How to Associate Time Off with Employee Earning

1. Open an employee record from Employees.
2. Click Time Off tab under Employee tab.
3. Click Add grid icon.

Undo Additional  Template Archived Reports  API Key  2-Step Verifical

Entity Gemeral Empleyee  User Locations Contacts  Comments{0} History Aachments(0) Messages  Custom  AuditLogf2s:

Detail  Tawes Eamings Deductions = Time Off | TimeEntne  Direct Deposit  Timesheet  Paychecks

X Remove Time Off Infarmetion

Time 01D Description HoursLeft | Time Off ID: (Mone Selected)
Description:
Eligible Date:

Racz (Hoursk | 0.0 Pen

Rate Factor: | 1.000000
Avard On:
MaxEarned: | 0.00

WMas Carryover:

Time Off Hours

Last Award Date:

Hours Acerued: | 0.00

Hours Earned: | 0.00

Hours Used | 0.00

Balance | 0.00
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4. Select time off type to associate.
5. Click OK toolbar button.

Cancel

Details

88 Layout Qv | Filter Records [F3)

Time OffID Description

FER [¥ear) Personal Time Off{¥ear)
-S\CK 3 Days Sick Time
Perzonal 3 Days Perzonal Time
WAC {Yearh wacation Time OFf (¥ear)
WAC {Hour) Wacation Time Off {Hour)

Ready

6. Set the value of the following field
a. Eligible Date
b. Rate Factor

Entity - Aaron P Ritter

New Save Search Refresh Delete Undo Additional Template y ation  Close

Entity General  Employee  User Locations Contacts  Commentsl) History  Attachmentsi0)  Messages  Custom  Audit Log(26)

Detail  Taxes Eamings Deductions Time Off | TimeEntry DirectDeposit  Timesheet  Paychecks

+Add % Remove Time Off Information

Time OfF1D Description HoursLeft | Time Off ID: PER (Year)

FER {Vear} Personal Time Off(vear) 0 Description: Personal Time Off (Year)
|Eh_gm\e Datz gm0t &
Ratz (Hoursk | 4000 Per | 0 rieck
Rate Factor: [ 1.000000 |
Award On Anniversary Date I
Wax Earned: | 100.00
Wiax Carryover: | 100,00

Time Off Hours

Last Award Date:

Hours Accrued: | 0.00
Hours Earned: | 0.00
Hours Used: | 0.00
Balance: | 0.00
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@ The rest of the fields must be disabled as the values for these will be from other fields.

Click Earnin

© o~

gs tab.

Set the time off type in the Accrue Time Off dropdown on the earning where it will accrue.
Set the time off type in the Deduct Time Off dropdown on the earning where it will deduct.

Entity | General

Employee

Entity - Aaron P Ritter
New Save Search Refres

Entity | General | Employer

10

Entity - Aaron P Ritter

User | Locations  Contacts

Delete Undo Additional

Comments (0)

Template

41 Key

2:5tep Verification

Witoy | Aracmenst | Mesages | Custom | AudtLogen

et [ ovs | amings | Dxauctons | ere ot | ey | orecoepest | Tmeee | royneas

200 x memone Earminginformation

SamngiD CE=ED e | e [

o py— W v ey Descrpton: e

e e Tl ey CatotonType: Fued Amoune .

VAC Vacation Pay .00 Weekly Linked Earning:
pmowe | i
Detoutours | s00
Accrue Time Off:  PER (Year) -

Deduct Time O

Close

User Loctons  Contacts | Commentsi0) | History | Aachments(0)  Messsges | Custom | Ausit Lo (26)

Oetsl | Taves | Eaming: | Deductons | TmeOft | Tmenwy | DirectOepost Tmesmest  Payehecks

+ada x Remove Earning Information

carming 10 Descrprion smount | Detaute| ey Group Gorningi0: 0Ty

on Overime sy 6 v weeky Descrption: | Ouerue oy

"6 Reguir n v ey Caleultion Type: | Overtme

wac Vaction Pay oo weetly Unked Earming:  REG
RoteFacor: |

OctaukHours: |
Acerve Time Of

150
000

Deduct Time OFf:

PER (Year)

