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Welcome to the Mass Time Entry and Labor Distribution learning guide, part of the SEMA4 curriculum.

Who should complete this guide?
Employees who:
Enter, process and/or make inquiries regarding biweekly payroll
Record, adjust and track current employee time and leave
Enter, track and make inquiries regarding other payments such as severance or achievement awards and vacation payoffs
Set up, correct and track labor distribution information and request labor distribution reports

What skills will I learn?
In this guide you will learn how to use SEMA4 to enter employee time and leave data.  You will also learn related information about setting up work schedules, processing labor distribution data and looking up payroll information.  After you complete this guide, you will be able to perform the following tasks in SEMA4:
Set up and change an employee’s standard work schedule
Process employee time and leave data and other payments
Process labor distribution data
View the processing status of time entry and labor distribution
View Self Service time entry processing information (if applicable)
Use standard reports related to mass time entry and labor distribution
View and change position funding information

What do I need to know before starting?
You must have completed SEMA4 Overview.

How much time will this take me?
Actual time will vary, but plan on approximately 4 hours.  Please make sure you have enough time to complete this guide in one day.

What do I need to proceed?
1. Access to SEMA4.
2. User ID and Password to sign in to the User Training database.
3. Code (two-digit) to access training records.

How do I obtain User Training Database information?
First you must register for the course.  After you do so, you will receive an e-mail with instructions, including a special user ID, password, and code.  Access the SEMA4 Training Course website for registration instructions: http://mn.gov/mmb/accounting/sema4/training/.


Directions
Read the introduction and work through each topic, completing the exercises.

Throughout this guide you will be presented with information and opportunities to develop skills and become proficient with the direct deposit function in SEMA4.  Information will be presented to you in a variety of different ways.  Sometimes you will simply be reading; and at other times you may be reviewing “screen prints” of features or situations that you might encounter in SEMA4. Frequently you will be offered the opportunity to follow step-by-step instructions that will take you into SEMA4 User Training where you will view employee information, navigate in online HELP or enter transactions. 

[bookmark: _GoBack]When you see these icons, it is a signal that a new learning opportunity is beginning. 
	Icon
	Description

	[image: Read Through picture ]
	This icon indicates that you are beginning a Read-Through. You’ll be exposed to new concepts and topics by reading text and viewing screen prints, charts or explanatory information on the pages of the learning guide.

	[image: Walk Through picture]
	This icon indicates that you are beginning a Walk-Through. You’ll be following instructions to enter information in the SEMA4 User Training database; or perhaps you’ll try locating information in SEMA4 Help.  The step-by-step directions are generally displayed in a table format indicating what Action to take and what Result to expect.  In some cases you will be given a Field Name & Description and the appropriate Field Data to enter.

	[image: Exercise picture]
	This icon indicates that you are beginning an Exercise. You’ll be given a scenario or instruction for completing a specific task or transaction. You may not be given specific step-by-step directions – so you’ll need to draw on what you’ve learned up to that point. It’s your chance to test the skills you are acquiring.



Be sure to complete the directions in the guide completely and in order, as many concepts and exercises build on one another.

Follow-up
1. Complete the evaluation form and send it to Statewide Payroll Services.
2. Follow your agency's procedures for tracking completed training
.
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As you know, most state employees must record the number of hours they have worked and the number of leave hours taken for each day.  An employee’s supervisor must review the employee’s time report, correct any errors, sign the form and submit the original copy to the agency payroll office.
The mass time entry function includes the following tasks:
Set up an employee’s standard work schedule
Enter and process employee mass time entry information by department ID
View mass time entry data and processing status
An employee’s standard work schedule must be established when the employee is hired.  After the work schedule is created, it defaults in mass time entry or Self Service time entry for each employee.  Time and leave information is entered for each employee and job record. 
While entering time and leave information, you record by earn code, the hours or dollar amount an employee is due.  In some agencies, the optional Self Service time entry module is used to allow employees to record their individual payroll information.  Self Service time entry information is then loaded to each employee’s Mass Time Entry record for final review and processing by payroll administrators.
Labor distribution is the distribution of payroll costs to SWIFT accounting chartstrings. The labor distribution function includes the following tasks:
View, add and change labor distribution information.
Save, validate and correct errors in labor distribution.

The purpose of this guide is for you to learn how to enter employee time and leave data and process labor distribution.  You will learn related information about setting up work schedules, entering additional payments and looking up payroll information.  You will also learn how to use standard reports.
Please continue to the first topic, Setting Up and Modifying Work Schedules.
Training Administration






Establishing, Viewing and Changing Course Information	1-	7/21/16
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[image: Read-Through]Introduction
The days and hours that state employees work vary greatly from job to job and from department to department.  Some employees work a conventional Monday through Friday, 8-hour-a-day schedule.  Others work fewer days but longer hours per day and some employees work rotating shifts.
An employee’s standard work schedule is established when the employee is hired into state service or moves from one department ID to another.  Work schedules are set up and modified on the Schedules page.  These schedules will default to the Mass Time Entry page and, for agencies using the Self Service time entry option, to the Time and Labor page.  A schedule may be entered to display in Mass Time Entry for the current pay period anytime during the payday week or on Monday of the payroll processing week.  Work schedules entered on the pay period end date or later during the payroll processing week will show up in Mass Time Entry in the next pay period.  Although you can change this schedule at any time, it is recommended that you only change it when an adjustment has been made to the employee’s schedule that will last longer than a pay period.  Otherwise, you should change the earning codes and/or hours during mass time entry.


View SEMA4 Help

Use the following steps to view SEMA4 Help to setup an employee’s work schedule.

	Action
	Result

	1. 
Open the SEMA4 Database Selection page and select the SEMA4 Help  button.
	SEMA4 Help Contents displays

	2. Select HR/Payroll Functions.
	HR/Payroll Functions displays

	3. Under Payroll, select Mass Time Entry.
	Mass Time Entry  - Contents displays

	4. Select Overview.
	Mass Time Entry – Overview displays

	5. Scroll down and select Processes.
	Mass Time Entry - Processes displays

	6. Select Setting Up/Changing an Employee’s Standard Work Schedule.
	Set Up/Change an Employee’s Standard Work Schedule – Steps displays

	7. Review the step-by-step instructions for setting up and changing work schedules.
	blank

	8. Exit SEMA4 Help.
	blank



[image: ]Setting Up an Employee’s Work Schedule
Walk-through

Set up a work schedule for a new employee.  The work schedule you create here will default to Mass Time Entry.

Set up Work Schedule for new employee
	Action
	Result

	1. Sign into the SEMA4 User Training database using your training user ID and password.
	Home displays

	2. Select Payroll > Schedules > Schedules.
	Schedules search page displays

	3. 
In the Search field, enter T79W0_ _ (substitute your two-digit code for the blanks) and click the search button.
	A list of employees displays 

	4. Select Henry Thomas from the list.

NOTE
If an employee is appointed to more than one job, a schedule is needed for each appointment and is identified by its employment record number.
	Schedules page opens for Henry Thomas

	Field Name and Description
	Field Data

	1. Schedule Type
· Select the radio button that indicates the length of the schedule (2 weeks, 4 weeks or 6 weeks).
	2 Weeks

	2. Begin With PPE Date
· The pay period end date of the pay period in which the schedule will first be used. Generally, you will enter either a prior or current pay period end date, but not a future one.

TIP
For employees starting work in the third week or later of a 4- or 6-week schedule, adjust the pay period end date so the correct biweekly period defaults to Mass Time Entry.
	01/17/2012

	3. Enter the number of hours the employee will be scheduled to work on each day of the pay period.  For days that are not worked, leave the field blank.
	Enter 8 in WED, THU, FRI, MON and TUE of weeks 1 and 2 (row W1 and W2)

	4. Schd Shift 
· Enter three-character code that identifies the employee’s regular shift.  This is an optional, agency-specific field.
	Leave blank

	5. Dflt Ern Cd
· This may be any earning code and will default to Mass Time Entry with this schedule.

NOTE
If an employee does not have a standard schedule, you do not need to enter hours. Enter the Begin with PPE Date, accept REG for Dflt Ern Cd and leave the day fields blank.
	Accept default, REG

	6. Self-Service Time Entry Type
· Indicates how the employee’s Self Service Time and Labor page will work, and what information will need to be entered by the employee.  This field is used only by agencies using the Self Service Time Entry module.
	Leave blank

	7. 
Click the Save  button.  Notice the weekly and biweekly totals on the right have been updated.
	blank



Your page should look similar to this:
[image: ]

[image: Placing last puzzle piece in place]Modifying an Employee’s Work Schedule
Exercise
Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help

Directions
Peter Hammil’s standard work schedule is changing to a rotating shift that cycles through six weeks.  Change the work schedule for Peter.  His Department is B21T2_ _ (substitute your two-digit code for the blanks).

