Employee Roles & Badge Number

When you enter a new employee into the prism system or through electronic
onboarding you will need to assign that employee a role Employees will not be
able to punch until a role is assigned. About an hour after they show up in
the Prism system, their information will automatically load into the Time &
Labor System. The same steps below would apply if an employee has a status
change and their role needs to change.

1.

Log into Prism as usual

2. Go to Time & Labor

3.

No ok

When the Dashboard loads, click on menu item across the top that says
Employee
You will then choose Employee Profiles
Your employee list will load down the left side of the page
Click on the appropriate employee
Choose Select Role button from right side of page
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8. When the Pop Up Box comes up select the new role and then hit select at
bottom right

Role Assignment ? Feedback

Automatic break effective date 2/25/2018

Recurring schedule effective date  2/25/2018

Search Q

Showing 2 records of 2

Role ID? Description

Mone

FT saLARY FT SALARY

9. Assign Bade Number — The badge number is typically 1 and the last 4 digits of SS#
10. Employee Info Tab Go to bottom of page and click other to expand. Add the badge number and
hit save.
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8 Role HOURLY (HOURLY)
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How to edit punches, add missed punches or add vacation

W N~

Add

or sick leave to Time & Labor Timesheet.

. Log into Prism
. Go to Time & Labor
. When the Dashboard loads, click on the menu item across the top

that says Hours

Then Click either Individual Hours or Group Hours (whichever
applies)

If Individual choose employee from the left side, then choose
applicable pay period. This pay period or last pay period

. If adding a punch click add, when the pop up box comes up add time

and time out and save. If you want to put in a flat amount of hours
you can check the timesheet box. Add Flat amount of hours and if
you need to change the job code you can do that as well. For use
when you need to add sick, vacation or holiday pay

S Feedback

Segment Length: 8:00

) individual is clocked in

[ Time sheet entry Timein | 3/6/2018] - 09:00 AM E})

Time out | 3/6/2018 05:00 PM

[] missedin punch

EBreaktype <= NONE ==

[ missed out punch

7.

Job Code 2 - Regular
Cost Code =< NONE ==
Rate  0.00

Mote

To edit a punch, click the box on the row that you want to edit.



Showing 6 records of 6 Selected 0 records

@ A s' \‘/ \01 Notes é’ Time In Time Qut. Hours  shift Total Week Total Job Code Rate
(7] ® B (7] (7] B 2/24/201802:05PM | 2/26/2018 10:15PM | 8:10 8:10 2-Regular = 000
] [ ] (77 I ™ | B 2/27/201807:00AM  2/27/201310:05PM 1505  15:05 2-Regular  0.00
(] ® B 8 @ B 3/1/2018 04:05 PM 3/2/2018312:05AM | 8:00 8:00 2-Regular .00
O ® B a8 & B 3/2/2018 02:05 PM 3/3/201812:10AM  10:05  10:05 2-Regular 000
@ [ ] B B8 | @ B 3/3/2018 08:00 AM 3/3/201304:10PM | 8:10 8:10 49:30 2-Regular 000
B [ ] B B8 | @ B 3/5/2018 02:00 PM 3/5/2018 10:05 PM 8:05 8:05 8:05 2-Regular 000

8. Click the manage button

The choose edit or delete.
9. Same Process for Group Hours.....

10. To Add a Break in the Punch Time go to Manage, Add Break and
then add then break time information.

Add Break ? Feedback

Timein 4/4/2013 08:06 AM
Time cut 4/4/2018 05:31 PM

Date 4/4/2018

Time 12:48 PM E

Break length |240 |
Ereaktype Break

Mote
Track information goes with ™®' First Segment

) Second Segment



Requesting Time Off through Time & Labor

Log into your employee ESS Portal
Once the Dashboard loads click on Time Entry

#  Dashboard

2 persons ,  Pay Paid Time Off Events
<@ fi

Beneflts ’ o O Planned Taken Available o
$ Pay N sick 0 Hours 0 Hours 0 Hours

No Recent Pay Statements No Events Scheduled
©  Paid Time Off o
Planned Taken Available

B Documents » View More vAC 0 Hours 0 Hours 0 Hours
9  Events » Request Time Off » PTO Summary
_ New Messages
M Taxes >

Onboarding 07/05/2018  Open Enroliment Deadline Approaching Benefits

» View More
®@ Slavic
© TimeEntry o
Not Enrolled In Benefits

$  FinFit

Once you click on Time Entry the following screen will pop up.

Click on Requests. Then Click Add and complete information. Once Manager approves
or denies you will be notified.