New | Save, Search Refresh Delete Undo Additional  Template 2-Step Verification €
Entty  General Employee  User  Locations  Cortacts  Comments) Histoy  Amachments(0)  Messages  Custom | Audit Log(26)
Detail  Texes Eamings  Deductions TimeOff  TimeEntry DirectDeposit  Timasheet  Paychacks
+ Add % Remove Esrning Informetion
Eaming ID Description Amourt | Default | Pay Group Earning ID omv
oty Overtime Pay 1650 Weekly Description: Qvertime Pay
REG Reguiar o0 weekly Calculation Type:  Quertime v
VAC Vacation Pay 11.00 Weekly Linked Earning:  REG v
Rate Factor: | 150
Default Hours: | 0.00
Accrue Time OFf: o
Deduct Time OFf:  PER (Year) v
Esrning GL Distribution
Earning Taxes
+ Add % Remove
+ Add % Remove
ExpenseAccount Percent
Tax 1D Description Type Paid By
54100.0000-000 100,005
AT Federal Incame Tax USA Federal Tax Employee
FICA 55 Emplayee FICA Social Security Employes USA Sodal Security Employes
FICA 55 Campany FICA Social Security Company USA Sodal Seaurity Company
FICA MED Employee  FICA Medicare Employee USA Medicare Employee
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Click Save button to save changes made.

11. Check the hours in Time Off tab.

1. Open an employee record from Employees.
2. Click Time Off tab under Employee tab.



3. Click Add grid icon.

Entity- Aaron P Ritter

New Save Search Refresh Delete o0 Additional Template Archive s APlKey 2-5tep Verification Close

Entity General Employee User  Lorations Contacts  Comments(0) History  Attachments(0) Messages  Custom  Audit Logi25)

Detail  Tewes Eamings  Deductions  Time Off | TimeErtne  DirectDeposit  Timesheet  Faychecks

% Remoue Time Off Information

Time OFF 1D Description Hours Left | Time Off ID: (None Selected)
Description:
Eligible Date:

Ratz (Hours): | 000 Per | 000

Rate Factor: | 1.000000
Award On:

MaxEsrned: | 0.00
Max Carryover: | 0.00

Time OFf Hours

Last Award Date:

Hours Accrued: | 0.00

Hours Earned: | 0.00

HowsUsed: | 0.00

Balance: | 0.00
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4. Select time off type to associate.
5. Click OK toolbar button.

Add Time Off Types

0K | Ca

Details

B8 Layout  Q |Filter Records [F3)

Time Off 10 Description

PER {ear} Personal Time Off{¥ear)
_S\CK 3 Days Sick Time
Personal 3 Days Persanal Time
WAC Meary “Wacation Time Off {Year)
WaC {Hour) Wacation Time Off {Hour)}

@ O U Reaty

6. Set the value of the following fields:
a. Eligible Date
b. Rate Factor

Entity - Aaron P Ritter

New Save Search Refresh Delete Undo Additional Template Archived Reports APIKey 2.Step Verification  Close

Entity  General Employes  User Locations Comacts  Comments(D) History — Amachments{0} Messages  Custom  Audit Log(26)

Detail  Taxes Famings Deductions Time Ofi | TimeEntry  DirectDeposic  Timesheer  Paychecks

4 Add X Remoue Time OFf Information

Time OffID Description HoursLeft | Time OfF ID: PER (Year]

PER {Vaar} Persanal Time Off{Vear} 0 Description: Personal Time OFf (Year)
|Ehgwh\e Date: 71472016 =] h
Rote (Hoursk | 000 Per:| 100 wek
Rate Factor [ 1.000000 ”
Aoward On: [Anniversary Date il
Wax Earned: | 100,00
Mes Carryver: | 100.00

Time Off Hours

Last Award Date:

Hours Accrued:

| 0.00
Hours Eamed: | 0.00
Hours Used: | 0.00
Balance: | 0.00
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(D The rest of the fields must be disabled as the values for these will be from other fields.

7. Click Earnings tab.
8. Set the time off type in the Accrue Time Off dropdown on the earning where it will accrue.



9. Set the time off type in the Deduct Time Off dropdown on the earning where it will deduct.

Entity - Aaron P Ritter

Entiy  General

Desil | Taves | Earnings

+add X Remove

Earming D

Entity - Aaron P Ritter

10

Entity - Aaron P Ritter

® 6 ¢

Employee

Delete

User

Deductions

New Save Search Refresh
eny | General | Employee
Detal | Taxes | Eorming:
+4dd X Remove
Earning 10

o

REG

vac

[0 Edited

Delete Undo Addional  Template Repons APIKey 2 Step Verfiaion Close
Ussr Loctons  Contacts | Comments(0) | Hstory | Aachments(0)  Messsges | Custom | Audit Log(26)
Decucions | Tme of | TmeEnry | DirectDepost | Timesneet | Paychecks
Earming Information
Desarption Amount | Detaut| Pay Group EarmnglD:rec
Overume pay W v weeny Descrption: feguler
Regutar Mo v weeny Calulation Type: | Fored Armount .
Vacation Pay o0 ety Linked Earning
Amoun | 1100
DefaulcHours: | 4000
[Accrue Time Off. pER (vear) -