Modify a Work Schedule
	Field Name and Description
	Field Data

	1. Schedule Type
	6 weeks

	2. Begin with PPE Date
	01/17/2012

	3. W1
	WED 8, THUR 8, FRI 8, MON 8, TUE 8

	4. W2
	WED 8, THUR 8, FRI 8, MON 8, TUE 8

	5. W3
	WED 10, THUR 10, MON 10, TUE 10

	6. W4
	WED 10, THUR 10, MON 10, TUE 10

	7. W5
	WED 8, THUR 8, FRI 8, MON 8, TUE 8

	8. W6
	WED 10, THUR 10, MON 10, TUE 10

	9. Sch Shift
	Blank

	10. Dflt Ern Cd
	Accept Default, REG

	11. Self-Service Time Entry Type
	Blank





[image: Placing the last puzzel piece in place]Solution
Your page should look similar to this:

[image: ]

[image: Review Questions picture]Review Questions
Review what you learned by answering the following questions.
If you have difficulty answering the questions, go back and review SEAM4 Help, the Walk-Through and the Exercise.  The answers to the questions are on the next page.

1. If an employee does not have a standard schedule, what is entered on the Schedules page in order to get a blank schedule to appear for the employee in the appropriate department ID in mass time entry?

a. Fill in the Begin With PPE Date and the Dflt Ern Cd fields only
b. Enter zeros in every week day field
c. Blank schedules are not allowed
d. None of the above.

2. What business processes use the Schedules data?

a. Business Expense and Direct Deposit
b. Deductions and Direct Deposit
c. Mass Time Entry and Self Service Time Entry
d. Leave Accounting and Labor Distribution

3. Entering a department ID on the Schedules search page returns a list of all employees in that department.

a. True
b. False



[image: puzzle pieces]Review Answers

1. If an employee does not have a standard schedule, what is entered on the Schedules page in order to get a blank schedule to appear for the employee in the appropriate department ID in mass time entry?

a. Fill in the Begin With PPE Date and the Dflt Ern Cd fields only

2. What business processes use the Schedules data?

c. Mass Time Entry and Self Service Time Entry

3. Entering a department ID on the Schedules search page returns a list of all employees in that department.

a. True


Continue to the next topic, Entering Mass Time Information.
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Introduction
Mass time entry is the first of the two most important parts in processing time and leave for state employees.
Mass time entry is the entry of hours worked and leave taken by state employees, along with other payments such as severance, achievement awards, or vacation payoffs in order to produce paychecks.  Labor distribution is the distribution of payroll costs to the appropriate account(s).
Mass time entry is completed every two weeks.  An employee’s current pay rate and mass time entry information are used to calculate pay.  SEMA4 calculates pay frequently during the payroll processing week (the week in which the pay period ends) using a program called PayCalc (pay calculation).
The following two reports, which will assist you with Mass Time Entry, are available in DocumentDirect/InfoPac:
FIHR1030, Biweekly Payroll Roster (DocumentDirect/InfoPac ID HP1030)
· This report is a list of employees in each department within the agency.
· Use this report as a reference to determine if all expected timesheets have been received.
FIHR1037, Biweekly Payroll Roster – Job Records (DocumentDirect/InfoPac ID HP1037)
· This report is a list of employees and related job record information in each department within the agency.
· Use this report as a reference to view job information for employees who also work in other agencies.
The FIHR2062, Payroll Register, (DocumentDirect/InfoPac ID HP2062) must be reviewed Monday of each payday week.  This report includes all payments to employees for the pay period.  By reviewing this report you will be able to determine if each employee was paid correctly.  There will be situations where you will need to adjust previously processed time and leave information.  You will learn more about this in the Adjustments learning guide.

The Mass Time Entry page is used to record time and leave information, including hours worked, paid leave, unpaid leave and lump sum amounts paid to employees.  The page displays data from the employee work schedule that is set up on the Schedules page. 


Mass Time Entry pages are created or “built” on Monday night of payroll processing week for the pay period that ends Tuesday.  Certain changes to employee HR records will require that the validation process be initiated in mass time entry prior to information displaying on the Mass Time Entry page.  After clicking the Search  button on the Mass Time Entry search page, you will receive a message indicating that you must click the Validate Dept [image: ] button if it is necessary to do so before the pages can display. 

For agencies using Self Service Time Entry, payroll information that has been marked approved loads to Mass Time Entry on Tuesday and Wednesday evenings of the payroll processing week.



View SEMA4 Help 

Use the following steps to view SEMA4 Help and find the Mass Time Entry and Labor Distribution – Check List and related information.

	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. On the navigation header, click the Help [image: Help link picture] link to access SEMA4 Help.
	SEMA4 Help Contents displays

	3. Click HR/Payroll Functions.
	HR/Payroll Functions displays

	4. Under Payroll, select Mass Time Entry.
	Mass Time Entry  - Contents displays

	5. Select Check Lists.
	Mass Time Entry – Check Lists displays

	6. Select Mass Time Entry and Labor Distribution.
	Mass Time Entry and Labor Distribution – Check List displays

	7. Review the check list.
	check list



Use the following steps to view SEMA4 Help and find leave balance adjustment earnings codes.

	Action
	Result

	1. 
Access the SEMA4 Help Index.  (Select the Index tab or click the Show  button to display the navigation pane and then select Index.)
	Index of all topics displays

	2. In the search box, type leave balance adjustments and click the link for leave balance adjustments.
	Leave balance adjustments topics display

	3. Select Leave Balance Adjustments Operating Policy and Procedure.
	Leave Balance Adjustments Operating Policy and Procedure displays

	4. Under Policy, select Processing.
	Leave Balance Adjustments Policy – Processing displays

	5. Review the information.
	A list of earn codes is available by clicking the earnings codes link at the beginning of the policy narrative




Use the following steps to view two of the special earnings code references in Help.

	Action
	Result

	1. Access the SEMA4 Help Contents page.
	SEMA4 Help Contents displays 

	2. Select HR/Payroll Functions.
	HR/Payroll Functions displays

	3. Under Payroll, select Mass Time Entry.
	Mass Time Entry  - Contents displays

	4. Select Reference.
	Mass Time Entry – Reference displays

	5. Select System- and Manually-Calculated Payoff Earn Codes.
	System-and Manually-Calculated Payoff Earn Codes – Reference displays

	6. Review the information.
	Blank table cell

	7. Click the Back button on your browser.
	Mass Time Entry – Contents displays

	8. Select Reference.
	Mass Time Entry – Reference displays

	9. Select Health Care Savings Plan.  If a popup message displays, select YES.
	Health Care Savings Plan - Reference displays

	10. Review the information.
	Blank table cell

	11. Exit SEMA4 Help. 
	Blank table cell




[image: ]Mass Time Entry
Walk-through

During this walk-through, you will process mass time entry for a department that is not using Self Service time entry.  Use the following steps to help you process mass time entry.

Mass Time Entry Search page
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Time Entry > Mass Time Entry.
	Mass Time Entry search page displays

	Field Data and Definition
	Data

	3. Department 
· Enter all or part of the department ID.
	B21T2 _ _ (substitute your two-digit code for the blanks)

	4. Pay Period End Date
· Defaults to the current pay period end date.
	Accept default   6/4/2013

	5. Name
· Leave field blank as defaulted.
	Blank

	6. Name To
· Leave field blank as defaulted.
	Blank

	7. Errors Only?
· Click to display only records with validation errors.
	Blank

	8. EmplID
· Enter employee ID to display record for one employee only.
	Blank

	9. Empl Rcd Nbr
· Allows selection of one employment record for those employees who have more than one record.  
	Blank

	Action
	Result

	10. 
Click the Search  button.
	A list of all employees for the selected department displays

	The search results contain a list of all employee records for the department.  There are seven employees in this department for which you will be entering mass time entry information.
	blank

	11. Select the first employee in the department from the list, Justin Case.
	Mass Time Entry page for Justin Case displays



The Mass Time Entry page displays the hours from Justin’s work schedule.
There are two ways to view the enterable day fields on the Mass Time Entry page. The page defaults with the pay period split into two groups of fields, each accessible by a separate tab (1st Week and 2nd Week).
· Click the Show all columns [image: Show all columns button] button to display all 14 day fields in one continuous row that can be accessed using the bottom scroll bar.
· Click the Show tabs [image: Show tabs button] button to split the continuous row of fields back into the two tabbed groups, 1st Week and 2nd Week.

The defaulted values for hours worked must be reviewed and modified, if necessary, to reflect actual time and leave hours reported on the employee’s time sheet.
Mass Time Entry page – Justin Case
Justin Case’s time sheet is represented below.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	blank
	blank
	blank
	8
	8
	8
	8
	blank
	blank
	blank
	8
	8

	Sick
	blank
	blank
	8
	blank
	blank
	blank
	blank
	blank
	blank
	8
	blank
	blank
	blank
	blank



The timesheet submitted by Justin Case indicates that he used 8 hours of sick leave on both Fridays of the pay period.  Change the default information on the page to reflect actual time and leave hours reported.

