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info:HR Entitlements Year End Procedures

Preparation for Entitlements Year End Procedure
Note: The examples in this manual show a rollover from 2016 to 2017.

Timesheet Clients
If you use the Online Timesheet Module it is recommended a Timesheet Status Report is run prior
to beginning the Year End Procedure.
1. Select:
Reports % Attendance and Entitlements % Timesheet Status

£ Reports

=i Attendance and Entitlements
Accual

Attendance

Attendance Borus Points
Atendance Calendar
Attendance Histor
Compensatary Time
Costed Attendance
Emergency Leave
Entitlements

ESS Requests - Transaction Audit
Future Entitlements
Hourly Entitlements
Overtime Bank.

Overtime Bank Lost Hours
Timesheet Status

‘work Schedule

2. Select your Organization Criteria:

Selection Criteria
Divizion Q | |
Department Q | |
Location Q l:l
Unian Q | |
Status Q | |
Category Q | |
Employes Mumber "ﬁ@ | |
Supervisor ﬂ | |

3. Select the pay periods.

Year

From Pay Period Q l:l To Pay Period # Q l:l

From / To Date | | | From / To Date | | |

Pay Period Cade Q l:l

Fiegion Q l:l

Adminiztered By Q l:l

Section Q, l:l

Shif [ ]

4. Notice when Pay Periods are selected info:HR automatically populates the date range.

Year

2016

From Pay Period Q I:l

From / To Date [1z/zarzms | EE[1/10/2008
Pay Period Code Q I:l

Region = I:l

Administered By Q I:l

Sectian a I:l

Shift [

To Pay Period # Q

From / To Date [1znz7zme | E@ [12/25/2018
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5.

NOTE:

Select the Timesheet Status criteria to be reviewed.

Timesheet Status : [X  Show Timesheet Not Entered X Show Timesheet Resubmitted
n [X  Show Timesheet Saved X Show Timesheet Rejected

Click to check . 5
and uncheck [~ Show Timesheet Approved X Show Timesheet Approve/Forward

[ Show Timesheet Submitted

Note: The report will change depending on the status selected. It is recommended to uncheck
the Show Timesheet Not Entered. |If checked, this will place a value in each cell of the
report, making it more difficult to see entries.

The report will open in Excel and will look something like this:

A B [ C I D | E I F I G I H | I T I K I L | M
IlDa(e‘ 122012016 [ HR Systems Strategies Inc. 1

2 |Time: 8:39:31 Timesheet Status Report
3

4 |Employee Number / Name 20161 2016/2 2016/3 2016/4 20165 201616 2016/7 2016/8 2016/9 201610 2016/11

5 221025 Abbott, John Saved Saved Saved Not entered Not entered Not entered Not entered Not entered Not entered Not entered Saved
6 221028 Abel, Alex Submitted Rejected Saved

Saved Not entered Hot entered Not entered

Ensure that there are no Unapproved Timesheet Records prior to beginning the Year End
Procedure. Save the reportin a Year End File (Recommended).

Depending on how you have your Timesheets set up you may need to run the report again with
only Show Timesheets Not Entered as the only item checked. This option will show all
employees who have not entered a timesheet.

The Timesheet Status report may be run numerous times to verify the data. When you are
satisfied the data is correct and saved in the desired format you are ready to begin the Year End
Procedure.

ESS Clients

If you use the ESS Module it is recommended to confirm that all vacation and time off requests are
approved prior to beginning the Year End Procedure. To do this, you will need to:

1.

Log into ESS — Vacation/Time Request Approval option.

info:HR

SOFTWARE

O @
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2. Enter the date range and click Show all Requests.

Enter the date range
and click here

Employee &2 From 1/1/2016 23 To 12/31/2016 2Q

J Click Here
[@Show All Requests ] Show Approved/Rejected Requests [C] Show Deleted Requests

© 1 New Time Request [ New Vacation Request

Reason Employee From Date To Date Hour_| Supenisof
4 Vacation Abel, Alex 10/17/2016 10/17/2016 5.00 Abbott, Jo|
? Comp time taken Abel, Alex 10/14/2016 10/17/2016 8.00 Abbott, Jo|
i =¥ Overtime at 1.5 Abel, Alex 9/26/2016 9/26/2016 -1.00  Abbott, Jo|
s’ Conference Abel, Alex 7/18/2016 712112016 800 Abbott, Jo

3. Vacation or Time Requests that appear in the list need to be approved or rejected before
proceeding with the year end.

Attendance

1. Ensure that all attendance/absenteeism data has been entered into info:HR. If you use ESS or
Online Timesheets ensure all approvals have been completed.

