Approving Time ...

To approve time, Site Administrators/Department Managers must review, approve and sign three reports:
the Audit Paid to Reported Time Report, the Site Account Code Charge Monitor Report, and the Cross-Site
Account Code Charges Report. These reports need to be reviewed/approved/signed at the end of every pay
period. If any discrepancies are found in the reports, the Site Timekeeper needs to make any necessary

corrections/adjustments.

Site Account Code Charge Monitor Report

The Account Code search prompt in the time reporting pages of T&L does not have any security to limit
access, meaning that a timekeeper can select any other Department/Site’s Account Codes, and thus
charge time to other budgets. Since there is no notification to that department/site when their budget is
being hit, it is the responsibility of both the Site Administrator where the charge is originating and the
Site whose budget is being hit to monitor these Account Code overrides. This report will show you if your
Site is hitting other departments’ budgets. It includes all employees whose position has a department (in
Job Data) different than the department Chartfield value from the Account Code reported in Time and
Labor. Run one report for salary, one report for hourly.

Cross-Site Account Code Charges Report

This report works in combination with the Site Account Code Charge Monitor Report to assure that Sites do
not charge accounts other than their own when they are not supposed to. While the Site Account Code
Charge Monitor Report shows you if you’re hitting other Departments’ budgets, the Cross-Site Account Code
Charges Report shows you if other Departments are hitting yours. This report would include all employees
who are charging time in Time and Labor to an Account Code containing the Department Chartfield value of
the department who is running the report, but whose position has a department (in Job Data) different than
that department Chartfield value from the Account Code reported in Time and Labor. Run one report for
your department.

Time Summary Report - For informational purposes only

The Time Summary Report shows reported time at the Site Administrators/Department Managers location.
This report can be run twice a month; once for salaried employees and once for hourly employees. Time-
keepers can use this report to check their accurancy in what has been reported in Time and Labor. This
report does not need to be signed. Run one for salary, one for hourly, and one for your substitutes
(5998H if necessary).

T&L Blank Account Codes Report - SmartFindExpress (SAMS) Interface

The T&L Blank Account Codes report shows substitutes whose time is interfaced from SmartFindExpress

(SAMS) to Time & Labor with a default Account Code (Combo Code) due to a district-related absence. You

can access the Account Codes (Combo Codes) on the Professional Development Budget Information website.
http://www.sandi.net/personnel/subs/prof dev.asp

This report is run only by Timekeepers that use SmartFindExpress (SAMS). This report does not need to be

signed.

Navigations:

Site Account Code Charge Monitor Report
Navigate to Time and Labor—>Reports—>Site Account Charges

Cross-Site Account Code Charges Report
Navigate to Time and Labor—->Reports—Cross Site Account Charges

Time Summary Report
Navigate to Time and Labor—>Reports—>Time Summary

T&L Blank Account Codes Report
Navigate to Time and Labor—>Reports—>T&L Blank Account Codes

July 2006

J00e7 79 Wil



http://www.sandi.net/personnel/subs/prof_dev.asp

PeopleSoft.

TL Site Acct Code Charge Rpt
/Eind i Eisting Vaie " A a New Vaitie

Control ID:

PeopleSoft.

Site Acct Code Changes

Run Control

*Group ID:

*From Date: £ *Thru Dat

rocess Scheduler Request

User ID:

Server Name:

Recurrence:

Process List

Select Description Process Name Process Type “Tupe

port

PeopleSoft.

Site Acct Code Changes:

Run Control ID:

“Thru Dats

4B NextinList




PIoceRs

oo™ user  Fun DateTene

GOTLITA 123474 0SH @005 1:00:27PM POT
SOTLITA 123424 04182005 1254 180N POT
BOTLIT4 123424 08ATIZ005 35219PMFOT

PeopleSoft.

Instanc,
Name:
Run Status: Distribution Status:
lupdate Process

Run Control ID: © Hold Request
Locatios  Queue Request
 Cancel Request

Delete Request
© Restart Request

Server:

Recurrenc

Run Anytime After:
Began Process At:

Ended Process At:

PeopleSoft.

=

View Log/Trace
Report

Report ID: Process Instance:
Name: Process Type:

Run Status:

EPecplascfr
SITE ACCOUNT CCOE CHARGES Fage Wo. 1

roup ID: 00D3S Bun Date 0B/18/200%

From al/a:\faaaz thru 08/18/3008 Bun Time 13:03:53

Account od Department fDescTipticn Rescurce Budger  Account Frogram Fund  Extended Froject
Type Emplid Name Ecd  Department/Cescripticn Joboode Ceacription Cas o©T¥  TES Location/Descripticn

035000001001107010000000  CLERM COER 0350-Missicn Bay Eigh 01000 00001

s 290011 Bammer,Bruss mulk o 0003 -Adams Elamentary = oes30/z008 .00 cEw
s 290011 Bammer,Bruss mulk o 9003 -Adams Elamentary - oeg31/z008 .00 cEw

E400650000011070220014334  cLeRM roER 5400-8chosl Nures Pragram 20 01 £5000

5 420040 Hibest,William Teacher © 5002 -Adams Elementazy - 07/26/2004  B.00 WES
5 420040 Hibest,William Teacher © 5002 -Adams Elementazy - 07/27/2004  B.00 WES

E57572841031192010000040  LITERACY W 5579 -Litsracy Department 1110 01000 72041

s aacoas o 2003 -Adams - 1241742003 e.00 wES
s aaco11 o 2003 -Adams asgo1/z008  B.00 WEC
= a00001 3 2003 -Adams - 1371772003 B.00 WEC
s 000004 Madizen,Billy o 2003 -adams = 1241742003 e.00 wES
= 200002 Wallace.William 3 2003 -Adams. - 13/17/2003  B.00 WEC




