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PGCPS

Sherriel Sullivan <sherriel.sullivan@pgcps.org>

Timekeeper Notice Feb 12, 2021

1 message

Wilma Marks <wilma.marks@pgcps.org> Fri, Feb 12, 2021 at 8:52 AM
To: Oracle TimeKeepers <OracleTimeKeepers@pgcps.org>
Bcc: Sherriel.Sullivan@pgcps.org

Hello Timekeepers,

1. Jan 28 was the first Timekeeper Q&A on Google Meets. The power point is attached. Some timekeepers also
asked for steps to run reports so there is a document attached here with that info. Please go to page 8 of the
document for steps on running reports.

2. W2s have been mailed out and are available online. Reprint requests will not be taken until Feb 15.

3. Covid vaccine day off: Employees are to enter their leave thru self service. Any questions should go
to covidvaccine@pgcps.org.

4. There continues to be an issue of payroll not being informed and leave not being charged when employees are on
leave. Anytime an employee misses a day, leave must be on the timecard. If the employee is out or expected to be
out for more than 10 days, please inform the payroll clerk.

As always, | am available if you have any questions.

Have a great weekend!

Wilma Marks

Supervisor Operations and Procedures

Payroll Services

301-952-6351

Fax: 301-952-6088

Strategic, Input, Consistency, Connectedness, Relator

Click HERE to go to the Payroll Office Website!

Click HERE to go to the Absence Management Website!
Click HERE to go to the Leave (Use or Lose) Calculator for all PGCPS unions!

Click HERE to go to the Internal Revenue Service (IRS) Tax Withholding Calculator!

***x**Providing excellent customer service is very important to us****x*
Please, take a moment to rate our service by clicking the link below:

Click Here to Complete Customer Service Survey!

2 attachments
i Payroll Training Jan 2021.pptx
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1.  PAYROLL SCHEDULE

2. DOCUMENTATION

4. TIMECARD

5. EMPLOYEE STATUS

6. REPORTS

7. LEAVE

9. PART TIME/TEMP/SECOND ASSIGNMENT
10. SELF SERVICE/EMPLOYEE QUESTIONS

11. GARNISHMENTS



PAYROLL SCHEDULE

REGULAR TIMECARDS ARE DUE FRIDAY END OF PAY PERIOD. SUB TIMECARD IS DUE THE MONDAY AFTER.
TIME NOT ENTERED IS MUCH MORE DIFFICULT TO ENTER ON PAYROLL END SO PLEASE ENSURE TIME IS ENTERED
AND CORRECT. IF TIME IS LATE, SUBMIT LATE TIME FORM FOR THE PARTICULAR PAY TYPE.

Saturday Sunday |Monday Tuesday [Wednesday Thursday |Friday
Week 1 |Pay Period Start
Pay Period End
Week 2 IRegular Timecards Due Midday
Sub Timecards Due
Week 3 [midday [Payday
Sub Late time due
Week 4 on Oracle timecard Sub late time pay day

APPROVALS OF LEAVE REQUESTS COMING FROM EMPLOYEES SHOULD BE DONE PROMPTLY. ANY RECEIVED CLOSE TO END OF PAY
PERIOD SHOULD BE DONE BY 10 AM ON TIMECARD DUE DATE IN ORDER TO HAVE THEM APPEAR ON THE TIMECARD FOR THAT PAY

PERIOD.

THIS SCHEDULED HAS REMAINED DURING COVID. THERE ARE ADJUSTMENTS WHEN BANK CLOSING HOLIDAYS OCCUR ON PAYDAY.




DOCUMENTATION

A. MAINTAINING SOURCE DOCUMENTATION

EVEN THOUGH PAYROLL RECORDS ARE MAINTAINED IN ORACLE, YOU MUST MAINTAIN A SOURCE DOCUMENT SUCH AS A
SPREADSHEET OR DAILY LIST THAT CAPTURES ATTENDANCE AND LEAVE TAKEN. USE THIS SOURCE DOCUMENT TO RECORD ALL
LEAVE AND/OR PAY EXCEPTIONS REQUESTED BY EMPLOYEES ON A DAILY BASIS. THIS DOCUMENT MUST BE SIGNED BY THE TIME
APPROVER AT THE END OF EACH PAY PERIOD AND FILED WITH ALL SUPPORTING LEAVE DOCUMENTATION, SUCH AS LEAVE REQUEST
FORMS. SOURCE DOCUMENTS MUST BE KEPT FOR AT LEAST FIVE YEARS.

ALTHOUGH WE ARE NOW DOING MOSTLY WORK FROM HOME, THERE IS STILL A REQUIREMENT TO TRACK ATTENDANCE. THE

FORMAT OF THIS TRACKING WAS NOT DEFINED BY UPPER MANAGEMENT BUT GOOGLE DOC SIGN IN SHEETS WERE ADVISED BY
PAYROLL TO BE USED.

School/Office Name - OTL Source Document

Employee Name ~ |EIN - |Date |Date |Date |Date |Date |Date |Date |Date |Date |Date. |Date |Date |Date |Date.
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DOCUMENTATION

B. TRACKING AND LATE TIME FORMS

THERE ARE VARIOUS FORMS PROVIDED FOR TRACKING TIME TO BE PUT ON TIMECARDS AND FOR REPORTING LATE TIME TO BE
ENTERED AND PROCESS BY THE PAYROLL CLERKS. THESE FORMS ARE AVAILABLE ON THE PAYROLL WEBSITE AND ARE IN
WRITEABLE PDF FORMATS FOR YOUR USE.

TRACKING FORMS ARE TO TRACK TIME WHICH YOU WILL KEY ON THE ORACLE ONLINE TIMECARD

LATE FORMS ARE FOR WHEN THE ORACLE TIMECARD DEADLINE IS MISSED AND YOU NEED TO SEND LATE TIME TO PAYROLL CLERK.

Bulletins, Calendars
and Forms
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TIMECARD

A. TIMECARD STATUS

WORKING (BLUE) - TIMECARDS ARE MARKED WITH THE BLUE WORKING STATUS BEFORE THEY ARE SUBMITTED FOR
APPROVAL AND AFTER CHANGES HAVE BEEN MADE AND SUCCESSFULLY SAVED. ALL EXCEPTIONS SHOULD BE IN WORKING
STATUS UNTIL THE MORNING OF THE PAY PERIOD END DATE, WHEN ALL TIMECARDS ARE SUBMITTED.

SUBMITTED (GREEN) - TIMECARDS ARE MARKED WITH THE GREEN SUBMITTED STATUS WHEN THEY HAVE BEEN SUBMITTED
FOR APPROVAL. IF YOU SUBMIT, YOU ARE STILL ABLE TO MAKE CHANGES. YOU MAY HAVE TO ADD A LINE IN ORDER TO PUT
THE TIMECARD BACK IN WORKING STATUS TO MAKE THE CHANGE. DURING SUMMER, 10 AND 11 MONTH TIMECARDS DO NOT
NEED TO BE SUBMITTED. IF 10 OR 11 MONTH EMPLOYEE WORK SUMMER PROGRAMS, SUBMIT SHOULD BE DONE MONDAY AFTER
PAYROLL DUE DATE TO ALLOW ALL SUMMER TIME ENTRY TO OCCUR.