	Field Name and Descriptions
	Field Data

	1. Click the Show all columns [image: Show all columns button] button to display all 14 day fields in one continuous row that can be accessed using the bottom scroll bar.
	empty cell

	2. (WED) – (TUE)
· Enter time changes in the REG row corresponding to the time sheet.
	Fri of 1st Week = 0
Fri of 2nd Week = 0

	3. Click the Add a row [image: Add a Row button] button to add a new row.
	empty cell

	4. Earn Code 
· In the Earn Code field of the new row, enter the earn code or click the Look up [image: Look up button] button to make a selection.
	SIK

	5. (WED) – (TUE )
· Enter time changes in the SIK row corresponding to the timesheet.
	Fri of 1st Week = 8
Fri of 2nd Week = 8

	6. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete for this employee.  Optional.

NOTE
If the Timesheet? check box is selected when you initially access the record, the payroll data was loaded to Mass Time Entry from Self Service.
	Click check box

	7. Click the Save  button.
	You have completed entering mass time for Justin Case



Mass Time Entry page – Herbert Clark
Herbert Clark’s timesheet indicates that no changes need to be made to his scheduled hours.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8



	Field Data and Definition
	Data

	8. Click the Next in List [image: ] button.
	Herbert Clark’s record displays

	9. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete.  Optional.
	Click check box

	10. Click the Save [image: ] button.
	You have completed entering mass time for Herbert Clark



Mass Time Entry page – Peter Hammil
Peter Hammil’s timesheet indicates that he worked 5 regular hours on the second Saturday of the pay period, in addition to his normal schedule.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	5
	blank
	8
	8



	Field Data and Definition
	Data

	11. Click the Next in List [image: ] button.
	Peter Hammil’s record displays

	12. (SAT)
	5

	13. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete.  Optional.
	Click check box

	14. Click the Save [image: ] button.
	You have completed entering mass time for Peter Hammil





NOTE:
The Empl Total field is updated when you click the Save [image: ]or Refresh [image: ] button.  The Dept Total field is updated when you click the Validate Dept [image: ] button.  These fields display the total hours and/or dollar amounts that are recorded for the employee and department. You may want to use these fields to check your work.

Mass Time Entry page – Jennifer Miller
Jennifer Miller’s time sheet indicates that she worked her regular standard shift and a portion of her comp time balance must be paid off.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8

	Comp time payoff
	blank
	blank
	blank
	blank
	blank
	10.25
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



	Field Data and Definition
	Data

	15. Click the Next in List [image: ]button.
	Jennifer Miller’s record displays

	16. Click the Add a row [image: Add a Row button] button to add a new row.
	empty cell

	17. Earn Code

NOTE: All manual payoff earning codes start with a 9.
	9CP

	18. (MON)
	10.25

	19. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete.  Optional.
	Click check box

	20. Click the Save [image: ] button.
	You have completed entering mass time for Jennifer Miller



NOTE: Manual payoffs, such as the one above are discussed in more detail later in this walk-through.

Mass Time Entry page – Sheila Smith
Sheila Smith used 5 hours of vacation on the second Thursday of the pay period.  In addition, her vacation leave balance must be manually adjusted.  This adjustment is not indicated on her timesheet.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	3
	8
	blank
	blank
	8
	8

	Vac
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	5
	blank
	blank
	blank
	blank
	blank



	Field Data and Definition
	Data

	21. Click the Next in List [image: ]button.
	Sheila Smith’s record displays

	22. (THU)
	3

	23. Click the Add a row [image: Add a row button] button to add a new row.
	empty cell

	24. Earn Code
	VAC

	25. (THU)
	5

	26. Click the Add a row [image: Add a row button] button to add a new row.
	empty cell

	27. Earn Code
· Click the Look up [image: Look up button] button to lookup the earn code that will adjust the vacation leave balance.

TIP: Earn codes that manually adjust leave balances start with an asterisk (*).
	*VL

	28. Any field in the *VL row.
	22.5

	29. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete.  Optional.
	Click check box

	30. Click the Save [image: ] button.
	You have completed entering mass time for Sheila Smith




Mass Time Entry page – Henry Thomas
Henry Thomas works a shift eligible for shift differential.  In addition, he used 8 hours of sick leave.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	blank
	8
	8
	8
	8
	blank
	blank
	8
	8

	Shift
	8
	8
	8
	blank
	blank
	blank
	8
	8
	8
	8
	blank
	blank
	8
	8

	Sick
	blank
	blank
	blank
	blank
	blank
	8
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



	Field Data and Definition
	Data

	31. Click the Next in List [image: ]button.
	Henry Thomas’ record displays

	32. (MON)
	0

	33. Click the Add a row [image: Add a row button] button to add a new row.
	empty cell

	34. Click the Copy Reg? check box on the new row. 
	Click check box

	35. Click the Refresh [image: ] button to copy the values from the row with REG for an Earn Code.
	empty cell

	36. Earn Code on the new row
· Click the Look up [image: Look up button] button to lookup the earn code or
· Enter the earn code for shift differential @ .50/hour.
	S50

	37. Click the Add a row [image: Add a row button] button to add a new row.
	empty cell

	38. Earn Code
	SIK

	39. (MON)
	8

	40. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete.  Optional.
	Click check box

	41. Click the Save [image: ] button.
	You have completed entering mass time for Henry Thomas




System- and Manually-Calculated Payoffs
[image: Read-Through picture]Payoffs are frequently processed for employees who retire or separate from state employment.  An employee’s eligibility to receive payoffs of any type is determined by the employee’s bargaining agreement or compensation plan.
Severance pay is the payment of a portion of an employee’s unused sick balance.
Leave payoffs include vacation, compensatory time, and floating holiday balances.
There are two ways to calculate severance and leave payoffs.  You can either do the calculation manually or have it done by SEMA4.  The following describes the differences between manual and system-calculated payoffs.

System-Calculated Payoffs
To reduce the chance of a leave payoff miscalculation, it is recommended that this method be used for leave payoffs whenever possible.
System-calculated payoffs can only be entered in Mass Time Entry.  Generally, they must be entered within two or three pay periods following the pay period in which the employee becomes eligible.
SEMA4 will correctly calculate the hours to be paid off in a pay period following the last pay period during which the employee worked.
Most vacation, severance and comp time balances may be paid off with system-calculated earn codes.
Do not use system-calculated earn codes when processing Prior or Current Pay Period Adjustments.

Manually-Calculated Payoffs
You may enter a manually-calculated payoff in the same pay period in which the employee becomes eligible or in a subsequent pay period.
Most manually-calculated payoff earning codes start with a 9.
All leave balances may be paid off using a manually-calculated earning code.

Health Care Saving Plan, Leave Payoffs and Other Payments
Most bargaining agreements and compensation plans require that severance and/or vacation payoffs and other payments for eligible employees be directed to the Health Care Savings Plan administered by the Minnesota State Retirement System.  Review the relevant bargaining agreement or compensation plan to determine an employee’s eligibility.  For eligible employees, refer to the Health Care Savings Plan - Reference available at https://mn.gov/mmb/assets/hcsp-waiver-pdf_tcm1059-127830.pdf. This reference lists the payoff earn codes to use depending on the bargaining agreement or compensation plan and the type of payment.


[image: ]Mass Time Entry 
Walk-through (Continued)
Mass Time Entry page – Ellen Waite
Ellen Waite resigned from state service last pay period.  She is eligible for vacation and severance payoffs; however, she is not eligible for the Health Care Savings Plan.  Her time entry record is blank and will continue to show up on the Mass Time Entry page for 2 pay periods.
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



	Field Data and Definition
	Data

	42. Click the Next in List [image: ] button.
	Ellen Waite’s record displays

	43. Earn Code
· VPO is the system-calculated earn code for vacation pay.
	Change REG to VPO

	44. In any day field

NOTE
The number 1 is a placeholder. When the department is validated, SEMA4 calculates the number of hours to be paid off and replaces the 1 with those hours.
	1

	45. Click the Add a row [image: Add a row button] button to add a new row.
	blank

	46. Earn Code
· SAV is the system-calculated earn code for severance payoff.
	SAV

	47. In any day field

NOTE
The number 1 is a placeholder. When the department is validated, SEMA4 calculates the number of hours to be paid off and replaces the 1 with those hours.
	1

	48. Timesheet?
· Indicates that a timesheet was turned in and mass time entry is complete.  Optional.
	Click check box

	49. Click the Save [image: ] button.
	You have completed entering mass time for Ellen Waite



TIP
System-calculated earn codes entered in Mass Time Entry can only be used in a pay period following the pay period in which the personnel transaction making the employee eligible for the payoff was effective.

