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1. TAL System Overview for Privileged Users

1.1 TAL Users and Their Privileges

An employee can have a number of different roles in TAL. Most employees will just be entering time
and / or leave requests. Some others will function in an additional role of supervisor and have the
ability to approve leave requests and timesheets. A select handful will have special additional privileges
to view and / or update data across the system for their agency and for their agency’s employees.

The following diagram depicts the roles that employees can have and which of the two DHRM portals
they would use to access TAL and function in those roles:

=\ M
L

EMPLOYEEDIRECT e ia

Human Resource Management

o L
| ¥ & DL

Supervisor Timekeeper HR User Agency Agency Agency Payroll
Employee Inquirer 1 Inquirer 2 Configurer User
The above roles have the following privileges:
TAL User Description Must Request
Roles Access using
DHRM'’s
System Access
Request
Form?'
Employee A user assigned this role will be able to: N

1) Create, update, save, revise, submit and withdraw his/her leave
requests

2) Make entries to, update and submit his/her timesheets

3) View leave balances, leave transactions and leave accrual rates

! Click on the “Request Access” link at http://web1.dhrm.virginia.gov/itech/ to get the latest copy of the Access
Request form.
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4) View his/her employee and position data

5) View status of leave requests and timesheets

Supervisor /
Supervisor
Alternate

In addition to the Employee Role, a user assigned to this role will be able
to perform the following for subordinates in his/her PMIS defined
reporting hierarchy (not just direct reports):

1) Approve, cancel, request revisions or deny an employee's leave request
(not his/her own)

2) Approve, request revisions or deny an employee's timesheet submission
(not his/her own)

3) View an employee's leave balances, leave transactions and leave accrual
rates (including his/her own) prior to approving requested leave.

4) View an employee's employee and position data residing in TAL
(including his/her own)

5) Initiate leave requests and timesheets (in certain situations) for an
employee, such as VSDP and LWOP.

A user defined as an alternate can perform the above functions on the
same employees as the supervisor for whom he/she is an alternate.

Timekeeper

In addition to the Employee role, a user assigned to this role will update
the timesheet and leave requests for employees for whom he/she is
designated as the Timekeeper.

It is envisioned that this role would be used at agencies where certain
employees do not have routine access to a computer at work.

Agency
Inquirer Type
1

This user role can:
1) view the following employee data in TAL:
- leave requests
- leave balances
- leave history
- timesheets

2) view position data in TAL
3) view agency configuration data

4) Run queries from the TAL data for ad hoc reporting needs

This User Role is not authorized to change data or configurations.
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Agency
Inquirer Type
2

This user role can:

1) view the following employee data in TAL:
a. timesheet data
b. leave balances/history

2) view position data in TAL

This User Role is not authorized to change data or configurations.

Agency A user in this role will be able to enter agency-wide configurations
Configurer necessary for the TAL system to work properly for an agency. If an
employee needs this role across multiple agencies, he / she must be
established in this role for each agency.
HR User This user role can:
1) View, and update employee-level and position-level configuration data
for employees and positions in the agency
2) View, add and update the following information for an employee at the
agency:
- leave requests (including reviewing, revising & approving)
- leave balances (including adjusting entries)
- timesheets (including reviewing, revising & approving)
3) Create and review batches of transactions on the HR Review tab prior to
this data being transmitted to CIPPS
4)Run queries from the TAL data for ad hoc reporting needs
5) Perform privileges associated with Agency Configurer role
Payroll User | This user role can:

1) Create and review batches of transactions on the HR Review tab prior
to this data being transmitted to CIPPS
2) Run queries from the TAL data for ad hoc reporting needs
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1.2 Benefits to Agencies
The TAL Project Team is excited about the many benefits this system:

e Web-enabled System
e Built-in Management/Supervisor Accountability
Timesheet Approvals and Timesheet Management
Leave Management and Leave Approvals
Capturing of information related to Pay Dockings for Intermittent Leave without
Pay (less than 14 consecutive days)
e Absence Management Metrics Reports
o Ability to assess peak leave usage periods (fact vs. fiction)
o Critical factual data for disciplinary/performance improvement needs
e Ability to provide data to support Leave Liability Reporting
e Accurate, current PMIS data available in TAL on a daily basis
e Employee leave balances and history that is closer to real time
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1.3 Responsibilities for Agency HR Team while in the HR User role
(HR only)

e Review internal processes with stakeholders and incorporate TAL automation into those processes.
o Communicate changes to users.
e Ensure that all TAL users are familiar with their roles and responsibilities and trained in TAL
operations.
o TAL brings a greater degree of accountability for accuracy and timeliness of leave and
timekeeping management .
e Ensure that PMIS data is current, accurate, and updated timely on an on-going basis.
o TAL updates from PMIS data nightly. New hires or transferred employees may not access
TAL timesheets/leave balances/requests until the day after PMIS data has been entered.
e Ensure that TAL agency configurations are current and appropriate for agency employees and
operations.
e Ensure that TAL settings for individual employees are accurate and updated as
position/employee/status changes occur and facilitate TAL user access.
e Make timely, accurate leave adjustments as needed.
e Coordinate with Payroll to
o Ensure that employees are set up properly in TAL so that CIPPS transmissions are accurate
and timely.
o Review exceptions and reportable events in TAL to ensure that appropriate documentation
regarding exceptional pay is sent to Payroll.
o Create/review/transmit batches of transactions to CIPPS based on established calendars.
e Run queries and reports to meet management information needs and to identify maintenance
needed for data integrity or to clarify information.

e Report issues and suggestions to the agency TAL contact so that the DHRM TAL team can provide
assistance and identify system enhancements or user training needed.

e Direct new agency TAL users to on-line training modules and assist privileged users in becoming
familiar with their responsibilities.

1.4 Responsibilities for Payroll Users (Payroll Only)

e Some agencies may assign a subset of the above HR responsibilities to Payroll Users. Check with
your agency to determine which of the above are reassigned to the Payroll User.
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1.5 Accessing TAL as a Privileged User

In order to access TAL in any of the privileged user roles (in Figure 1.1 above), the user must first submit

an Access Request form? for designated employees to DHRM. All employees entered in PMIS are
automatically granted employee or supervisor user roles based on their place in the organizational

hierarchy. Employees who are assigned Privileged User roles also have access to employee user and/or
supervisor User role functions.

Following are valid combinations that agencies should use when requesting access:

Combination of Privileged User Roles

Agency Inguirer 2

Agency Gonfigurer

Payroll User

Combinationof Additonal User Roles Possible -
Primary User Role « - Eé’.‘ Eé’.‘
= c2|l |E5 e
(]
¢ | |38 |38 i3
E'| -y (] -
HR User A s
Agency Inguirer 1 X
®
x
X

=] =] ] ] ]
Soualig

After the request is submitted to DHRM and approved, DHRM will either

1) issue a new HURMan account with the appropriate privileges or
2) update the privileges on the employee’s existing account.

2 Click on the “Request Access” link at http://web1.dhrm.virginia.gov/itech/ to get the latest copy of the Access

Request form.
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Once a user has HuRMan credentials and DHRM has granted TAL access, (s)he may access the HuRMan
portal at secure.dhrm.virginia.gov. The following login screen will appear:

AEH|

Your Agency Web Partal ...

A Service of the Department of Human Resource Management

drsr el d

Human Resource Management

Agency Web Portal Login

Please enter vour username and password fo access your agency data.

Username:
Password:

Figure 1.3

Use the HuRMan user name and password. The designated user roles will be authenticated through
HuRMan and permit the designated access and privileges.

If a privileged user has access to multiple agencies in TAL, it is possible to switch between agency data
without logging out of HURMan/TAL. To do so, select the arrow highlighted in green, which is located to
the right of the dropdown used to select the TAL application. A message box will appear asking for
confirmation that you want to continue. Select “OK” to continue. You can then select the agency
number from the dropdown list that appears.
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7

€ DHRM Agency Portal - Windows Internet Explorer provided by VAT

=\ /M

nn 2V
TR

Human Resource Management

Select an Application: TAL -
[ empiyee
ID/Last Name: | |
Or:
Show me:
For:

Go

Special Section: Accessing TAL as a Timekeeper

While the Timekeeper is not considered a “Privileged User”, (s)he does have special privileges: (s)he
may create and update leave requests and timesheets for specified employees. Employees assigned to
timekeeper roles must be designated as agency timekeepers in their TAL settings. Such employees
access TAL via E-Direct just as other employees or supervisors do.

In the TAL screenshot below, George Schenck has been designated by the HR User as an Agency
Timekeeper. George’s name will now appear in a “drop-down” option for any employee in the agency
whose time will be maintained by him in TAL.

The timekeeper role may be assigned or removed by changing the “Designated as Agency Timekeeper”
<Yes> to <No> or vice versa. Only the HR User has permissions to assign the timekeeper role to an
employee.
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8 DHRM Agency Ports] - Windews Intermet Explorer previded by VA TT Infeastructuse Partnership = | = |
nn '_“‘P;-" m —
Frudir&udiEily
Human Kesrurce Basagrment
Select an Application: TAL Trainng = Sign OFF
” _Ff"|p -
1D/ Last Name: [ ] Employee Position Information
or: Employee ID: 029-28-25 Hame: SCHENCE, GEORGE M
Show me: Employes Data - Agency: 129 Position 0143
For: M and Direct Reports . GG  TAL Settings |
Overtime
GO
DASTRTT  on-Exempt TR 00
& SOHENCK, GEORGE M [029-28-25)
e Bigbity 1.5 0T pre-apprvd e e N O Ho
& Human Resource Analyst 1 (12900143) ;:“;v cote 0 Lraree Accrots & On off
Leave Babince/Hstory Treatrment Type M. Tl
Leave Requests Paid Mo Required [OR £ Ho |
Timesheets Send to CIPPS @ ves Ho
@ SOHENCK, CLARENCE D (184-17-25) Associated
N Group FoF
& SCHENCK, SERENA T (346-90-25) work Cuce [oun oo 5ot (7 dat B

HR Users must also designate a timekeeper in TAL settings for each employee whose time is maintained
by a timekeeper. In addition to designating one or more timekeepers, the period of time during which
the time will be maintained must be recorded. The Start Date for the timekeeper designation must be
the current or future date. (The End Date must be later than the Start Date.) Dates may be entered by

using the calendar that appears or by typing the date.

Schedule

Description M - Th 10 hours

Time For This Position Kept By

More Info

Delete | GIBBS, SARAH 07/18/2013 08/30/2013 More Info

~
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2. Understanding the Agency Config Tab and Screens
The Agency configuration data tables are used to establish consistent operating criteria within TAL for all
agency employees. This operational strategy within the system greatly improves internal controls
regarding timesheets and leave processing.

All privileged user roles can view the Agency Configuration tab, however only the HR User and the
Agency Configurer roles will see the Edit button and will have the ability to modify data.

For example, the Agency Configurer wants to review the agency’s Holiday Calendar tables. Using the
treeview, select ‘Go’. Select any one of the areas listed in the tree view to review and/or revise.

Employee HR Review Agency Config

Agency:

Go

Holiday Calendars
Motification Configurations
Pay Groups

Timesheet Categories
Timesheet Choices

Work Cycles
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2.1 Holiday Calendars

Privileged users can view the agency’s Holiday Calendar table within TAL on the Holiday Calendar screen
(see below) Based upon certain agency criteria, some agencies may elect to establish an alternative
holiday calendar.

Holiday Calendars
Name Inactivated
= 1 State Holiday Calendar Holiday
= 2 | Other Holiday Calendar Holiday

By pointing and clicking the symbol located to the left of Other Holiday Calendar the following illustrates
examples of alternative holiday dates for 2012.

Holiday Calendars
D Name Type Inactivated

=] 1 | State Holiday Calendar Haoliday

=] 2 | Other Holiday Calendar Holiday
Calendar Date Calendar Year Hours Description
12/24/2012 2012 8.0 | Christmas Holiday Extended
12/25/2012 2012 8.0 | Christmas Holiday Extended
12/26/2012 2012 8.0 | Christmas Holiday Extended
12/27/2012 2012 8.0 | Christmas Holiday Extended
12/28/2012 2012 8.0 | Christmas Holidzy Extended
12/29/2012 2012 8.0 | Christmas Holiday Extended
12/30/2012 2012 8.0 | Christmas Holiday Extended
12/31/2012 2012 8.0 | Christmas Holiday Extended

Note: Each year the agency will need to coordinate with the TAL support team to have any alternate
holiday calendar loaded into TAL.
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2.2

Notification Configurations

TAL has a pre-established table of notifications designed specifically for various user communication

needs on critical TAL functions.

Privileged users may view notification configurations for their agency on the Notifications Configuration

Screen:

Notes:

Notification
Configurations

Code  Notification Mame

Review of Leave
Request Needed

Motification Template Inactive Date

Action Needed: @Employee@ has a leave request
covering the period @fromdate@ to @todate@
needing review. @User@ submitted this leave
request (ID = @KeyIDValue@).

Escalation Level  Escalation Hours Sent via Email? Sent via TAL Mofification? Inactive Date

Supervisor Immediately

Sup's Supervisor | 72
HR User Role 144

Y Y

Y Y
Y Y

Leave Request
2 | Withdrawn by
Employee

5 | Leave Request
Approved

Leave Request
4 | Withdrawn by
Rewviewer

Leave Request Denied
by Reviewer

~ | Timesheet Updated

FYT: Leave Request Withdrawn - @User@ has
withdrawn/cancelled a request for leave (ID =
@KeyIDValue@) covering the perind @fromdate@ to
@todate@.

FYI: Leave Request Approved - The leave request
(ID = @KeyIDValue@) for @Employee@ covering the
period @fromdate@ to @todate@ was approved by
@User@.

FYT: Leave Request Withdrawn - The leave request
(ID = @KeyIDValue@) for @Employee@ covering the
period @fromdate@ to @todate@ was withdrawn by
@Userd.

FYT: Leave Request Denied - The leave reguest (ID =
@KeyIDValue@) for @Employee@ covering the
period @fromdate@ to @todate@ was denied by
@User@.

FYT: Timasheet modified - The timesheet (ID =
@GeneralText@) for @Employee@ covering the

e The Escalation Hours indicates the specific time period in hourly increments the notification will

occur following the relevant transaction

¢ Notifications can be configured to be delivered through the agency’s email and/or internally
through TAL

e To update settings for an agency’s notification configurations, the HR agency team should

contact the TAL Support Team

¢ [f a notification is configured to go to a supervisor, and that supervisor position is vacant, the

notification will be sent instead to the supervisor of the vacant position.

e TAL handles notification type code 7 (“Timesheet needs to be submitted”) and 17 (“Timesheet
needs Supervisor Review”) different from other notifications. For notification 7, TAL checks for
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timesheets that need to be submitted or have the supervisor review completed five days from
the current date. If TAL finds any timesheets that meet these criteria, then it sets up a
notification to the appropriate employee / supervisor to appear in the number of hours
specified in the notification setting. So, in the following case, if TAL detects that an employee’s
timesheet is due in 5 days, TAL will set up a notification that will appear 72 hours later (still two
days before the timesheet is due) on the employee’s list of notifications.

Notification - Name - NotificationMessageT: - Esc - EscalationName - EscalationHours -  IsSentViaEmall -

1 Review of Leave Request Needed Action Needed: @Emplic 1 Employee

2 Leave Request Withdrawn by Employee  FYl: Leave Request Withe 1 Employee

3 Leave Request Approved FYl: Leave Request Apprc 1 Employee 0y
4 Leave Request Withdrawn by Reviewer FYi: Leave Request Withe 1 Employee oy
5 Leave Request Denled by Reviewer FYI: Leave Request Denie 1 Employee oY
6 Timesheet Updated but not by Employee FYi: Timesheet modified 1 Employee oy
7 Timesheet needs to be submitted Action Needed: Timeshe 1 Employee % 2y

8 Wage Employee has reached 1000 hours  FYl: Wage employee (@E 1 Employee oy

A daraan PR RS GRS S (P A Rt e R sl U s

e Notification type code 17 (“Timesheet needs Supervisor Review”). TAL will check to see which
supervisors have direct reports that are required to submit timesheets for each Pay Group. Five
days prior to the timesheet review due date, TAL will create the notification. The notification
will be sent/displayed to supervisors xx hours after the notification was created (where xx is
defined by the Escalation Hours configuration). TAL does not check first to see if the timesheets
have already been created/submitted/approved. It is meant as a reminder to supervisors. As
noted in the following screenshot, the notification is set to go to “Employee” instead of
“Supervisor”; In this case the supervisor is the “employee” who should and will get the
notification. The employee of the supervisor will not get this notification.

