Searching for Labor Distribution (LD) and Setting Up “Favorite Sets”

The system allows you to search for labor distribution (LD) codes and create sets of often-used
codes called “Favorite Sets”. Using Favorite Sets streamlines the process of “posting” LD codes to
a timecard. The Manage Labor Distribution page is used to search for codes and create Favorite
Sets. ltis divided into 4 sections and each section contains 5 labor distribution columns.

= The sections are: Search, Favorite Codes, Results and Favorite Sets

= The columns are: Low Og, Actvy, Funct, RptCt and Job

Each column in the Search section has its own search field. We use the Low Og search field to
search for Low Orgs, the Actvy search field to search for Activity codes, etc.

Searching for Labor Distribution and Setting Up “Favorite Sets”

1. Open the timecard and at the LD column, click the checkbox of the row you need to find

labor distribution for. Note: If you click more than one row, the codes you select will post to
each of the timecard rows.

Favorite Set

LowOg | Actey Funct RptCt Jok

v 2IDMAL

|z 40oe20s050000]

Commenrt: | Office Management

2. Atthe LD column heading, click the {£:symbol. The Manage Labor Distribution page appears.

3. Searching for LD Codes in the Search Section Columns:

= At the appropriate Search section column(s); type a partial code or description.

Search Tips: You can search in multiple columns at the same time. To maximize your
results type a partial description or code. To minimize results, type an entire word or code.

= Click the Submit button. Note: The search results display beneath their search fields. To

use the codes displayed, proceed to the next step. If not, refine your search criteria and
repeat the search process.

Manage Labor Distribution
Operations: Post LD Codes

E=1 EE

|Searches Include: LD Codes effective on (MMDDA ) |09410/2008 |

=3 |Favorite Sets

-Mone- ~ ||select Set [] |pelete set

Mew Set Mame | [ |Update Set

— |Results

Lowoy Actvy Funct Rptct Job

— |Favorite Codes

Lowoy

Actvy

Funct

Rptct

Job

[oeiste code

[ eiete code

[oetste code

[oelste code

[oeiste code

Hone- (¥

Mone-

Nong- »

Nong-

Mone- ¥

— |Search

ppr—

LowOg T ey Y T 7[R TN Job
4038 _/ 15C%L _/ HEEUW 15
[ seid as Fav. Code [ #ed &= Fav. Code [ sctd s Fav. Code [ Add as Fav. Code: [ #etd as Fav. Code
[Resuls: Results, Results: Resuls Results,
O |Nane ) |Mane - ) |Mane - ) |Mane - O |Mane -
© |oooo - oooo ) |ooono - ooooo ©) 0000 - NOKE ) {0000 - HONE ) [200000000 - HONE
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Searching for Labor Distribution and Setting Up “Favorite Sets” (Continued)

4. Adding codes to the Favorite Codes section:
= At the Search section, click one radio button in each column with a code you want to use.

= At the Search section, click the Add as Fav. Code checkbox in the same columns.

Note: You do this so that you will be able to re-use the code in the future by selecting it from
the Favorite Codes drop-down lists instead of having to search for it again.

= Click the Submit button. Note: The codes you selected are added to the Favorite Codes
drop-down list within the appropriate column.

Search

Lonw Oy Aty Funct RptCt Jok

4038 15CWL RECORDS 15

ﬂd as Fav. Code ¥| Add as Fav. Code Add as Fav. Code Add &s Fav. Code [ add as Fav. Cods
RE%' Y "Results: RESR APResults: Results:

O NDR / ) |Mane - O None\\ ) |Mone - O |Mane -

@ 4038 - IMAL JUSTICE
CILITY -

5. Adding codes to the Results section:

= At the Favorite Codes section, using the drop-down list arrow, select a favorite code that
you want to use in each column.