Validating Time and Leave Information
After all mass time entry records for a department have been entered or changed and saved; use the following steps to validate them.  This process will check the records for valid earning codes and leave balances and identify employee records with warning or error messages.  Records with errors must be corrected before this department ID can process through pay calculation.

	Action
	Result

	1. Complete?
	Click check box

	2. Click the Save [image: ] button.
	blank

	3. Click the Validate Dept [image: ] button.
	Validation processing line displays and the Check Progress button displays at the top of the page

	4. Click the Check Progress [image: ] button every few seconds until the validation is complete.
	ERRORS EXIST or NO ERRORS displays

	5. When validating is complete, click the Return to Search [image: ] button.
	Search page displays

	6. 
Clear the Name and Name To fields. Click Errors Only? and click the Search  button.
	Search results display

	7. Review each record and make the corrections.
	blank



Typical messages for Mass Time Entry indicate:
That a nonexistent earning code has been used.
That the employee is NOT allowed to use an earning code.  (This is determined by the bargaining agreement/compensation plan and the earning code table set up.)
That an employee is trying to use more vacation or sick leave than is available.
That an employee has entered more than 80 regular hours.


Mass Time Entry – Correcting Validation Errors
	Field Data and Definition
	Data

	8. Select Peter Hammil from search results.
	blank

	9. Peter Hammil reported more than 80 regular hours. (SAT) of 2nd Week 
	blank

	10. Click the Add a row [image: Add a row button] button to add a new row.
	blank

	11. Earn Code
· Overtime must have a row and earn code that is separate from the regular earnings.
	OT1

	12. (SAT) of 2nd Week
	5.00

	13. Click the Save [image: ] button.
	blank

	14. Click the Next in List [image: ] button.
	blank

	15. The number of hours to be paid off for Jennifer Miller exceeds the actual balance. Change hours.
	7.25

	16. Click the Save [image: ] button.
	blank

	17. Repeat the Validation process above until NO ERRORS displays.
	blank



Modifying Time and Leave Information
Since you have saved and validated your corrections and no errors exist, you are finished with this department.  You can modify time and leave information for a department later by reaccessing the department and entering the correct information.

You can enter or modify mass time entry information until all of the following have occurred:
· You have checked the Complete? box.
· You have validated the department and corrected all errors.
· Pay calculation has run.  You can determine if the pay calculation program has run by viewing the Mass Time/Labor Status page or when you see the message “Processed” displayed at the top of the Mass Time Entry page for that department.

If all of these have occurred and you need to change time and leave information, use the steps you will learn in the Adjustments learning guide.

[image: ]Viewing Mass Time/Labor Status
Walk-through
This page allows you to check the processing status of the departments in your business unit. You can tell whether the department has been marked complete, validated without errors or processed through pay calculation.

You can view this page at any time during the mass time entry process.  You should access it after mass time entry has been completed for all departments and again if mass time entry information has been modified.

Mass Time/Labor Status Search page
	Action
	Result

	1. On the Menu, select Payroll > Time Entry > Mass Time /Labor Status
	Search page displays

	Field Data and Definition
	Data

	2. Department 
· Enter all or part of the department ID.
	B21

	3. Pay Period End Date
· Defaults to current pay period end date.
	6/04/2013

	4. Mass Time Entry Complete?
· Select Complete, Incomplete or blank.
	Blank

	5. Mass Time Entry Status
· Display results by selected status.
	Blank

	6. Labor Distribution Complete?
· Select Complete, Incomplete or blank.
	Blank

	7. Labor Distr Entry Status
· Display results by selected status.
	Blank

	8. Self-Service Load Status
· Display results by selected status.
	Blank

	9. 
Click the Search  button.

NOTE
A department will be included in the next pay calculation if it is marked complete and validated without errors. Make sure there are no errors!
	A list of all departments matching the search criteria for both mass time and labor distribution displays.

	10. Select your department ID – B21T2 _ _.
	Blank table cell

	11. Department 
	Selected Department

	12. Pay Period End Date
	Selected PPE Date

	13. Mass Time Entry Complete?
· Indicates whether Complete? has been selected in Mass Time Entry.
	Checked or not checked -
Should be checked if all steps in the walk through were completed successfully.

	14. Mass time entry Status
· Data Entry – Mass time entry has been started.
· Errors – Errors were found during validation.
· Validated – Department is validated with no errors.
· Processed – Pay calculation has been completed.  Changes can no longer be made in mass time entry.
	Validated

	15. Date/Time 
· Date and time of last mass time entry save or validation.
	Blank table cell

	16. Dept Tot
· Total of all entries for department.
	Blank table cell

	17. Labor Distribution Complete?
· Indicates whether Complete? has been selected in Labor Distribution.
	Checked or not checked -
Labor Distribution has not been started for this pay period.

	18. Labor distribution entry Status
· The initial status message.
	Status = Nt Started
Labor Distribution has not been started for this pay period.

	19. Date/Time 
· Date and time of last labor distribution save or validation.
	Training Database values for this field should be disregarded. 


	20. Self-Service Time and Labor Load Status
· The current status for the department’s Self Service time entry.
	Training Database values for this field should be disregarded. 


	21. Continue with your next task.
	Blank table cell




[image: Placing last puzzle piece in place]Mass Time Entry
Exercise

In the next two exercises, you will enter mass time entry information for two departments.  The step-by-step directions are not provided in these exercises.

Exercise Part 1
Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help

Directions
You are responsible for processing mass time entry for another department for the pay period ending 6/4/2013.  While reviewing the employees’ time sheets, you notice that the default mass time entry information for several employees must be changed.  Complete mass time entry for employees in Department H55X2 _ _ (substitute your two-digit code) with a Pay Period End Date of 06/04/2013.

Remember to:
· Update mass time entry information as indicated on the timesheets
· Save each record
· Click Complete?
· Validate
· Correct any errors
· View the Mass Time/Labor Status page

Justin Case
(Sick leave and vacation time taken; earns comp time at straight time - CE1.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	blank
	blank
	blank
	4
	blank
	8
	3
	8
	blank
	blank
	8
	8

	Vac
	blank
	blank
	blank
	blank
	blank
	4
	8
	blank
	5
	blank
	blank
	blank
	blank
	blank

	Sick
	blank
	blank
	8
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank

	Earn Comp
	4
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Herbert Clark
(Mr. Clark received a worker’s comp payment for this pay period; he is supplementing the payment with sick leave. Use LWO as the worker’s comp code.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Work Comp
	5.3
	5.3
	5.3
	blank
	blank
	6.7
	5.3
	5.3
	5.3
	5.3
	blank
	blank
	5.3
	5.3

	Sick
	2.7
	2.7
	2.7
	blank
	blank
	1.3
	2.7
	2.7
	2.7
	2.7
	blank
	blank
	2.7
	2.7




Peter Hammil
(Vacation time taken.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	blank
	blank
	blank
	blank
	blank
	blank
	8
	8
	8
	8
	blank
	blank
	8
	8

	Vac
	8
	8
	8
	blank
	blank
	8
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Jennifer Miller
(Achievement Award recipient – $500.00.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8



TIP: Notice Empl Tot field after saving this entry.

Sheila Smith
(Earns overtime at straight time – OT1.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8

	OT
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	25
	blank
	blank



Henry Thomas
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8



Ellen Waite
(Separated from state service two pay periods ago.) 
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



TIP: Don’t forget to click the Validate Dept [image: ] button and correct any errors.


Validation errors
· Sheila Smith cannot work more than 24 hours in a given day.  The overtime hours should be 5, not 25.

Viewing Mass Time/Labor Status Page
· Verify that this department is ready to process through pay calculation.
· If you return to mass time entry to fix errors or complete a step, you must return to the Mass Time/Labor Status page to confirm that all steps have been completed for your department.


Exercise Part 2
Directions
You are responsible for processing mass time entry for another department for the pay period ending 6/04/2013.  While reviewing the employees’ time sheets, you notice that the default mass time entry information for several employees must be changed.  Modify the time entry records for employees in Department T79W0 _ _ (substitute your two-digit code) with a Pay Period End Date of 6/04/2013.

Remember to:
· Change the mass time information as indicated on the timesheets
· Save each record
· Click Complete?
· Validate
· Correct any errors
· View the Mass Time/Labor Status page

Justin Case
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	blank
	blank
	blank
	4
	blank
	8
	3
	8
	blank
	blank
	8
	8



Herbert Clark
(Sick leave taken.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	blank
	blank
	8
	8
	8
	blank
	blank
	8
	8

	Sick
	blank
	blank
	blank
	blank
	blank
	8
	8
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Peter Hammil
(Earned shift differential.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8

	S50
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	8
	8
	8
	blank
	blank
	blank
	blank



Jennifer Miller
(Served on jury duty.) 
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	blank
	blank
	blank
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8

	Jury
	8
	8
	8
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



Sheila Smith
(Earns overtime at straight time – OT1. She also receives a $1000.00 Achievement Award.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	8
	8
	8
	8
	8
	blank
	blank
	8
	8

	OT
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	6
	blank
	blank
	blank



TIP: Notice Empl Tot field after saving this entry.
Henry Thomas
(Vacation time taken.)
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	8
	8
	8
	blank
	blank
	6
	6
	6
	6
	6
	blank
	blank
	8
	8

	Vac
	blank
	blank
	blank
	blank
	blank
	2
	2
	2
	2
	2
	blank
	blank
	blank
	blank



Ellen Waite
(No longer an employee.) 
	Earn
	W
	Th
	F
	Sa
	Su
	M
	Tu
	W
	Th
	F
	Sa
	Su
	M
	Tu

	Reg
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank
	blank



TIP: Don’t forget to click the Validate Dept [image: ] button and correct any errors.