Notification - Name + NotificationMessageT: - Esa - EscalationName - EscalationHours - IsSentVisEmall -

10 Timesheet needs approval Action Needed: Timeshe 1 Employee
11 Batch of CIPPS (700) Transactions Ready  TAL has created Batch @« 1 Employee
12 Timesheet Approved FYi: Timesheet approved 1 Employee oY
13 Timesheet Submitted but not by Employer FYL: Timesheet submittes 1 Employee oY
14 Timesheet Approved by HRUser FY1: Timesheet approved 1 Employee oy
15 Timesheet Opened for Editing FYI: Timesheet opened f( 1 Employee oy
16 Timesheet Opened for Editing by HRUser FYI: Timesheet opened fi 1 Employee oy

9 17 Timesheet needs Supervisor Review FYI: Timesheet Supervisc 1 Employee é 72 Y
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2.3 Pay Groups

The Pay Group configuration screen shows the pay groups and pay periods set up for an agency.

Privileged users can see the following Pay Group information:

Pay Groups

Help

1D Name

Description CIPPS Pay Frequency Number

=] 1 | Salaried Semi-Monthly (70) Salaried Semi-Monthly (70) 70

Inactivated

Pay Period 1D
48
47
46
45
44
43
42
41
40
39

Start Date

12/25/2013
12/10/2013
11/25/2013
11/10/2013
10/25/2013
10/10/2013
09/25/2013
09/10/2013
08/25/2013
08/10/2013

Page 1 of 3 (24 items)

End Date Timesheet Due  Supervisor Review Due  Blackout Period Start  CIPPSCertification

01/09/2014 01/09/2014
12/24/2013 12/22/2013
12/09/2013 12/08/2013
11/24/2013 11/20/2013
11/09/2013 11/07/2013
10/24/2013 10/27/2013
10/09/2013 10/08/2013
09/24/2013 09/23/2013
09/09/2013 09/09/2013
08/24/2013 08/25/2013

A: :EHE

01/10/2014
12/23/2013
12/10/2013
11/21/2013
11/08/2013
10/28/2013
10/09/2013
09/24/2013
09/10/2013
08/26/2013

Blackout Period End Pay Date

01/11/2014
12/24/2013
12/11/2013
11/22/2013
11/09/2013
09/29/2013
09/10/2013
09/25/2013
09/11/2013
08/27/2013

01/16/2014
12/31/2013
12/16/2013
11/27/2013
11/15/2013
11/01/2013
10/16/2013
09/30/2013
09/16/2013
08/30/2013

2 | Wage Semi-Monthly (71) Wage Semi-Monthly (71) 71

Note: An agency must work with the TAL Support Team to add or change pay group information. An

agency should plan to provide this information annually to the TAL Support Team.
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2.4 Timesheet Categories
The Timesheet Category screen provides a way for privileged users to view, create and update the
categories to which hours on timesheets can be allocated. The Timesheet Category screen has the

following look:

Timesheet Categories
Category I Name Code Description Inactive Date

Edit 1 | EDRM Project | AHRS - 001-2013 | Electronic Data Records Mgmt

Once a timesheet category has been inactivated, it can no longer be used on a timesheet (unless the

Inactive Date is removed).
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2.5 Timesheet Choices
The Timesheet Choices screen provides a way for privileged users to view, create and update the
options available for employee to select on his/her timesheet.

The Timesheet Choices screen has the following look:

Timesheet Choices

Mame Description Type Hours Required Inactivated
) Electronic Data Records Mgmit
4 EDRM Project | oo Other v 05/31/2013
on-Call - , .
Edit | 3 Worked Hours worked during on-call duty Other v
Edit | 1 | On-Call Duty Required To Be On-Call Other W
Edit | 2 | Shift Al Shift Differential - Evening Shift v
Mew
Grid / Field Definition and Key Notes
ID A unique number that TAL assigns to each Timesheet Choice
Name A brief description that will show on a timesheet
Description A fuller description than the Name field
Type Either “Shift” or “Other”
Hours Required A checkbox that indicates whether hours must be specified when a particular
Timesheet Choice is selected on a timesheet
Inactivated If a Timesheet Choice is inactivated it is no longer able to be selected on a
timesheet (unless the Inactivated date is removed)

Unlike Timesheet Categories, Timesheet Choices...

e relate to supplements/differential pay and may directly impact an employee’s pay
e must be associated with an employee’s profile on the Position Screen in order for the
employee to be able to select it on his/her timesheet.
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2.6 Work Cycles

The Work Cycles configuration screen defines each work cycle and associated start and end dates used
by the agency. Privileged users may view the calendars for each work cycle. The TAL Support Team must
assist the agency with any changes to work cycle configurations.

H
Work Cycles
Description Duration Days OT Basis Hrs  WorkCyde Stand Hours  Inactive
Sun thru Sat | Sun thru Sat (7
2 1 7 day) 2ay) 7 40 40
Period 1D Start Date End Date Timesheet Due Supervisor Review Due

52 | 12/29/2013 01/04/2014 01/06/2014 01/08/2014

51| 12/22/2013 | 12/28/2013 | 12/30/2013 01/02/2014

50| 12/15/2013 | 12/21/2013 | 12/23/2013 12/26/2013

49 | 12/08/2013 12/14/2013 12/16/2013 12/18/2013

48 | 12/01/2013 12/07/2013 12/09/2013 12/11/2013

47 | 11/24/2013 | 11/30/2013 | 12/02/2013 12/04/2013

46 | 11/17/2013 11/23/2013 11/25/2013 11/26/2013

45 | 11/10/2013 11/16/2013 11/18/2013 11/20/2013

44 | 11/03/2013 | 11/089/2013 | 11/12/2013 11/14/2013

43 | 10/27/2013 | 11/02/2013 | 11/04/2013 11/06/2013

Page 1 of 6 (56 items) H:z::5: HE
Sun thru Sat | Sun thru Sat
4 (28 day) (28 day) 28 160 160
Grid / Field Definition and Key Notes
ID A unique number that TAL assigns to each Work Cycle within the agency
Name A brief description that will show on a timesheet
Description A fuller description than the Name field
Duration Days The number of calendar days assigned to the work cycle
OT Basis Hrs The total hours worked before overtime may be paid
Work Cycle Stand The standard work hours assigned to the work cycle
Hours
Inactivated If a Work Cycle is inactivated it is no longer able to be selected on a
timesheet (unless the Inactivated date is removed)
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3. Understanding the Employee Tab and Screens

3.1 Employee Tab filter

There are three tabs in TAL for employee/position/agency data. These are the Employee Tab,
the HR Review Tab, and the Agency Configuration Tab.

J Employee HR Review Agency Config J

ID/Last Name: | I Notifications
or: Employee ID: 359-06-28
Show me: ;En1plox,'ee Data Vi
For: Me and Direct Reports v System Notifications
| Go ‘ No System Notifications

Remember that, after making a selection, one must click the button.
Finding the Employee

Using the Employee Tab on the left, the HR User may access an employee’s data in several
ways.

In the ID/Last Name box, enter the employee’s ID number. The number must contain a
minimum of 7 digits so leading zeroes must be included. Example: The EID is 0000123. You
must enter the four leading zeroes.
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Y
J—_.-'.“__- .-—r\;.-‘ L r.j

Human Resource Mamagemend

Select an Application: | TAL Traning v
J Employee HR Review Agency Config

ID/Last Name: [0021672 |

Or:
Show me: Employes Data hd
For: e and Direct Reports w

i GO

& CROWE, JAY C (D02-16-72)

OR

In the ID/Last Name box, enter the employee’s full last name.

nn _=xmn
"N ~ J

J—_I LA H&J, ;’TJ

Human Resource Management

Select an Appﬁcation: TAL Training ¥

J Employee HR Review Agency Config

ID/Last Hame: [cowe |

Or:

Show me: Employee Data b

For: Me and Direct Reports M
3

@ CROWE, JAY C (002-16-72)

OR

In the ID/Last Name box, enter a portion of a last name followed by an asterisk.
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q- n; F’H nl

Human Resource Management

Select an Application:  TAL Training v

_| Employee HR Review Agency Config

ID/Last Name: |c* |

Or:
Show me: Employee Data v
For: Me and Direct Reports v

@ CLEVELAND, SHEILA C (205-25-93)
CLEVELAND, CHI W (486-79-03)

*

COLLINS, HARRY L (485-57-47)
COLLINS, LEONARD A (288-95-47)
CROWE, JAY C (002-16-72)
CUNNINGHAM, SARAH M (458-45-83)
CUNNINGHAM, MATTHEW (463-69-83)

B8P @

#®

CUSTIS, RONNIE A (000-00-12)

Show Me box on the Employee Tab filter the HR User can access any of the 3 options below.

Other privileged users can only access the Employee Data option in the dropdown

Employee Data
Unapproved Timesheets
Unapproved Leave Requests
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N =Y\ M

Fokriiieild

Muman Resource Management

Select an Application: | TAL Training ¥

J Employee HR Review Agency Config

ID/Last Name: | |

Oor:

Show me: | Unapproxed Timeshesets v

For: Me and Direct Reports v
G

e Me and Direct Reports
e Direct Reports

A ) M=
Vg O VRV T v

Human Resource Managerment

Select an Application: | TAL Training
J Employee HR Review

-

ID/Last Name: | |
or:

Show me: | Unapproved Timesheets V|
For: | Me and Direct Reports

Using the For box on the Employee Tab filter, the HR User can access either of the options
below; however other privileged users can only access the Direct Reports option:

Page 23 of 93




dhrm

TAL System — Training for Privileged User Roles

3.2

Notification Screen

Appears automatically and shows system notifications and timesheet/leave request (action
and status) notifications. Users may proceed with other actions and return to notifications
later. System notifications will alert the user to times when the system will be unavailable

due to maintenance.

=M
L

o

4—_'_ e M _l"’_

IV gy Y YRRV
Human Resource Md.ﬂa.qemcnt

elect an Application:

J Employee HR Review Agency Config

1D/Last Name: | | Notifications
or Employee ID: 350-06-28 Name: HOLLINS, CINDY
Show me: |Emp|0yee Data v| | System notifications appear here. '
For: Me and Direct Reports v| System Notifications
No Systern Notifications ' ) ) )
Maotifications related to timesheets/leave requests
and related status or actions needed appear here.
User Notifications
Take Action Message ¥ Status¥  Created ¥ Due'¥

EYL: Timesheet approved - The timesheet (ID=5 Closed 01/28/2013
Closed 01/28/2013

Closed 01

Action Meeded: Timesheet needs re

EYL: Timesheet approved - The timesheet (ID=5

Action Meeded: Timesheet needs review and approval... | Closed 01
EYL: Timesheet opened for edit -The timesheet (ID=... | Closed 01
EYL Timesheet opened for edit - The timesheet (1D... Closed o1/
N EYL: Timesheet approved - The timesheet (ID=5 Closed 01

Action Meeded: Timesheet needs review and appro Closed 01
EYL: Timesheet opened for edit -The timesheet (ID=... | Closed 01
EYL Timesheet opened for edit - The timesheet (1D... Closed 01/27,
Page 1 of 4 (38 items) 234
® Create Filter

Notifications show 30 days worth of information.

HR Users may have many notifications because they are in “need to know” users in TAL. The
notifications may be their own, those of subordinate employees, and those of other agency
employees.

Employee Information Screen

When the employee’s name appears in the tree view, click on it and the Employee
Information screen will appear.

All data highlighted on the screen is transferred from PMIS to TAL.
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If the data displayed is incorrect, it must be corrected in PMIS. Once corrected in PMIS, it
will be updated in TAL by 11 PM the night of the change (including weekends/holidays).

=M N

/

nn

" AR

izl
Human Resource Management

elect an Application: | TAL Training

J Employee HR Review ‘Agency Config

Employee Information | Highlightzd data

ID/Last Name: ‘b\ue
Employee ID: 247-05-04 transfers from PMIS Name: BLUE, JULIE 1

or:
Show me: Employee Data v

General Data
For: Me and Direct Reports N
Last State Begin Date: 08/25/2004 VSDP:
Enrolled: Yes
Mos. Prior State Service: 77 Effactive Date: 08/25/2004

= BLUE, JULIE ] (247-89-04) Leave Anniversary:
Mext Leave Anniversary: 03/25/2018
Hatifications Last Anniversary Num: 15
Current Accruzl Rate: 7.0

Procurement Officer 1(12900028)

The General Data recorded includes information needed for leave accruals/year-end
adjustments. It also includes indicators needed to provide appropriate sick leave categories
on timesheets and leave records to employees.
e Employees’ sick leave category choices differ depending upon their participation in
either the VSDP or the Traditional sick leave programs... as recorded in PMIS/TAL.
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3.3 Employee Position Information Screen

The Employee Position Information Screen is comprised of two tabs: one that captures General (PMIS
Data) and one that establishes TAL Settings. The HR User role will have edit permissions on the TAL
Settings tab; all other privileged user roles will have view only permissions.

nn

=M M
/

i i VI
frouroudedd
Human Resource Management

Select an Application: | TAL Training

v |3 Sij

HR Review

‘Agency Config

J Employee

ID/Last Name: [scarborough | Employee Position Information

or: Employee ID: 042-9041 HName: SCARBOROUGH, SERENA H
. Agency: 129 Position 0000g

Show me: Employee Data A
General (PMIS Data) TAL Settings

For: e and Direct Reports A4
Role Code 39113 Position Begin Date 07/25/1999

Role Name Info Technolodg Specilist III Position Expiration Date

At wil Ho Recv Leave Share No
Salary/\Wage Salary FMLA: No

All information on the General (PMIS Data) tab is transferred into TAL directly from PMIS data. The
recorded fields should be very familiar to HR Users who are familiar with PMIS. If information displayed
on this tab is incorrect, it must be changed in PMIS before it will display correctly in TAL.

Employee Position Information

Employee ID: 042-90-41 Name: SCAREOROUGH, SEREMA H Data transferred from
Agency: 129 Position 00009 PMIS
J General (PMIS Data) TAL Setfings
Role Code 39113 Position Bagin Date 07/25/1999
Raole Name Info Technology Specialist I Position Expiration Date
AL wil Mo Recv Leave Share Mo
Salary/Wage Salary FMLA: Mo
Alt. Work Schedule Yes Time Status Full-Time
Activity Percent Time 100.00
Location Richmond {(City)}(760) Maonths 12.00
Subdivision ITECH Office Phone (804) 555-1212
Sub Unit LEG Emgil Address TAL@dhrm.virginia.gov
Opt. Data (Mumeric) Position Separation Date
COpt. Data (Alpha) Q0oo0ooo0a
Reports To Salary
HName COLLINS, LEOMNARD A; State Mot Displayed
Agency 129 MNon-5tate Mot Displayed
Position 00172 Special Rate Mot Displayed
Temp Pay Mot Displayed
Budget
Program Code Element Cost Code Percent
704/19 an 0oooo 71 0100 055.00
704/19 an 0oooo 720 0100 030.00
704/19 an 0oooo 738 0200 003.00
704/19 an 0oaooo 730 0100 003.00
704/19 an 0oaooo 714 0100 003.00

The TAL Settings tab contains information essential for TAL to provide appropriate timesheets and leave
requests/balances to individual employees and to correctly transmit information to CIPPS Payroll. HR
Users must exercise close attention to accurately recording information in this tab. The highlighted data
is transferred from PMIS. All other data must be recorded by the HR User.
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Humen Resaurce Nanagement

Select an Application:| TAL Traning v |3

J Employee

1D/Last Hame: [2321200

on
Show me: Employes Data
For: My Agency

Employee ID:
Adency: 120

‘Overtime

Exemption Code

= SPADY, NATE (232-18-80)
Motifications

= Human Resource Anabest 1(12800032)

fznce/Histary
¢ Regueste

Timasheats

Eligibiity
Public Szrety Code
Traatment

Associated Group For
work Cycle

Halidzy Calendar

Pay Group

Schedule Description

Time For This Position Kept By

Employee Position Informatj
2321830 Name:

SPADT, NATE
Position 00032

General (PMIS Deta) TAL Settings ‘

Non-Exempt CIPPS Suffix No. 00
_— Designzted as Agency ~

1.5 0T ore=zppred Tt O Yes

N Leave Accruals ® On

Type M. Timesheet:

Lzave ﬂ 80 Required ® ves
Send to CIPPS @ Yes

SUn T Sat (7 day) [~

State Holiday Caknder
sziered Sem-Mantnly (70, §dl

M-Th 2 hours per day

Name:

Del SCHENCK, GEORGE M

04/01/2013 04/10/2013 More Info

(O]

O off

O No

O Ne

) No

TAL Settings - Field definitions and implications

Overtime
Overtime
Exemption Code Exempt
Eligibility OT not pre-aprvd
Public Safety Code No
Treatment Type Max
N/ A =
Grid / Field Definition and Key Notes
Overtime The upper left corner of the screen addresses how overtime is treated for
the employee. Exemption Code, Eligibility, and Public Safety Code are
read/transferred from PMIS.
Treatment There are three ways in which overtime may be treated: It may be Paid, it

may be earned as Overtime Leave, or it may be Not Applicable.