= Click the Submit button. Note: The favorite codes you selected are added to the Results
section with a description written below each.
Favorite Codes
LowOg Achey [Funet Rptct Jab
[ Detete Code [l pelete Code [ pelete Code [Joelete code

150T - OVERTIME HOURS

1SCWL - CIVILIAN JIL CADs - REC 'S RETEMTION
@ STAFF O CENTER ?K @ O
O SORC - OPEN RECOR%S\ ’ E) 155T - STRAIGHT TIME HOLRS O 2JC3FSS06 - FAMILY SELFSUFFICIEMCY
® o] ©

2H80 - 15T CONTRACT WASD
SREC - JalL RECORDS{-M CONTRA,

200000000 - NOME

200515506 - UNION RELATED ACTIVITIES

[ oetate Code

-Mone- | w -None- |
None- = -Nane-

ISCIE SACL
ASevL 1 BREC ]

None- |»

6. Creating a “Favorite Set”:

= Atthe Favorite Sets section, type a set name for the codes in the “New Set Name” field.
= Click the Submit button. Note: The set name is added to the Favorite Set drop-down lists.

Favorite Sets

-None- - Select Set [] |Delete Set
e —
ﬁl\_ RECOF(DS\ New Set Name| [] |Update Set

P —

Results

LowOg Actvy Funct RptCt Job
4038 15CVL SREC 1507
CRIMINAL JUSTICE FACILITY CIVILIAN JAIL STAFF JAIL RECORDS OVERTIME HOURS

7. At the Operations bar, click the underlined words Post LD Codes. The timecard reappears

with the codes you searched for inserted in the rows you selected earlier.
Manage Labor Distribution
Operation={_ Post LD Codes

Submit

Searches Include: LD Codes sffective on (MDD YY) | 08/27/2006 |

8. Skip this step until, you want to use a Favorite Set on a timecard. At the Favorite Set column,
click the drop-down list arrow and choose the Favorite Set you want to use. Click Submit and

the codes are inserted automatically into the applicable field of your timecard.

Fawvorite Set LowOg |Actvy Funct RptCt Job

Using a Favorite Set that has been

[ |[JAIL RECORDS | v| previously set up is as simple as selecting it
" from the drop-down list in the Favorite Set

column of a timecard.
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How Do | Sign/UnSign My Timecard?

At Milwaukee County, employees are required to sign their timecards before the end of each pay
period unless they punch a timeclock/WebClock or are Elected Officials/Board Commissioners.
Ceridian Time & Attendance uses your password as an electronic signature, indicating to your
approver that your timecard is complete and ready for review.

How to Sign Your Timecard

1. At the Timecards section of your Home Page, open your current timecard by clicking its
underlined pay period ending date.

2. Atthe Password field, located on the Operations bar, type your Ceridian password.

Schedule | Accrualz | Motezs

Add Rovwes |1 % | FPaeswom | sssssss ign_Prirtsble

3. At the Operations bar, click the underlined word, Sign (shown above). A pop-up message
displays, indicating that you are signing your timecard.

Timecard

Operations:

Microsoft Internet Explorer

9

»._"‘/' Requires your syskem password and states all information is correct ko the best of your knowledge

[ Ok, ][ Cancel ]

4. Click OK. Note: Atthe Timecard section of your timecard, the “Signed” line displays the
date and time of your electronic signature (shown below).

Timecard
Signed | 07/2152006 11:04AM S —

Approved |[o
Pay Freq | Biveekly (Open)
Pay Period | 070202006-07 1 572006 view Other Periods

Timecard | Schedule | Accruals | Notes | Expenses | Audit | Profile

Operations: Add Rows | 1 @ Prirtzble

5. Skip this step unless, you want to print a timecard. At the Operations bar, click the

underlined word “Printable”. After the screen resets, select File, Print and then click the Print
button.

How to UnSign Your Timecard

1. At the Operations bar, click the underlined lined word, UnSign (shown above).
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What Time Have | Been Paid For? Run A History Scan Report

You can find out how much accrued time you have used by running a History Scan Report.
Simply log in to Ceridian Time & Attendance and follow the procedure below.

