Timekeeper:

Historical Edits can only be entered in signed-off time periods.

A Retroactive Pay Historical Edit must be performed whenever signed-off timecard Friendly Name data needs
to be corrected. A typical situation is when an employee has entered an incorrect Friendly Name, and the
error was not caught and corrected by the supervisor before sign-off by the Timekeeper.

1. LOg |n tO Ca|T|me. CaITime Wi” Timecard | Schedule | People | Reports
open to QUICKFIND. QUICKFIND) 1
Time Period |Current Pay Period Vl
Actions ¥ Punch ¥ Schedule ¥ Approvals ¥ Person ¥
2. Enter the last name or ID of the — Rem\
employee needing a historical QUICKFIND
. Name or|D  |anderson m
edit into the Name or ID Field. B N o -1
Actions ¥ Punch > Schedule ¥ Approval erson
3. Select the appropriate Time
Period in the Time Period field. 3
In this example, Previous Pay
Period is Chosen_ Timecard | Schedule | Peaple | Reparts
QUICKFIND _— —
Last Refreshed: 10:27AM Name orip  [AnAersor oEnd | 4

4, Click the Find button.

Time Period |Previous Pay Pariod M

Actions ¥ Punch ¥ Schedule ™ Approvals ¥ Person ¥

A list of matching employees will be
displayed—in this example,
Anderson001 Nick.

Actions * Punch * Schedule * Approvals * Person v

Mame
5. Double-click on the desired Anderson001, Nick D
employee name to navigate to
their timecard in the defined
time period.
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In this example, Nick Anderson (who
usually works in the Doe Library)
accidently chose his usual Friendly
Name (Doe Library) on Friday 8/22.
He was actually working at Moffitt Th 821 T-00AN ==0PH
library that day. A retroactive pay [Friciz T-00AM | .LIBRARIAN-DOENI | 3:30PM
calculation historical edit must be —_—

performed to change the chart string

from Doe Library to Moffitt Library.

6. Click the Amount menu and
select the Add Historical with
Retroactive Pay Calculation item 6
to navigate to the Add Historical
with Retroactive Pay Calculation

Amount Accruals * Comment * Approvals v
Add Historical —=»
Add Histcrlcal with Retroactive Pay Calculation —=»

Delete Histo§cal —=»

screen.
The Add Historical Amount with X
Retroactive Pay window will display. Andarsandot, Hick. [D0gB01001
MistoricalDates  [BA7Z014-602014
The needed correction can now be =
added to the appropriate cell in the T B = .
timecard. | & won

T:00AM
T:00AM
T.00AM
T.00ANM

3:30PM
3:30PK

3:30PM
30PK

T00AM ,L\BRARIAN-DOEJ‘MM 30PM
Search Alt-S =/l

i
Pay Code <None> - 7 Clear All Changes

Effective Date | 8/10/2014 -

L I ]

7. Click the cell that needs editing in
the Transfer column, and click
the Search button.
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Timekeeper:

The Select Transfer window will
open. Notice the Job code option
button is selected, and Library-Doe is
displayed. This is the current state of
the timecard record. We need to
change the record from Doe to
Moffitt. LIBRARIAN MOFFIT is an
option in the Available Entries:
window.

Click the desired Available Entry,
and the entry will display in the
Job line. In this example
LIBRARIAN DOE is replaced by
LIBRARIAN MOFFIT.

Select Transfer

Job

*As of date | 52212014 GoTo |

Labor Account
Name or Description:

Available Entries: Job

LBRARIAN-DOE | LIBRARIAN-DOE I

ocation

00
ASST II-THCSU-CLLAW ASST II-THCSJ-CLLAW O
BRCOE-ADHREC, SPEC BROOE-ADREC SPEC
BRCOE-ADMREC SPEC 2 BRCOE-ADMREC SPEC 2
BRCOE-ASSIST 2,BRCOE-ASSIST 2
BROOE-ASSIST 3,BRCOE-ASSIST 3
BRCOE-PUBPROD SPEC: 2 BRCOE-PUBPROD SPEC 2
BRCOW-PUBPROD SPEC2 BRCOW-PUBPROD SPEC2
LI ASST2-LIB-CLLAW,LIB ASST2-LIB-CLLAW
LIBRARIAN-DOE LIBRARIAN-DOE

8 &l

) Supervisor ID
+ | O Employee ID
" lous

oz

Waork Rule

<None> -

Selected Transfer
sLIBRARIAN-DOEII

I N S

B sclcct Transfer

Job.