Type and Max.

If overtime is to be paid, the Type should be set to Paid and the Max. should

be 0.

If overtime leave is to be earned, the Type should be set to Leave and the
maximum threshold for OT leave that can be awarded before it must be paid
should be set in the Max. box. (240 hours for non-exempts, 480 hours for
FLSA law enforcement or agency established maximums.) This field requires

a value between 0 and 480.
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If the employee is exempt and does not earn overtime, the Type should be
N/A and the Max. should be 0.

Associated Group For

Associated Group For

Work Cycle 5 U Sat (7 g
Holiday Cale state Holiday Calendzr  |id
Pay Group Salaried SemiMonthly (70 |

Grid / Field

Definition and Key Notes

Work Cycle

Work Cycle refers to the cycle used for scheduling employees’ work and, for
those covered by FLSA, the length of time used to assess the overtime
threshold. Work cycles for the agency are set up in TAL by the Agency
Configurer/HR User. The HR User must record the appropriate work cycle on
each employee’s TAL Setting. Work Cycles are typically 7 day cycles or 28
day cycles

The setting of the work cycle in TAL generates the appropriate timesheet
dates for the employee (except in the case of wage employees who are paid
on a semi-monthly basis).

Holiday Calendar

Most state agencies use the standard state holiday calendar including the
specific holiday dates noted in code and any additional holidays awarded by
the Governor. Some agencies observe different holiday dates based on
business needs. The holiday calendar (s) used by each agency are entered in
TAL by the Agency Configurer/HR User.

The setting of the holiday calendar in TAL generates notations on the
employee’s timesheets regarding the holiday dates.

Pay Group

Pay groups typically correlate to the pay frequencies used in CIPPS. Those
often used are Salaried Semi-Monthly (70) and Wage Semi-Monthly (71). The
pay groups used by the agency are entered in TAL by the Agency
Configurer/HR User. HR Users should consult with their Payroll offices to
ensure appropriate assignment of Pay Groups.

The setting of the Pay Group for each employee ensures that pay
information is processed from TAL to CIPPS timely and appropriately.

Schedule Description

Schedule

Description

Enter days of weelk & hours per day.
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The employee’s work schedule description is not a required field in TAL. However, agencies may wish to
use a standardize format to capture the actual schedules of their employees. This field permits alpha-
numeric notations. [Options may range from <Monday through Friday, 8 hours> to <Monday through
Friday 8:30 —5:00> to <M-Th, 10 hours> to <28 day cycle — B Break Day Shift>, etc.] HR Users may
record employee’s schedule descriptions.

Additional TAL Settings

CIPPS
suffix No. '—

Designated

as Agency () Yes () Mo
Timekeeper

Leave r ~ -
Accruals O On i
Timesheat:

Required () Yes O No

Send to ~ v ~ n
CIPpS () Yes () Mo

Grid / Field

Definition and Key Notes

CIPPS Suffix No.

The CIPPS Suffix No. is a two-digit number added to the Employee
Identification number in CIPPS. The agency’s Payroll office can provide the
suffix numbers used within your agency. The HR User must enter two digits
having a value of 00 — 99 in this field. Typically this number is 00.

This designation correlates to CIPPS payroll processing.

Timekeeper

Designated as Agency

Those employees who are responsible for timekeeping for other employees
must be designated in TAL via the TAL settings. Once they are identified,
their names are included in “drop-down” boxes that may be used to specify
timekeepers for individual employees in the agency. Some agencies may
not use the Timekeeper role. This role is typically used by agencies where
groups of employees may not have routine access to computers during their
work schedules. Most employees will not be designated as Agency
Timekeepers.

It is important to remember that HR User must designate timekeepers on
their TAL Setting tabs and must also set up the timekeeping relationship in
the “Time for This Position Kept By” field for the individual employees for
whom the time is kept.

Leave Accruals

Leave accruals must be set to “On” or “Off” for each individual employee in
the TAL Settings tab. When employees enter LWOP status, when they leave
state government, etc., the HR User must turn off leave accruals in TAL or
turn accruals on as warranted by the circumstances. If an employee begins
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employment in the middle of a pay period and the accrual switch is on, TAL
will apply the leave accrual. We recommend that the accrual switch be set
to “Off” for new employees until the employee reaches the first eligible
accrual period.

The TAL Leave system continues to accrue leave for employees whose
accrual is set to “On” in the TAL Settings tab unless TAL detects a scenario
(e.g., unpaid leave on a timesheet or on a leave request) that warrants not
giving the accrual for a specific period.

Timesheet

Timesheets are available to exempt and non-exempt employees.

Timesheets completed by exempt employees are not used for pay purposes
but may be used to account for time worked on specific projects, charged to
specific funding sources, or related to specific events. Agencies may
determine if such timesheets are to be used for exempt employees and the
categories to which time will be charged.

Timesheets are required for all non-exempt employees (salaried or wage).

Required

HR Users should record that timesheets are required for all non-exempt
employees and must check with management or their fiscal departments to
determine if timesheets will be used for exempt employees.

When the Timesheet Required “Yes” button is checked for an employee, TAL
will allow employees to create timesheets. If the “No” button is checked,
timesheets will not be available in TAL for that employee.

Send to CIPPS

HR Users should record whether timesheets must be sent to CIPPS Payroll.
Again, timesheets must be sent to CIPPS Payroll for all non-exempt
employees but must not be sent to CIPPS Payroll for exempt employees.

HR Users may also change this status if a timesheet must be processed
manually due to exceptional circumstances. TAL will send hours from
approved timesheets (except for salaried exempts) marked “Yes” to CIPPS
Payroll.

Wage Hours Tracking (applicable only to wage employees)
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Wage Hours Tracking Verification Status Verified E
Current Year Prior Year
Vage Year Start Date 05/01/2013 05/01/2012
Jage Year End Date 04/30/2014 04/30/2013
Mon TAL Hours 128.0 1000.1

TAL Other Position Hours

This Position Hours 439.5 253.6
Total Wage Year Hours  567.5 1253.7
Field Description

Verification Status | The status of the Non-TAL Hours that show on the screen (see below for an
explanation of “Non-TAL Hours”.

Possible Status values are:

e Verified —the agency has confirmed the values in the “Non-TAL Hours”
field.

e Verification in Progress — the agency is currently in the process of
reviewing / confirming the amount of “Non-TAL Hours”

e Verification Not Started — the agency has not reviewed/confirmed the
amount of the “Non-TAL Hours”. TAL will not allow the setup of an
employee to be completed when this is the status showing on the screen.
This is the default status that will appear when setting up a new employee.

Wage Year Start 5/1 of a particular wage hour year

Date

Wage Year End 4/30 of a particular wage hour year (12 months after the wage year start)
Date

Non-TAL Hours Hours for a wage year that TAL does not have on a TAL timesheet; e.g., if your

agency went live with TAL on 9/25, then TAL would not have hours for wage
employees from 5/1 to the start of the employee’s first TAL Timesheet (likely
10/1). These hours need to be entered into TAL in the appropriate non-TAL field.
If you would prefer to provide a spreadsheet of non-TAL hours uploaded into TAL
for your agency, send that request to TAL@dhrm.virginia.gov.

Also if your agency, after adopting TAL had an employee complete a paper
timesheet that was not entered into TAL, HR Users should add these hours into the
non TAL hours field.

The “Verification Status” field (see above) applies to the status of the Non-TAL
Hours.
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Only TAL HR Users can update the “Non-TAL Hours” fields

TAL Other Position
Hours

If an employee at your agency had more than one wage position at your agency,
the hours from approved timesheets from the other position(s) for the wage year
would display here.

This Position Hours

TAL shows the hours worked from approved TAL Timesheets for the currently
displayed wage position. If multiple versions of a timesheet exist, only hours from
the last approved timesheet will be included.

Total Wage Hours

The sum of Non-TAL Hours + TAL Other Position Hours + This Position Hours.

Note: Additional information on tracking Wage Hours in TAL can be found in Appendix F — Tracking
Wage Employees in TAL

Time for This Position Kept By

Time For This Position Kept By

More Info

[ew

Grid / Field

Definition and Key Notes

Kept By

Time for This Position | HR Users must complete this field for all employees whose time will be kept

and recorded in TAL by an agency Timekeeper.

Name

Clicking on New displays a selection of agency Timekeepers’ names from
which the HR User may select. More than one Timekeeper may be recorded
for an employee.

Start and End Dates Both a Start and an End Date must be selected. One may select from the

calendar or record dates in mm/dd/yy format. The Start Date must be the
current date or a date in the future. The End Date must be later than the
Start Date.

More Info

This field displays TAL generated notes regarding who makes these entries in
TAL and when.

Supervisor Alternate
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Supervisor Alternate(s)

No data to display

Grid / Field

Definition and Key Notes

Supervisor Alternate

This grid appears only for employees designated as a supervisor. The HR user
can set an alternate for any supervisor using HuRMan. A supervisor can
designate an alternate supervisor for his/herself in Employee Direct.

Name

Clicking on New_will display a dropdown of names which can be selected as
an alternate. Names in the dropdown will include the Supervisor’s
Supervisor, Supervisor’s peers, and all of the Supervisor’s direct reports.
More than one alternate may be recorded for a supervisor.

Start and End Dates

Both a Start and an End Date must be selected. One may select from the
calendar or record dates in mm/dd/yy format. The Start Date must be the
current date or a date in the future. The End Date must be later than the
Start Date.

More Info

This field displays TAL generated notes regarding who makes these entries in
TAL and when.

Additional Timesheet Choices

Additional Timeshaat Cholces

Treat as exceplion or
automatically
transmit to CIPPSY

From Agency Conuguraton

Must houis be

Edit | Mo
Edit | Ma
Edit | No

ST o

Emp Can Select

reconded? z
Hame Hours Reg.  CIPPS Code | Treat As Exception
On-Cal Duty | Yes 1 Mo
D}ﬁi' d' Yes Mo
_ - Establishad
EPE‘['T,__ Yas code In Mo
f1=e CIPPS?

Grid / Field

Definition and Key Notes

Additional Timesheet
Choices

HR Users must complete this field for all employees for whom additional
choices must be added to timesheets.

Shift-Related or Other

Timesheet choices are typically related to shift differentials or other (non-
shift related) work practices such as pay supplements, on-call duty pay, etc.
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Agencies must define the additional practices that will be incorporated in
TAL and the Agency Configurer/HR User must record them in TAL.

The HR User must set parameters for the use of these choices on each
individual employee’s TAL Settings tab.

Employee Can Select

The HR User sets whether the employee can select the option or not.

Name

The possible options are listed in a “drop down” box.

Hours Req. The HR User notes whether a specific number of hours must be recorded for
the type of choice being included. For example, an employee may be eligible
for a minimum “Call-Back” pay rate if (s)he is assigned call duty for an 8 hour
shift.

CIPPS Code If there is an established pay rate in CIPPS that corresponds to the timesheet

choice, it may be recorded here. If so, TAL will report the number of hours
corresponding to that rate to CIPPS.

Treat as Exception

For some pay practices, the agency may wish to have additional
documentation/authorization before payment is made for hours on a
timesheet choice. The HR User may note that such choices selected must be
treated as exceptions. TAL will then report entries as exceptions so that the
HR User may further scrutinize the entry and obtain appropriate
authorization.

TAL Settings — Required Fields

The shaded boxes contain fields that must be completed in TAL before a Set-Up is complete. Other

fields are optional.
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Dvartima
Exemption Code Neon-Exempt CIPPS Suffix Ho. oo
i . Designated az Agancy 5V T
Eligibiity 1.5 OT pra-appred Timekeeper (®) Yac () Ho
Public Sefety Code lo Leave Accruals ® on O off
Treatment Type Max. Timesheet:
|Da|d EH i} | Requred ®) Yag ) Ho
and to CIPPS {®) Yag ) Ho
Associated Group kor
Wark Cycle |5un thru Sat (7 day] ﬂ
Holidzy Calendar |5tate Holday Calendar ﬂ
Pay Group | Salaried Semi-Monthly i?ElZﬂ
Schedule Description M-Th L0 heurs

Timae For This Position Kept By

More Infg
Deletz | SCHENCK, GEORGE M 04/01/2013 04/10/2013 Mara Info
Delerz | KELLAM, ARMOLD C 04/0L/2013 04/10/2013 [Mora Info
Acditional Timeshaat Choires
LS oo |
Emp Can Select | Name Hours Req.  CIPPS Code | Treat 4s Exception
Edit | Mo On-Cal Duty | Yes No
_ On-Cal - . X
Edt | Mo Warked = Mo
N EDRM v ,
Edit | Mo Project Ves Mo

Set Up Complete? )

Note: Please see Appendix E which describes the importance of the Timesheet Required Setting.

After the required fields have been completed, the HR User must check the Set Up Complete
box and then save the information. Once the Set Up Complete is checked and saved, several
things happen in TAL for the Employee:

1) Employee leave categories are set up

2) The employee is able to access his / her leave and timesheet information in TAL

TAL will alert the user if required information has been mis-keyed or omitted (see following
screenshot).
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an _/=nn
FllraE
T O Ty T

Hursan Resource Nanage nent

J Help
1D/Last Niame: Employee Position Information
- Empioyee D 102825 Hame: SCHEIICK, GEORGE I
' Agency: 129 Position 0oLz
Show me: Employee Data “
(GO TAL Settings |
for: Me and Direct Reports “
— Overtime
Go
Exemption Code llon-Exemp: CIPPS Suffix No, _ (L}
- . ’ Designated as Agency
- SCHENCK, GEPRGE M (1292825 Elighiity 1,507 preaopnd e ® Yes O Ho
Notifications Public Szfety Code llo Leave Accruals @® On Q of
= Human Resoures Analst [012900143) Treatment Type Max. Timesheet:
Leave Balzance/Hiszory Paid n Requred @® ves O ho
Leave Recuests Send to CIPPS & Yes O No
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3.4

AN N
e

Human Resource Management

Leave / Balance History Screen
The Leave Balance screen is accessed by clicking on “Leave Balance/History” in the Treeview.

|~

Select an Application: | TAL Training v Sign Off]
J Employee HR Review Agency Config Held

D/Last Name: [ | Employee Information

or: Employee ID: 462-58-04 Hame: MCDOMALD, MOSES G

Show me: |Emp|nyee Data V|

For: [M& and Direct Reports v| Last State Begin Date:  03/17/2008 VSDP:

Enrolled: Yes
Mos. Prior State Service: 0 Effactive Data: 03/17/2008
Leave Anniversary:
) IMext Leave Anniversary: 03/25/2018

@ MCCOY, MATE M (106-18-23) Last Annivarsary Num: 5

& MCCOY, JIM § (468-14-23) Current Accrual Rate: 5.0

& MCDONALD, DAN 1 (284-43-04)

= MCDONALD, MOSES G (462-58-94)

Notifications
=+ Human Resource Analyst III (12000042}
Leave Baknce/History b
Leave Requests
Timesheets
@ MURDOCH, EPHRAIM R (473-40-87)
# MYERS, ARCHIBALD L (367-73-57)

Click here to go to the
employee’s Leave Balance
screen.

w g
s

start Er-rOo8NEE 9
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The Leave/History/Balance Screen provides information regarding an employee’s:

e leave balances

e eligible leave types (VSDP vs. Traditional Sick Leave)

e accrualrate

e anniversary date

e a history of leave accruals, usage, and other transactions
e maximum annual leave balance carryover

e estimated hours of annual leave lost

/& DHRM Agency Portal - Windows Internet Explorer provided by VA IT Infrastructure Partnership

Human Resource Management

Select an Application: TAL Unit - Sien O
Help
Leave Balance/History/Adjustment
Employee ID: Name:
Agency Number: Position:

Next Leave Anniversary Date: 05/10/2015 Current Accrual Rate: 4.0
Maximum annual leave balance carryover: 192 hours as of 01/09/2014 Estimated Annual Hours Loss: 47.0

I - Balance on LPD Accumulated on  Adjusted since - . Approved Future .
Leave Type Last Processed Date (LPD) %) LPD (2) LPD (3) Total (1+2+3+4) = Next Expiring
Annual Leave 11/28/2012 100.0 123.0 0.0 223.0
Sick Leave
{VsDP) 11/28/2012 0.0 72.0 0.0 72.0
Family / Personal
(VSDP) Leave 11/28/2012 0.0 32.0 0.0 32.0
Compensatory
Leave 11/28/2012 0.0 0.0 0.0 0.0
Overtime Leave 11/28/2012 0.0 0.0 0.0 0.0
| Recognition Leave | 11/28/2012 6.9 0.0 0.0 6.9 12/20/2013
Mitary Leave 11/28/2012 0.0 0.0 0.0 0.0
Bank
Milizary Leave 11/28/2012 0.0 0.0 0.0 0.0
Civil & Work-
Related Leave 11/28/2012 0.0 0.0 0.0 0.0
School Asst. &
Volunteer Service | 11/28/2012 10.0 0.0 0.0 10.0
Leave (SAVSL)
Page 1 of 2 (17 ftems) 2
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On the Leave Balance/History/Adjustment screen a user will find close to real time information
regarding:

e the date leave was last processed (LPD)

e the employee’s leave balances on the LPD,

e any leave that was accrued on the LPD

e adjustments made since the LPD

e transactions that have been created but not yet processed since LPD
e the total amount of each leave type available, or used

e approved future leave requests

e dates of next expiring leave

Notes on the Balance screen:

e For agiven leave type, there will be either an amount in the Balance on LPD (1) or the
Accumulated on LPD (2) column, but never in both.

e For employees who are required to complete a timesheet, TAL will update leave
balances based upon the information on an approved timesheet.

e For all other employees, TAL will update balances based upon the information on an
approved leave request.

e When TAL calculates an employee’s estimated annual leave that would be lost at leave
year end, it multiplies the number of annual leave accrual periods remaining in the leave
year by the employee’s accrual rate. TAL also takes into account the fact that an
employee may move to a higher accrual rate before leave year end. In computing the
estimated annual leave lost, TAL does not consider any future-dated leave requests.