Running a History Scan Report

1. At the dynamic menu (shown below), click the drop-down list arrow and select Reports.
Heports _____Ji%
2. Click the History Scan button. The History Scan Report Criteria page appears (shown below)

Ceridian Time & Attendance CERIDIAN
Reports - Home | Help | Logout

History Scan Report Criteria

Operations:

Selection Criteria

| Time Code: AN Time Codes Time Code Selection ‘ %

Date Range

|start Date: 5/1/2008 v

|End Date: £/1/2006 o~

Display Options

|Auailahle Reports: | Emplovee Detail hd H L

|0utput Type: | FOF  |» ‘ ™~

|Send e-mail when report is complete: | |:| |

3. CAUTION: The History Scan Report Criteria page automatically saves the criteria of the
last report you scheduled.
* To run the same report you ran last time, skip to Step 7 of this procedure.
= To run a new report, click the RESET button in the right corner of the History Scan
Report Criteria page and continue with the steps below.

4. At Time Code, you can specify the time codes to be included in the report. To include ALL
types of time leave the box set to “All Time Codes”. To specify the time codes you want
included in the report:

=  Click the underlined words, “Time Code Selection” and the Time Code Search page appears.

» Uncheck ALL from the “Time Code Category” checkbox.
= Click the checkbox for each type of time you would like included in the report.
= Click the Apply Selections button. The History Scan Report Criteria page reappears.

4/5/2007 Page 35 Standard Employees 3.5



Accrued Time Used Accrued Time Used

How To Run a History Scan Report (Continued)

5.

10.

11.

12.

At Date Range, specify the time period to be included in the report. Simply type a starting
date in the Start Date field and an ending date in the End Date field.
The Display Options box allows you to specify the type of report and file output desired.

Normally, the Display Options that Standard employees select will be:
= At Available Reports, using the drop-down list arrow, select Employee Detail.
= At Output Type, using the drop-down list arrow, select PDF or Excel.

Click the Schedule button located in the right corner of the page. The Report Schedule
Form page appears (shown below).

Report Schedule Form
*Perform this function on this date: | 0941 7/2006 3

*Perform this function at this time: | 05434

Click the Submit button. The report will begin running immediately. Note: time displayed
may be Eastern Time.

To view the completed report, click the Requested Reports button. The Requested Reports
List page appears (shown below).

If the Status column says “Pending” or “In Process”, the report is not complete. Click the
Refresh button every few minutes until it says “Complete”.

When the Status column says “Complete”, click the underlined word “View” (shown below)
and a window appears displaying the completed report.

= To view the report, click the maximize button in the right corner of the report window.
= To print the report in the normal manner, select File, Print and OK.
= To close the report, click the X in the right corner of the report window.

To download and save this report to your own computer, click the underlined word “Download”
(shown below). The File Download window appears. Save the report by following the
instructions in the File Download window.

Ceridian Time & Attendance éﬁ:ﬂmu

Reports - Home | Help | Logout

|Requested Reports List ®

Select |Report Hame |NOtes |SIBlUS | pate Reguasted A% | Time Til Purged
'_. History Scan 091872006 06:004 2d Oh Om
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Logging Out

Logging Out

How Do | Log Out?

Logqging Out of Ceridian Time & Attendance

Note: Logging out is an essential part of exiting Ceridian Time & Attendance. This is because if
you fail to logout properly, the system will lock your timecard (see page 9). If this should happen

to you contact your payroll clerk or approvers to release the lock.

1. Click the word Logout near the Ceridian logo in the right corner of the page (shown below).

2. Close Internet Explorer by clicking the X in the upper right corner of the window.

/2 Home - Milwaukee County for, policy2 test - Microsoft Internet Explorer, provided by Milwaukee County
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F.A.Q. F.A.Q.

F.A.Q. — Frequently Asked Questions

What do | do next? Occasionally when you're done with a webpage you may be unsure what

to do next. Following are a few suggestions:

= [f you have typed something that needs to be entered in the system, look for a Submit button
and click it.

= If you want to return to your Home Page, simply click the word Home in the right corner of
any webpage.