APPROVED (GREEN) - TIMECARDS ARE MARKED AS APPROVED ONCE THE APPROVER HAS APPROVED THE TIMECARD. THIS
CANNOT BE REVERSED. THIS CAN ONLY BE DONE BY THE ORACLE ASSIGNED TIME APPROVER, NOT BY PAYROLL OR ANYONE
ELSE. ONCE APPROVAL IS DONE, NO CHANGES CAN BE MADE ON THE TIMECARD.

ERROR (RED) - TIMECARDS ARE MARKED WITH THE RED ERROR STATUS WHEN THE TIMEKEEPER TRIES TO SAVE AN INCORRECT
TIMECARD ENTRY (I.E., IF THE TIMEKEEPER ENTERS OTHER LEAVE WITHOUT ENTERING THE REASON). THE ERROR STATUS
ALSO APPEARS IF THE EMPLOYEE DOES NOT HAVE SUFFICIENT LEAVE FOR THE ENTRY. THE TIMEKEEPER MUST RESOLVE THE
ERROR BEFORE SAVING. ERROR TIMECARDS WILL NOT TRANSFER AND EMPLOYEE WILL NOT BE PAID.

REJECTED (RED) - IF THE APPROVER CHOOSES NOT TO APPROVE THE TIMECARD, THE TIMECARD IS MARKED WITH A RED
REJECTED STATUS. THE TIMEKEEPER MUST MAKE CHANGES TO THE TIMECARD AND RESUBMIT.
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TIMECARD

HQURS TYPES

“Jhere are many different hours types to use when entering additional time for employees on the OTL Biweekly Timecards and below is the
name of the Element and when to use the element. Supplemental Pay Types are heavily monitored by Internal Audit and upper management.

.

Extended Learning Pay — This element is used for PGCEA employees who are teaching a class of students after school. This element
should not be used during the summer when schools are closed.

PGCEA Substitute Coverage — This element is only for PGCEA employees that are covering for another classroom.
EOP and VEP — Education online programs and Virtual Evening Programs are new elements replacing evening high school

PGCEA ILT Extra Days - This element is for Instructional Lead Teachers to pay them 10 their extra days. These must be whole days
and not worked on any of the 192 teacher duty days

Summer Guidance Hours — This element is only used during the summer for the approved listing of Guidance Counselors.

Local 2250 Secretary Sub Coverage — This element is used for secretaries that cover in emergency situations for teachers and nurses for
any time worked over 60 minutes in that capacity.

Local 2250 Acting Pay — This element is used for Paraprofessionals who covers for a classroom teacher in emergency situations.

Time Entry Wages — This element is used for part-time employees or employees that have been set up with a 2" assignment at your
location.

Reg Extra Time — Is used for Local 2250 employees that have worked beyond their regular scheduled hours.

~r/
Sub Workshop Pay — Pay is now available to some subs for workshop attendance. This is still in d€ ment and@y be paid via
form submission to pavroll.
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TIMECARD

In order to enter time you must select on one of the following timekeeping responsibilities

PGCPS OTL 10 & 11 Month Professional — TK
PGCPS OTL 10 & 11 Month Support — TK
PGCPS OTL 12 Month Professional — TK
PGCPS OTL 12 Month Support — TK

PGCPS OTL Part-Time — TK

Once you have clicked on the responsibility, you select Timekeeper Entry

glge "Navigator”
alze Table Lavout: (region2}

Personalze

gcrutment Emplovee Candidate PGCPS OTL 12 Mth Prof TK
3CPS Emplovee Labor Relations PS BAR User B8 Tinekeeper Entn
3CPS Emplovee Labor Relations Requastor - _‘_?j_i
3CPS Employee Labor Reltions SSP User 8 Time End/ Validation View Only
3CPS Employee Self-Service =8l Emplovee Accruals
iCPS Employee Self-Service Limited {43 Emoluments
3CPS HRMS Certification View (B8 Pavrol Roster
3CPS HRMS Employ User e e
3CPS HRMS Labor Rebtions (=5 pavroll Payment
iCPS Internet Expenses (2 Pprof Devl Emoluments
iCPS OTL 10 - 11 Mth Prof TK (2l Emplovee Evaluation
5CPS OTL 10 - 11 Mth Supp TK 5
3CPS OTL 12 Mth Prof TK (€8] Teacher Evaluation Roster (New)
icp TL 12 Mth Supp TK Requests
3CPS OTL Part-Time TK
3CPS T&S Timekeepaer =8l Run
3CPS Workshop Time Entry [ view
(EIS eXpress Reports Liser {8 set

v S




How to Enter time for Temp employee or an employee set up with a 2" Assignment.

First you would need to be on the correct responsibility, which is the PGCPS OTL Part-Time — TK responsibility.

Once you click on PGCPS OTL Part-time — TK, you then go to Timekeeper Entry

Parsonalze "Navigator”

Personaize Table

Personalze

) Recruitment Emplovee Candidate
"3 PGCPS Coaches Payrol Time Entry
] PGCPS Employee Self-Service

71 PGCPS Emplo
L) PGCPS Internet Expenses
7 PGCPS Northwe
I} PGCPS Northwestern HS Requestor
) PGCPS Morthwestern HS
{3 PGCPS OTL 10 - 11 Mth Prof TK

[ PGCPS OTL 10 - 11 Mth Supp TK
7] PGCPS OTL 12 Mth Prof TK

] PGCPS QTL 12 Mth Supp TK

__J PGCPS OTL Part-Time TK

] PGCPS T&S Timekeeper

{3 PGCPS Workshop Time Entry

PGCPS OTL Part-Time TK
(& Tmmekeaper Ent
(& Time  Validation View Only
(3 Emplovee Accruals

(i3 Emoluments
(i3 Ppayrol Roster
(2 Payrol Payment
=
=

Prof Devl Emolument:

< Emplovee Evaluation
(&8 Teacher Evaluation Roster (New)
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ECARD

If you are entering for a employee that has a 2" assignment and already has pre-populated hours, then you MUST add a line in order to enter their time. ~—

In order to add a line, you must select the employee that you need to add time for and hit the “Green + sign at the top™, it will then add a blank yellow line.