Year End Leave Processing
The TAL Year End Leave Process will run early in the morning on 1/10/ of each year. The process:

e will reduce the annual leave balance for employees whose balances exceed the carryover limit
as defined in policy.

e will add annual leave accruals for the 12/25 through 1/9 pay period to be available on 1/10/.

e will reduce employee balances to 0 for Sick Leave and Family Personal Leave as of the end of day
1/9 for employees who participate in the Virginia Sickness & Disability Program (VSDP) .

e will give annual allotments for Sick Leave and Family Personal Leave as per policy to employees
who participate in the Virginia Sickness & Disability Program (VSDP). **Note: According to
policy, employees receiving a STD or LTD disability benefit on January 10 will not receive SL or

F/P leave credits until they are released by their LTP and return to "active employment”. TAL

currently does not know whether an employee is currently receiving a STD or LTD benefit and

will give the employee an allotment. Agency HR will need to make manual leave adjustments to
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remove the allotments that TAL will give and then later grant them upon return to active
employment.

e will reset all accumulator leave types (i.e., the leave types that show values in the “Accumulated
on LPD (2)” column) to 0. Military Leave is the exception. It will be reset to 0 on 10/31.

TAL will process leave from timesheets and leave requests submitted after the beginning of the new
leave year for dates in the prior leave year. Supervisors should be reminded that retroactive leave
requests/usage may be approved only if employees had sufficient leave balances to cover the time
requested on the dates when the leave was used.

Additional information on the TAL Year End Leave process can be found in Appendiix | - Understanding
how TAL processes leave lost, resets, and credits.
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From the Leave Balance/History/Adjustment screen a user is also able to retrieve more detailed
information regarding a specific leave type.

v
gy Oy RTVT VY

Human Resource Management

Select an Application:

Leave Balance/History/Adjustment

Employee ID: 462-58-94 Hame: MCDOMALD, MOSES G
Agency Number: 129 Position: o042
Mext Leave Anniversary Date: 03/25/2018 Current Accrual Rate: 5.0

" Transactions
Balance on Accurmmulated  Adjusted A ytal Approved
Leave Type Last Processed Date (LPD) LPD (1) on LPD (2) since LPD (3) Pending since (142+3+4) T amE

LPD (4)

. Clicking on the "+" next to a leave type will call up the Details
Slekleave | g1/28/2013

(VSDP) window that shows transactions history for that leave type
Family / T T T T T —
Persanal 01/28/2013 32.0 0.0 0.0 32.0
(VSDP) Leave
),
Compensatory Imai3n 2
Leave 01/28/2013 10.0 0.0 0.0 10.0

Next Expiring
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In the Details window the user can find information on transactions such as:

e beginning balances

e accrued leave transactions and dates they occurred

e used leave transactions and dates they occurred

e amount of leave that was lost during year end processing (if any)
e leave that was awarded, or given as a bonus

e expiration dates

e leave that was paid out

M A '_'F:;-‘ j'h’,___ -~
rrGdElfd

Human Resource Management

Select an Application:| TAL Training % Sign Off]
Help 4
Leave Balance/History/Adjustment
Employee ID: 462-58-94 Name: MCDOMALD, MOSES G
Agency Number: 129 Position: 00042
MNext Leave Anniversary Date: 03/25/2018 Current Accrual Rate: 5.0

Transactions
Pending since
LPD (4}

2  Annual Leave | 01/28/2013 36.0 0.0 0.0 56.0

Balance on Accurmulated  Adjusted
LPD (1) on LPD (2) since LPD (3)

Total Approved
(1+2+3+4) Future Leave

Leave Type Last Processed Date (LPD)

Mext Expiring

Details Sub-Category

- Transactions Original

Leave Date Effective A ytal =
: ¥ ¥ Hours Pending since Expiration Comment ¥
M Action Entered Date LPD (4) (1+2+3+4) Date

Accrued 01/25/2013 | 01/25/2013 5.0 56.0 Maore Info N
Accrued 01/10/2013 | 01/10/2013 5.0 51.0 More Info
Lost 01/08/2013 | 01/07/2013 | -10.0 46.0 More Info
Lost
Adjustment 01/11/2013 | 01/07/2013 8.0 56.0 More Info
Decrease
Used 01/11/2013 | 01/04/2013 -8.0 48.0 More Info
Beginning a0/ 10/ Mo .
Baknce 12/29/2012 | 12/29/2012 | 46.0 56.0 More Info
Sign- 7a/ 03l 07/ More Info
On/Retention 12/28/2012 | 12/03/2012 | 10.0 10.0 | 01/07/2013 | More Info

s Start EroBEmE o @3 Meros.. -| 88 HRUserTr.. | @@ 2 Microso... - | @Y MicrosoftE... | 7 2 Intemne... - RBE 755 i
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SN e
TrudiinuiaeEild

Human Reseuree Management
Select an Application: | TAL Training Sign Off]
Help A
Leave Balance/History/Adjustment
Employee ID: 462-58-04 Hame: MCDOMNALD, MOSES G
Agency Number: 129 Position: oon4z2
Next Leave Anniversary Date: 03/25/2018 Current Accrual Rate: 5.0
Leave Type Last Processed Date (LPD) Balance on et edagulinced ;Sﬂ:lﬁgtggze Total Approved Mext Expiring
yp S = LPD (1) onteD(2)  sncelPD (3) | orfd S (1+2+4344)  Future Leave Xt EXpiring
= annual Leave | 01/28/2013 56.0 0.0 0.0 56.0
Details Sub-Category <
me— — Select the Sub-
- ransactoons rigina
e fals EffectVe @ ours pending since O Expiration Comment™¥ Category tab for
N Action Entered Date LPD (4) (1+2+3+4) Date _ K
information
Accrued 01/25/2013 | 01/25/2013 5.0 56.0 More Info regarding leave =
Accrued 01/10/2013 | 01/10/2013 5.0 51.0 More Info that has an
Lost 01/08/2013 | 01/07/2013 | -10.0 46.0 More Info . -
Lost expiration date.
Adjustment 01/11/2013 | 01/07/2013 8.0 56.0 More Info An HR User can
Decrease change the
11/ ‘na/ N Jore Info . .
Used 01/11/2013 | 01/04/2013 8.0 48.0 Moare In explratlon date
Beginning S £
Rohnce 12/29/2012 | 12/28/2012 | 46.0 56.0 More Info from here too.
Sign- i2g) nat 07l o o
OnfRetenton | 12/29/2012 | 12/03/2012 | 10.0 10.0 | 01/07/2013 | More Info
N

'4 start ErOo@EEmE 9 @3 Micros.. -| B8 HRUserTr.. | @ 2 Micraso.., - | Y MicroscftE...

7 2Interme.. -~ & @ W 7:56am
2

In the Sub-Category window the HR user can find information regarding other leave types that need
special tracking, and also view or modify leave expiration dates. These leave types are:

e Annual Leave for carryover extensions, sign-on/retention bonuses, and donations for
leave sharing purposes

e Compensatory Leave expiration dates

e Recognition Leave expiration dates
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}4: ,,.J,,J:J l'ElJ N }}i? i

Select an Application: | TAL Training

462-58-94
1z2g

Mext Leave Anniversary Date:

Employee ID:
Agency Number:

Leave Type

Last Processed Date (LPD)

Leave Balance/History/Adjustment

03/25/2018

Balnce on
LPD (1)

Hame:
Position:

MCDOMALD, MOSES G

o004z

Current Accrual Rate:

Accumulated
on LPD (2)

Adjusted
since LPD (3)

5.0

5

Pending since

LPD (4}

Total
(1+2+3+4)

Approved

Future Leave Next Expiring

B Annual Leave | 01/28/2013 56.0 0.0 0.0 56.0
Detalls Sub-Category 1
Leave Sub-Category ¥  Effective Date ¥  Expiration Date ¥ Baknce Comments
¥ Edit | Sign-On/Retention 12/03/2012 01/07/2013 0.0 | More Info
. ™
.~
& (5\',‘_"3‘0";)3"9 n1;2s,f2n} 0.0 0.0 72.0
Farrily / Click on Edit to |
@ Pparsonal 01/28/2013 change the 0.0 0.0 32.0
(VSDP) Leave - _
Compansatory Expiration Date.
=] Leave 01/28/2013 0.0 0.0 10.0
Overtime
2] Leave 01/28/2013 0.0 0.0 0.0

AN

Select an Application: | TAL Training ¥ | kx4

Change the
Expiration
date here.

Recognition
Leave

11/24/2012
12:00:00 AM

4.0

Leave Sub-Category Expiring

05/07/2013

Effective Date Expiration Date

Hours

Comments Enter

comments
about the
change here.

Submit the change
here
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3.5 Adjusting Leave (HR only)
An HR User is the only role that has the authority in TAL to make adjustments to an employee’s
leave balances. These adjustments are made from the Adjust Leave screen. The Adjust Leave
screen is accessed by clicking on the New button at the bottom of the Leave Details window.

Leave Balance/History/Adjustment

Employee ID: 462-58-54 Name: MCDOMALD, MOSES G
Agency Number: 128 Position: o004z
Next Leave Anniversary Date: 03/25/20 urrent Accruzl Rate: 5.0

Click here to call

= - Transactions
up the Details ted  Adjusted ettt Total Approved . -
[ ] snce LPD (3) Fendngsince (.5.3.4) Future Leave eXt Bxpiring
window. LPD (4)

= “RMMEal Leave | 01/28/2013

Details Sub-Category

. heci;f‘n ggEZre d [E}theect'rve ¥ Hours E; [r;r v‘jz?;;lée E—].CELL’- ) E.\az::siegﬂon Comment ¥
Accrued 01/25/2013 | 01/25/2013 5.0 56.0 Maore Info £ |
Accrued 01/10/2013 | 01/10/2013 5.0 31.0 Info
Lost 01/08/2013 | 01/07/2013 | -10.0 46.0 More Info
Lost
Adjustment 01/11/2013 | 01/07/2013 2.0 56.0 More Info
Decrease
Used 01/11/2013 | 01/04/2013 | -8.0 48.0 Mare Info
g:g::g;”g 12/20/2012 | 12/29/2012 | 46.0 56.0 Mare Info
Sign-

On/Retantion 12/29/2012 | 12/03/2012 10.0 10.0 | 01/07/2013 | More Info

Click on the New button to call up
the Leave Adjustment window.

-

s start ErORBEED 9

Once on the Adjust Leave screen, an HR User can take actions such as:

e correct a leave balance

e credit an employee with Compensatory leave earned

e award Recognition leave and assign an expiration date

e create transactions for leave donated, received or returned for leave sharing purposes

e award sign-on/retention leave bonuses

e change expiration dates

e record leave used

e process leave balances for separated employees — for additional details and examples,
see Appendix J - Processing Leave Balances for Separated Employees.

e verify leave liability data - for additional details see Appendix K - Certifying Leave Liabiity
Data.
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|
kM) —

’-n =
rrudEifd

Human Resource Management The 'lype of adjustmen'l
Select an Application: needed is entered

here. i
The effective Held
Adjust Leave date of the
Employee ID: 462-58-94 Name: MCDOMNALD, MOSES G
Agency Number: 120 Position: 00042 needed
. [~ adjustment is
Leave Action:
entered here.
Effective Date ﬁ
Hours: <
The number of
Expiration Date: = hours needed to

Is an expiration
date required for
Comment: this adjustment? change are

v If so, enter the entered here.

date here.

make the

Required
comments about
the adjustment
are entered here.

Click here to submit the change.

f.’ start €LY N9 @3 Miros... | B2 windo.. <+ (% 4 Micrs... Micros... = | 7.2 Intern... - Q’J W) 11:51 AW

The choices available in the Leave Action drop down menu will depend on which leave type the HR user
is trying to adjust. Here is a list of which actions can be taken on a specific leave type:

Leave Type Valid Actions for Leave Type

Annual Beginning Balance, Corrected-Increase, Corrected-
Reduction, Donation Made, Donation Received,
Donation Returned, Extended, Income
Replacement, Paid Out, Sign-On/Retention, Used

Family/ Personal Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Sick Leave (VSDP) Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Sick Leave (Traditional)* Beginning Balance, Corrected-Increase, Corrected-

Increase (Family), Corrected-Reduction, Corrected-
Reduction (Family, Family-Used, Paid Out, Used

Compensatory Beginning Balance, Corrected-Increase, Corrected-
Reduction, Extended, Earned, Income
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Replacement, Paid Out, Used

Overtime Beginning Balance, Corrected-Increase, Corrected-
Reduction, Earned, Income Replacement, Paid Out,
Used

Recognition Awarded, Beginning Balance, Corrected-Increase,

Corrected-Reduction, Extended, Income
Replacement, Paid Out, Used

Disability Credits

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Income Replacement, Paid Out, Used

Military Leave Bank

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Credited, Income Replacement, Paid
Out, Used

Military Leave

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Civil & Work Related

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

School Assistance & Volunteer Service

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Bone Marrow/Organ Donation

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Educational

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Emergency/Disaster

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Public Health Emergency

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Pre-Layoff

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Pre-Disciplinary

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Leave Without Pay

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Short-term Disability

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Long-term Disability

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Workers Comp

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Family Medical Leave

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

Pay Docking

Beginning Balance, Corrected-Increase, Corrected-
Reduction, Used

*Notes:
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This table contains only those types of leave that can be adjusted using the Adjust Leave screen.
Other types of leave can be selected by the employee on the Timesheet screen and/or the Leave
Request. (Example: Emergency Closing/Delayed Opening, Holidays)

e When Comp Earned is entered on the Leave Adjustment screen, TAL does not automatically
enter an expiration date. If the transaction should have an expiration date, the HR User will
need to enter it.

e |fthe HR User enters Pay Dock or LWOP using the Leave Adjustment screen, TAL will still apply
the leave accrual for the associated pay cycle. The HR user would also need to manually adjust
the leave to remove the accrual.

e While Sick Leave (Traditional) — Family is a leave type on the Balance/History/Adjustment
Screen, no adjustment can be made to this leave type. Any adjustments for this leave type must
be made from the Sick Leave (Traditional) Adjust Leave screen.