= Otherwise, look for underlined links that apply to your situation and click one of them. For
example, you will see underlined words like “View Other Periods”, “Back To List”, “Post LD
Codes”, “Sign”, “Printable”, “Return to Timecard” and “Add Rows” scattered across Ceridian
Time & Attendance web pages-- use them to navigate the system.

The row | added disappeared when | clicked Submit. What’s wrong? The system does this
when there was something wrong with the time you entered. Usually you either formatted the
time incorrectly or you forgot to select a date, but sometimes it is because you have a schedule
entered in the system. If so, see the procedure on page 12.

Can | enter time on my timecard using tenths of an hour? Yes. Time can be entered in
tenths of an hour (see below). For instance, instead of typing 130p, you would type 13.5
instead. When this is done you must use a decimal point instead of a colon and you should not
enter A or P.

TIME ENTERED AS: TIME CONVERTED TO:

‘13-5 ‘15-5 ‘1?"3'3 ‘223'3 ‘ ‘III1:3IZIF"D4:3DF“DE:SDF‘|1D:3DF“

Can | enter time on my timecard using military time? Yes, time can be entered using military
time (see above). When this is done do not enter a colon, decimal point or am/pm. For
instance, instead of typing 530p or 17.5, you would type 1730 instead.

Whenever | use Internet Explorer’s Back or Forward buttons, | get kicked out of the
system. What’s wrong? Whenever you are using the Ceridian Time & Attendance website
you should always use the buttons and underlined links that are part of the webpage to navigate
and select things. If you use the Internet Explorer buttons you will almost always get kicked out
of the system. If that happens to you, at the Menu Bar, select View > Refresh and then click
Retry. It that doesn’t work, simply log in again.

When | double click a button or an underlined link my computer takes forever to load the
webpage. What’s wrong? You should never double click buttons or underlined links on the
Ceridian website. When you double click you slow down the processing of your request
because you are really sending two requests.

Can | access Ceridian Time & Attendance from another location? Yes. Since the system is
accessed via the Internet, you can log in from anywhere as long as you have a broadband
connection (i.e. DSL or cable).

| opened my timecard and it says it’s locked. It also says | am using it. How did that
happen and how can | release it? This happens when you do not logout of the system
properly. Contact your payroll clerk to release the lock on your timecard, but in the future, be
sure to follow the procedure on page 37 when exiting Ceridian Time & Attendance.
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F.A.Q. F.A.Q.

F.A.Q. — Frequently Asked Questions (Continued)

Does it matter what version of Internet Explorer | use? Yes. If your computer does not use
Internet Explorer Version 5.5 or higher you may experience problems using the system. Most
computers at Milwaukee County already have this version of Internet Explorer. You can tell
which version is on your computer by doing the following. Select START > Programs > Internet
Explorer. Internet Explorer opens. At the Menu bar, select Help > About Internet Explorer and
the “About Internet Explorer” window appears with the version number listed in it. Contact the
Help Desk at 278-7819 if your work computer’s version is less than 5.5.

Can | change my own password before 120 days passes? Yes. Atthe dynamic menu,
select My Time System > Password. Atthe Password Change page, enter your current
password and your new password twice. Click Submit.

A summary bucket is showing a negative balance. What causes that? A negative number
(see below) is always related to a mistake on the timecard that does not generate a red or
yellow error. If the mistake is not corrected you will be under paid. If you do not understand
what is causing a negative summary bucket balance contact the Help Desk at 278-7819 or your
payroll clerk.

Signed Mo REG 80:00 SAEX 00:00
Approved No VHP 00:.00 ACCTU 00:00
Pay Freq Biweekly (Open) OTHER 00:00 HOPAY 00:00
Pay Period | 07/416/2006-07/28/2006 View Other Periods SUBTL 80:00 PREM 00:.00

—> 0T 01:00 OTACR 01:00

How can | get help? You can get general information about Ceridian Time & Attendance by
clicking the word HELP In the right corner below the Ceridian logo. Please remember that
Milwaukee County has made some modifications to the system so that some information may
not apply, however, you should still be able to look up “what is that” questions here. If your
question is not answered, please contact your payroll clerk.
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