2. Optional Step: (Recommended) Run an Entitlements Report in info:HR. The Entitlements
Report can be saved in Rich Text Format and named Year End Entitlements 20xx (where xx is the
year being wrapped up) and stored for future reference.

3. Select:

Reports ® Attendance and Entitlements % Entitlements

E-=] Reports 3
B+ Attendance and Entitlernents |
Accnal

Attendance

Attendance Bonus Points
Attendance Calendar
Altendance History
Compensatory Time
Costed Attendance
Emeigency Leave
Entitlements

ESS Requests - Transac
Future Entitlements
Hourly Entitlements
Ovetime Bank L
Ovetime Bank Lost Hour
Timeshest Status

wiork S chedule

4. Select Organization Criteria:

Selection Criteria

Diivision Q, || |
Department Q | |
Location Q l:l

Union Q | |
Status Q | |
Category Q | |
Emplayes Mumber W | |
Supervizor m | |
Diizplay Hours -

Fegion Q l:l

Adrin By al ]

Section Q l:l

Shift [ ]

To ensure accuracy the report should include all employees who accrue vacation or sick time
entitlements.
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5.
It is recommended to run the report in Hours.
Dizplay
Region
Admin By
6.

applicable.

Display: Using the drop down you can select the time increment your report will be displayed in.

Select what you would like to see in the report, Hourly Entitlements and Compensatory Time if

Comp. Time Date is used to select a date range for the Compensatory Time only. Select Date
range if Compensatory Time is applicable. If Show Attendance Details is checked the report will
reflect each detail for every employee, not recommended due to the size of the document.

Cormp. Time D ate |

|E8 | |

Show Hourly Entitlements

Show Attendance Details

Show Entitlement Cast Only

I I |

Show Calculated

7. Select Report Grouping. This will insert page breaks between the data you select, example: if
you select Division the report will be ordered by Division first then by Employee alphabetically,

beginning a new page for each Division.

Report Grouping

Grouping #1 Division
Final Sort
Department
Location
Union
Admin By

Combo Box Section

Employee Name

1=

m

8. Run the report by clicking the ‘view’ button IE' It will

look something like this:

Date: 1212012016
Time: 8:28:30 AM

Abbott, John
Vacation Time Previous Year
0.00
Sick Time Previous Year

0.00

Hourly Entitlements
Flex hours earned
Dector appeintment
Flosting days off
Maving day

HR Systems Strategies Inc.
Vacation and Sick Time Information in Hours
{Includes The Hourly Information)

Date Range: 01/01/16 TO 12/31/16

Current Year Taken Outstanding
24000 7200 188.00
Current Year Taken Outstanding
40.00 16.00 2400

Data Range Previous
/112018 i ] 0.00
£ 0.00

i 0.00
1172016 1o 1203142016 0.00

Page:
RZENTHRT

Date Range
4/1/2015 TO 2/31/2016

Date Range
1/1/2018 TO 12/31/2018
Entitled Taken Qutstanding
0.00
17.50
2400
1.88

1
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10.

NOTE:

Verify the information, make any necessary corrections in info:HR. Print or save a copy in a Year
End file to refer back to if necessary. Save in the format of your choice; however, it is
recommended to save in a Rich Text format to maintain the quality of the report.

Have the IT department create a backup of the info:HR databases. Complete the back up after
all attendance/absenteeism are approved and verified, and prior to beginning the year end
procedures in info:HR.

The Entitlements Report may be run numerous times to verify the data. When you are satisfied
the data is correct and saved in the desired format you are ready to begin the Year End
Procedure.
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Beginning Year End Procedure

Rollover Sick, Vacation and Overtime Entitlements

Rollover Entitlements means that outstanding current year entitlements will move into the Previous
Year column. For example: An employee has 10 hours of vacation that has not been used in the year
being wrapped up; 10 hours will be carried over to the next year and will show in the Previous Year’s
column.

A Rollover can be done for Vacation Time, Sick Time and Overtime Banks.

1. Select
Mass Updates ¥ Entitlements % Rollover Entitlements % Vacation, Sick and Overtime

=-&# Mass Updates

o ZF Mttendance History
ZF Atterdance Master
Z# Berefits Master

- ZF Codes
&7 Continuing Education

. Z£F Dollar Entitlernents
& Emergercy Leave

- £4 Emplopee Mumber
B2 Entilements
£ Clear Acerual File

iz Holiday Mastsr

L2 Hourly Entitlement Master

-z Pension Entilement M aster

B Rollover Entitlements
2 . Sick and Overime

2. Select the criteria for the employees you will be rolling time over for.

Sel i Criteria

Division a, Lacation a [ ]
Department =4 Section Q[
Union Code a,
Emplovment Status Q
Categon =
Employee Humber  H§
Pasition Group =

PR |

3. Select which Entitlements you would like to rollover. Entitlements may be done separately or
together. If your organization has a maximum amount of time that can be rolled over for an
entitlement, you may enter it in either hours or days. Select either Negative or Outstanding
Balances. By default, Outstanding Balances is selected as it is the most common option used.
Note: If your organization does not carry forward Vacation/Sick Time and/or Overtime Banks do
not select that particular bank for rollover.

