DISTRICT SCHOOL BOARD OF PASCO COUNTY

UWININGSG

‘QUICK START GUIDE

Activity: Time Entry Preferences
Menu Navigation: Departmental Functions > Time Entry

1. Navigate to Time Entry
Departmental Functions > Time Entry

2. The following window will be displayed when the Time Entry screen is accessed. This window indicates which payroll
period is active.

Payroll Process

Payroll Run Type 1 BIWEEKLY
Payroll Warrant B70817

Payroll Period Begin Date 09/24/2016
Payroll Period End Date 10/07/2016
Payroll Check Date 10/21/2016

Continue with this payroll process?

Yes No

w

Click Yes to access the Batch Header screen
4. From the Batch Header screen, click on More and then select Preferences from the Menu group on the ribbon

o, Time Entry - Munis [ a U 7 X
":-' *  HOME
Q X Delete I Text file d fudit AddBatch Import
v Builder Cloba A £ E
Accept Cancel | Search T Add Update o Print FDF Exce @emsi Attach : Scan Detail Merge R
Duplicate ] Preview ﬂ Schedule o Alertsw  Resume E Mare... ~
Confirm Search Actions Cutput Office Tools Me: Move
Payroll Identification Vend Import
Run Warrant Batch
Sub Hist
1-BIWEEKLY PAYROLL RUN B61316 10
Preferences
Batch Information T
Department o Exceptions
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Posted N
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Employes Count 29
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5. On the Preferences screen, click Update to modify the standard time entry preferences for your user ID
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6.

7.

8. Skip the Pending Preferences tab - do not make any changes to this tab at any time
9.

Select Report Preferences as shown below

User Preferences

Preferences For jvogel

GENLO ARG D Screen Preferences Pending Preferences | Daily Grid Fields

Report F-\LWAYS CHOOSE
Option [DETAIL
Include [BATCH
Sort |EMF‘LUYEE NAME
v/ Employee Subtotals
v~ Hide 55N
Dates Outside Payroll

Click on the Screen Preferences tab and select as shown below

User Preferences

FPreferences For jvogel

Report Preferences Pending Preferences | Daily Grid Fields

Default Screen [ALWAYS CHOOSE
Find Sort order [EMPLOYEE NAME
Account Description [ACCOUNT DESCRIPTION
Absence Default  [N-NO
Autoload Default |
Daily Grid Days 0
v~ Prompt Ta Verify
Enable Autoload
Hours Entry In Military
v~ Warn On Undefined Pay Type
v Set To' Date From 'From' Date
Record Date Notes

Click on the Daily Grid Fields tab and check boxes as shown below

User Preferences

Preferences For jvogel

Report Preferences Screen Preferences Pending Preferences
Activity Allocation v | Pay1
Activity Description Org | Pay2
Y Job Object S Pay3
| Job Description Project S Pay4
v Pay Description v Account + | Payb
Work Order v Account Descripion .~ Pay@
Task | Pay7

10. Click Accept to save changes
11. Click Return to return to the Batch Header screen
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