S
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Approver Comments

WESTERN HS - TK/Biweekly - Starts

08-JUN-2019 - 21-JUN-2019 o
Message e =
Status _ Person Name Hours Type Job Assignment Organizations meﬁom mmnmm ”LDD“m H”wom“.“m%m H:w...om ”Hbm me»cm “.wm:“-_m
| gl 01 -06 09 - ~ i H 15- -06 Total -
Er  Almquist, Nancy Dr| | 0
{Er] iAmold, Teresia D _ _ N 0
Er| [Battle, Detra E. ] . | | .. . ) 0
w [Er| [Belter. .._‘mqm_._._v.‘ﬂ Regular Wages Tin | 8 8 8 s s 40
) e S E E | w ol
wW ‘Er.  Beller. Jeremy C m ‘ ( [ 0
5..  Erl .‘m_mn? ‘Gw:n: EdwiRegular Wages Tin . i . [ 8 8 8 8 8 i 40
W Erl ”w‘_mnr, Darron Edwi . B [ ! | 0
Er |Castrello, Ana M . { [ [ f 0
v ¢< m_.. 3 .Wom_._.m._._m...ﬁ.mm__mm__mm._._am Entry Wages [87691 - Zuzwém.ﬂm,‘ [ 5 3 5 5 h m . 25
Er. Consilvio, Lydia Ro/| . . [ . 0
qu. 'Duncan, S..v.m,n: Wi 0
= mﬂﬁmmzwm‘ mmamqm.._.., | , , [ 0
{ Er|  [Hale, Antonia Nata | | i | B 0 -
0 0 0 0 0 0 0 0 0
< »iel } v | »
Select / Deselect All Comment |
Details ” Messages Mass Edit o Day Totals Submit Selected Lines

A
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ECARD

Once you have added a line, you can copy the persons name and EIN number by hitting “Shift + F5 it will copy the name that is above, then—"

tab to the EIN number and it will automatically put it the EIN number as well. Then tab to the “Hours Type” and type “Time Entry Wages”
then tab to the Job Assignment column. Once you have entered the Job Assignment number and hours worked, you can save the timecard.

P Timekeeaper Entry s 3 X
3> NORTHWESTERN HS - TK/Biweekly - Starts Approver Comments =
08-JUN-2019 - 21-JUN-2019

Type
Message Sat Sun Mon Tue Wed Thu Fn Sat Sun
m‘ﬂncm_ — Person Number Hours Type Job Assignment Organizations 08-06 09-06 10-06 11-06 12-06 13-06 14-06 15-06 16-06 Total
Er 29239 o
Er| 82910 o
ler 90207 f o
v Er 87914 Regular Wages Tin | 8 B a8 8 a8 40
~ 1 Er 87914 Time Entry Wages [87914-3 - 3 3 3 3 12
W Er 87914 { { o
W Er i'o1088 Regular Wages Tin | 8 s 8 8 8 40
e | Er 1191988 | .
i ler 38179 | o
~ wW Er ¢ B7691 Time Entry Wages 87691 - Nornthweste s s 5 & 3 25
Er| 93166 o
= 1/87944 o
Er 185366 | o
Er 17026 o
0 o o o o o L] o o
af . e e} »
Select 7 Deselact All Comment
Details i Messgges } Mass Edit Day Totals Sybmit Selected Lines

For all employees under PGCPS OTL Part-Time — TK, you must enter the Hours Type, the Job Assignment Number
and hours.

*If these are not entered your timecard will go into Error Status and the employee will not receive payment.

/.\ 4 N



EMPLOYEE STATUS

®  ACTIVE- NORMAL WORKING EMPLOYEE. EFFECTIVE DATE IN SYSTEM WOULD BE DATES FOR WHICH THEY ARE ABLE TO BE
PAID.

® TERMINATED - NO LONGER WORKING. NO TIME ON TIMECARDS AND NO ACCESS TO TIMECARDS. PAYROLL CANNOT CUT
CHECKS TO THIS EMPLOYEE.

®  SUSPENDED- USUALLY USED WITH SUB EMPLOYEES OR ON SECOND ASSIGNMENTS. THIS MEANS THEY SHOULD NOT BE
WORKING. REASONS FOR SUSPENSION MAY VARY SO CHECK WITH HR BEFORE HAVING THE PERSON WORK AS THEY MAY NOT
BE ALLOWED TO WORK. PAYROLL CANNOT CUT CHECKS TO THIS EMPLOYEE.

® LEAVE WITH PAY- EMPLOYEES ON APPROVED LONG TERM LEAVE. THIS IS NORMALLY DONE BY ABSENCE MANAGEMENT,
EMPLOYEE LABOR RELATIONS OFFICE OR RISK MANAGEMENT. EMPLOYEES CAN BE PAID AND TIMECARDS ARE AVAILABLE.
EMPLOYEES PAY WILL DEPEND ON IF THEY HAVE LEAVE AVAILABLE TO USE. AN EMPLOYEE MAY BE UNDER THIS STATUS BUT
HAVE UNPAID LEAVE ON THE TIMECARD IF NO LEAVE IS AVAILABLE. ANNUAL INCREASES MAY OR MAY NOT PROCESS IN THIS
STATUS. BENEFITS REMAIN ELIGIBLE AT THE REDUCED RATE BUT EMPLOYEE WOULD HAVE TO PAY OUT OF POCKET TO
MAINTAIN BENEFITS IF NO PAY IS BEING RECEIVED.

® LEAVE WITHOUT PAY- EMPLOYEES ARE EITHER OUT NOT APPROVED, OR ON AN APPROVED LEAVE THRU WHICH THEY ARE
NOT ELIGIBLE TO BE PAID OR THEIR STATUS IS UNKNOWN. IN THIS STATUS PAYROLL CANNOT CUT CHECKS TO THE EMPLOYEE,
LEAVE DOES NOT ACCRUE, THE EMPLOYEE IS NOT ELIGIBLE FOR BENEFITS AT THE REDUCED RATE. BENEFITS WILL CANCEL
UNDER THIS STATUS AND EMPLOYEE MUST ELECT AND PAY FOR BENEFITS AT 100% OF COST.

IF EMPLOYEES ARE TRANSFERRING, PLEASE ASK THEM TO CHECK THEIR PERSONAL INFORMATION(ESPECIALLY DIRECT DEPOSIT AND
TAX SETUP) IN ORACLE AS NOT ALL INFORMATION CARRIES OVER TO THE NEW ASSIGNMENT



REPORTS

There are various reports available to you under different Oracle Responsibilities.
Some that are important to payroll processing are:

a. The Payroll Roster is to be checked before the beginning of each school year to ensure the correct people are listed on each schools payroll. If an
employee appears on a schools roster but are not working there, the school needs to notify payroll and HR.

b. The PGCPS HR PTO PAY PERIOD END BALANCES REPORT should be checked before timecards are approved each payroll to ensure that
employees have the leave they are asking to use and to monITOR USE OF PROJECTED LEAVE IN CASES WHERE EMPLOYEE MAY LEAVE
BEFORE END OF SCHOOL YEAR.

c. The Payment Roster is available each Wednesday prior to the paydate. This report will indicate employees who will be receiving a check or direct
deposit on the forthcoming paydate. If an employee is not listed, this means they will not receive a payment on pay date. Timekeepers should review this
report and email their respective payroll clerk to determine if the employee is due to receive payment or not.

d. Leave Taken Report can be run to identify each day of leave charged to an individual employee.