Rollover Entitlements
i [X Vacation Time [~ Overtime Bank
Ma: urs or Days to Rollover :’ @® Hows O Days

O Negative Balances Only @® QOutstanding Balances

4 To complete Rollover Click the Mass Update Button .
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Hourly Entitlements
Depending on your organization’s policies, Hourly Entitlements can be Rolled Over to the next year.
There is no need to Zero Out the Hourly Entitlements as the rollover will automatically create the next
year’s entitlement with a zero current year’s balance. Note: If your Hourly Entitlements are “Use or
Lose” and do not require a rollover please go directly to page 9 of this document.

1. Select:

Mass Updates ¥ Entitlements % Rollover Entitlements ® Hourly Entitlements

b Mass Updates
& Attendance Histary
& Atendance Master
£/ Benefits Master
&/ Codes
&/ Continuing Education
£/ Dollar Entitlements
£/ Emergency Leave
-4 Emplayee Number
El--&# Entitlements
£# Clear Accrual File
24 Huoliday Master
&/ Hourly Entittement Master
£ Pension Entitlement Maste
E--&# Bollover Entilements
i g Vacation, Sick and O
----- £ Houtly Entitiements

2. Select the Entitlement you would like to Rollover.

Department Category |Entitlement Code |Effective Date From Date
1/1/2016 1172016 |12/31/2016
17172016
14172016
17172016

17172016

3. If your organization has a maximum allowable amount to be rolled over, enter it at the bottom
in either hours or days. Remember to select the correct measurement.

Division al ] Employment Staws @ [ |

Depatment @[ | Category al

Unian al ] Entitlement Code @), Dactor appointment
Location al ] Seclion al ]

Date Range [trreme | [12r31/2018 Esclude from Update &l [~

Effective Date 14142018 Friday

Maximum Hours or Days to Rollover l:l ® Hours ) Days

i BDIIuver“E;mi.Emenl Rollover All I

. . Roll All . .
4. If you have more than one entitlement to rollover, click on . Otherwise, click

. The system will ask if you would like to proceed. Click Yes. A notification
window will tell you “all rules applied Rollover complete”. Click OK.

5. To confirm the Hourly Entitlements Rollover was completed, go to the Hourly Entitlements
Master. Notice the date range has been changed in the Hourly Entitlement.

Department |Union

Category |Entitlement Code |From Date Effective Date |Location

DA 17172017 12/31/20017 172017
14172017 1231207 1172017
11172017 1231207 1120017
1/17207 12531207 1As2017
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Zero Out Entitlements

Once you have completed the Rollover Entitlement steps, the ‘Current Year’ entitlements must be set to
zero so that they are not added to the next year’s accrual.

NOTE: It is recommended to complete Zero Out for Sick Time and Vacation Time together.
1. Select:

Mass Updates ® Entitlements % Zero Out Entitlements % Vacation, Sick and Overtime
(B
g Attendance History
g Attendance Master
g Benefits Master
g Codes
— g Continuing E ducation
g Daollar Entitlernents
----- £/ Emergency Leave
£ Employes Mumber
=-£# Entitlernents
Z# Clear Accrual File
ZF Holiday b aster
Z# Hourly E rtitlernent b aster
ZF Pension Entitlernent b aster
£/ Follover Entitlerents
i g Wacation, Sick and Overtime
- g Hourly Entitlements
Sick Entitlement Master
Z# Wacation Entitlement b aster
Z# Zero Out Entitlements
- g Wacation, Sick and Overtime
i g2 Hourly Entitlements

2. Select the Organization Criteria you will be Zeroing Out Entitlements for.

Selection Criteria

Division Q :] Location Q |:]
Department Q l:l Section Q l:l
Union Code Q :]
Employment Status @ :I

N .

Employee Number m I

Position Group Q l:l
v

Anniversary Month

If a month is selected, info:HR will only Zero Out
employees whose anniversary is in that month

3. Select the Entitlements you wish to Zero Out.

Zero Out Entitlements

[* Sick Time [¥ Vacation Time [ Owertime Bank

[ Previous Year

Current Year: In this situation, Current Year means the year being wrapped up. During a year-
end process, Current Year needs to start at a zero balance.