e When making an adjustment that spans multiple days, rather than lumping the hours into a
single adjustment, individual adjustments should be made on specific days and for the hours
used. Although this technique will take additional time compared to the lump sum approach, it
will accurately reflect the usage of the leave. In addition, if TAL needs to determine if an
employee had sufficient leave on a certain date, it can only do this if the leave is entered as it
was actually used

3.6 Leave Request Screen
The Leave Request screen is accessed by clicking on “Leave Requests” in the Treeview.
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Select an Application:| TAL Training %

M F) '—'P:yn j’:h_,,_f
rrudEifd

Human Resource Management

ID/Last Name: |m"

J Employee HR Review Agency Config

Employee Information

I—E—F—F

|~

MCCOY, MATE M (106-18-23)

MCCOY, JIM S (468-14-23)

MCDONALD, DAM J (284-43-34)

MCDONALD, MOSES G (462-58-94)

Notifications

=+ Human Resource Analyst III (12900042)
Leave Balznce/History
Leave Requests
Timesheets

MURDOCH, EPHRAIM R {473-40-87)

MYERS, ARCHIBALD L (367-73-57)

Leave Anniversary:

Mext Leave Anniversary: 03/25/2018
Last Anniversary Murm: 5
Current Accrual Rate: 5.0

or: Employee ID: 462-58-94 Name: MCDOMALD, MOSES G
Show me: |Emp|0yee Data V|
For: [Me and Direct Reports ~| Last State Begin Date:  03/17/2008 VSDP:
Enrolled: Yes
Mos. Prior State Service: 0 Effective Date: 03/17/2008

Click here to go to the
employee’'s Leave
Requests screen.

s start

ECLfORBNEE 9

This will bring the privileged user to the same Leave Request screen that the employee can access. The
HR User will have all of the same functionality as the employee.
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3.7 Approving and Creating Leave Requests (HR only)
From the Leave Request Screen, an HR User may review an employee’s old leave requests or create a
new leave request on behalf of an employee. This is done the same way an employee would create a

leave request for themselves.

i
rrudEifd
Human Resource Management

Select an Application: | TAL Training
[ empiore |

ID/Last Name: |d" | Leave RequeSts

) Employee ID: 123-51-83 Hame: DICE, RALFH E
2 Agency Number: 129 Position: 00173 New
Show me: |Emp|nyee Data V|

Request ID ¥ Request Description ¥ Status # Req Date ¥  Begin Date ¥ End Date Hours ¥
Approved | 12/28/2012 | 01/07/2013 01/07/2d 8

For: |Me and Direct Reports V|

= DICE, RALPH E (123-31-63)
Notifications

= Human Resource Manager II1 (12900173)

Lezve Balnce/History 4

A new leave request

Leave Requests is created by

Timeshests A previously clicking on the New
@ DIXON, CINDY H (298-06-35) created leave button
@ DIXOM, JIM W (468-14-35) request can be
@ DULUTH, CLARY L (411-93-32) reviewed by

clicking on the
Request ID number

4 start Eroglmsd o (@amc. -[®rru. [@amic. - Brcos. [Buces. Zome., - &8 11116
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M F) '—'P:yn j’:h_,,_f
rrudEifd

Human Resource Management

= DICE, RALPH E (123-51-63)
Notifications
= Human Resource Manager II1 (12800173)

Lezve Balance/History 4
Leave Requests
Timesheets

& DIXON, CINDY H (299-06-33)

@ DIXON, JIM W (468-14-35)

& DULUTH, CLARY L (411-93-32)

[
|

Select an Application:| TAL Training | Sign O]
J Employee HR Review Agency Config Hel

ID/Last Name:  [d° | ||| New Leave Request

or: Employee ID: 123-51-63 Name: DICE, RALPH E

) Agency Number: 129 Position: 00173
Show me: |Emp|0yee Data V| Famiy 5L +
Description: |Family SL requas Request ID:  Date Reguested: 04/10/2013
For: |Me and Direct Reports V|
Request Status:  [ew
Request Comments Date Enterad Entered By

Mzking request on behalf of absent employee

Leave Type Date
Edit Delete | Sick Leave - Family ( Traditional) 04/10/2013

Hours  Detail Comments

g | Taking care of sick child

Click Submit to send the
leave request to the
employee’'s supervisor.

€ -

74 Start
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An HR User can open a leave request made by an employee by clicking on the Request ID number. Once
the request has been opened, the HR User has the ability to take the same actions that the employee’s
supervisor is able to do.

=y 7
/

'-r' n- uip? ==
ey

Human Resource Management

Select an Application: | TAL Training Sien Of]
J Employee HR Review Agency Config el

1D/Last Name:  [3* | ||| Leave Request
or Approver's Review

) y Employee 1D: 123-51-63 Name: DICE, RALPH E
Show me: [Employze Data ~] Agency Number: 120 Position: 00173
R Me and Direct Reports v Description: | P2y SL request Request ID: 34 Date Requested: 01/29/2013

Request Status: Reguested

. 1o . ques 5 Y

& DICE, RALPH E (123-51-63) Request Comments Date Entered Entered B
Notifications Edit Delete  Making request on behalf of absent employee 01/29/2013 CINDY HOLLINS
) Leave Reguested by CINDY HOLLINS 01/28/2013 TAL
= Human Resource Manager I (12900173
Add
Leave BalancefHistory 4 —
Leave Reguests
Leave Type Date Hours Detall Comments
Timesheets - ; — : - ;
Sick Leave - Family (Traditional) 04/10/2013 8 Taking care of sick child

DIXOM, CINDY H (259-06-35)

DI{OM, JIM W (468-14-35)

PAAAA

The HR User has the same choices as the
< » employee’s supervisor.

: - :
4 start EroEEms 9 @amc., - ®HrRu. [@2mc. - @ Moos. . [ Zem. - &)@ 115w
;

Notes:

e An employee who submitted a request can withdraw it up until the point that the request has
been approved/denied.

e The employee’s supervisor or the HR User can withdraw the employee’s leave request as long as
the days of leave on the leave request have not all passed. If a leave request containing multiple
days of leave is withdrawn, only those days that have not yet passed will be withdrawn.

e [fan employee who is not required to complete timesheets submits a leave request for Pay Dock
or LWOP, TAL will not apply the leave accrual for the associated accrual period (provided that
the Pay Dock or LWORP falls within the period for which TAL is giving the accrual and provided
that the leave request has been submitted and approved prior to when TAL gives the accrual for
the period.). If an accrual has been applied to an employee’s balance for an accrual period, and
then a leave request is submitted/approved that contains docking for that same period, TAL will
not remove the accrual. In this case, TAL will write an exception and the HR user must manually
adjust the balance to remove the accrual. Also, in cases where the HR User enters Pay Dock or
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LWOP using the Leave Adjustment screen, TAL will still apply the leave accrual and the HR user

would need to manually adjust the leave.
e [fComp Earned is entered on a leave request TAL will automatically set an expiration date of 1

year in the future. The setting of the expiration date happens when the overnight leave process

is processing the leave so you won'’t see it right away on the leave balance screen.
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3.8 Timesheet Screen
In TAL, timesheets...

1) Can be created, updated and submitted for approval

2) Can be edited and revised up to a certain point (called a “lock”) and after that have a new
version created

3) Have the worked hours for positions that are designated to be sent to CIPPS-Payroll summarized
and transmitted (the process of summarizing in TAL is referred to “batching”)

4) Can require manual processing by HR rather than automated processing by TAL

Creating and Accessing Employee Timesheets

All Privileged Users (with the exception of Agency Configurer), can view an Employee’s Timesheet
through the tree view by entering an employee’s name or employee identification number and clicking
“go”. To access the employee’s timesheet, expand the tree view further by selecting the (+) symbols
located to the left of the employee’s name and then again next to their role title. See screenshot below.

Timesheets for Inactive Positions

When an employee transfers to another position (and that transfer has been recorded in PMIS and
communicated overnight to TAL), the supervisor of the former employee will no longer be able to view
the timesheets for the employee. If timesheets were not approved prior to when the position became
inactive, the HR User must approve the timesheets. Running the TAL Query named “Timesheets — Hours
Charged by Category” on a regular basis will provide the HR User with a list of timesheets that may need
to be approved.

In this diagram, this wage employee occupies an active wage position for the agency and previously
occupied a different wage position in the same agency. The HR User can still access the Inactive position
through the tree view, however the employee may access only the current position’s timesheets.

Sample, Johnny (001234567)
Notifications

= Admin and Office Spec II (129W0005)
Timesheets

@ Info Technology Specialist III [Inactive] (129W029
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Employee Timesheet Screen

Point and click on “Timesheets” located in the tree view directly beneath the employee’s role descriptor,
which leads to a screen containing a list of timesheets for the employee. See screenshot below.

Each timesheet is provided a unique identification number, a version number and denotes if the version
is current. In addition, all timesheets are highlighted by the start and end date of the work cycle (except
in the case of wage employees who are paid on a semi-monthly basis) and current status of the
timesheet. The statuses for timesheets are:

Draft The timesheet has been started

Submitted | The timesheet has been submitted and is ready for supervisor’s approval

Approved | The timesheet has been approved and is ready for any additional TAL processing

Complete | The approved timesheet has been processed for leave and payroll purposes.
Status will change to Complete on the night of the lock date associated with the
timesheet. If a timesheet with a Complete status is opened for revision, a new
version of the timesheet will be created. Any changes made to the new version of
the timesheet that impact leave or additional pay must be handled by the HR user
manually.

Finally, the list provides a status date for when each timesheet was last updated. This allows
managers/supervisors and privileged users to identify the timesheets that need review and the relevant
background information for that timesheet. In the upper right corner of the Employee Timesheet Listing
screen, a direct link to a new timesheet is available by selecting the box labeled “New.” When the HR
User selects the New button, a list of all timesheets that have not already been completed for 6 months
in the past and 2 months in the future will be displayed. Employees will only see a list of timesheets
that have not been completed for 2 months in the past and 2 months in the future.

Employee Timesheets
Employee ID: —— Hame: I [

Agency Number: 129 Position: Y008

Timasheet ID + Version Is Current Version? Start Date ¥ End Date Status ¥+ Status Last Updated
523 1| Yes 03/01/2013 03/15/2013 Approved 03/22/2013
241 1| Yes 02/16/2013 02/28/2013 Approved 04/10/2013
342 1| Yes 02/01/2013 02/15/2013 Approved 04/10/2013
231 1| Yes 01/01/2013 01/15/2013 Approved 01/17/2013
154 1| Yes 0g/25/2012 0g/o0g/2012 Submitted 01/03/2013
152 1| Yes 08/10/2012 08/24/2012 submitted 01/03/2013
153 1| Yes 07/25/2012 08/09/2012 Submitted 01/03/2013
149 1| ves 07/10/2012 07/24/2012 Submitted 01/03/2013
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Reviewing Employee Timesheets

Use the mouse to point and click to select the Timesheet ID that requires review. This screen includes a
Table of Timesheet Comments (see below) outlining the various actions taken by privileged users and
supervisors. If the employee responds to the comment notifications, these comments will also be
included in the Table of Timesheet Comments.

Timesheet HR Review

Employee ID: —' Hame: ]

Agency Number: 125 Position: Vroa0e /
Timesheet ID: 523 ) Version: 1 Current Version: Yes

Start Date: 03/01/2013 End Date: 03/15/2013  Timesheet Status: Approved
Process Manually?: [ ] (Checked = ves

Timesheet Comments Entered By Date Entered

Timesheet Approved by ALMAS MOOSA ALMAS MOOSA 03/22/2013 9:56 AM
g Timesheet Submitted by ALMAS MOOSA ALMAS MOOSA 03/22/2013 9:56 AM
View Timesheet Created by ALMAS MOOSA ALMAS MOOSA 03/22/2013 9:50 AM

Help [

This section of the screen also contains the following identifying information:

e Timesheet ID Number

e Timesheet Status

e Summary (which provides a total of the timesheet’s recorded hours)
e Marker for Processing the Timesheet Manually

A complete view of the time entries is visible on this screen. See below (but note that in this screenshot,
HR was advised by the employee that he forgot an entry for 3/15/2013).

Shift Hours Category +  Additional Pay +  Notes

View Fri 03/01/2013 Hours Waorked 6
v Sat 03/02/2013

5un 03/03/2013
View Man 03/04/2013 Hours Waorked 7.5
View Tue 03/05/2013 Hours Waorked 7
View Wed 03/06/2013 Hours Worked 6
View Thu 03/07/2013 Hours Waorked 7.3
View Fri 03/08/2013 Hours Waorked 6.2
View Sat 03/09/2013
Views Sun 03/10/2013
View Man 03/11/2013 Hours Waorked 7
View Tue 03/12/2013 Hours Worked 7
v Wed 03/13/2013 Hours Waorked 6
View Thu 03/14/2013 Hours Waorked 7
View Fri 03/15/2013 Emplovea Forgot 3/15/13
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Pay Dock and LWOP

If a timesheet contains either PayDock or LWOP hours for dates that the current accrual period covers,
TAL will not apply leave accruals for that accrual period. TAL does not change the Leave Accrual switch
on the TAL Setup tab to “Off”, nor is it necessary to do so. If an accrual has been applied to an
employee’s balance for an accrual period, and then a timesheet or leave request is submitted/approved
that contains docking for that same pay cycle, TAL will not remove the accrual. An exception will be
written and the HR user must manually adjust the balance to remove the accrual.

Comp Earned

If Comp Earned is entered on a timesheet TAL will automatically set an expiration date of 1 year in the
future. The setting of the expiration date happens when the overnight leave process is processing the
leave so you won't see it right away on the leave balance screen.

Note: Examples of how holiday time and comp earned should be entered on a timesheet are included
in Appendix G —Examples of Timesheets containing Holiday Hours and Comp Earned.

3.9 Approving and/or Adjusting Employee Timesheets (HR only)

The HR User has the ability to approve and modify an employee timesheet. By clicking the “Revision

Needed” button. Itis important to attempt to make any necessary modifications to a timesheet as soon
as possible to avoid manual processing.

Request Confirmation

This timesheet is locked to editing.
The action requested will result in
the creation of a2 new version. All
remaining CIPP5/Pay and Leave
processing will be manually
processed.

The action taken requires that a
reason for the action be entered by
the requester. The comment will be
added to the systern comments.
Plegse enter 2 rezson for request,

Comment
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Enter a comment noting the reason for the change to a timesheet and point/click Confirm to proceed.
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4. Understanding the HR Review Tab and Screens
The HR Review Tab provides a way to query for the TAL system for information as well as create, review

and transmit batches of transactions to CIPPS for payment. The HR Review Tab and Tree has the

following look:

N
du

=M M

db _.:._-"f-"___.l'f_:-f.'_ i
O v

Human Resouros Management

Select an Application: | TAL Training

v|d

Agency

RS R Revew (WG

Go

Pay Group

TAL Query 5creen
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4.1 TAL Query (and other reporting)

By clicking on the TAL Query Screen link in the HR Review tab the user is presented the following screen:

'_‘n:-rl

'-r' n' r_J.' [l | =T
Tk SudEidd

Human Resouree Managemant

Select an Application: | TAL Training v
W s E T W_ TAL Query Screen

Agency

Select a Query
“ =
Employee Settings - Data from TAL Settings Tab A
Employee Seftings - Data in TAL from PMIS
TAL Query Screen Employees Settings - Employees Mot Set Up
Pay Group Employees Settings - Employees with Leave Accrual setting = Off

Exceptions - Agency Exceptions
Leave - Employee Leave Activity
Leave - Unapproved Leave Requests w

The dropdown labeled “Select a Query” provides a list of different queries that a privileged user can
select and run. Some of the queries require the user to enter additional criteria (e.g., a date range).

Following is a list of queries, the user role that can run them and a brief description of the information
that they can provide:
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TAL Query Name

HR

Agen

cy
Inql

Agen

cy
Inq 2

Payro
I

This query...

Employee Settings - Data from TAL Settings Tab

X

...provides a quick way to see the settings entered
on the TAL Settings Tab of the Position Screen

Employee Settings - Data in TAL from PMIS

...provides a quick way to see the PMIS Data that
TAL has for all positions currently filled at an
agency.

Employee Settings - Employees Not Set Up

...identifies those employees who do not have the
"Set Up Complete" checkbox checked on the Position
Screen. If this checkbox is not checked, then the
employee cannot get to the leave balances and
timesheets.