LEAVE

Accrual/Usage
How employees earn, and use leave varies by union. Basic rules to keep in mind are

Long Term:

Sick leave is to be used when employee is sick not for regular time off. Sick leave may be used for care of family member by employees who do not
earn annual up to the amount of sick leave they earn in one year,

Time approvers may approver only 10(PGCEA and ASASP) or 15(Local 2250 and Local 400) days in a row. Beyond 10/15 a long term leave
approval is needed for either the school or payroll clerk to enter leave.

Time may not be used without approval. Approvers may deny leave if they doubt it’s validity and are not comfortable substantiating it via an
approval.

Risk Management approves workers comp leave. Absence Management approves and/or processes FMLA(Family Medical Leave), LOA(Leave of Absence) and
SLB(Sick Leave Bank). ELRO(Employee Labor Relations) approves administrative leave.

Absence Management

If an employee is absent for 10 days (PGCEA, ASASP 11, ASASP Iil, Executives and Confidential) or 15 days (Local 2250 and Local 400) or more,
they must request an extended leave of absence

Family Medical Leave Act (FMLA)

Leave of Absence (LOA)

Sick Leave Bank (SLB)

Return to Work

Employees who are ready to return to work after being on an approved extended leave must do so in writing (i.e. doctor’s notification) to Absence
Management 10 days prior to the return to work date. Supervisors should not allow employees to return to work without official notification from
Absence Management.

Issues: Employee concerns about leave can normally be addressed by sharing the accrual screen and leave taken report. The accrual shows more detail about the
employee balance than is visible thru Oracle Self Service. The leave taken report shows all leave charged to them. In Self Service, the employee can only see the
leave they requested thru self service but not leave entered by time keeper or payroll clerk.

Covid related leaves are ever changing. If anyone has a Covid related leave, info should be sent to Payroll Clerk for guidance as leave types may change.



PART TIME/TEMP/SECOND ASSIGNMENT

SETUP: Assignment setup is done thru HR. Part Time and Temp assignments are handled like other new hires. Second assignments can often take a long time.
They go thru Area office then to various parts of HR and to Position Control. Payroll is not able to track progress of second assignment requests. Payroll is only
able to see assignment once it is completed and setup in Oracle. Please don’t have employee’s work prior to assignment setup as this delays pay and often leads to
complaints and issues.

TIMECARD: Temp, part time or second assignment employees can be found under the Oracle responsibility called Part-Time TK. Time would be entered using
the ._,_Ec m:a% immom.

DENC \Aiadichan Tena Cnen

LEAVE: Part time, Temp and Substitute employees earn Sick and Safe leave. They earn 1 hour of leave for every 30 hours worked. They can use it by requesting
leave thru Oracle Self Service before the day of leave occurs. If the day of leave has passed, they must request on paper for manual processing



SELF SERVICE/EMPLOYEE QUESTIONS

Issues: Many employee concerns can be answered by the
employee checking self service. Here are some especially
useful self service items:

My Information allows employees to see their salary and
grade and step information.

Document of Records allows employees to see
garnishments against them.

Leave Balances and Leave Requests allows
employees(including temps and DAs with Sick and Safe
leave) to request leave time off.

Employee W-2 is the screen to access W2 forms not the
W2 consent option(to designate if want W2s printed or
only online)

Personal Information, Fax forms screens and direct
deposit should be checked anytime the employee has a job
change as this information may not carryover correctly
into the new job setup.



GARNISHMENT FAQS

WHAT IS WAGE GARNISHMENT?

WAGE GARNISHMENT IS A PROCEDURE THROUGH WHICH SOME PORTION OF A PERSON'S (DEBTOR) EARNINGS IS WITHHELD BY AN EMPLOYER
(GARNISHEE) FOR THE PAYMENT OF A DEBT TO A CREDITOR (PERSON WHO IS OWED THE MONEY). WAGE GARNISHMENT CONSIST OF THE
FOLLOWING TYPES: GARNISHMENTS FROM COMPANIES/AGENCIES, FEDERAL LEVIES, STATE LEVIES, AND/OR CHILD SUPPORT ORDERS.

WHAT AMOUNT CAN BE GARNISHED?

FEDERAL LAW LIMITS THE AMOUNT OF EARNINGS THAT MAY BE GARNISHED TO 25 PERCENT OF THE DEBTOR'S DISPOSABLE INCOME. (DISPOSABLE
EARNINGS ARE THE AMOUNT OF EARNINGS LEFT AFTER LEGALLY REQUIRED DEDUCTIONS E.G., FEDERAL, STATE TAXES, SOCIAL SECURITY,
UNEMPLOYMENT INSURANCE AND MEDICAL INSURANCE.) HOWEVER, FOR INDIVIDUALS EARNING MINIMUM OR NEAR MINIMUM WAGE, THE DEBTOR
MUST BE LEFT WITH AN AMOUNT EQUAL TO 30 TIMES THE FEDERAL MINIMUM HOURLY WAGE. EXAMPLE DEBTOR EARNS $7.25 PER HOUR, (MINIMUM
WAGE). WEEKLY GROSS EARNINGS = $290.00 (40 HRS. X $7.25). SUBTRACT DEDUCTIONS; DISPOSABLE EARNINGS = $232.00. 30 X $7.25
(MINIMUM WAGE) = $217.50. $232.00 - $217.50 = $14.50. AMOUNT THAT CAN BE GARNISHED: $14.50 EACH WEEK.

THE PAYROLL OFFICE IS BOUND TO THE TERMS OF THE GARNISHMENT ORDERS AND THE AMOUNTS THAT ARE SPECIFIED TO BE DEDUCTED. THE
PAYROLL OFFICE CAN NOT DEVIATE, MODIFY, OR STOP THE DEDUCTION AMOUNTS.

HOW SOON WILL A GARNISHMENT BE APPLIED TO MY PAY CHECK?

THE PAYROLL OFFICE WILL APPLY MOST GARNISHMENTS TO AN EMPLOYEE'S ACCOUNT WITHIN THE FIRST TWO WEEKS OF RECEIPT BARRING
EXTENUATING CIRCUMSTANCES.

CAN A DEBTOR OR GARNISHEE DEFEND AGAINST A GARNISHMENT?

YES. A DEBTOR OR GARNISHEE HAS THE RIGHT TO OBJECT TO A GARNISHMENT AT ANY TIME. TO OBJECT, FILE AN APPROPRIATE MOTION WITH THE
COURT.



GARNISHMENT FAQS

CAN YOU FILE A HARDSHIP ON A GARNISHMENT?