*As of date | 8222014 GoTo

Labor Account
Hame or Description:

8
=

x|
s

Clear Account

Available Entries:

I ® Job

LIBRARIAN-WOFFIT LBRARIAN-WOFFIT I

00
ASST lI-THCSJ-CLLAW ASST I THCSJ-CLLAW
BRCOE-ADMREC SPEC,BRCOE-ADMREC SPEC

O Project
O Supervisor ID

9. C||ck the OK button to return to BRCOE-ADMREC SPEC 2 BRCOE-ADHREC SPEC 2 | O employeei
BRCOE-ASSIST 2 BRCOE-ASSIST 2 O L
the Historical Edit with :EggE::isslsgés:gssrz‘\‘sszsg;—wspﬂooSPEcz Ot
. . BRCOW-PUBPROD SPEC2 BRCOW-PUBPROD SPEC2
Retroactive Pay Calculation LIB ASSTA-LIB-CLLAW LIB ASST3-LIB-CLLAW
LIBRARIAN-DOE,LIBRARIAN-DOE
window. LIBRARIAN-HOFFIT LIBRARIAN-MOFFIT EE 5]
.
LIBRARIAN-MOFFITUIi 9
Ben o m
—
The Add Historical Amount with
Retroactive Pay Calculation window =
will appear with the Friendly Name Andersontit ek SR
) . Historical Dates  |B/17/2014.8/30/2014
Chosen In the preVIOus Step- Current Pay Rule NX_NonEx_OTP 08 Day 30d
. . Date Pay ... Amount In Transfer Qut
10. Click the Calculate Differences smwe | .
. Sun 817 - -
button to naVlgate to the next Mon 813 - 7004 - 3:30PM
. . . Tue 819 - 7:00AH - | 2:30P
Add Historical Amount with Wed 820 . 7.00AH - 33001
. . Th 8721 - 700AM - 330P
Retroactive Pay Calculation Frigiz2 - T:00&M | ;LBRARIANMOFFITAL = | 3:30PH
. Sat823 - - -
window. = | i
Pay Code <None> =
Effective Date | SH0201 G
10 Calculate Differences 3 _Cancel | Help |
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Time
Two lines will appear in this
window, one indicating a charge to x
the new Friendly Name (positive Anderson00t, ick. 055807007
number) and one indicating a Historical Dates BHTI2014-8/30/2014 11
. . ‘Current Pay Rule NX_NonEx_OTP 08 Day 30d
reversal of charge to the original B e
. . E ze’“ L‘:z ‘ Account PayCode | Amount ;"D"ria m“ﬂ”ﬁi Comments
Frlendly Name (negatlve number)' BMI][:ZEIN &ZD;ZEIM 1009901001/ Training Set 001/4 Regular 200 8 : Tls
o4 8222014 ..1009901001/Training Set 001/~ Regular -8:00
11. If the historical edit should be | . [ -]
assed to PPS check both
P . 12 e i
Include in Totals* checkboxes.
If the historical edit should not
be passed to PPS do not check
these boxes.
12. Click the Save button.
CalTime will have added two — m—
additional lines with grey Frigizz Regular | 5:00 \LIBRARIAN-DOE-/-/008915001/003901001 raining Set 001/~
. Fri8i22 Regular | 8:00 ;LIBRARIAN-MOFFIT/-~/009515001/009501001/Training Set 001/-
backgrou nds to Frlday 8/22 Frigizz 7:004M | ;LIBRARIAN-DOEAIH
indicating a reversal of charge to the
original Friendly Name (LIBRARIAN
DOE in this example), and a charge
to the new Friendly Name
(LIBRARIAN MOFFIT in this
example).
This Friendly Name Historical Edit
process is complete.
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