Employee Settings - Employees with Leave Accrual
setting = Off

...identifies salaried employees whose Leave Accrual
setting is set to "Off" on the TAL Settings tab of the
Position Screen. Employees whose setting is set to
"Off" will not receive leave accruals when TAL runs
and tries to provide them.

Exceptions - Agency Exceptions

...allows a user to see all the exceptions for an
agency for a specific timeframe. As certain
processes run in TAL (e.g., processes related to
giving and taking leave, the generation of batches of
transactions that go to CIPPS, etc.) TAL monitors for
"exceptions". This query

Leave - Employee Leave Activity

...provides a list of all the leave transactions that
occurred during a specific timeframe for an agency

Leave — Employee Leave Register

...provides current leave balance plus list of all the
leave transactions for a specified date range for a
single employee

Leave — Separated Employees w/Reviewable Leave
Balances

...provides a report of employees that have
separated but still show leave balances

Leave - Unapproved Leave Requests

...provides a list of unapproved leave requests and
the number of days that the approval has been
outstanding
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TAL Query Name HR Agen | Agen | Payro | This query...
cy cy I
Inql | Inq 2
Leave Liability Reporting - Company Breakdown X ...returns company (agency) level leave liability data

as of a particular date (entered in order to run the
query). Data returned from this query is similar to
that of DOA's U0027 report.

Leave Liability Reporting - Employee Detail X ...returns employee and fund/function level leave
liability data as of a particular date (entered in order
to run the query). Data returned from this query is
similar to that of DOA's U0020 report.

Leave Liability Reporting - One Year Estimate X ...returns one year estimates of leave liability for
current employees as a of particular date (entered in
order to run the query)

Supervisors - All Alternate Supervisors X X ...provides a list of supervisor alternates that are set
up in TAL for an agency. The list includes those
who were alternates during a past period of time,
those who are currently set up as alternates and
those who are designated as an alternate for a
future period of time.

Supervisors - Current Alternate Supervisors X X ...provides a list of supervisor alternates that are set
up in TAL for an agency. The list includes only
those who are alternates on the date that the query

is run.
Supervisors - Supervisors and their Direct Reports X X This query lists supervisors and their direct reports
Timekeepers - All X X ...provides a list of agency timekeepers and the

employees for whom they keep time. The list
includes those who were timekeepers during a past
period of time, those who are currently set up to
keep time and those who are designated as
timekeepers for a future period of time.

Timekeepers - Current X X ...provides a list of agency timekeepers and the
employees for whom they keep time. The list
includes only those who are timekeepers on the date
that the query is run.
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TAL Query Name HR Agen | Agen | Payro | This query...
cy cy I
Inql | Inq 2

Timesheet Monitor X X X ... provides a report containing the status of all
timesheets that have a start date in a specified date
range. Can be filtered by wage, exempt or non-
exempt status.

Timesheets - Details for Timesheets Approved within | x X X ...provides detailed timesheet data from timesheets

Date Range that were approved within a specified date range

Timesheets - Details for Specific Timesheet X X X ...provides specific data for given timesheet.

Timesheets - Employee Hours By Date Range and X X X ...provides detailed timesheet data from timesheets

Employee Type with entries within the specified date range. This
query was created at the request of DARS.

Timesheets - Hours Charged by Category X X ...provides hour charged to a specific category.
Hours are only taken from the current version of
timesheet and only from approved timesheets.

Timesheets - Unapproved Timesheets X X ...lists employees who have created timesheets and
those timesheets have not been approved. The
query identifies the number of days since the
timesheet end date. The query also provides
contact info (phone and email) for the employee and
his/her supervisor.

Wage Hour Tracking Verification X X ...provides information on wage employees and

hours on a wage year basis (which is the period
from 5/1 of one year to 4/30 of the following year)
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Notes:

1) TAL also provides the ability to print timesheet and leave requests. This capability is provided

2)

on the Timesheet and Leave Request screens.
Additional TAL data is being targeted to be available in the DHRM Data Warehouse. As DHRM
and agencies identify reports/queries or downloads that are better suited to be provided out of

the DHRM Data Warehouse, efforts will be undertaken to design, develop and provide those

reports through the Data Warehouse.
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4.2 Pay Groups

TAL automates the collection of hours worked from approved timesheets, creates batches of
transactions of summarized employee hours to be paid and transmits the batches of transactions to
CIPPS Payroll. The HR Users and Payroll Users at agencies have the following key responsibilities in TAL
related to this process:

1) Initiate the process that creates the batches of transactions

2) Review the created batches

3) Withdraw the created batches from transmission to CIPPS Payroll OR designate them as Ready
to Transmit to CIPPS Payroll

TAL enables these users to perform the above steps by accessing the “Pay Group” option under the “HR
Review” tab. Although other types of privileged users will have view access to the PayGroups, it will be
used mostly by the HR and/or Payroll Users.

BT v review RECCAN

Agency | |

Go

TAL Query Screen
s /
Salaried Semi-Monthly (70)
Jage Semi-Monthly (71)

Before describing the steps to take in TAL to perform the above responsibilities, it is important to first
understand the processes and steps involved from the creation of a timesheet to the payment of
employees by CIPPS Payroll for Hours Worked.

Note: Appendix H—How Timesheet Data is Sent to CIPPS contains additional information on data from
timesheets that is sent to CIPPS, as well as an overview of the steps involved in a CIPPS batch creation.

The following diagram depicts those processes and steps:
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Typical Reporting Time at Agencies

Sup

Y
Y

Submit Review &

Start Create .
Timesheet » EnFer e i Timesheet for Approve
Timesheet
TimeSheet

Approval

Legend of Roles

@ Employee
Supervisor

Batch Creation and Review at Agencies

e

Notify User Who
Created Batch

— 89 @

Initiate Batch

Batch Created? Ye

¥

v

Create Batch that It Has Been

Creation
Created

Y

Review Batch

Batch

Marked as
“Ready to
Transmit”

CIPPS File Creation and Transmission

(Occurs Once and Only Once Per Day and File Transmitted Can Contain Data for Multiple Agencies)

Create Single File.

with All Agency -
Batches that are » T nscrﬂ:l,:lle o
“Ready to
Transmit”
CIPPS Paysall make Certify CIPPS for
: | Payroll Review > CIPPS » Pay Period > Pay » End
Processing Adjustments e
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4.2.1 Creating, Reviewing, and Transmitting a Batch of CIPPS Transactions

The batch creation and review process performed by HR Users or Payroll Users is performed using the

links under the “Pay Group” option in the treeview.

[COETELT dlIT APPMCEIOTT

TAL TTAITTITT

b

T W

Agency |

Go

TAL Query Screen
= Pay Group
Salaried Semi-Monthly (70)
Vage Semi-Monthhy (71)

When the Pay Group option in the treeview is expanded, the specific pay groups that have been set up
for an agency are displayed under it. For example, in the screenshot above, two pay groups (“Salaried
Semi-Monthly (70)” and “Wage Semi-Monthly (71)” ) are displayed. When a specific pay group in the

treeview is clicked, the following Pay Group screen is shown:

L e revew

Agency |

Pay Groups

TAL Query Screen
=+ Pay Group
Salaried Semi-Monthly (70)
Wage Semi-Monthly (71)

Clicking here,,

.,.orings up the Pay
Group screen

Par, Group: salried Semi-Monthly (70)
Frequency: 70

f— Pay Period Details:

Active: ves

Current System Date / Time
02/06/13 2:54:26 AM

Next Transmission to CIPPS
02/06/13 5:00:00 PM

Help

®

126 | 01/25/2013  02/09/2013
125 | 01/10/2013 01/24/2013
124 | 12/25/2012  01/09/2013
140 | 12/10/2012 12/24/2012
150 | 11/25/2012  12/09/2012
151 | 11/10/2012  11/24/2012

B E® 56

Timesheet Approval Due  Blackout Period Begin

02/10/13 5:00:00 PM
01/27/13 5:00:00 PM
01/09/13 5:00:00 PM
12/19/12 5:00:00 PM
12/09/12 5:00:00 PM
11/28/12 5:00:00 PM

Certification Deadline” Blackout Period End

02/11/13 5:00:00 PM | 02/12/13 5:00:00 PM
01/28/13 5:00:00 PM | 01/29/13 5:00:00 PM
01/10/13 5:00:00 PM | 01/11/13 5:00:00 PM
12/20/12 5:00:00 PM | 12/21/12 5:00:00 PM
12/10/12 5:00:00 PM | 12/11/12 5:00:00 PM
11/29/12 5:00:00 PM | 11/30/12 5:00:00 PM

Reportable Events

Following is a description of the fields on the Pay Group screen:

| Grid / Field

Definition and Key Notes
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Pay Group Shows the name of the specific Pay Group being displayed. This name will correspond
to one of the pay groups set up for the agency on the Agency Config tab in TAL.
Active Indicates whether the specific pay group being displayed is actively being used (values

are Yes and No).
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Transmission to
CIPPS

Frequency A two digit number that corresponds to CIPPS Pay Frequency number. The Frequency
Number determines how often employees in that frequency are paid in CIPPS Payroll:
Value Description
01-39 Weekly
40-69 Bi-Weekly
70-89 | Semi-monthly
90-98 | Monthly
99 Terminated
Name The possible options are listed in a “drop down” box.
Current System Current Date and Time when the screen is first displayed
Date/ Time
Next The date and time that the TAL system will next attempt to send a file of agency

transactions to CIPPS Payroll. If an agency intends for hours worked to make it into a
CIPPS Payroll and be included in figures that the agency certifies to pay, then agency
must create and mark as ready to transmit batches that contain those hours before the
blackout period for a pay group begins.

Blackout Period
Begin

Pay Period Grid — | Every pay period that an agency has set up in TAL has a unique number assigned to it.
ID This number is called the Pay Period ID.

Pay Period Grid — | The start date of a specific pay period.

Start

Pay Period Grid — | The end date of a specific pay period.

End

Pay Period Grid = | The date and time that timesheets are due. Note: This field will be empty except in the
Timesheet Due case of wage employees who are paid on a semi-monthly basis.

Pay Period Grid = | When a payroll is being certified in CIPPS Payroll for a specific pay period, batches of

transactions for that pay period should be withheld from transmission to CIPPS Payroll.
This withholding is to avoid overlaying an existing, certified payroll with new amounts to
pay that have not been certified. To properly withhold transmission of batches, TAL has
a “blackout period” that starts before the certification deadline and extends after it. The
Blackout Period Begin is the start date/time for the blackout period.

Blackout Period
End

Pay Period Grid - | The date and time that a particular pay period will be certified in CIPPS Payroll
Certification

Deadline

Pay Period Grid — | Refer to Blackout Period Begin above.

Pay Period Grid —
Reportable Events

A link that, when clicked, displays key events that HR will want to be aware occurred
during a pay period that possible affect employee pay. Refer to the section titled
“Agency Exceptions and Reportable Events” for more information.
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By expanding a particular pay period on the Pay Group screen, HR and Payroll Users are able to create
new batches and view batches of transactions that they previously created. The Create Batch button will
typically be displayed under the current Pay Period (refer to the Create Batch button description in the
last table within this subsection for more information on the display of this button). It is used to create
a new batch of CIPPS transactions. It is possible to have multiple batches for the same Pay Period.

Pay Groups

Pay Group: Sauned SemiMonthly (70)

Frequency: 70

Active: ves

No data to deply

Helg -

Current System Date / Time
08/16/13 10:21:15 AM

Next Transmission to CIPPS
08/16/13 5:00:00 PM

Create Batch

46
45
44
43
42
41
40
39
8

LR RN CRE CRECRE RN R R

07/25/2013
07/10/2013
06/25/2013
06/10/2013
05/25/2013
05/10/2013
04/25/2013
04/10/2013
03/25/2013

08/09/2013
07/24/2013
07/09/2013
06/24/2013
06/09/2013
05/24/2013
05/09/2013
04/24/2013
04/09/2013

Page 1 of 4 (33 zerns) Ll Ll 2 2 5

08/08/13 6:00:00 PM
07/23/13 6:00:00 PM
07/08/13 6:00:00 PM
06/23/13 6:00:00 PM
06/08/13 6:00:00 PM
05/23/13 6:00:00 PM
05/08/13 6:00:00 PM
04/23/13 6:00:00 PM
04/08/13 6:00:00 PM

08/12/13 7:00:00 PM
07/26/13 7:00:00 PM
07/10/13 7:00:00 PM
06/25/13 7:00:00 PM
06/10/13 7:00:00 PM
05/25/13 7:00:00 PN
05/10/13 7:00:00 PM
04/25/13 7:00:00 PN
04/10/13 7:00:00 PM

08/13/13 7:00:00 AM
07/27/13 7:00:00 AM
07/11/13 7:00:00 AM
06/26/13 7:00:00 AM
06/11/13 7:00:00 AM
05/26/13 7:00:00 AM
05/11/13 7:00:00 AM
04/26/13 7:00:00 AM
04/11/13 7:00:00 AM

Page 70 of 93 |




dhrm

TAL System - Training for Privileged User Roles

Once the batch is created, a row will be displayed in the Pay Period which contains the status along with
links to additional information on the batch. If TAL found information to send to CIPPS, then the initial
status on the batch will be set to “Pending Review”. If TAL did not find information to send to CIPPS,
then the status will be set to “TAL Withdrawn”. For a batch that shows “Pending Review” the HR or
Payroll User responsible for the batches should review the information in the batch. If this user is
satisfied with the file, he/she should change the status to “Ready to Transmit” by selecting the Edit link,
then selecting “Ready to Transmit” from the Status dropdown, followed by Save.

Pay Groups

Pay Group: sabned Semi-Monthly (70)

Active: vas

Frequency: 70

Current System Date / Time
0B/16/13 10:21:15 AM

Next Transmission to CIPPS
08/16/13 5:00:00 PM

ﬂai Period Di

® 47 | 08/10/20
& 45 0772520
2 45 | 07/10/20

Stepl: Selectthe Edit

link on the row that has Step 2: SelectReady

To Transmit from
dropdown.

been reviewed and is
ready to transmit.

Ready to Transmt | 0F/12/2013 £:08:15 PM
B5 | Pending Review 07192013 10:51:19 AM | 9025 Deta prk Cyche D

Status: Read ITt]

Ed BE  Pending Revew 07/19)2013 10:55:48 AM | 9026 Peta k Cycle Dels

Edic B8 | Pendmy Review 07/192013 12:04:30 PM | 9028 Detail | Wodk Cyche Dty

i ) DG 23 P Dt Wik Cyiche Dt

Edit 91 | Pending Review 07/19)2013 7:06:23 M 9031 Detal | Work Cydle [ Step 3: SelectSave.
® 44  06/25/2013 0F/09/2013 07/08713 6:00:00 PM | 07710713 7:00:00 PM | 07[11/]
& 43 06/10/2013  08/24/2013 08/23/13 6:00:00 PM | 06/25713 7:00:00 PM | 0672613 7:00:00 AM | F
® 42 05/25/2013 06092013 DE/08/13 6:00:00 PM = 061013 7:00:00 PM | 061113 7:00:00 AM
® 41 03/10/2013  05/24/2013 0523113 6:00:00 PM | 0525713 7:00:00 PM | 052613 7:00:00 AM | Repo
& 40 04/25/2013 05/09/2013 05/08/13 6:00:00 PM | 05/10713 7:00:00 PM | 05711713 7:00:00 AM | Re
® 39 04/10/2013  04/24/2013 04/23/13 6:00:00 PM | 042513 7:00:00 PM | 04/26/13 7:00:00 AM
® 3B 03/25/2013 04/09/2013 04/D8113 6:00:00 PM | 0471013 7:00:00 PM il

Page 1of4 (33 nems) Lol A 2 2 « B

If, after reviewing the batch, the user does not want to send the transactions to CIPPS, the user should

change the status in Step 2 of the screenshot above to “Withdrawn”.
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The expansion of a particular pay period could look as follows:

Pay Groups

Frequency: 7o

Pay Group: salried Semi-Monthly (70)

Pay Period Details:

Help (4

Active: ves Current System Date / Time

02/06/13 2:54:26 AM

Next Transmission to CIPPS
02/06/13 5:00:00 PM

End Timesheet Approval D' e Blackout Period Begin Certification Deadlne Blackout Period End Reportable Events

= 126 | 01/25/2013  02/09/2013 02/10/13 5:00:00 PM | 02/11/13 5:00:00 PM | 02/12/13 5:00:00 PM | Reportable Events
Batch 1D Status Date Header  Defal | Work Cycle Detal Llog  Exceptions
TAL Withdrawn 01/29/2013 2:00:00 PM Waork Cycle Detail Exceptions
Edit 36 | Transmitted 02/02/2013 5:04:21 PM 49 Detail | Work Cycle Detail Log | Exceptions
Edit 37 | Transmitted 02/02/2013 5:04:21 PM 50 Detail | Work Cycle Detail Log | Exceptions
Cevewo
125 | 01/10/2013 | 01/24/2013 01/27/13 5:00:00 PM | 01/28/13 5:00:00 PM | 01/29/13 5:00:00 PM | Reportable Events
124 | 12/25/2012  01/09/2013 01/09/13 5:00:00 PM | 01/10/13 5:00:00 PM | 01/11/13 5:00:00 PM | Reportable Events
149 | 12/10/2012  12/24/2012 12/19/12 5:00:00 PM | 12/20/12 5:00:00 PM | 12/21/12 5:00:00 PM | Reportable Events
150 | 11/25/2012 | 12/09/2012 12/09/12 5:00:00 PM | 12/10/12 5:00:00 PM | 12/11/12 5:00:00 PM | Reportable Events |

Following is description of the fields highlighted in the screenshot above:

Field Definition and Key Notes

Edit link The Edit link provides a way to update the status of a batch that has been created. When
clicked the link provides a means for an HR or Payroll User to change the status (see Status
below) associated with a batch.