THE GARNISHMENT COULD LEAVE YOU STRUGGLING TO PAY BASIC EXPENSES LIKE RENT OR YOUR MORTGAGE. HOWEVER, IF A GARNISHMENT
WOULD CREATE A FINANCIAL HARDSHIP FOR YOU AND YOUR FAMILY, YOU HAVE THE RIGHT TO REQUEST A HEARING TO PRESENT YOUR EVIDENCE
AND EXPLAIN YOUR CIRCUMSTANCES TO THE LENDER.

HOW CAN | GET THE BALANCE OF THE AMOUNT OWED ON MY GARNISHMENT?

YOU CAN OBTAIN THE BALANCE OWED FROM THE CREDITOR DIRECTLY. YOUR EMPLOYER DOES NOT HAVE ACCESS TO YOUR BALANCE OWED.
WHERE CAN | GET A COPY OF MY GARNISHMENT?

THE ORIGINAL COPY OF ANY GARNISHMENT IS SENT BY THE AGENCY AND/OR THE COURT PRIOR TO PGCPS PAYROLL PROVIDING YOU THE
COURTESY COPY. A COURTESY COPY OF YOUR GARNISHMENT IS ATTACHED TO YOUR DOCUMENT OF RECORD IN ORACLE SELF-SERVICE.

IF | HAVE QUESTIONS CONCERNING A GARNISHMENT, WHO SHOULD | CONTACT?

THE PGCPS PAYROLL OFFICE DOES NOT HAVE ANY DETAILS CONCERNING GARNISHMENTS ENTERED ON YOUR BEHALF. WE PROVIDE YOU A
COURTESY COPY OF THE ORDER WHICH PROVIDES THE CONTACT INFORMATION OF THE AGENCY YOU WILL NEED TO CONTACT FOR DETAILS OF
THE GARNISHMENT.

HOW CAN | REQUEST TO STOP A GARNISHMENT?

YOU MUST CONTACT YOUR CREDITOR OR FILE A MOTION TO STOP WITH THE COURT. THE PGCPS PAYROLL OFFICE IS BOUND BY THE COURT TO
CONTINUE ALL GARNISHMENTS UNTIL THEY RECEIVE A COURT ORDER RELEASE TO STOP THE DEDUCTION(S).



GARNISHMENT FAQS

HOW CAN | GET INFORMATION ABOUT MY CHILD SUPPORT CASE?
THE MARYLAND CHILD SUPPORT ADMINISTRATION HAS A TOLL-FREE MARYLAND CHILD SUPPORT CUSTOMER CARE CENTER (1-800-332-6347) TO
HANDLE ALL OF YOUR GENERAL QUESTIONS AND PROVIDE PAYMENT INFORMATION. THE CUSTOMER CARE CENTER CAN ACCEPT REQUESTS FOR
PAYMENT HISTORY, ADDRESS CHANGES, EMPLOYMENT CHANGES, AND REQUESTS FOR ENFORCEMENT OF A COURT ORDER. IF THE INFORMATION OR
ASSISTANCE YOU NEED CANNOT BE PROVIDED BY THE CUSTOMER CARE CENTER, A WORK ORDER WILL BE PREPARED AND EMAILED TO YOUR CASE
SPECIALIST. AFTER YOUR CASE SPECIALIST REVIEWS YOUR CASE AND TAKES APPROPRIATE ACTION, YOU WILL BE CONTACTED WITHIN 20 DAYS IF
NECESSARY. IF A WORK ORDER IS A PRIORITY MATTER, SUCH AS AN ISSUE FOR AN UPCOMING COURT DATE, A DRIVER’S LICENSE SUSPENSION, OR
AN EMPLOYER WITH A WAGE LIEN QUESTION, YOU WILL BE CONTACTED WITHIN 48 HOURS. PLEASE ALLOW 10 WORKING DAYS AFTER A HEARING
DATE FOR UPDATED INFORMATION REGARDING YOUR ACCOUNT TO BE POSTED TO THE CASE FILE. PLEASE NOTE: YOUR CALLS WiILL NOT BE
FORWARDED TO THE LOCAL CHILD SUPPORT OFFICE ON A ROUTINE BASIS.
WHICH OFFICE SHOULD | GO TO FOR MY CHILD SUPPORT CASE/ORDER?
INQUIRIES ABOUT YOUR CHILD SUPPORT CASE ARE BEST HANDLED THROUGH THE MARYLAND CHILD SUPPORT CUSTOMER CARE CENTER. THE NUMBER
IS 1-800-332-6347.
1 WANT TO CLOSE MY CASE. WHAT SHOULD | DO?

CONTACT THE MARYLAND CHILD SUPPORT CUSTOMER CARE CENTER AT 1-800-332-6347 FOR FURTHER INFORMATION.
WHAT HAPPENS IF A GARNISHMENT DEDUCTION IS RETURNED TO THE PAYROLL OFFICE?

IF A DEDUCTION CHECK IS RETURNED TO THE PAYROLL OFFICE, YOU MUST ALLOW 2 -3  PAY PERIODS FOR THE REFUND TO BE RETURNED TO
YOU. FOR A STATUS OF YOUR PAYMENT YOU SEND YOUR INQUIRY TO THE FOLLOWING EMAIL ADDRESS -
WHO DO | CONTACT IF THE CHECK IS NOT RETURNED TIMELY TO THE PAYROLL OFFICE OR IF THE CHECK CANNOT BE LOCATED?
IF YOU ARE INFORMED BY THE PAYROLL OFFICE THAT THE CHECK HAS NOT BEEN RETURNED, YOU ARE RESPONSIBLE FOR CONTACTING THE
GARNISHMENT AGENCY FOR A STATUS OF THE CHECK. THE PAYROLL OFFICE CANNOT CONTACT THE AGENCY DIRECTLY ON YOUR BEHALF.



SELF SERVICE/EMPLOYEE QUESTIONS

_Issues: Self Service has the full list of options

PGCPS Employee Self-Service Issues: Self Service Limited has only some options
! Awaiting Y ntio
Appraisals PGCPS Employee Self-Service Limited
Annual Evaluation G a ions Awaiting Your tion
Personal Information B i

(Y P

e ances and Leave Re
ormati
Employee W-2
Employment Verification

ded P, tion Enroll
Vol Com s ve

o o o o o o o e e

Substitute Sick and Safe Leave
Reasonable Assurance

LhHEEBLRBOBELE



SELF SERVICE/EMPLOYEE QUESTIONS

Issues: Employee concerns about salary, grade and step or
union contract stipulated items can be answered by going to

the Employee and Labor Relations page. This page gives
access to current union contracts and salary rate tables.

Unemployment matters are also handled thru this office.