[image: Review Questions picture]
Review Questions

Review what you learned by answering the following questions.  If you have difficulty answering the questions, review the topic.

1. What reports are used to assist with mass time entry?

a. HP2060 or HP1035
b. HP1030 or HP1037
c. HP2240 or HP1037

2. What is the earn code for sick leave?

a. SICK
b. SIC
c. SCK
d. SIK

3. You must save before selecting the next employee record.

a. True
b. False

4. In most cases, when an employee claims 84 regular hours in a pay period:

a. A validation error message will display.
b. You will not be able to save the record.
c. The Validate Dept button will not display on the page.

Check your answers on the next page.


[image: puzzle pieces]Review Answers

Check your answers to the review questions.

1. What reports are used to assist with mass time entry?

b.	HP1030 or HP1037 – These are two different versions of the Biweekly Payroll Roster.

2. What is the earn code for sick leave?

d. SIK

3. You must save before selecting the next employee record.

a.	True

4. In most cases, when an employee claims 84 regular hours in a pay period:

a.	A validation error message will display.

Continue to the next topic, Viewing Self Service Time Entry Processing Information.
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[bookmark: _Toc377721472]Section 5 - Viewing Self Service Time Entry Processing Information

Complete this walk-through if your agency uses Self Service time entry or you have a need to know how the functionality is used.

Introduction
In this topic, you will learn how to use the Self Service time entry component search results to determine the current processing status of Self Service time entry for the current pay period.  For example, you will be able to determine if:
· Employees have completed entering payroll information.
· Records have been validated without errors.
· Supervisors have approved each employee record.
· Payroll information is ready to load to Mass Time Entry.
If Self Service time entry does not load to Mass Time Entry, you must enter each employee’s payroll information in Mass Time Entry.

[image: ]Viewing Self Service Time Entry Processing Information
Walk-Through
It is Tuesday afternoon, the pay period end date, and the agency’s deadline for completion of Self Service time entry. Your responsibility each pay period is to check the status using search results for the Self Service Time and Labor component to determine if all steps are complete so payroll information loads to Mass Time Entry tonight. Note: You view the same information supervisors view in Self Service.


View SEMA4 Help 

Use the following steps to review SEMA4 Help regarding checking the processing status of Self Service time entry.

	Action
	Result

	1. On the navigation header, click the Help [image: Help link picture] link to access SEMA4 Help.
	SEMA4 Help Contents displays

	2. Select the Index tab and enter self service time entry.
	Index listing displays

	3. Select self service time entry and then select Time and Labor – Page Overview.
	Time and Labor – Page Overview displays

	4. Read the page overview and answer the following question.
In search results for this component, what are the five items you can determine about the employee’s record?






	Answers:
Is each record marked complete
Is each record marked approved
Has each record been validated
Is any record in error status 
Is the department ID marked ready to load to mass time entry

	5. 
Click the Steps  button.
	View Self Service Payroll Entry, Approval and Ready to Load  - Steps displays

	6. Read the introduction and step 1.
	blank

	7. Access the User Training database and follow the directions in step 1. Exit SEMA4 Help.
	Self Service Time and Labor search page displays

	8. 
Click the combo box arrow  button to view the search options available in the Approved?, Completed? and Ready to Load? fields.
What are the search options in the Ready to Load? field?






	Answers:
blank
Closed to Self-Service
Loaded to Mass Time
Not Ready to Load
Ready to Load

	9. Below is an example of search results for this component.  Answer the questions that follow by referring to the search results.
	blank




Sample search results.




[image: Review Questions picture]
Questions


1. What is the department ID?  ______
2. Are any records in error status? If yes, which one?  ______  _______________
3. Have all employees marked their records Completed?  ______
4. Has the supervisor marked all the records Approved?  ______
5. Have any records been changed since the supervisor completed the last validation? How do you know? _____  ______________________
6. Has the supervisor marked the department Ready to Load? to mass time entry?  _____

Note: Answers are on the next page.



[image: puzzle pieces]Answers


1. What is the department ID?
· G100002
2. Are any records in error status? If yes, which one?
· Yes, Rhonda Mission
3. Have all employees marked their records Completed?
· No, Sugar Moses has not.
4. Has the supervisor marked all the records Approved?
· No, the records for Jeffrey Cormorant, Jennifer Mercier and Sugar Moses are not approved.
5. Have any records been changed since the supervisor completed the last validation? How do you know?
· Yes, the Self-Service Time Entry Status is Nt Vldtd for one employee.
6. Has the supervisor marked the department ready to load to mass time entry?
· No

Continue to the next topic, Viewing Mass Time Information.
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[bookmark: _Toc377721473]Section 6 - Viewing Mass Time Information

Introduction
In this topic, you will learn how to use the Mass Time Entry page to view mass time information for previously processed pay periods.  This page is helpful when you need to view or answer questions about an employee’s time entry for a specific pay period.
NOTE
Historical data is available for viewing in SEMA4 until it is archived. Archived information back to 2002 is available in the IA Warehouse.  You may refer to the FIHR6420 Paycheck History Report (DocumentDirect/InfoPac ID HR6420) for information prior to 2002.

After running pay calculation, SEMA4 updates other pages such as Paycheck Earnings and Leave Activity with mass time information.
[image: ]
Viewing Mass Time Information
Walk-Through

Assume that last month you processed the payroll for pay period ending 06/07/2011.  Justin Case, an employee in the accounting section wants to find out whether he reported his overtime during that pay period.


Viewing Mass Time Information
	Action
	Result

	1. Click Home.
	Home displays

	2. Select Payroll > Time Entry > Mass Time Entry.
	Mass Time Entry search page displays

	Field Data and Description
	Field Data

	3. Department
	B21T200

	4. Pay Period End Date 
	06/07/2011

	5. 
Click the Search button.
	blank

	6. Select Justin Case from the list.
	Mass Time Entry page displays



In viewing Justin’s time entry information, it is apparent that for the pay period ending 06/07/2011, 16 hours were reported with earn code OT1 (Overtime @ 1.0). Justin reported 8 hours of overtime each day on the first Thursday and Friday of the pay period.

Continue to the next topic, Entering Labor Distribution Information.
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[bookmark: _Toc377721474]Section 7- Entering Labor Distribution Information

[image: Read-Through picture]
Introduction

Labor distribution is the allocation of hours and dollars to SWIFT chartstring accounts.  It is the second of two essential processes that enable employee time and leave to be reported and posted to the accounting system:
1. Mass time entry – the entry of hours worked and leave taken by state employees in order to pay them.
2. Labor distribution – the distribution of payroll costs to the appropriate account(s).

By the end of this topic, you will be able to:
Explain the relationship between the mass time entry function and labor distribution.
Explain the relationship between position funding information and labor distribution.
View, add and change labor distribution information.
Save, validate and correct errors in labor distribution.

Processing Labor Distribution Data
The information that defaults on the Labor Distribution page may come from a number of sources.  For most employees, hours and amounts entered and their related earning codes, come from mass time entry.  The default accounting information originates on the Position Funding page.  For some employees, earn codes, hours and account information originates on the Self Service Time and Labor page.
The Position Funding page contains information about a particular position, including position number, position description, job code, and effective date. It also lists the account(s) to which the individual’s payroll expenses are normally charged and indicates the percentage of the expenses that should be allocated to each account.  If your job requires you to view or perform changes on this page, refer to the Position Funding topic.
If you aren’t familiar with SWIFT chartstring accounts, don’t worry.  All you need to know is that this information determines where, in the accounting system, payroll expenses are charged and salary obligations are projected.
Position funding for most positions is set up with one account.  Positions may also be funded by multiple accounts.  Each account is listed on a separate row on the Position Funding and Labor Distribution pages.
In most cases, you will not need to make any changes to the information that defaults to the Labor Distribution page.