Deduct Time Of

custom

Earning Information

Earning ID:
Description:

Calculation Type:

Undo Additional Template edReports APIKey 2.5tep Verifcation  Close
Locations  Contacts  Comments (0 History | Attachments {0} Messages
TmeOff | TmeEntry DirectDepost | Timesheer  Paychecks
Description Amount | Default | Pay Group
Overtme Pay. W50 o Weekly
Regular W0 v Weeky
Vacation Pay 00 Weekly

Click Save button to save changes made.

Linked Earning:

Audit Log (26)

oV
Overtime Pay
Overtime -

REG -

Rate Factor: 150
Defaul Hours 000
Accrue Time Off: -
DeducTime OFf: PER (vear) -

Search Refresh Delete Undo  Additional  Template -Step Verification

Entity  General Employee User Locations Contacts Commentsl)  Histoy  Attachments (0} Messages

Derail Taxes Eamings Deductions Time Off Time Entry  Direct Deposit | Timesheet  Paychecks

+ Add X Remove

Earning ID Description Amount | Default | Pay Group

ot Ovartime Pay 1S Weekly

REG Regular M0 Weekly

vaC Vacation Pay 10 Weekly

Earning Texes

+ Add X Remove
Tax 1D Description Type Faid By
At Federal Income Tax UISA Federal Tas Employes
FICA S5 Employee FICA Social Security Employee USA Social Security Employee
FICA S5 Company FICA Socisl Security Company UISA Social Security Company
FICAMED Employes  FICA Madicare Employee UsA Medicare Employzs

Clo

Customn  AuditLog|26)

Earning Informetion

Earning [D: oty
Description: Overtime Pay
Calculation Typs:  Overtime
Linked Earning:  REG

fRate Factor: |

Default Hourss |
Accrue Time Off
Deduct Time OFf.  PER (Year]
Eerning GL Distribution

+ Add X Remove

Expenseccount

54100-0000-00

Percent

100.00 %
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11. Check the hours in Time Off tab.

1. From Payroll module, singe click the Employee and select and existing Employee record from the list.
2. Under Employee > Time Off tab, click the Quick Add grid button. Add Time Off Types screen will be opened.

) Employee - IDBarry E=1E3
aEe &
=+ I~ S
Wew  Save Search Delete Undo Duplicate Template Timesheet History Close
Details | Motes | Taxes | Eamings | Deductions Attachments | Time Entry
(@ QuickAdd [ Remove A MoveUp ¥ Move Down Time Off Information
Time Off 1D Description Hours Left | | Tyma off I:
5 Add Time Off Types 2]
@ %
OK  Cancel d c=
B layout » ' |Filter Records (F3)
Time Off ID Description Y
Personal Personal Time OFf 0
wac Vacation Time Off
0
0
/| Ready 0
Balance:
@ 2 | Ready I4 4 | page 1lof1| b



3. Select the Time Off ID from the grid then click the OK button to populate in the Employee Time Off tab.
) Employee - JDBary NE5
B 2 i
w33 s M
New Save Search Delete Undo Duplicate Template Timesheet History Close

Details | Notes | Taxes | Eamings | Deductions | TimeOff | Attachments | Time Entry

@ Add (@ Remove & Up v Down Time Off Information
Time Off ID Description Hours Left Time Off ID:
[ Fersoncl Time 0 21 Description: Personal Time Off

Eligible Date: 06/02/2014 ]
Rate (Hours): 160 Per | 1| Month |
Award On: Anniversary Date v
Max Eamed: 14
Max Carryaver: 0

Time Off Hours

Last Award Date: | 06/02/2015 o
Hours Accrued: 14
Hours Eamed: 14
Hours Used: 0
Balance:
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. Fill'in the Time Off Hours Panel.

. Click the Save toolbar button.

. Under Employee > Earnings tab, select the Earning ID that was selected in Time Off ID.
. Select the Time Off ID from Associated Time Off panel.

. Click the Save toolbar button to save the changes made.

. Click the Close toolbar button to close the Employee screen.
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