Employee and Labor A
Relations -

The Empicyee and Labor Reilations Office (ELRO) works cooperatively with 38 departments w
conduct concems m such a manner as to maxmize stucent achievement ELRO s also respe
through the maintenance of positive retatons with the labor organizations representing $:hoo

suppert to employ requesting -1 18 under the Amencans with Dise
9 for employ and stud fil:ng / 3 clamms
Negotiated Agreements

« PGCEA (Unit I} Negotiated Agreement

« ASASP (Unit ll) Negotisted Agreement

« ASASP (Unit i{l) Negatiated Agreement

o ACE-AFSCME - Local 2250 - AFL-CIO Negotiated Agreement
s SEIU, Local 400, AFL-CIO Negotiated Agreement

+ Regutations for Supporting Personnel

» Maryland Negotiation Service

Pay Tables

« FY-20 PGCEA

o FY-20 PGCEA Differential Schedule

« FY-20 PGCEA Athtetic Director

o FY-20 ASASP Unit i Table F

« FY-20 ASASP Unit il Table 900

« FY-19 ACE-AFSCME Table A - Emgicyees on this pay table were hured irto 8 Local 22:
anriversary date of October 1 for the purposes of satary sdvancement

o FY-19 ACE-AFSCME Table 8 - Employees on this pay table were hired into 8 Lozal 22¢
anniversary date of Aprl 1 for the purposes of salary advancement

« FY20 - SEIU Local 400
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Payroll Reporting

Oracle Time and Labor

Opening OTL

View Leave Balances

Leave Management Status Report
PTO Pay Period End Balances Report

Payroll Roster
Payroll Payment




Opening OTL
To use OTL, you must first log in to Oracle with a web browser. It is suggested that Windows

users use either Internet Explorer or Firefox. Mac users should use Safari.
1. Launch your web browser.

enon Prince George's County Public Schools, Maryland &

T e (I v (R o

Trending

= 9/268/12 - Yom Kippur - PGCPS
meetings/activities scheduled during or E
after school are prohibited. Calendar E

¢ Act Now: Talented and Gifted Seats
Available

1 * Fyers and Materials Distribution Guidedines

| " = Superintendent Search

A Jeign)

For Parents  For Students For Staff
| foe B y « Find a bus stop | Find a schodl

E PGCPS Update: Whitehall ES, Mariton ES, Frederick Douglass HS « New bell times for 2012-13

{ ™ = Registration | Back to School

! ¢ % = . e « Grades: SchooiMax Family Portal

! - 1 o

1 ., w - L ] = Comment on the Code of Conduct
} 1-5of 10 totst T « Need help? Constituent Services
ﬁ * Menus | Pay for lunch | Refunds

More >>

e e T T T A T E e 10

NEWS | PHOTOS CHANNEL 06/36 Yeu Events (Highights: Eapeied

2. Hover your cursor over the Employees tab.



eno Prince George's County Public Schools, Maryland - ’

BRSES oo

espafiol frangais VIOt Nam $1X 43  Change Text Size

PRINCE Y . p 4
GEORGES : . . i
: COUNTY ! i
Parents
FFT - Teacher Evaluations
: _ FFT - Educational Impact Manual ;
4 : : £ , y ARacR ]
i J LN ; Data Warehouse
§ 3
INTERESTED o o e >
5 IN TEACHING?. fresericns el wormr
i PGCPS to Host Resident Teacher Program Info Sesslons ERO
i; - = Human Resources
e [P R -

6 - 10 of 10 total

Events Highlights  Apply Now

ann Welcome 1o Oracle E-Business Suite - PTCH lnstance «

Oracle E-Business Suite - PTCH Instance

*UserMame |

O et o B et ke i Wrado it )

“Passward

Sy AT

Logln || Coniont |

R —

Quick Links
> Oracle Discoverer 10g Web
Plesse read thete Instructions for how to cbtain a new patsword. | [DiscoversrPlus. Discoversr Viewst

» Nesd Oracle training? ] 7
Call Technology Tralning Team at (101) 952-6251 for information & schedule. » Technology Applications SRA System

» Forgot password?

o S S S A e g S BT o i

Oracle Training Decumentation & Online Tutorials N YlEY Croation. Approval B TS
» Need further assistance? s
Send an email to HelpDesk@pgeps.org or call (301) 3861549, > Asset Management Systam

et T ey e e e

v Il ormation. sopdB

[

f Abcut®is Page  Privacy Podicy Coppght (£} 3008, Prrce Cangs s County Publs Beroom Al rghia masreed |

4. Enter your employee User Name and Password and click Login.



enoe Oracle Applications Home Page -

£ Favorites ¥ Logout Preferances Help

Search Results Display Preferance | Standard ¢ |

{0l

Entrprise Search | Al

s E
3 Logged In As SUPPORTOS4 [
! Oracle Ap Home Page o —_—————— |
i E
] I
! Main Menu  Worklist l
| ;
i uRermonslize | Full List | ;
| L] iRecruitment Emploves. Candiiote Fom Type: Subjact:: Beat..Oue
F 4 ) pGePS Emploves Seif-Service There are no notifications in this view.

- A3 W 2 Uhar ~TIP Vacation Rules - Redirect or auto-respond to notifications.

3 3 - PGCPS Forestville HS PS5 BAR User +TIP Worklist Access - Specify which users can view and act upon your notifications.

I PGCPS Forestvile HS Requestor
421 pGLPS Forestvile HS SSP User
2 1 pGCps Mecrvitment Supervisor
4 7 pGLPS OTL 10 - 11 Meh Prof TK
3 JpGeps OTL 10 - 11 Mih Supp TX
) _JPGCPS OTL 12 Mth Prof TK
+ I pGCPS OTL 12 Meh Supp TX

) I pGCPS OTL, Part-Time TK

1 LI pGCPS Pogition Transaction User
4 LI pGCPS TAS Timekeoper

e e

e 1 s e

View Leave Balances

When an employee submits a leave request through Leave Request Management, their current
leave balance is automatically checked and if they do not have enough leave, they cannot
submit the request. However, if you must enter the exception directly the timecard, you should
check their leave balance in OTL to verify that they have the correct amount of leave.

From the navigation page:

1. Select an employee Timecard Group responsibility as described in the previous section.



I Favorilos ¥

Logged In As SUPPORTOS7
Oracie Ap Home Page o o
IO et B o k aa e M AR ;
_Personalize |
8 T Evans From (Type Subject :
2 pGCPS Francis T Evans ES Requestor SYSADMIN Expenses JE589030 (30.00 USD) - No Manager Response Notification. Pigase withdraw and respmit
) pGOPS Francis T Evans £ 559 User SYSADMIN Expenses [ES8977 (34,37 USD) — No Manager Reponse N ; Y and resubmit 14-Mar-2013
Tt SYSADMIN Expenses [E587973 (60.00 USD! Manager f cation. Pleas withdraw and resubmit 07-Feb-2013
33 11 ’ SYSADMIN Expenses [ES8795% (58.28 US: ) Manager Respon n. Plense withdraw and resybmit 07-Feb-2013 4
T <TIP Vacation Rules - Redirect or auto-respond to notifications. E
"EM TIP Worklist Accoss - Specify which users can view and act upon your notifications. v
Time Entry Validation View Coly E
<A Emoluments E
“ paymi Roster b
<A payroil Payment 3
54 prof Devl Emoluments :
A Emplovee Evaluation
8 Teacher Evaluation Roger
& Jamuests ‘
g ) JPGCPS OTL 10 - 11 Mth Supp TK b
o LI pGCPS OTL 12 Mth Prof TK !
=l LIpGCPS O 12 Mth Supo TK
4 £l LI pGLPS OTL, Pat-Time TX I
3 = IPGLPS Position Trnvsaction Uiser ¥

Logoul Preferences Help

Privacy Smtement Copyrght (o) 2008, Omacie. Al ights meareed.