You would need to make changes to labor distribution or position funding records in the following cases:
When the employee reports time worked on specific projects and tasks.  In this case, if a position is funded by one account, you need to change the labor distribution to reflect the time spent on the projects and tasks.  This will be the case with many Department of Transportation and Department of Natural Resources positions.
When the account from which the position is paid changes.  For short-term changes, you can change the accounting information on the Labor Distribution page.  For long-term changes, you should change the accounting information on the Position Funding page.
Labor distribution will display other payroll transactions, including prior period and current period adjustments, value leave donations, compensatory time and vacation hours converted to deferred compensation.  In each of these cases, the information is not entered in mass time entry but does display in labor distribution for the pay period in which it is processed.
A labor distribution record is created for each employee with valid time or dollar entries for the pay period.  The information on the Labor Distribution page is posted to SWIFT.  This updates the funding balances for the state, similar to the way a check is posted to your checking account.
Labor distribution is processed during payday week.  You may begin to process labor distribution on Monday.  It must be completed no later than noon on Friday.

Check Mass Time/Labor Status 
The first step in processing labor distribution for your agency is to check the Mass Time/Labor Status page for the labor distribution status of each department.  Recall that the Mass Time/Labor Status page is used to verify that a department’s mass time information has been entered and validated without errors.  SEMA4 creates labor distribution records and automatically validates them.  If there are no errors, labor distribution will be marked Complete and the status will display Validated on the Mass Time/Labor Status page.  No further action is needed unless you need to make some changes to labor distribution.
Sometimes you will need to make changes to a department’s labor distribution information.  You may need to correct errors discovered during the building of labor distribution records or you may need to change funding information.  For the walk-throughs and activities in this topic, you won’t check the Mass Time/Labor Status page before processing labor distribution because you will make modifications to the default account information.  You will use the status page to verify that you have correctly and completely processed labor distribution.

Using SEMA4 Help


Use the following steps to find the Labor Distribution instructions in SEMA4 Help.

	Action
	Result

	1. On the navigation header, click the Help [image: Help link picture] link to access SEMA4 Help.
	SEMA4 Help Contents displays

	2. Click HR/Payroll Functions and then click Labor Distribution.
	Labor Distribution - Contents displays

	3. Select Processes, Tasks, & Steps.
	Labor Distribution – Processes displays

	4. Select Processing Labor Distribution Information.
	Process Labor Distribution Information – Tasks displays

	5. Scroll down and select Processing Labor Distribution Information.
	Process Labor Distribution Information - Steps displays

	6. Review the steps and exit SEMA4 Help when finished.
	blank



[image: ]Labor Distribution
Walk-Through
During this walk-through, you will modify the labor distribution information for a department whose mass time has already been processed.

Processing labor distribution includes the following steps:
1. SEMA4 builds and validates labor distribution records for each department.
All departments will be listed on the Mass Time/Labor Status page in one of two statuses:  Validated or Errors.  Validated departments are marked complete by SEMA4.
NOTE
Self Service time entry allows employees to record time and labor information. Using labor distribution in Self Service is optional for agencies. If entered in Self Service, it is loaded to SEMA4.

2. You must check the Mass Time/Labor Status page early during payday week.
For departments in Errors status, you must correct errors, save and validate.
3. Some agencies will make additional accounting changes.
4. Check the Mass Time/Labor Status page when labor distribution is completed.  Labor distribution is done for the pay period when all departments are Complete and in Validated status on the Mass Time/Labor Status page. 


Labor Distribution Search page
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Labor Distribution > Labor Distribution.
	Labor Distribution search page displays.

	Field Data and Definitions
	Data

	3. Department
· Enter all or part of the department ID.
	B21T2 _ _ (substitute your two-digit code for the blanks)

	4. Process Date
· Defaults to current process date.
	Accept default  -- 06/18/2013

	5. Name
· Blank
	Accept default

	6. Name To
· Blank
	Accept default

	7. Errors Only?
· Click to display only records with validation errors.
	Leave blank

	8. EmplID
· Enter employee ID to display record for one employee only.
	Leave blank

	9. Empl Rcd Nbr
· Allows selection of one record for those employees who have more than one record.  
	Leave blank

	Action
	Result

	10. 
Click the Search  button.
	A list of all employees for the selected department displays.

	11. Select the first employee in the list.
	Labor Distribution page displays.

	12. Compare the information on the page to the information for the employee provided below.
	Update labor distribution as needed.




Labor Distribution page – Justin Case
Justin Case’s time sheet is represented below.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	13. No changes are needed. Click the Next in List [image: ] button.
	You have completed reviewing labor distribution for Justin Case.



Labor Distribution page – Herbert Clark
Herbert Clark’s timesheet indicates he worked for a different manager and all time worked will be charged to a different account.  Holiday hours will be charged to the original account.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1045600
	G105000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	14. Labor Distribution Data
· Tabbed grid
	blank

	15. ErnCd
	REG

	16. Hrs / Amt
· Number of hours or amount to be charged to the account
	72

	17. AppropID
	G105000

	18. Ern Code
	HOL

	19. Hrs / Amt
· Number of hours or amount to be charged to the account
	8

	20. AppropID 
	G104000

	21. Click the Save [image: ] button.
	You have completed modifying labor distribution for Herbert Clark.

	22. Click the Next in List [image: ] button.
	blank




Labor Distribution page – Peter Hammil
Peter Hammil’s time sheet is represented below.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	23. No changes are needed. Click the Next in List[image: ]button.
	You have completed viewing labor distribution for Peter Hammil.



Labor Distribution page – Jennifer Miller
Jennifer Miller worked on a special project for 8 hours during this pay period.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	64
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	8
	09/28/2013
	1000
	G1032100
	G104000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	24. Labor Distribution Data
· Tabbed grid
	blank

	25. ErnCd
	REG

	26. Hrs / Amt
· Number of hours or amount to be charged to the account
	64

	27. Fin DeptID
	G1045600

	28. AppropID
	G104000

	29. Click the Add a row [image: Add a row button] button on the REG row to add a new row.
	blank

	30. ErnCd
	REG

	31. Hrs / Amt
· Number of hours or amount to be charged to the account
	8

	32. Fin DeptID 
	G1032100

	33. AppropID
	G104000


	34. ErnCd
	HOL

	35. Hrs / Amt
· Number of hours or amount to be charged to the account
	8

	36. Fin DeptID
	G1045600

	37. AppropID
	G104000

	38. Click the Save [image: ] button.
	You have completed modifying labor distribution for Jennifer Miller.

	39. Click the Next in List [image: ] button.
	blank



Labor Distribution page – Sheila Smith
Sheila Smith’s time sheet is represented below.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	40. No changes are needed. Click the Next in List [image: ] button.
	You have completed reviewing labor distribution for Sheila Smith.



Labor Distribution page – Henry Thomas
Henry Thomas’ time sheet is represented below.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	41. No changes are needed. Click the Next in List [image: ] button.
	You have completed reviewing labor distribution for Henry Thomas.




Labor Distribution page – Ellen Waite
Ellen Waite should have 50% of her actual hours worked charged to another account for a special project.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	36
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	36
	06/28/2013
	1000
	G1032100
	G102000
	blank
	blank
	blank
	blank



	Field Data and Definitions
	Data

	42. Labor Distribution Data
· Tabbed grid
	blank

	43. ErnCd
	REG

	44. Hrs / Amt
· Number of hours or amount to be charged to the account
	36

	45. Fin DeptID
	G1045600

	46. AppropID
	G104000

	47. Click the Add a row [image: Add a row button] button on the REG row to add a new row.
	blank

	48. ErnCd
	REG

	49. Hrs / Amt
· Number of hours or amount to be charged to the account
	36

	50. Fin DeptID
	G1032100

	51. AppropID
	G102000

	52. ErnCd
	HOL

	53. Hrs / Amt
· Number of hours or amount to be charged to the account
	8

	54. Fin DeptID
	G1045600

	55. AppropID
	G104000

	56. Click the Save [image: ] button.
	You have completed modifying labor distribution for Ellen Waite.




Validate and Correct Labor Distribution Information 
	Action
	Result

	1. Be sure the Labor Distribution Complete? check box is selected.
	Check box is selected

	2. Click the Save [image: ] button.
	blank

	3. Click the Validate Dept [image: ] button.
	The Check Progress [image: ]button displays

	4. Click the Check Progress [image: ] button every few seconds until the validation is complete.
	Message indicating that ERRORS EXIST or NO ERRORS displays

	5. If errors exist, click the Return to Search [image: ] button.
	Labor Distribution search page displays

	6. Clear search fields except for Department and Process Date. Select Errors Only? check box.
	Check box is selected

	7. 
Click the Search  button.
	Records with errors display

	8. Correct each record with errors and validate until no validation errors exist.  TIP: For Jennifer Miller the Approp ID field value G104000 in the row for 8 REG hours should be G101000.
	NO ERRORS message displays



View Labor Distribution Status
	Action
	Result

	1. On the Menu, select Labor Distribution.
	blank

	2. Select Mass Time/Labor Status. 
	Mass Time/Labor Status search page displays

	Field Data and Definitions
	Data

	3. Department Number
· Enter all or part of the department ID.
	B21

	4. Pay Period End Date
· Defaults to current pay period end date.
	06/18/2013

	5. Mass Time Entry Complete?
· Select Complete, Incomplete or blank.
	Blank

	6. Mass Time Entry Status
· Display results by selected status.
	Blank

	7. Labor Distribution Complete?
· Select Complete, Incomplete or blank.
	Blank

	8. Labor Distr Entry Status
· Display results by selected status.
	Blank

	9. Self-Service Load Status
· Display results by selected status.
	Blank

	10. 
Click the Search  button.
NOTE
Remember, payroll expenses are posted to SWIFT for departments marked complete and validated without errors. Make sure there are no errors!
	A list of all departments matching the search criteria for both mass time and labor distribution displays.