Previous Year: Complete as an exception. Example: A rollover was done for an entitlement that
did not qualify to be carried forward.

iCity Clients Only: Clients using iCity payroll integration that do not allow a rollover of vacation
must zero out the previous year as well as the current year.

***please call Support for assistance when completing a Previous Year Zero Out.

4. To complete Zero Out Click the Mass Update Button .
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Beginning New Year Procedure

Sick Entitlements Master
This is where the new ranges are applied for the next year’s Sick Entitlements.
1. Select
Mass Updates ® Entitlements % Sick Entitlement Master

E; Mazz Updates
g Bttendance History
i Bttendance Master
i/ Bencfits Master
- g# Codes
- g Continuing E ducation
g Dollar Entitlements
- Emergency Leave
[#- g Emplayes Mumnber
E ntitlements
# Clear Accrual File
# Holiday b azter
# Hourly Entitlement b aster
/ Pensian Entitlement M aster
/ Follover Entitlements
4 Sick Entitlerment Master
g Wacation Entitlement b aster
F-g# Zero Out Enlitlements

2. Select the rule you will be applying the new date range to.

Divizion |Department |Union |Sick Period Sick Period To |Effective Date [Employment Status
1/1/2016 1273172016 1/1/2016
ASSN [1/1/72016 1273172016 14172016

ol | I
3. Change the Sick Entitlement Period to the next year and enter the Effective Date.

This will apply the new date range to the rule selected.

|Division |Departmenl |Union |Sick Period |Sick Period To |Eﬂective Date |Employment Status
1172016 127312016 12172016
» ASSN |1/1/72016 123172016 1172016
Kl i
celection Criteria
Diivigion Q Ermployment Status Q
Department % Categony Q FT Full Tirne
Unicn &), |455N STAFF A55N Paosition Group Gy
Location & Section Gy
Sick Ertilement Period [Asme | [12/31/2018 Exclude from Update &1l
E fiective D ate 1/1/2016 Friday
Service Ranges [in Monthsg) E ntitlement M aximum
[0 )<= semvice = [399.59 180000 | [@Days OHows OFTEE | [0 |
<= Semvice = @® Days O Hours O FTEH l:l
<= Service =» [ | [@ Days O Hous O FTEH

4. Click Save after changing the date range for each rule. Then click for each

rule to apply the change. The system will ask you if you would like to proceed. Click Yes.
Note: If all the rules have the same Sick Entitlement Periods and Effective Date you can use the

Update All

Update All button to update all rules. The system will ask “Would you like to
proceed” for each rule. Click Yes.
5. A window will pop up notifying that all rules have been updated. Click Yes.

Page
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Exceptions

Rules that are outside the year end date range or have Exclude from Update All checked must

be updated individually. Once the rule has been changed and saved, click on

for these rules. This will update only the rule selected.

Update Entitlement

Division |Department

Sick Entitlement Period

Effective D ate

Union |Sick Period

3 17172016
ASSN |1/1/2016
|
Selection Criteria
Division Q
Department Q
Unian Q
Location Q

1/1/2016
17172016

Employment Status Q

Cateqgary Q
Paosition Graup Q
Section Q

[11/2018

| [12/31/2m8

14142016 Friday

Service Banges [in Months] Entitlement
[0 <= Service = [399.99 5 0000
l:l <= Service =»

L |

® Days
@ Dayps

(' Howrs ) FTEH
C' Hours O FTEH

Sick Period To |Effective Date [Employment Status
1243172016
1243172016

Exclude from Update Al ¢

M aximum

P ]
[ ]

—_— |

Vacation Entitlement Master

Note: If your vacation is accrued daily go to the Daily Vacation Accrual Year End Steps manual and
follow the instructions there. When complete, return to this manual at page 13.

This is where the new ranges are applied for the next year to Vacation Entitlements.

