HUMAN RESOURCES HR-345

Import Timesheets

ADMINS has a process for importing timesheet records from a spreadsheet. This does not replace timesheet
creation or entry, but instead adds timesheet records to an existing uncalculated warrant. It could easily be
used to add a one-time entry to many employees. This document assumes proficiency with processing a

payroll in AUC.
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1. Create a warrant or identify an existing warrant to contain the timesheets.

2. Select Human Resources P Interfaces/Imports P Timesheet Import from Spreadsheet to show the
simple step menu:

== [AUC] 6764-Timesheet Import from Spreadsheet [theresa]

Timesheet Import from Spreadsheet

Description
Email Timesheet Import Template to User
Employee List - Import Timesheets
Import Timesheets

3. Click on the = Fmechest Swport fewwisie b User button to send the template to any user
with an email address in the AUC system. A sample email message with an attachment is shown.

il < Open the attachment in Excel® and save it as a .CSV file
File  Message Help Q  Tell me what you want to do . . .
= in a folder that is accessible from the ADMINS server.
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[AUC] Timesheet Upload Template

4. Enter data into the spreadsheet. All the required
fields are highlighted in the spreadsheet column headers.
Only the Line Note field is
- ety Gt G| VUG (ll=euggn N =B @ optional. Do not add or
T - = delete columns from the
e z " : spreadsheet. When data
WRAAT EMPND (RS tASAM XIPOSHO  PAYCOD OURS 0AYS  NOTE entry is complete, click
File|Save as to save the
template as a file of type
.CSV in a folder that is

g available to the AUC server.
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5. To save time and data entry, run

Employee List - Import Timesheets to

to Excel®.

produce the companion report Employee List —

Import Timesheets for selected employees

Filter and sort the report by Bargaining Unit, Pay Group or Timesheet Group. Copy and

B Task 6768: Timesheet Import Employees Report X

Timesheet Import Employees Report

Optional: Enter up to 9 Bargaining Units Edit | ‘u values: ‘
Optional: Enter up to 9 Entity Codes Edit [I] values: ‘
Optional: Enter up to 9 Pay Groups Edit ‘l] values: ‘
Optional: Enter up to 9 Timesheet Groups Edit ‘n values: ‘
Optional: Step Range From: /— To: ’—‘

Optional: Grade Range From: l:lTn: l:l

Optional: Enter up to 9 Schedules Edit ‘n values: ‘

Sort Report By: @® Timesheet Group O Entity O Pay Group O Bargaining Unit O Name

Run as @ Excel

Lookup Cancel Clear All

0K

paste data from the report into the
template. Save the file as an Excel®
document and provide it to the person
collecting the data for the timesheets.

When the completed spreadsheet is
returned, save it as a .CSV file and
upload it. See item 6 below.

Import Timesheets

6. Upload the CSV File using the II

ll button. Enter the filename

and select an In-Process Warrant; click on [OK]:

17 Task 6762: Import Timesheets

Import Timesheets
This process will create timesheet records based on the
template saved as a .csv file.

Required: Enter In-Process Warrant# 903312 | [PAYR
Run as @ preview O Print~ OPDF O Excel
If Printing use Duplex @ vyes (O No

oK

Required: Enter Import Filename [ex: d:ladmhomettransfer\FILENAME.CSY) \D:\AUEiDtvclnpmenl\ndmhnm:\Tlansl:l\Z[IZ[I[IdIHiBLGiTSIMF‘(!HT.:sv

Cancel Clear All

If there are any errors, the Timesheet Import Error Report will be produced. Correct the errors and repeat

the [Import Timesheets] step until all the errors are corrected.
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[zimesheet Import Exror Report]

03312

-07 SCHOOL-CLEAR

oesEUSPAYO-10

003CUSZHDS-02 SCHOOL-CUST

ooscuszDs-0z

Import Erfars X

0 Correct import file from Template or Correct AUC

e Employee not in AUC — Add employee or
correct .csv file

e Position not found — Add position or correct
.csv file

e Pay code not in AUC or inactive — Add
/activate AUC pay code or correct .csv file

e Missing Accounting — Correct employee
accounting

e Missing Salary Information — Correct
employee salary history

e Missing Hours/Days — Add hours or days to
the .csv file

IS Property of ADMINS. Inc.

No unauthorized reproduction, distribution or use permitted.

Original 4/28/2020 tc Page 2 of 3



9 ADMINS Unified Community HR—-345 Import Timesheets
Human Resources April 2020

7. Once all errors are corrected, the system will display a
prompt to move the records into the timesheets.

Timesheet Impart H

Do you want to move the records into the timesheets?
Click YES to Mowi ) .
Click NG to Abort Click [Yes] and then click [OK] on the

***process is Complete*** popup.

Timesheet Import X

e *** Process is Complete "™

\ oK & | Cancel

TEE . TSimport Detail 6766 THERESALILxmI - Microsoft Excel
Home Inseri  PageLayout ¥
R107 v =
A 8 i 5 E F [} H TIR[L] M ]

o EmpH  Hame Pasitiany Work Date Warrant Pay Code Descnption Hours Rate Days  wiages
5 Total for Empioyee: 0 #16.00
s

7

6 071167 SULLIVAN, MARIE SCHOOL-CUST  SI0JCUSZNDS-0Z 4112020 'B03312 COVIDIS Queranling Pay 1000-200-4110-190-02-00-51450 CUSTODIAN SALARY-50 6.00 416.00
o Total for Employee: s 41800
0

]

12 'H71321 JENKNS, LAWRENGE SCHOOLCUST  SO07CUSMANG1 412020 03312 GOVIDIO Quarantine Pay 1000-300-4710-180-07-00-51450 GUSTODIAN SALARY - KMA 800 41600
3 Total for Empioyee: 8 #1600
fas

3 Timesheet Group Total 160 8.02000
g 007652 DEFLAMING, LAWRENCE  TOWN -TOWN  S168CUSMCUS-DT 4/1/2020 803312 COVIDI® Quaranlin Pay 1000-188-0000-001-00-00-51130 PERMANENT PERSONNEL 6.00 416.00
fas Total for Employee: s w1600
0

01

02 s 1800
03 Timesheet Group Total

04 192 9.984.00
05

o5 ssssGrand Total:

POSTED

8. If needed, make any updates to the timesheets. Continue by processing the warrant as usual.
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