	11. Select your department ID.
	B21T2 _ _

	12. Department 
	Selected Department

	13. Pay Period End Date.
	Selected PPE Date

	14. Mass Time Entry
· Status: Current processing status of Mass Time Entry
· Date/Time: Date and time that Mass Time Entry was processed through pay calculation
	blank

	15. Labor Distribution
· Labor Distribution Complete? - Indicates whether Complete? has been selected in Labor Distribution.
	Checked or not checked

	· Status
-Nt Started – labor distribution has not been started.
-Errors – errors were found during validation.
-Validated – validation has been processed with no errors.
-Posted – information has been sent to SWIFT.  Changes can no longer be made in labor distribution.
· Date/Time 
Date and time of last Labor Distribution save or validate.
	Your department should have a status of Validated.

	16. Continue with your next task.
	blank





[image: Placing last puzzle piece in place]Entering Labor Distribution Data
Exercise

In this exercise, you will enter labor distribution data, save, validate, correct errors, and check the Mass Time/Labor Status page.

Resources
You may use these resources in completing this exercise:
· The step-by-step instructions in the walk-through
· SEMA4 Help

Directions
For pay period ending 06/18/2013, you will process the labor distribution for department H55X2 _ _ (substitute your two-digit ID for the blanks). The following employees have changes in distribution: 
Justin Case
Justin worked for a different manager for 3 days (24 hours) during the pay period.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	48
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	24
	06/28/2013
	1000
	G1045600
	G106000
	blank
	blank
	blank
	blank



Peter Hammil
Peter worked on a special project for the entire pay period. All hours should be charged to a special account.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1032100
	G103000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1032100
	G103000
	blank
	blank
	blank
	blank



Sheila Smith
Sheila worked 16 hours of overtime in addition to her regular hours. Half of the overtime hours are to be charged to another account.
	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	HOL
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	OT1
	8
	06/28/2013
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	OT1
	8
	06/28/2013
	1000
	G1032100
	G106000
	blank
	blank
	blank
	blank



Validate Records
	Action
	Result

	1. Click the Validate Dept [image: ] button. 
	The Check Progress [image: ] button displays

	2. Click the Check Progress [image: ] button every few seconds.
	blank

	3. Select Errors Only? check box and click search.
	Employees with errors display

	4. Correct errors and validate.  Repeat cycle until there are no errors.  TIP:  For Sheila Smith the AppropID G106000 should be G102000.
	blank

	5. Don’t forget to check the Mass Time/Labor Status page to be certain Labor Distribution for your department is Complete, and Validated with No Errors.
	blank


[bookmark: _Ref18110912][bookmark: _Ref18115120]
Labor Distribution and SpeedChart functionality
[image: Read-Through picture]Some agencies may choose to use SpeedCharts to assist with the entry of labor distribution (accounting ChartStrings) information in SEMA4.  SpeedCharts can simplify the process of completing the labor distribution fields on the SEMA4 Labor Distribution page and the Self Service Time and Labor page.
SpeedCharts are established when an agency-defined set of labor distribution values consisting of one or more partial or complete ChartStrings is created and named on the SpeedChart page.  Agencies determine which labor fields to populate for a SpeedChart.  A complete accounting string is not required (some fields can be left blank).  In addition, a SpeedChart may include more than one accounting strings as long as the percentage breakout totals 100%.  The SpeedChart code or name is then used to populate labor distribution fields without having to key numerous values in multiple fields. After applying a SpeedChart, the labor distribution fields may be additionally updated as needed.

The use of SpeedCharts is optional and you will need to check with your supervisor to determine if you will be using the SpeedChart functionality.  Each agency has its own unique set of SpeedCharts. And only agencies that have created SpeedCharts that are active will see the SpeedChart field or the  Apply SpeedCharts Button.
Speed Chart Tips:
· Only your agency’s SpeedCharts will display for your agency users.
· Agencies can set up as many SpeedCharts as are needed.
· SpeedCharts in SEMA4 are effective dated and can be inactivated and reactivated, if necessary.
· In Self Service Time Entry and the Labor Distribution page, the SpeedChart row that will be applied is the one that is in effect as of the pay period end.
· Agencies choosing to use SpeedCharts should consider selecting the Don’t Use Position Funding check box on the Position Funding page.  This allows position funding to be used for cost projections; but will not default to labor distribution.
NOTE: In this learning guide, the SpeedChart functionality will not be used in Walk-Throughs and Exercises. However, you should check with your supervisor to determine if SpeedCharts are being used in your agency.
Continue to the next topic, Viewing Labor Distribution Information
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[bookmark: _Toc377721475]Section 8 - Viewing Labor Distribution Information
[image: Read-Through picture]
Introduction
In this topic, you will learn how to use the Labor Distribution page to view labor distribution information for previously processed pay periods.  This page is helpful when you need to view or answer questions about an employee for a specific pay period.

Note: Historical labor distribution data is available to view in SEMA4 until it is archived. Archived information for fiscal years 1996 to 2012 is available in the IA Warehouse.  Information for budget fiscal years 2013 and later is available in the SWIFT data warehouse.

Labor distribution records are built on pay processing weekend.  Labor distribution includes records from transactions that were processed during the pay period and entered during the previous payday week and payroll processing week.  Labor distribution rows include the following types of transactions:
· Prior and current period adjustments
· Value leave donations
· Leave conversion to deferred compensation
· Mass time entry
· Self Service time entry
· Special earnings (i.e. grievance payments)
· System-generated earnings (earning code XXX)
You can determine which process was responsible for each line of labor distribution by viewing the *TrnTp field in the last column to the right on the Labor Distribution page.
The following transaction types display:
A	Adjusting rows for prior and current period adjustments
D	Value leave donation
M	Mass time entry
R	Reversing rows for prior and current period adjustments
S	Special earnings
T	System-generated earnings
Most payroll transactions are processed on-cycle.  On-cycle transactions process with mass time entry.  Off-cycle transactions do not process with mass time entry. Labor distribution includes both on-cycle and off-cycle payroll transactions.  The Cycle field on the Labor Distribution page (Additional Fields tab) displays:
N – On-cycle	Y – Off-cycle

[image: ]Viewing Labor Distribution Information
Walk-Through

You processed the payroll of a department and your supervisor wants to know which account was charged for Justin Case’s overtime expense.

Looking up Labor Distribution
	Action
	Result

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Labor Distribution > Labor Distribution.
	Labor Distribution search page displays

	Field Data and Description
	Field Data

	3. Department
· Enter department or part of the department number.
	B21T200

	4. Process Date 
	06/21/2011

	5. 
Click the Search  button.
	List displays

	6. Select Justin Case.  
	Labor Distribution page displays



You can see that Justin’s overtime hours were charged to the same account as all of Justin’s other earnings for the pay period:

	ErnCd
	Hrs /Amt
	Accounting Date
	Fund
	Fin DeptID 
	AppropID
	SW
Cost
	Sub Acct
	Agcy Cost 1
	Agcy Cost 2

	OT1
	16
	07/01/2011
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	REG
	72
	07/01/2011
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank

	SIK
	8
	07/01/2011
	1000
	G1045600
	G104000
	blank
	blank
	blank
	blank



Continue to the next topic, Using Standard Reports related to mass time entry and labor distribution.
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[bookmark: _Ref18110686][bookmark: _Toc21134330]
[bookmark: _Toc377721476]Section 9 - Using Standard Reports
[image: Read-Through picture]
Introduction

SEMA4’s standard reports are available to view online.  By viewing standard reports online, you will save paper, save space and get the information you need when you need it.
Knowing how to identify and use information provided by standard reports allows you access to the most current information available when you need it.
DocumentDirect Review
In the SEMA4 Overview Learning Guide you were introduced to DocumentDirect, one of the systems used to view and print SEMA4 reports.  The following standard reports are related to mass time entry or labor distribution.
· FIHR1030, Biweekly Payroll Roster (DocumentDirect/InfoPac ID HP1030) – Lists employees in each department.
· FIHR1037, Biweekly Payroll Roster – Job Records (DocumentDirect/InfoPac ID HP1037) – Lists employees in each department. Displays job record information (i.e. rate of pay). Use as a reference, especially for employees who also work in other agencies. 
· FIHR2062, Payroll Register (DocumentDirect/InfoPac ID HP2062) – Lists all pay processed for employees in an agency, including business expenses, mass time entry and adjustments by pay period.
· FIHR2280, Payroll Posting Audit Trail (DocumentDirect/InfoPac ID HP2280) – Review the Monday after each payday week to determine if employee salary expenses were charged to the correct SWIFT chartstring account.