1. Select

Mass Updates ® Entitlements ® Vacation Entitlement Master

- i# Mass Updates
i Attendance History
LF Attendance Master
g Benefits Master
4 Codes
Cantinuing Education
Dollar Ertitlements
Emergency Leave
Employee Mumber
Entitlements
/ Clear Accrual File
&7 Holiday Master
# Houly Entilement Master
/ Pension Entitlement Master
J Rollover Entitlements
J Sick Entitlernent b aster
J Vacation Enfitlement Master

2. Select the rule you will be applying a new date range to.

31172016
1172016
1172016
4142mA

WAL Period From |YAC Penod To |Employment Status |Category |P «

4172017
1243172016
1243142016
IR

LTD

Page
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3. Change the Entitlement Period to the next year and enter the Effective Date.
This will apply the new date range to the rule selected.

|Division |Depallmenl |Union |V.AC Period From |V.AC Period To |Employmenl Status |Calegoly |P -
3172016 4152017 LTD
» 1/172017 127312017
CUPE (14172016 1243172016 FT
HNOM [44/2M5 IMN2MA FT JL‘
4 r
Selection Criteria
Diivigion Q Employment Status Q
Department Q Category Q FT Full Time
Uriiar @ [Cawi Caed LOCAL #1071 Pasitian Group G
Location Q Section Q
Yacation Entitement Period 1/1/27 |‘I 2/31/2017 Exclude from Update &1
Effective Date 11/2017 Sunday Round entitlement [
: ) . : VYacation Pay

Service Ranges [in Months] Entitlement Maximum Percentage
[ ¢= Sewvice => [24.99 1.2500 ®Days OHows OFTER [0 [ |
25 <= Service =» |B0.99 1.6500 ® Dayz: O Hows O FTEH i}

1 <= Service =» (12099 20800 ® Days O Hours O FTEH 1]
1 <= Service = 39393 2.5000 @ Days O Hows O FTE# E“:I
l:l <= Service =» l:l l:l ® Dayz: O Hows O FTEH l:“:l

Print All | Update Entitlement | Recalculate | Update All |

4. Click Save e after changing the date range for each rule. Then click for each
rule to apply the change. The system will ask you if you would like to proceed. Click Yes.

Note: If all the rules have the same Vacation Entitlement Periods and Effective Date you can use the
Update All button to update all rules. The system will ask “Would you like to
proceed” for each rule. Click Yes.

Exceptions

If a rule has dates outside of the Year End Date range the Exclude from Update All should be
checked. This rule will not be updated with the Update All function. This rule must be changed
individually. To change this type of rule, follow the steps above.

NON |471/2m5

Selection Criteria

Division Q Employment Status & LTD Long Tem Disabilty
Deparment @ Category

Urion Q, Pasition Group Q

ezt a, Section Q

Vacation Entitlement Period 31 /2016 44172017 Exclude from Update All B¢
Effective Date Fiiday Round entifement [~

Service Ranges (in Months) Entitlement Masimun “Sereantoge,
0 <= Service = [11.99 1.2600 ODays CHows ®FTER [0
12 | <-senice - 339 | [1E6m0 ODay: CHous @FTEE | [0
(B0 <= Sewice = 1319 20800 Obas OHows @FIEE | [0
132 <= Servios = (20399 22600 ODays OHows @FIEE | [0
[ <= Senice => ODays O Hows @ FTER
Pint Al | Update Entitlement Recalculate Update All

Page
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Hourly Entitlements

This is where the new ranges are applied for the next year to Hourly Entitlements.
1. Select

Mass Updates % Entitlements % Hourly Entitlement Master
- £# Mass Updates

- Bttendance Histary

g Bttendance Master

- Benefits Master

g Codes

Z# Continuing E ducation

g Dollar Entitlements

g Emergency Leave

£ Employes Number

[=-£F Entitements

Clear Accrual File

Holiday taster

Houily Entitlement taster
Pension Entitlement Master
FRollover Entitlements

L/ Sick Entitlernent M aster
‘Wacation Entitement M aster
Zem Out Entitements

2. Select the rule you will be applying a new date range to.

To Date Effective [
DA 1/01/16 12/31/16 1/01/16
1273116 1/01/16
12/31116 1/01/16

1273116 1/01/16
0l

2

3. Change the Entitlement Period to the next year and enter the Effective Date.
This will apply the new date range to the rule selected.

Department Union

Category |Entitlement Code |From Date Effective Date |Location
1/1/2017 12/3172017_|1/1/72017

1717207
1112m7

123207 1472017
Ll | 2
Selection Criteria
Division = Employment Status @
Department Q Category Q
Union = Entil Code G DA Dactor appaintment
Location a,

Section ar ]

Exclude from Update Al [~

Date Range A[(iAemr ] [ [2semg

Effective Date [ [1/1/2017 Sunday

Update Method

O Accurnulate (@ Replace

Service Ranges (in Months] Entitlement

[0 ] < Service = O Days @ Hous O FTER
[ Je=semie=> [ | [ [Opws ®Hows OFTER

Update Entitl ‘ Delete Entitl ‘

Print All | Update Al | Delete All | Delete Previous Year ‘

4. Click Save after changing the date range for each rule. Then click for each

rule to apply the change. The system will ask you if you would like to proceed. Click Yes.
If all the rules have the same Hourly Entitlement Periods and Effective Date you can use the

Update All button to update all rules. The system will ask “Would you like to
proceed” for each rule. Click Yes.