2. Select the Employee Accruals form. The Java Applet may take a few moments to load.

ano ; Osicde Appications - TRNG (Copy of PADD an 07-Neov-2013) Y
{ e o oo Toc. rioms 1 ORACLE |

%0 OERIP £ S Arern DR ?

« Cyrent Bt B

; PGCPS Accruals Folder
Full Name Assignment Number  Status Organizaticn Location Pasimion Job  Crade 8]

Accrualy

3. Select the top line in the form and press F11 on your keyboard. The line turns blue.



LiaNs) . Oracle 13, TRNG [Copy of PROD oo 07 -Nov-2012) i
Bite Eae Yiew Tooks Wndow tiea ORACLE |

e AP AR & ?

Assigrments |
 Cygrrent fast Bath |

_t POCPS Accruals Folder

Fuil Mame Assignmant Number  Status Organ zation Location Position Job | Crade n

4. Enter the employee name in the Full Name field or the EIN in the Assignment Number
field.
5. Press CTRL+F11 on your keyboard. The employee records appear.

200 Ousie Acpleations - TRNG (Coay o 0D o 07:New 20123

3 PCCPS Accruals Folder

4 Full Mame Assignmant Namber  Status Organization Location Position kb Grade [§]
1 |y £2206 Active Asignr Francia T Evans €5 FRANCIS T 244 11532 Classicem Teacher For S4EW dastr ABC. 12
Davis, Jumna Active Ausigre Trances T Bany €5 T BV 11532 Ctassroom Taacher For 94 B Jnstr ABC.4.Bac
Deew. Demenria Ranee Active Assigar frances T Evans ES oo Tencher For 94.Ek Insti A BC. | Fro 3
Fiaids, Botart | Active Arsiger Francu T Bvang £5 Teacher. A 94 B o3ty A BC.&.Bac |
Hufl, Kyeths 47397 Active Assignr francis T Bvass £5 i TEv1L 1100m Taacher For (94 El dnstr A SC.4 Bachelor. 12 - | 3
|
Accrunls ‘
) 1 ™ ar S N o _——'"_'J K
|

6. Select the correct record and click the Accruals button.



ano ’ Oracle Applications - TRNG (Copy of PROD on 07-Nov-2012)

File Edit View folder Tools Window Help ORACLE |
90 BE8AP EDLEL, LT E BB ?
© Accruals(Brown, Tamika Ji O] x]
(VXAPRNCCCEA Parsonal Leaye Accrual Category Personal Leave
Dares
g = Entitlement Calculation 01-JUL-2012 - 30-APR-2013 Net Entitlement 137.5
] ; e osition
Last Accrual 30-APR-2013
E
Entitlement Details
Total Effect
Element Name Input Value Name __ Entitlements  Units On Net
PCCEA Parsonal Leave Accrual Plan 30 Hours Add =
PCCEA Personal Leave Carried Plan Hours 7.5 Hours Add
Absence Setup Element Hours 0 Hours Subtract
Personal Leave Adjustment  Hours 0 Hours Add
Personal Leave Taken Hours 0 Hours Subtract
) : - : !
st —

| :
.’1" [ D[.
1 (S

| <05C>

q
| Record: 177

7. You can see the total availability for all projected and earned leave types here by looking
at the Net Entitlements. Earned Leave is the leave balance as of the most current
available pay period. Projected leave is that that will be accrued through the end of the
fiscal year.

Leave Management Status Report

Use the Leave Management Status Report to check the status for an employee leave request.
You can run a report that shows all employees that you are responsible for, or you can limit it to
one employee. You can also limit the report to only pending or only approved requests.
To run the Leave Management Status Report:

1. Select a responsibility.



Oracle Applications Home Page

£ Favorites ¥ Logout Praferances Help

Serch [ An

Logged In As SUPPORTOS? g

Oracle App Home Page
AN Mo tsmiv il il || MR oot AR s A Al 3
_Personalize | Pl List :
5 3 pGCPS Francis T Evans S 25 BAR User Fom [Type [Subject Sent*  Due
=l L) pGLPS Francis T Evans £S Requestor SYSADMIN Expenses (589030 (30,00 USD) - No Manager Responss N r

1 =l I pGCPS Francis T Evans E5 552 User SYSADMIN Expenses [ES88977 (54,37 \ISD) - No Manacer Response: Notifs | resubmit 14-Mar-2013
g 3} " pGCPS Intamet Expenses SYSADMIN Expenses [E5§797) (60,00 Y501 = No Manager Responss ienae withdrr end resibmit 07-Feb-2013
- = I pGEPS OTL 10 - 11 Meh Prof TK SYSADMIN Expenses JES§7959 (58.28 USD) — No Manager Response Notif  Pleam withdraw and res bt 07-Feb-2013

5 “TIP Vacatipn Rules - Redirect of auto-respond to notifications.

a2 Imekeeper Entry = “TIP Worklist Access - Specify which users can view and act upon your nolifications.

=5 Time Entry Valigation View Only .

2. Select Requests > Run.



Timekeeper ENtt  wiot type of request do you want to run?

* Single Request
Time En This allows you to submit an individual request.
Employs

Emolum
Ry
+ Regues equest Set

Payrell ;r:c;:: :::C:US you to submit a pre-defined set of
Payroll

Prof De
Emplowd
Teacher

A Record: 1/1

3. Make sure that Single Request is selected, then click OK.



OO O s sOade Aap

A Fite Edit View Folder Tools Window Help

Name |

Operating Unit
Parameters FuETEEIN

Language |

At these Times...
Run the Job As Soon as Possible

Upon Completion...
* Save all Output Files

e e

Layout |

| Lanquage Se

Notify | o i

Printto |

_Hep(© |

s

Ll 9o s stullo i

Cebug Options

Schedule..,

Options...

Delivery Opts

Cancel

o

¢ Record: 1/1 .. Listof Valu...

4. Inthe Name text box, click the LOV button.

RACLE |

10



B0
File Edit View

Name

Operating Unit [EE:00E

Parameters R T
Language Find PGCPS %

Name

Prince Geo
Prince Geo

ache
| PGCPS HR Employee Accrual Repon

At these Times... | PGCPS HR Leave Taken Prince Geo
Run the Job |  PGCPS HR PTO Pay Period End Balances Repon Prince Geo

| PGCPS HR Repont for Principals Prince Geo

| PGCPS Leave Management Status Report-Excel Prince Geo

Upon Completion... | PGCPS Leave Management Status Repon-POF Prince Geo
| PGCPS PR Payroll Roster Prince Geo

i
Layout

Notify
Print to

Help (O £ind | ‘Cancel |

4 Choices in list; 8
| Record: 1/1 .. | Listof valu... |

5. Select PGCPS Leave Management Status Report-PDF.
6. Click OK.



800 ______Oracle Applications - TRNG (Copy of PR L T
;‘.‘ File Edit View fo DRACLE

Copy...