[image: ]Viewing Reports Inventory in SEMA4 Help
Walk-Through

Complete the following steps to find report descriptions in SEMA4 Help.
	Action
	Result

	1. On the navigation header, click the Help [image: Help link picture] link.
	SEMA4 Help displays

	2. Click Reports Inventory > Report Descriptions > Payroll Reports Listed Alphabetically 
	Payroll Reports (alphabetical order) - Contents displays

	3. Select Biweekly Payroll Roster (HP1030).
	Biweekly Payroll Roster – Report Description displays

	4. Review the information.
	blank

	5. Click the Back button on your browser’s toolbar and select Payroll Register (HP2062).
	Payroll Register – Report Description displays

	6. Review the information.
	blank

	7. 
Click the Report Fields  button.
	Payroll Register – Report Fields displays

	8. Click some of the field links.
	Field definitions display


[image: Review Questions picture]
Review Questions

Review what you learned by answering the following questions.  If you have difficulty answering the questions, review the topic.

1. What is the report frequency of the FIHR2062, Payroll Register (DocumentDirect/InfoPac ID HP2062)?

a. Daily – run in a. m.
b. Monthly – run on first day of month
c. Biweekly – (available Monday of payday week)
d. None of the above 

2. Which report should be used to verify the accuracy of the agency’s payroll?

____________________________________________

3. Which of the following is a DocumentDirect/InfoPac report?

a. Earnings Data
b. Outstanding Advances
c. Payroll Posting Audit Trail
d. none of the above 

4. What kind of help information is available on SEMA4 reports?

a. Report field definitions
b. Sort order
c. SEMA4 Table Information
d. All of the above

________________________

Check your answers on the next page.


[image: puzzle pieces]Review Answers

Check your answers to the review questions.

1. What is the report frequency of the FIHR2062, Payroll Register (DocumentDirect/InfoPac ID HP2062)?

c. Biweekly – (available Monday of payday week)

2. Which report should be used to verify the accuracy of the agency’s payroll?

FIHR2062, Payroll Register (DocumentDirect/InfoPac ID HP2062)

3. Which of the following is a DocumentDirect/InfoPac report?

c.	Payroll Posting Audit Trail

4. What kind of help information is available on SEMA4 reports?

a. Report field definitions
b. Sort order

Continue to the next topic, Updating Position Funding.
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[bookmark: _Toc377721477]Section 10 - Updating Position Funding
[image: Read-Through picture]
Introduction

The Position Funding page is initially set up when a position is established. At that time, the agency human resources office sets up the SWIFT accounting information that will be charged for payroll expenses for the employee.  Position funding may also be set up so that the default funding for the position is split between two or more chartstring accounts on a percentage basis.  In addition, each earning code can be set up with one or more default accounts split on a percentage basis.
All position funding records must include at least one row where the earn code field is blank.  The associated account will be defaulted when processing an employee’s hours or dollars for mass time, adjustments, value leave donations, deferred compensation matches and employee business expenses unless additional lines associated with specific earning codes have been set up.  The Self Service time entry process enables employees to load and accept default funding from their position funding record if appropriate.
Temporary changes to position funding can be made on the Labor Distribution page.  Ongoing or long-term funding changes should be made on the Position Funding page.  Agency accounting staff will be your resource for verifying funding changes and SWIFT account information.

[image: ]Viewing and Updating Position Funding Information
Walk-Through
You need to update position funding effective 7/11/2012.  The new default funding for the position is going to be divided between two accounts.  
Use the following steps to add new funding information to the position.

	Action
	Result

	Position Funding Search page
	blank

	1. Click the Home [image: ] link.
	Home displays

	2. Select Payroll > Labor Defaults > Position Funding 
or
Organizational Development > Position Management > Maintain Positions/Budgets > Position Funding.
	Position Funding search page displays

	3. In the Search By field select Position Number and enter position number   001250 _ _ (substitute two-digit ID for blanks)
	blank

	4. 
Click the Search  button.
	Position Funding page displays

	Update Funding Data
	blank

	5. Click the Add a row [image: Add a row button] button located to the left of the Effective Date field.
	New row is added

	6. Effective Date 
· Accept the default value (today’s date), or 
· Enter the date the funding is effective.
	Enter today’s date

	7. Earn Code 
· Enter the earnings code for the funding line you are setting up or 
· Click the Look up [image: Look up button] button and select the appropriate value.

NOTE
All positions must have a row where the earn code field is blank.  Some agencies set up a travel expense earnings code (TVL) to which business expenses are charged.  
	Blank

	8. Percent
· Enter the percentage of payroll related expenses to be charged for the earning code (default is 100). Leave blank unless the MAPS account for the position is a continuing appropriation.
	70

	9. Accounting Date
· Leave blank unless the SWIFT account for the position is a continuing appropriation.
	Blank

	10. Fund
· Enter the four-character fund number that is charged for this earning code.
	1000

	11. Fin DeptID
· Enter the Fin DeptID to be charged for this earning code.
	G1032100

	12. Approp ID
· Enter the Approp ID.
	G103000

	13. Click the Add a row [image: Add a row button] button located to the left of the Earn Code field and repeat steps 7 - 12 above changing the values as indicated to the column to the right. 

NOTE
For each earning code, the percentages must total 100.
	Enter the values in the row changing Percent to 30 the Approp ID to G101000.




56
Mass Time Entry and Labor Distribution	Updating Position Funding 	

	Action
	Result

	14. Click the Save [image: ] button. 
	blank

	15. Click the Validate [image: ] button.  
	blank

	16. Click the Check Progress [image: ] button every few seconds until the validation is complete.  If error messages display, correct the information according to the error messages.  Repeat the save/validate process until you receive no errors.
	blank

	17. Click Home to exit Position Funding.
	Home displays



NOTE
For most employees, position funding defaults to labor distribution. For employees using Self Service time entry, either position funding or labor distribution information entered by the employee defaults to labor distribution. When the system builds labor distribution, it saves and validates each department. If no errors exist, the department is marked complete and no further action is needed unless the agency has labor distribution changes to enter. If errors exist, follow up is required.

Continue to the next topic, Conclusion.
[bookmark: _Ref20024274][bookmark: _Toc21134244]
[bookmark: _Toc377721478]Section 11 - Conclusion

Summary
In this guide, you learned how to use SEMA4 to enter employee time and leave data and to process labor distribution.

Objectives
This guide included the following topics:
· Setting Up and Modifying Work Schedules
You learned how to set up and modify an employee’s standard work schedule.
· Entering Mass Time Information
You learned how to enter, validate and correct errors in Mass Time Entry.
· Viewing Self Service Time Entry Processing Information
You learned how to determine the processing status of Self Service time entry for the current pay period.
· Viewing Mass Time Information
You learned how to look up mass time entry information from past pay periods.
· Entering Labor Distribution Information
You learned how to enter, validate and correct errors in labor distribution data.
· Viewing Labor Distribution Information
You learned how to look up labor distribution information for past pay periods.
· Using Standard Reports
You referred to SEMA4 Help to find out about standard reports on mass time entry and labor distribution information.
· Updating Position Funding
You learned to make position funding changes.

Please complete the Evaluation form on the next page and return it to Statewide Payroll Services. 

Thank you for participating!
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[bookmark: _Ref18117733][bookmark: _Toc21134245][bookmark: _Toc377721479]Evaluation

Mass Time Entry and Labor distribution

Your Name (Optional) __________________________	Date____________________

Agency _______________________

Check the box that best describes what you learned.
	Concepts
	I fully understand
	I am slightly confused
	I do not understand
	Was not addressed

	Relationship between work schedules and mass time entry
	blank
	blank
	blank
	blank

	Relationship between mass time entry, position funding and labor distribution
	blank
	blank
	blank
	blank

	Processes
	I fully understand
	I am slightly confused
	I do not understand
	Was not addressed

	Set up and modify an employee’s standard work schedule
	blank
	blank
	blank
	blank

	Process employee time and leave data and additional payments
	blank
	blank
	blank
	blank

	Process labor distribution
	blank
	blank
	blank
	blank

	View processing status information
	blank
	blank
	blank
	blank

	View and update position funding
	blank
	blank
	blank
	blank


In what three ways will you apply what you have learned in this guide?
1. 
1. 
1. 
Comments?
Thank you!  Please mail 
this evaluation to the 
address on the front page, 
or fax it to 651/296-8325.
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