@ CLOCK IN CLOCK OUT BREAK CHANGE JOB CODE CHANGE COST CODE VIEW REQUESTS

Refresh << < September 2018 >>

Sun Mon Tue Wed Thu Fri Sat
2% 27 28 il 30 31 1
» Approved (1)
08:00AM8:00
2-PTO
2 3 4 5 ] 7 8
» Approved (1)
08:00AM8:00
2-PTO
9 10 1 12 13 14 15
»
1 7 18 gt + 0 2 + 2 +
»
23 + 4 + 5 + 2 + 0 + 8 + +



Approving Leave Requests

—

. Log in to Prism

. Go to Time & Labor

3. Once the Dashboard Loads you will see a box with Pending Time off
Requests.

4. At the Bottom of the Box there will be a blue hyper link that says jump to
Request Manager

5. Click that hyper link and it will take you to the request manager. (you
can also access it by going to Tools and then Request Manager)

6. Once there you will see the calendar with all the pending requests for

your approval. Just click on the Request and then go to Manage.

N

REQUEST MANAGER

Calendar List

Status

Requests per calendar day 10 Apply

<< x>

Sun Mon Tue

7. Once you click on Manage Click Approve Request Level 1 or you can click
Deny.

The system will notify the employee of the approval or denial of the request.
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Export Payroll to Prism & Close Week

. Log into Prism
. Go to Time & Labor
. When the Dashboard loads go in and make and final time punch

adjustments under hours

Once all employees are ready to be finalized go to Company and then
Close Week

Click on the Close Week Button for each week in the pay period that
needs to be closed

Once that is completed go to Hours and then Period Export

Export Format Should be PrismHR (choose from drop down if not
default)

. Pay Period should be Last Period (choose from drop down)
. Under Settings split by job code box should be checked & Group by

Pay Code should be checked

Under Configuration Import Template Configuration should be
TCPimport (choose from drop down if not there)

Payroll Batch Number CLICK IN DROP DOWN BOX AND CHOOSE
THE MOST RECENT NUMBER

12. Click the Generate Button

Template Default

Saveas Load
Export Format  PrismHR (7.0.57.5) , OnDemand pipeline
21672018 to  2/28/2018 \ Last Period ) Employee Filter Job Code Filter
Settings

Hours file for download
¥l Split by job code
Split by rate
Split by cost code
Export hours for salaried individuals
Export hours with 4 decimals

Export employes ecurity number

Configuration

Company Settings Earn Codes

mport Template Definition | TCPimpert Regular << NONE ==
Payrall Batch Mumber | 20183 Overtime 1 << NONE ==
Employee Location << NONE >3 Overtime 2 | << NONE »>

Use extended field length

nclude department



13. Once you click Generate the system run the data. If any
exceptions occur you can accept or reject them. Exceptions will be if
someone is negative in their leave etc. If you accept the exceptions
the system will continue to run and post to the timesheet. If you
reject the process stops and you can make any corrections to the time
and the run the process again. After the process is done running it
will say 100% and then you can close. At this point go back to Prism
and go to Time Sheet Entry and make any necessary entries or you
can click finalize.

Close Week

1. In the Time Clock System Go to Company and then close week

FIVIVAY 1111 LAPI €33 WWAR JPIIES 7] LU/ £V1D

@ HOURS ~ SCHEDULES EMPLOYEE REPORTS  TOOLS CONFIGURATION COMPANY

CloseWeek Company Defaults  Company Setup  Custom Fields ~ Holidays ~ Automated Tasks

CLOSE WEEK g Feedback

Close Week Close week of 09/16/2018 - 09/22/2018
Undo Close Week Undoclose week of 09/09/2018-09/15/2018

Closed week of 09/09/2018 - 09/15/2018 (requested by infsfitzwater)

¥ Pre-Check

 Loading Employees

 Loading Data

 Processing Accrual Banks

 Transfer Schedule Segments to Work Segments
' Update Current Week



In order to export the payroll by location

While in the payroll export screen, click on employee filter

Export Format

Template Default

PrismHR (7.0.57.5) , OnDemand pipeline

212612018 to | 311/2018 Last Period ) Employee Filter Job Code Filter

Once the screen comes up click the location option if it is already checked then
uncheck and check again to get the locations to show up. Choose the location
to export and then filter

|+

32 of 92 employees match

Employee Status
Employee ID
Job Code
Classification

Department

Location

Schedule Group
Manager
Positions
Qualifications
Hire Date

Days Employed
Custom Fields

Summary

Preview Save as Reset All

Include v
Search Q

Showing 3 records of 3 Selected 0 records
J LocationT
[ <« MOME ==
o 1
[~

Continue to export as normal.
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