Note:

Page
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5. Once all the rules have been updated you may delete the previous year’s Hourly Entitlement
records from the employees Hourly Entitlement Screen by clicking the Delete Previous Year

button for each rule.

Exceptions

If a rule has dates outside of the Year End Date range the Exclude from Update All should be
checked. This rule will not be updated with the Update All function. This rule must be changed
individually. To change this type of rule, follow the steps above.

To Date Effective [
DA 1/01/16 12731716 1701716
12731116
12/3116
12431716

ﬁ
Selection Criteria
Division Q Employment Status Q
Department Q Category Q
Urion Q Entitlement Code @, [D4 Doctor appointmet
Location g ’—‘ Section Q l:l
Date Range [1/0116 | [12/31/16 E
Effective Date Friday
Update Method ) Accumulate ® Replace

Overtime Bank

Once you have completed Rollover and Zero Out of the Overtime Bank, (See Beginning Year End

Procedure section of this document) the next step is to update the rules in info:HR.
1. Select

Mass Updates ® Overtime Master

g/ Mass Updates

LA Attendance Histary
LA Attendance Master
LA Benefits Master
L# Codes

L# Continuing E ducation
L# Dollar Entitlements
L# Emergency Leave
[#-gZ# Employee Mumber
[H-Z# Entitlements

L# FollowUps

LA Import Photo

LZ# Other Earrings

LA Overtime Master
LA Position Master

2. Select the overtime rule you will be applying a new date range to.

1
From Date To Date Location Union Employment Status | Category __|Region [Administered By | Section Max. B2
I 1/1/2016 12/31/2016 SW

10

Page

14



info:HR Entitlements Year End Procedures

3. Change the date range to the New Year.

From Date Employment Status | Category Administered By [Section Max. Bal
(3 1/1/2016 12/31 /2016

K E— 2
Overime Enti Period [B 17172017 12/31/207A

Location G

Union G [Bw | STEELWORKERS ASSOCIATION

Ernployment Status a ]

N —

Q]

Admiistered By al ]

Q]

Maximum Bank Hours Per Year

Mullpler

Emal Atiresses

[Email nolification wil be sent when Overtime Bark Outstanding is Negative and when exceeded the Masimum Bank Haurs.]
Recalculate All Employecs Update All Employecs

4. To apply the new date range to the rule, click Save to save the changes for each rule.

5. Click to apply the rules to the employees. This only needs to be done once.

6. The system will ask you to confirm completion of Rollover and Zero Out, “Would you like to
proceed?” Click Yes.

7. The system will notify you with a number of records which will be updated, “Would you like to
proceed?” Click Yes.

Archive Attendance

Traditionally, attendance files are move into a historical file to improve performance in info:HR and ESS.
The data moved is always visible and maintainable under the Attendance History menu item. To print
reports, use the Attendance History report. This report will merge the current and historical attendance
information into one report. This is an optional step that may be done at year end or sometime
throughout the year. To move current year Attendance records into Attendance History

1. Select
Mass Updates ® Attendance History

j Reports

- £ Massz Updates

- g Bltendance History
- i Stendance Master
5} Benefits Master
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2. Enter Selection Criteria if necessary. Enter the Date Range this is the date range of the records
you are moving into Attendance History.

Selection Criteria

Drivigion Q I:l
Department Q I:I
Union Code Q I:l
Emplopment Status Q I:l
Categomny Q I:I
Location Q I:l
Section Q I:l

Employes Humber rﬁ@ | |
Reaszon Code Q | |

Date Fange | | |

[ Bring Forward Seniority Hours

[~ Bring Faorward Compenzatary Time

3. Bring Forward Seniority Hours and Bring Forward Compensatory Time generally are not
checked. Depending upon how Seniority Reports are run and how compensatory time is tracked
will determine whether or not these flags are checked. For more information please contact our
Support department.

4. Click mass update to complete.

Holiday Master

The Holiday Master provides the ability to set up Statutory Holidays for the coming year/s. When this
screen is set up ESS users can see the Holidays in their Quick Info panel, also info:HR and ESS will,
depending on your settings, ignore STAT Holidays or warn you when you enter an attendance record or
a time request that includes a Holiday.

The Holiday Master may also be used to update attendance records with STAT Holidays.