Batch ID TAL assigns a unigue number to every batch of transactions that it creates. This Batch ID is
that number. This batch ID is not the CIPPS Batch Number that CIPPS uses to process
batches of transactions.

Status The status associated with a batch of transactions that TAL has created.

Valid status values and their meanings are:

1. InProcess —While TAL creates a batch of transactions, it assigns this status to the
batch.

2. Pending Review — This status is assigned by TAL after it creates a batch of
transactions (provided that at least one transaction was created in the batch).

3. Ready to Transmit — Only a TAL User in the HR User or a Payroll User can assign this
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status to a batch. If a batch has this status when the TAL to CIPPS Interface runs,
then that batch is included in the file transmitted to CIPPS (unless the pay period is
in a blackout period).

4. Transmitted (Interface) — TAL assigns this status to a batch once it has included a
batch in the file interfaced to CIPPS.

5. Withdrawn — This status indicates that the batch was removed by a TAL user from
inclusion in the file that is transmitted to CIPPS. Only a TAL user in the HR User or
Payroll role can assign this status to a batch. If this status is set inadvertently, then
contact the TAL Support Team to address.

6. TAL Withdrawn — This status indicates that no transactions were created when TAL
attempted to create a batch of transactions. Since no transactions were created,
TAL withdraws this “non-batch” of transactions from inclusion in the file sent to
CIPPS Payroll.

The following indicates who and what statuses a batch can change from and to:

a
Can Go From
o
[
m
2|5
A EE
Sl o= =
| S| 8l c| 8
b = X = |2
2|l wm| B E| RS
S| E| | El & =
jl e o n =
AEIEEE
clalals|2|E
In Process
Pending Review
To Ready to Transmit
Transmitted (interface)
Withdrawn
TAL Withdrawn

= TALmakes this change

-: does not apply
T
U = HR or Payroll User makes this change

Status Date The date and time associated with the Status that is displayed
Header This is the CIPPS Batch Number associated with a set of transactions that TAL creates
Detail link When clicked this link displays the transactions as they will look when included in the file

that goes to CIPPS. A sample display is:
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Query: cIpps Batch

Query Criteria: cIpps BatchID= 36

Summary Data: Company Number = 00129; CIPPS Batch Number = 49 ; 1§ Total
Regular Hours = 10.0 ; IBC Total Overtime Hours = 10.0

Employee Number Overtime Type Shift Code Hours  Detail Entry
002451153- 0012900245115300700 000
Doe, John | 55 0 0 10.0 | 5001 00000000000000 00
002451153- 0012900245115300700 200
Doe, John| ;o 2 0 10-0 1 400100000000000000 00

The arrow in the above screenshot points to the data that is in an actual transaction. The
meaning of the numbers that are in each position of the entry that the arrows points are
identified in Appendix D.

Work Cycle When clicked this link displays a further breakdown of transactions by work cycle.
Detail link
Log link This link is more for technical troubleshooting if there is a problem in the way that batches

are created.

Exceptions link

Sometimes when batches are created, TAL detects situations (e.g., a salaried exempt
employee reported fewer hours than they are required — see section entitled “Agency
Exceptions and Reportable Events”) and generates exceptions for HR/Payroll to review.
The Exceptions link shows the exceptions that TAL found for a particular batch.

Create Batch

When clicked initiates a TAL process to look for approved timesheets from which to create

button a batch of transactions.
This button only appears under one pay period. The period it appears under is the pay
period that has a Certification Deadline that is closest, but greater than the current system
datetime.
Notes:

1) A batch of transactions is a sum of hours by employee that TAL creates. These hours are pulled
from approved timesheets. It is possible to include hours from earlier periods than those in the
pay period for which a batch is created. This scenario can happen if timesheets are not created

and approved in a timely manner.
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2) When creating transactions, TAL examines the work cycle that is associated with an employee to
determine overtime hours.

3) Agencies should emphasize the timely submission and approval of timesheets to avoid the need
to create more than one batch for a pay period. However, TAL does allow an agency to create
and transmit more than one batch for pay period.

4) TAL does not transmit batches to CIPPS on Saturday or Sunday or full-day state holidays. On
partial-day holidays TAL may send files - the TAL Team will send guidance on partial-day holidays
as those days near.

5) On days that it does transmit to CIPPS, TAL will do so at 5PM unless otherwise noted in the
“Next Transmission Date to CIPPS” box (shown below). Agencies should make sure that batches
they want sent on a day that TAL transmits are marked as “Ready to Transmit” by the Next
Transmission to CIPPS Date time.

Pay Groups

Pay Group: Saared SemiMonthly (70) Active: ves Current System Date / Time
08/16/13 10:21:15 AM

Frequency: 70 > Next Transmission to CIPPS
08/16/13 5:00:00 PM

6) An Example of a Checklist for Creating, Reviewing and Transmitting TAL batches to CIPPS is
provided in Appendix C.
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4.3 Agency Exceptions and Reportable Events

The TAL system attempts to capture and track information that is important to HR and Payroll. Much of
this information is consolidated into two areas: Agency Exceptions and Reportable Events. There are
different ways to get to each of these as the following screenshots show:

Pay Groups Reportable Events &
Batch Exceptig

Pay Group: Sakried Semi-Monthly (70) Active: Current System Date / Time

02/06/13 4:35:35 AM

Transmission to CIPPS
02/06/13 5:00:00 PM

Frequency: 70

Pay Period Details:
~—_
End Timesheet Approval Due  Blackout Period Begin  Certification Deadline  Slckout Period £, 7 Reportable Events

= 126  01/25/2013 | 02/09/2013 02/10/13 5:00:00 PM | 02/11/13 5:00:00 PM | 02/M13 5:00:00 PM | Reportable Events

e |
Batch ID Status Status Date Header  Defal Work Cyde Detail L rceptions

TAL withdrawn 01/29/2013 2:00:00 PM Work Cyde Detail Log | Exceptions
Edit 36 | Transmitted 02/02/2013 5:04:21 PM 49 Detail | Work Cycdle Detail Log | Exceptions
Edit 37 | Transmitted 02/02/2013 5:04:21 PM 50 Detail | Work Cydle Detail Log | Exceptions

TAL Query Screen
Exceptions

Select a Query

| M

Employee Settings - Data from TAL Settings Tab
Employee Settings - Data in TAL from PMIS
Employees Settings - Employees Mot Set

Employees Settings - Employees wj ave Accrual setting = Off
Exceptions - Agency Exceptions
Leave - Employee Leave Activity

Leave - Unapproved Leave Requests w

Agency Exceptions

* TAL has processes that run to perform special functions — such as:
— creating batches of transactions for review and transmission to CIPPS

— pulling data from PMIS to refresh the data in TAL

Page 76 of 93




dhrm

TAL System - Training for Privileged User Roles

— processing leave requests to update employee balances

— processing approved timesheets

*  When TAL runs the above processes and detects something that needs HR attention, it writes a
message to a special log it maintains. These special messages are referred to as “exceptions”.

* To see agency exceptions for your agency, use the TAL Query Screen feature and select the ‘Agency
Exceptions’ query (or to see Exceptions associated with the creation of a batch, click on the

Exceptions link associated with the batch)

* Itis recommended that HR Users monitor the TAL System for exceptions as these exceptions

generally require HR action.

* The list of possible exceptions and actions to take to address are listed in the following matrix:

How to Find and Resolve the Exceptions

1) From the TAL Query Screen, select Exceptions - Agency Exceptions from the dropdown to view

exceptions for the agency within a specified date range.

=
= ‘.-F|

M My -
drulrGudEidd

Human Resource Management

Select an Application: | TAL Training v

REEEN R Review RSN

Agency

TAL Query Screen
Pay Group

TAL Query Screen

Select a Query

Excetions - Agen Exce
Employee Settings - Data from TAL Settings Tab
Employee Settings - Data in TAL from PMIS
Employees Settings - Employees Not Set
Employees Settings - Employees w

ave Accrual setting = Off
Exceptions - Agency Exceptions
Leave - Employes Leave Activity
Leave - Unapproved Leave Requests

2) Enter the desired date range. Note that the maximum date range is 31 days
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@ DHRM Agency Portal - Windows Internet Explorer provided by VA IT Infrastructure Partnership

[==]=]

U e Vi
=) T | STl
i gaEy
Human Resource Management
Select an Application: TAL System = Sign Off
HR Review fm "
| Filter
Agency
From Date
1/16/2013
To Date
1/31/2013
TAL Query Screen Submit Data Quary
Pay Group

3) Data can be viewed on the screen, or can be exported to Excel by selecting the Export to XLSX
button (If running MS Excel version 2003 or older then export to XLS.) It may be beneficial to keep a

master spreadsheet of exceptions each time the report is run, and include details of when and how
the exception was handled.
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/= DHRM Agency Portal - Windows Internet Explorer, provided by Virginia IT Partnership

MM YN
IV gr Oy RV

Human Resource Management

Select an Application: | TAL System

L R Revew

Query: Agency Exceptions

Agency \

summary Data:

TAL Query Screen
Pay Group

Query Criteria: For Agency 129 From Jan 16 2013 12:00AM To Jan 31 2013 12:00AM

15993

15995

15996

61

6

2

62

Agency Number

Emplovee
ROBERT BOBS
position is
defined as Non-
Exempt status
and has
reported on
timesheet
beginning
2013-01-13
waorked hours,
awvertime, or
additional pay
which wil be
processed
manually.

Frnlnves
ROBERTA
BUCKMANIn a
position defined
as Wage has
reported on
timesheet
beginning
2012-12-16
worked hours,
overtime, or
additional pay
which wil be
processed
manually.

Emplovee
ROBERTA
BUCKMANIn a
position defined
as Wage has
reported on
timesheet
beginning
2012-12-16
worked hours,

Avinrkima e

TALReset 129

TALApprove | 129

TALApprove | 129

rt Datetime

01/13/2013 | 01/19/2013 | 000292825
12/16/2012 | 12/31/2012 | 005759316
12/16/2012 | 12/31/2012 | 005759316
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4) Review the data and determine the status of transactions and determine the next steps to be
performed by the HR User. See Table 4.1 for additional information on exceptions and suggested
action to be taken by the HR User.

M) 9 -« |E| s Agency Exceptionsxls [Compatibility Mode] - Microsoft Excel -
WS =
—'/ Home Insert Page Layout Formulas Data Review View W -
= % = v ([== = - A o Z AutoSum -
Times New Rom ~ |9 A AT = @"l =1 Wrap Text General © = 5 ,__| ||
G e ol G N &
Paste B I U - |- A E=E= ka] Merge & Center ~ ||| $ - % # [[%] ;08| /| Conditional Format  Cell Insert Delete Format Sort & Find &
- u-/H — ey >0 | Formatting~ asTable ~ Styles~ ||+ v v | <2Clear”  Filter~ Select~
Clipboard = Font £} Alignment £} Number ] Styles Cells Editing
Al - Jx | Exception ID
A B C D E F G H | J
W Ercoton D Ewopton TypsCoce | EoplooDeml | S | Agany Nuabw Eapioye D Fosion D Jov D
Employee PETER HOLMES in a position defined as Exempt il r
has reported on timeshest beginning 2013-01-06 worked <
202 EHIIg - 2 2013 22013 1837
2020 & hours, overtime, or additional pay which will be processed TALApprove 128 He0Ls b0 003628150 17827
2 manually
Employes PETER HOLMES in a position defined as Exempt r r
has reported on timeshest beginning 2013-01-06 worked -
202 3 EHHUNG - 2 2013 22013 . 7827
20 83 hours, overtime, or additional pay which will be processed | Lo PRIV 128 162013 V123013 1003643180 17827
3 manually.
Employee PETER HOLMES in a position defined as Exempt T r
has reported on timeshest beginning 2013-01-06 worked <
2022 EHIIg - 2 2013 22013 1837
2022 & hours, overtime, or additional pay which will be processed TALApprove 128 He0Ls b0 003628150 17827
4 manually.
Employes PETER HOLMES in a position defined as Exempt r r
has reported on timeshest beginning 2013-01-06 worked -
2023 3 EHHIng - 2 2013 22013 . 7827
2023 83 hours, overtime, or additional pay which will be processed | Lo PRIV 128 162013 V123013 1003643180 17827
5 manually.
KELLAM ARNOLD (000639678-00) did not work the r r
2024 10 required hours during the work cycle period 477 ending CIPPSBatchWorkCycleDetailCreat | 129 000639678 17861
6 1242272012
Employee 003634344 occupies multiple salary positions for T r
2025 45 |accrual peried ending 2013-01-24. Accrualis ssttooff for | TALOffLine 126 1242013 003634344 17775
i accrual peried.
Employee JULIE BLUE in a position defined as Exempt has r r
ara reported on timesheet beginning 2013-01-06 worked hours, - N S SR a7 .
2136 61 overtime, or additional pay which will bs processed TALApprove 120 1672013 11222013 002479904 17791
8 manually.
Employee JULIE BLUE in a position defined as Exempt has T r
- ., |reported on timesheet beginning 2013-01-06 worked hours, " A - — 147 1
213 63 overtime, or additional pay which will be processed TALApprove 129 1/6/2013 111272013 002479904 17791
9 manually.
r r
. Employee JULIE BLUE timesheet covering period beginning . - .
2 y 5 EHIINE - 2 2302012 2 047 77
- 138 8030121230 with fower houss than expected for work oycle, | - PPICE 12 12302012 11572013 002478204 1772t
Employee JULIE BLUE in a position defined as Exempt has T r
ayn reported on timesheet beginning 2012-12-30 worked hours, ” A B . 247 7
2139 61 ovetime, or additional pay which willbe processed TAL Approve 126 12/302012 1/52013 002479904 17791
11 manually.

Fields of interest

Exception Type Code Type code associated with exception. This field may be
useful when processing a type of work for multiple
employees. For example, making leave adjustments.

Exception Name Descriptive name given to exception.

Exception Detail Detailed description of the exception in the context of the
source of the exception.

Source The TAL routine that generated the exception. (i.e.
"TALOffline" which is the overnight processing of leave, or
"TALApprove" when exception is written on timesheet
approval.
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TimesheetID If the exception is related to a timesheet, then a Timesheet
Id associated with the Exception

Version Version number of the timesheet. (If a timesheet that is
locked is opened for revision, the version number will be
incremented so there could be multiple versions with the
same Timesheet ID.)

Below is a table of the TAL Exceptions, along with a description and suggested action for each.
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Table 4.1 — Exceptions

Exception | Exception Detail Explanation/Conditions Exception Wage Salary Salary Action Required
Type Code Name Exempt | Non
Exempt

1 **XWARNING*** This | There is no supervisor position number PMISIntNoS | Yes Yes Yes PMIS Data should be
PositionNumber associated with the position in PMIS upervisor corrected to have a supervisor
[Position ID] has no position number associated
corresponding with the position.
SupervisorsPositionNu
mber.

2 **EWARNING*** This | The vacant position is set up more than PMISIntMult | Yes Yes Yes Request DHRM to update so
PositionNumber once in TAL. VacantPositi that there is only one record.
[Position Number] is ons
set up more than once
in TAL as vacant.
Request DHRM to
update so that at most
there is only one
record.