Initial Setup
1. Select
Mass Updates ®Entitlements ®Holiday Master

2. Click New Record .
3. Enter the Date of a Holiday, and the Holiday Name. You may also enter selection criteria for the
Holiday; only employees matching the selection criteria will be affected by the Holiday.
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| —
Holiday Mame |
Section: Q l:l

Province of Employment Q l:l
Province of Residence Q l:l

Selection Criteria to Update Attendance

Category Q | |

Example: Using selection criteria Province of Employment being Ontario. Only
employees with a Province of Employment of Ontario will see the holiday entered; e.g. if
my Province of Employment is British Columbia | will not see the Holiday. NOTE:
Province of Employment is located on the Banking screen.

4. Click Save .
5. Repeat steps 2 through 4 for each holiday in the year.

Creating a New Year
When the previous year of Stat Holidays are in place you are able to duplicate the year, using the
Duplicate for Next Year button a the bottom of the screen.

ear

Holiday Hame
201572016 '
342542016
R/23/2016

Good Friday
Wictoria Day
Canada Day
Civic Holiday
Labour Day
Thankszgiving
Christrnas
Bowing Day

12/26/2016

Date 14142016 Friday
Holiday Mame |New ‘ear's Day
Section: Q I:I

Province of Employment Q I:I
Province of Residence Q I:I

Selection Criteria to Update Attendance

ategory Q |

Delete Year Duplicate for Next Year Update Attendance with Update Attendance
SELECTED Holiday(s] with ALL the Holidays
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The system will create a list of holidays for the New Year. You will be required to go through the holiday
list and manually alter any dates that change from year to year such as Easter or Thanksgiving. Also, if
you are observing a holiday on a different date, it is recommended to enter the day employees will have
off and beside the name of the holiday name enter “(Observed)”; this will show employees using the
system that the stat holiday is recognized on a different date.

Updating Attendance
If you would like to see attendance records for the Stat Holidays you can use the Holiday Master to
update employee attendance records. There are 2 options:

Update with Selected Holiday(s) allows you to select one or multiple holidays to be updated.

Update Attendance with
SELECTED Holiday[z)

Update All Holidays allows you to create all Stat records in one click.

Update Attendance
with ALL the Holidays

It is recommended that the update is completed close to the holiday for a number of reasons:
¢ |f you update at the beginning of the year, new employees throughout the year will have to be
addressed individually.
e Costed attendance will not be as accurate, since it will associate the employee’s salary at the
time of update with the attendance record that may be months away, not the salary in effect on
the actual holiday.

Company Master
In this screen you will be updating your Fiscal Year Date Range. Key in your organization’s fiscal year

date range and press save.

company Name [N
. Outstanding Bazed Upon
Praduct Serial Mumber S/ - 9395 .
§ 1 - Entitlements [ate
Fiscal Year Date Rangs [1/01/18 IRENEZEE 2 - Original Date of Hire
3 - Seniority D ate
‘Wacation Outstanding Based Upon 4 - Last Hire Date
acation Earmed Annualized Monthly — w g Hz‘;angT:d Date
Sick Time Outstanding Bazed Upon
Sick Time Eamed Annual A
"acation / Sick Mazs Update Bazed Upon |Driginal Hire Date j
Salary Decimal Precision 2 -
Federal Tax Exemption 11809 Provincial Tax Exemption |10354
Country Cade CAMADA - Employees for License
Employees on File
System Generated Employes # Mo -
Last Employee Created on |1 2/m420
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APPENDIX

Company Master

Company Name ‘HR Systems Strategies Inc.

Dutstanding Entitlement

Product Serial Number 5/ - 9999w .
) 1 - Entitlzments Date
Fiscal Year Date Range 1/1/207 12431207 2 - Original D ate of Hire
3 - Senioiity Dale
Vacation Entitlement Outstanding Based Upon 4 - Last Hire Date
5 - User Defined Dat
‘acation Entitlement Earned U"‘.V 4 G- U:ieo'n ga”: i
B . N - Monthlv
Sick Time Entitlement Dutstanding Based Upon
Sick Time Entitlement E amed Annalized Manthl
Entitliement Mass Update Based Upon Original Hire Date -
Salary Decimal Precision 2 -
Federal T ax Exemplion 11038 Provincial Tax Exemption | 3574
County Cods CANADA - Emplopees for License
Emplayess on File

=

o -

414/20B

System Generated Employee #

I

Last Employee Created on

Vacation/Sick Entitlement Earned definition:

®  Monthly means that the user will apply the vacation/sick rules once a month. The accrual table
will be updated showing that the rule has been applied. The monthly entitlement is ADDED to
the Current Year’s Entitlement. For example, John Abbott’s current year balance outstanding is
24. The rule will give him 8 hours. After the rule is applied, John Abbott’s current year balance

will be 32.

¢ Annual means that the user will apply vacation/sick rules once a year. The accrual table will be
updated showing that the rule has been applied. The annual entitlement REPLACES the Current
Year’s Entitlement. For example, John Abbott’s current year balance outstanding is 120. The
rule will give him 120 hours. After the rule is applied, John Abbott’s current year balance will be

120 (last year’s 120 replaced with this year’s 120).

¢ Annualized Monthly means that the user will apply the vacation/sick rules once a year. The
accrual table will be updated showing that the rule has been applied. This setting will cause 12
records to be created in the Accrual table, one record for each month. The monthly entitlement
is ADDED to the Current Year’s Entitlement. For example, John Abbott’s current year balance
outstanding is 0. The rule will give him 8 hours per month. After the rule is applied, John
Abbott’s current year balance will be 96. If John’s entitlement increases to 10 hours per month
half way through the year, his current year would be 108 (8 hours x 6 months plus 10 hours x 6

months).
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If the setting above is set to Monthly or Annualized Monthly, the Vacation and Sick mass update screens
will show another option.

Yacation Entitlement Period 112017 |12.-"31 J27 | Exclude fram Update &1
Effective Date 11207 Sunday % Round entitlement [

* The purpose of the “Round entitlement option” is to take the result of adding the monthly
entitlement to the current year amount and rounding it to the nearest whole number.

e |f the employee accrues time on a Monthly basis, this option would be checked when the
effective date is in the last month of the Entitlement Period.

e |f the employee accrues time on an Annualized Monthly basis, this option would always be
checked.

How it’s used:
Service Ranges Entitlement Maximum

0-35.99 0.8667 10 days
36-119.99 1.25 15
120-179.99 1.6667 20
180 —-999.99 2.0833 25

Only the second row will give the employee the correct maximum amount. The other rows will
either give the employee a bit too much or too little. This is why we have the “Round Entitlement”
option.

e 8667 * 12 = 10.4004 — should round down to 10

e 1.25*12=15-no problem

e 1.6667 * 12 =20.0004 —should round down to 20

e 2.0833 * 12 =24.9996 — should round up to 25

The reason for this is to avoid having the employee see a fraction of a day.

Vacation Entitlement Year End
This button is used for a small portion of clients who do not have a single vacation date range for all
employees, but rather a unique range for each employee.

This applies only to clients who have Company Master set to meet the criteria below:

1. Vacation Entitlement Outstanding Based Upon not ‘1’.
2. Vacation Entitlement Earned is either ‘Annual’ or ‘Annualized Monthly’.

On the Vacation Entitlement Mass Update, a Year End button displays.

Frint All | ‘ | | Year End |
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This new feature turns off the Update Entitlement, Recalculate and Update All buttons as these
functions are handled under the Year End button.

The Year End button performs:

1. Rollover Outstanding Entitlement into the Previous Year column.

2. Zeros out the Current Year column.

3. Updates the Current Year column with the new entitlement amount.

Processing steps:

1.

Click on the Year End button.

5 Year End for Anniversary Month Iﬁ

Effective D ate 11207

Anniversary Month January

Select the Anniversary Month.
If the selected month is still the current month, the message displayed is:
info:HR - Year End for Anniversary Month &3

i You are trying to do an Anniversary Month update for the month
S of "January’ which is not completed yet.

Are you sure you wish to proceed?

® This message warns the user that the Anniversary Month and current month are the
same. Normally, the ‘monthly’ yearend function occurs in the month following the
Anniversary Month to ensure that all attendance records have been recorded and/or
approved.
e |f you are sure that the attendance is up to date for the Anniversary Month, click on Yes
to proceed. Otherwise, click on No to stop the monthly year end process.
If the selected month is the following month, the message displayed is:
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info:HR - Year End for Anniversary Month

‘30‘ For all employees whose Anniversary Month is 'January', their
== Outstanding Amount will be moved into the Previous Year
column and the Current Year column is Zeroed Out and updated

with the next year's entitlement.

Do you wish to proceed?

e C(Click on Yes to continue with the year end process.
¢ If no employees have an Anniversary Month for the month selected, a message saying:

info:HR (|

Employees for this selection do not exist!

e Otherwise:
Year End =

i 1 Records to process.
£ Would You Like To Proceed?

Yes No

Click Yes to proceed and the rollover, zero out and mass update will occur
automatically for the month selected.

o Click No to abort the year end process.
e C(Clicking No will abort the year end process.

@)
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