3 *EXWARNING*** The position number is set up more than PMISIntPosit | Yes Yes Yes Contact DHRM for guidance
Position Number once for your agency for positions that are | ionNotUniqu on resolving.
[Position Number] is not the same. e

set up more than once
for your agency.
Although sharing the
same position number,
these instances do not
appear to be the same
position. Contact
DHRM for guidance.
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4 *EXWARNING*** Either the EmployeePercentTime and/or PMISIntChan | Yes Yes Yes Determine if there are any
EID:[EmployeelD] the OT ExemptionCode values have ge%TimeOT timesheets that have been
Position Number: changed in PMIS. This exception is an ExemptCd approved but not processed
[Position Number] informational message with both old and that will be impacted by this
OvertimeExemptionCo | new values displayed. change.
de value will be
changed from [x1] to
[x2]

20 Timesheet ID TAL detects a Position change for an PositionCha | Yes Yes Yes Timesheet has to be

[TimesheetID] for
EmployeelDNumber
[EmployeelD] has been
set to PROCESS
MANUALLY. This
change was triggered
by a change to
configuration
information on the
employee's Position
Screen.

already approved timesheet. The message
identifies the employee and the timesheet
that needs to be processed manually.

ngeAffectTi
mesheet

Occurs if:

1. Timesheet is the current version and in
“Draft”, “Submitted”, or “Approved” status
AND there is a change to any one of the
following on the employee’s position:

e Pay Group

* Work Cycle

e Overtime Exemption Code

OR

2. Timesheet is the current version AND in
“Approved” status AND there is a change
to any one of the following on the
employee’s position:

¢ Employee Percent Time

¢ Employee Time Status

¢ Holiday Calendar

e Overtime Treatment Type

¢ Timesheet Is Sent To CIPPS flag

processed manually. Open
the timesheet and click on the
link for TimesheetID to see
the previous and current
settings from the Employee
Position screen.

Verify what has changed and
the impact on overtime
calculation, docking, hours
and additional pay sent to
CIPPS, and recorded leave. If
necessary, HR may have to
generate a special pay request
outside of TAL, and/or create
leave transactions for leave
used.

Also determine if a new
timesheet is required. (i.e.
The work cycle has changed.)
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40 There is an insuffient Leave usage on leave request is in excess of | InsufficientL | N/A Yes N/A Determine the amount of
[Leave Type] balance balance for the date requested. The leave | eaveBalance leave in deficit. (This will be
of x hours for a request does not get processed. noted in the exception.)
transaction dated yyyy- Determine if leave type
mm-dd on leave TAL attempted to process an approved requested, which is in deficit,
request [Leave leave request for an employee with is appropriate type. Open the
RequestID] for insufficient leave hours available. timesheet and make the
employee appropriate change to the
[EmployeelD]. new version. (Including

reporting of pay dock if
necessary.) Since this new
version of the timesheet will
be set to process manually
the appropriate leave
adjustments must be made on
the leave adjustment screen.

41 Employee Leave can't be processed from an approved | LeaveReque | N/A Yes N/A Leave request should not be
[employeelD] has leave request when employee position is stForVacate processed. Determine if a
seperated from this in-active. dPosition leave adjustment is necessary

position. [n] hours of
[LeaveType] effective
yyyy-mm-dd on leave
request [Leave
RequestID] were not
processed.

Occurs when TAL attempts to process an
approved leave request for an employee
whose position was changed to in-active.

and, if necessary, make the
adjustment on the leave
adjustment screen.
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42 Employee Leave can't be processed from an approved | LeaveReque | N/A Yes Yes Leave request should not be
[EmployeelD] is leave request when the employee is st- processed. No action is
required to enter a required to submit a timesheet. TimesheetR necessary as the leave should
timesheet. [x] hours of equired be entered on the timesheet
[Leave Type] effective Occurs when the employee position is set and processed automatically
yyyy-mm-dd on leave to timesheets not required, the leave is from the timesheet.
request [Request ID] requested, and then the position is
were not processed. changed so the timesheets are required.

When the effective date is reached for the
previously requested leave, the exception
will be written
43 Based on the current TAL determines that an approved leave Potentiallns | N/A Yes N/A Determine if the employee

leave balance, when
leave is processed in
the next overnight TAL
leave process job there
will be an insufficient
[Leave Type] balance
of [n] hours for a
transaction dated [yyy-
mm-dd] on leave
request [Leave
RequestID] for
employee
[employeelD]

request has leave requested for the
current day for which it appears that the
employee does not have sufficient leave
balance. (This could happen if the leave
was requested ahead of time, at which
time the leave is not validated, and the
employee decides not to use the leave but
doesn't withdraw the request.)

ufficientLeav
eBal

leave balance should be
adjusted or if the leave
request should be withdrawn
prior to the next run of
overnight leave processing.
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45 Employee Accrual can only be 'On' for one salary AccrualOff- N/A Yes Yes Ensure that employee has
[employeelD] position. TAL is detecting multiple salary MultiplePost multiple active salary
occupies multiple positions and sets the leave accrual to 'Off' | ions positions. Apply the accrual
salary positions for for this employee’s accrual period. manually on the Leave
accrual period ending Adjustment Screen. Enter
yyyy-mm-dd. Accrual Occurs during leave accrual process when accrual as a "Corrected -
is set to off for accrual | an employee has multiple salary positions Increase" action with a
period. and the Leave Accrual flag on the TAL comment.

Setup tab for both positions is set to On
46 Employee Unpaid leave in a prior accrual period was PotentialAcc | N/A Yes Yes Determine if the unpaid leave

[employeelD] has
reported an unpaid
leave of absence on a
leave request in the
accrual period ending
yyyy-mm-dd which had
the accrual switch on
at the time of the
accrual.

reported on a timesheet after the accrual
was credited.

Occurs when:

1) An employee not required to submit
timesheets submitted a leave request for
time off without pay in the past during a
period of time in which leave accrual has
already been applied.

OR

2) An employee required to submit
timesheets submitted a timesheet
containing a transaction for a period of
time in which leave accrual has already
been applied

rualGivenInE
rror

of absence reported is correct
and the accrual should not
have been given. If this is the
case reduce the amount of
leave on the leave adjustment
screen using the correction-
reduction.
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47 There is an insuffient TAL system error occurs while attempting ErrorWriting | N/A Yes Yes Contact ITECH helpdesk.
[Type of Leave] to credit the accrual. Accrual
balance of [xx] hours
for a transaction dated | Occurs when there are insufficient hours
yyyy-mm-dd on leave for requested leave.
request [Leave
RequestID] for
employee
[EmployeelD].
48 There was a problem A TAL system error occurs when writing a LeaveYearEn | N/A Yes Yes Contact ITECH helpdesk.
writing a leave year leave "Leave Year Reset","Lost", or dProcessing
end Lost transaction "Credited" transaction during the leave Error
for [Type of Leave] for | year end processing. The exception
[xx] hours with an message gives additional information
effective date of yyyy- including a system error description.
mm-dd for employee
[EmployeelD]. Error
message: Adjustment
requested will result in
a negative balance
between the effective
date and the current
date for leave type:
[Type of Leavel].
60 Employee [name] The exception will occur on approval of a HoursReport | N/A Yes Yes Determine if this is a pay-
timesheet covering salary employee's timesheet which edLessThanS dock situation. The employee
period beginning zzz contains less hours than expected. tandard ID and timesheet ID can be

with fewer hours than
expected for work
cycle.

Occurs on Approval of a timesheet for a
salaried employee which contains less
hours (paid leave hours + hours worked)
than the standard hours required.

retrieved from the exception
report. Ifitis, the timesheet
can be corrected to contain a
Pay Docking transaction but
the hours in deficit must be
manually reported to CIPPS.
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61 Employee [name] in a The exception will occur if the process AdditionalPa | N/A Yes Yes Additional pay will be
position defined as manually flag gets changed to Yes or if the | yNotSentTo calculated manually and paid
[Non-Exempt or SendToCIPPS flag is set to no on the CIPPS as special pay. The additional
Exempt] has reported employee position screen and the pay can be determined either
on timesheet additional pay was expected to go through by opening the timesheet or
beginning yyyy-mm-dd | CIPPS. (Associated with a CIPPS shift code by running the Timesheet
worked hours, in TAL.) Detail by Timesheet ID query.
overtime, or additional (NOTE: If this exception was
pay which will be Occurs on Approval of a timesheet that sent because the Send To
processed manually. contains Shift or Additional Pay AND meets CIPPS flagis "N" and

one of the following criteria: timesheet is not locked, the

1. Process Manually flag is set to Yes timesheet can be opened for
OR revision, change the Send to
2. A non-exempt employee with Send To CIPPS flag to "Y" on the

CIPPS configuration is set to No employee position screen in
OR TAL, and then Submit and

3. An exempt employee with Send To Approve the timesheet again.)
CIPPS configuration set to Yes or No

62 Employee [name] in a TAL detects that wage employee hours Hours Yes N/A N/A Determine the number of
position defined as should be sent to CIPPS for processing but | worked not hours which should be paid,
Wage has reported on | either the timesheet is set to process sendt to the amount of overtime, and
timesheet beginning manually or the SendTOCIPPS flag is set to CIPPS. any additional pay. Send

yyyy-mm-dd worked
hours, overtime, or
additional pay which
will be processed
manually.

"N". The exception message indicates that
the hours will be processed manually.

Occurs on Approval of a timesheet for a
wage employee with Hours Worked >0
AND (either Send To CIPPS=No

OR Process Manually = Yes)

manually to payroll. The note
for
AdditionalPayNotSentToCiPPS
may apply here as well.
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63 Employee [name] in a TAL detects that overtime hours should be | OvertimeNo | N/A Yes Yes Verify that the employee
position defined as sent to CIPPS for processing but either the | tSentToCIPP should be paid the overtime.
[Exempt or Non- timesheet is set to process manually. or S If the employee is set up on
Exempt] has reported the SendTOCIPPS flag is set to "N", or the the employee position screen
on timesheet employee is exempt but authorized for OT. to earn OT Leave, convert the
beginning yyyy-mm-dd | The exception message indicates that the OT up to the maximum and
worked hours, hours will be processed manually. enter as a leave adjustment.
overtime, or additional If there is any remaining OT to
pay which will be Occurs on Approval of a timesheet that be paid a separate manual
processed manually. meets the criteria: request must be sent to
1. Non-Exempt with Overtime hours on payroll.
timesheet AND (SendToCIPPS=No or
Process Manually=Yes)
OR
2. Exempt AND Eligible for Overtime AND
Overtime hours on timesheet
64 Employee [name] An employee has leave hours on a LeaveProces Yes Yes Using the Leave Balance
position is defined as timesheet which will not be processed singRequire Adjustment option,create
[Non-Exempt or through a TAL offline leave process. d leave balance adjustments for

Exempt] status and has
reported on timesheet
beginning yyyy-mm-dd
leave hours which will

be processed manually.

Occurs on Approval of a Timesheet that
contains leave hours and is marked as
Process Manually

the unprocessed timesheet
leave.
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65 Timesheet for This exception is an informational message | UnpaidLeave | N/A Yes Yes The leave accrual process will
employee [name] that indicates that an employee's approved | Reported look for unpaid leave on the
covering period timesheet contains hours of unpaid leave. timesheet and turn the
mm/dd/yy to accrual off for that period.
mm/dd/yy was Occurs on Approval of a timesheet that Pay docking is a manual
approved with unpaid contains a type of Unpaid Leave process. The number of hours
leave. to be docked can be

determined either by opening
the timesheet or by running
the Timesheet Detail by
Timesheet ID query.

66 Timesheet for TAL allows some types of errors in the TimesheetA | Yes Yes Yes Timesheet has to be

employee [name]
covering period yyyy-
mm-dd to yyyy-mm-dd
was approved with
errors.

timesheet approval process, provided that
the timesheet is flagged as process
manually.

pprovedWit
hErrors

Occurs on Approval of a timesheet with the
Process Manually flag set to Yes and there
are errors on an approved timesheet.

processed manually. Errors
can be viewed by opening the
timesheet and clicking on the
errors link to the right of the
page. (Note: Atimesheet
cannot be approved with
errors unless the timesheet is
set to process manually.)
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67 Additional pay for TAL detects a specific type of AdditionalPay | AdditionalPa | Yes Yes Yes Determine what additional
employee [name] in a on the approved timesheet that was set up | yAsExceptio pay was reported on the
position defined as on the employee configuration to have an n timesheet. Go into the
[Non-Exempt, Exempt, | exception written when the pay type is timesheet or run the query
or Wage] has been used. (Usually this is a special pay "Timesheet Detail by
reported on timesheet | situation.) TimesheetID' to determine
beginning yyyy-mm-dd. type of additional pay and

Occurs on Approval of a timesheet that hours that may apply. (There
contains a type of Additional Pay that is is a column in the report
configured as Treat as An Exception on the labeled "Other Pay As

TAL Settings tab for the employee. Exception" where a value of

"checked" indicates the row in
exception.) TAL detects a
specific type AdditionalPay on
the approved timesheet that
was set up on the employee
configuration to have an
exception written when it the
pay type is used. (Usually this
is a special pay situation. Take
appropriate action.
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Reportable Events

TAL can detect and report the following the events that have been record

An employee filled or left a position

for LWOP, STD, LTD Working, Workers Comp or Pay Docking

A timesheet (for an employee who is required to complete a time
LWOP, STD, LTD Working, Workers Comp or Pay Docking

A timesheet has not been created or approved yet by someone w
a timesheet

A timesheet has an entry for something listed as “Other”

ed in the TAL system.

A leave request (for an employee who is not required to complete a timesheet) has hours

sheet) has hours for

ho is required to complete

These events are reported the dates within a particular pay period and for employees associated

with that pay period.

To see Reportable Events, go to the HR Review tab. Click Go. Expand the
treeview. Click on a specific Pay Group. On the Pay Group screen that ap
Reportable Events link for a pay period.

Pay Groups option in the
pears, click on the

TAL Query Screen
Ereauency; 70

= Pay Group

Salried Sem-Monthly (70) STEP 2 - Click Here

Wage Semi-Monthly (71) y ctails:

Select an Application: | TAL Integratign ) S d
B e Review el
STEP 1 - Click Here Hep
Agency | r s
~
Pay Group: Sakried Semi-Monthly (70) Active: ves | Current System Date / Time

02/06/13 5:18:01 AM

Next Transmission to CIPPS
02/06/13 5:00:00 PM

Timesheet Approval Due  Blackout Period Begin
02/10/13 5:00:00 PM
01/27/13 5:00:00 PM
01/09/13 5:00:00 PM
12/19/12 5:00:00 PM
12/09/12 5:00:00 PM
11/28/12 5:00:00 PM

2]

01/25/2013
01/10/2013
12/25/2012
12/10/2012
11/25/2012
11/10/2012

02/09/2013
01/24/2013
01/09/2013
12/24/2012
12/09/2012
11/24/2012

[N A

150
151

®

Certification Deadline Reportable Events

Blackout Period End

12%=o Qensagy 200 PM
12/10/12 5:00:00 PM | 12/11/12 5:00:00 PM
11/29/12 5:00:00 PM | 11/30/12 5:00:00 PM

A sample of layout of what a user can see when the Reportable Events link on the Pay Group screen

is clicked is:
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QQuery: Reportable Events - Run on Feb 6 2013 5:18AM

Query Criteria: calendar= Salaried Semi-Monthly (70);Frequency=70; From
01/25/2013 to 02/09/2013

Summary Data: Note: If this query is run for prior pay periods, it is possible that an
employee appears in the results as not having started / created a timesheet. This is possible
because in the older pay period, he/she was not required to submit a timesheet, but TAL
can only see that right now the employee is set up to require a timesheet. Thus, be careful

when reviewing prior period data that reports that a timesheet was not created/started.

E

mployee

removed

removed

removed

removed

removed

removed

Murmber

000292825-
0o

0029906835-
0o

0os648180-
01

002321890-
0a

002187309-
0o

002844849-
nn

Sendto CIPPS

-

-

-

-

-

=

Event Type

Timesheet not
created/started

Timesheet not
created/started

Timesheet not
cregted/started

Timesheet not
cregted/started

Timesheet not
approved

Timesheet not
rreated/started

Num Of Hours

Timesheet

It is recommended that HR and Payroll Users review the reportable events for a pay period to
determine what may need to be reported to payroll
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