=T ERPCCPS Leave Management Status Report-PDF

Operating Unit
Parameters
Language American English

© Parameters

- s 0 V 77 1 3x
At these Times... Leave Stant Date ([REILGFITE!

Leave End Date 19-APR-2013
Organization

Run the Job

full Mame |
Upon Completion..| approvat status |

Layout ‘Gancel J Clear } J'g-lp_ )

Notify

Printto  noprint Delivery Opts
3 &
1 Help () Submit Cancel |
l ] :
F
: i
| Record: 1/1 ... | Ustof valu,.. | | <05C>

7. Enter a Leave Start Date and Leave End Date.

8. Click in the Organization text box, type in the first few letters of your school or office,
then press TAB.



Oracle Applic

800 .

: r Tools Window Help
TRV Ga8d Y LN
IS SinA, R o R R e
Run this Request...

Eile Edt View

Name
' Operating Unit
Parameters

IPCCPS Leave Management Status Report-PDF

Language American English

Atthese Times... | ™ | e
Run the Job Leaf Find Franc¥
9 [organizaion i) &
Upon Completion., 2pp| | Fran :
| Branric Seam Kane B
L] i»
Layout " find ) f‘;aﬁ;:e? ) r Help
Notify e e
i (8]
Print to noprint 0
3 Help (C) Submit Cancel
": 1 J
1 Cholces inist: 4
‘" Record: 1/1 | | ... | Listof Valu... | | <OSC>

9. Select your location, the click OK.

13



800

__Oracle Applications - TRNG (Copy of PROD on 07-Nov~2012)

fle Edn Yiew | Window Help
IESS GER8 Y 2w
AR B e i
k. Copy...
1
=L ERNPCCPS Leave Management Status Report—PDF)
Operating Unit
3 Parameters
] Language Amarican English
1-1
At these Times.., | LedveStart Date [06-PR-2013
Leave End Date |19-APR-2013
Runthejob| oo S
Organization Francis T Evans ES
Full Name -| o } o =
Upon Completion.. Approval Status |
Layout | Cancel Clear | Help )
. Notify * = J
E X Deliver 183
é Printto noprint xp
E Help (C) Submit Cancel
4 J
§ T J
| Choices in list: S (Choices in full list: 2060)
IR T e i SR 11T R 2 ?

ORACLE |

10. If you want to limit the report to a single employee enter the last name in the Full Name
text box and press TAB, or use the LOV button to look the name up. To view all
employees in your organization, leave it blank.

11. To view a specific approval status, type it in the Approval Status text box and press

TAB or use the LOV button to look it up. To view all statuses, leave it blank.
12. Click OK.

14



File Edit Yiew Folder Tools Window Help

2UBm 3
Run this Request...

Name PEICPS Leave Mén;g:zmeﬁ S‘At;tu-;-ﬁe-pon-—

Operating Unit |
Language Arz—wencan_.‘inghsh e
At thase Times...
Run the Job As Soon as Possible

Upon Completion...
¥ Save all Output Filas

Layout |PCCPS Leave Management Status Report-PDF

Notify |
Printto |noprint

Help (C)

$85 K IDELIS00% 2

Parameters fbVSV-AFiR—ZVOVB:IVS-VAPﬁ-VZBﬁ:FVraVnénAs.:I" Evans E5:

ORACLE|

)

TR

Delivary Opts

 Cancel

Record: 1/1

13. Click Submit.

15
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B Favores v

tions Home Pa

From  (Typs |Subject isent  oue H
SYSADMIN Expenses [E589030 (30,00 USD) - No Manager Respones Notfication. Phesse withdran and resubmit 14-Mer-2013
SYSADMIN Expenses [E588977 (94,37 USD) = No Manager Response Notifi , Plegse withdrmw and resybmit 14-Mar-2013
SYSADMIN Expenses [E567973 (60,00 USD s, withd v and res/bmi 07-Feb-2013
SYSADMIN Expenses [E587959 (58,28 USD . Manager Response Notific; Plepse withdraw 2nd resubmit 07-Feb-2013
“TIP Vacation Rules - Redirect or auto-respond to notifications.

<TIP Worklist Access - Specify which users can view and act upon your notifications. 4

2. Select Requests > Run.



800 . . OrdeApplc G (Copy of PROD 0n 07-Now-2012) Y
{ file Edit View Folder Tools Window Help DRACLG
BYvO OS¢ 10wy A2 FE 2 2

Ty N

* Single Request
This allows you to submit an individual request.

~ Request Set
This allows you to submit a pre-defined set of
requests.

x| G

Record: 171

3. Make sure that Single Request is selected, then click OK.



800 . . .. . . OradeApplications - TRNG (Copy of PROD on 07-Nov-2012) .. . ..

{ File Edit View Foider Tools Window Help

0GP € 1N L@ Y G ?

Name |

Operating Unit |
Parameters .r

Language i,
7{.;:_.;(443: Setting .7
! At these Times...
- Run the job !As Soon as Possible
Upon Completion...
W Save all Qutput Files Burst Output

Layout |

Printto |

i Hreipicrﬂ g i

Debug Options

Schedule...

Qptions...

§ Record: 1/1 ... | Lstof Valu...

4. Inthe Name text box, click the LOV button.

ORAC
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g

ORACLE |

Narme
Operating Unit
Parameters

Language

Applicatior

PGCP D | Prince Geo
= | PGCPS HR Employee Accrual Rep Prince Geo
Atthese Times... || pceps 4R Leave Taken Prince Geo

Run the Job | | PGCPS HR PTO Pay Period End Balances Repon Prince Geo
| PGCPS HR Repon for Principals Prince Geo
| PGCPS Leave Management Status Report-Excel Prince Geo
Upon Completion...| | PGCPS Leave Management Status Report-PDF Prince Geo
| PGCPS PR Payroll Roster Prince Geo

Layout

Notify
Print to

Help ()

Choices in list: 8
Record: 1/1 ... | Uistof valu... |

5. Select PGCPS HR PTO Pay Period End Balances Report.
6. Click OK.



808,

_: File Edit View Fo

- Toos Mindow He - - ORACLE |

SE

ﬂ Run this Request...
Copy.
=YL ERNOC CPS HR PTO Pay Period End Balances Repart
Operating Unit
Parameters
E: Language American English _
B X
e Language Setting... Depug Options i
jl
i At these Times...
Run the Job As Soon as Possible Schedule...
A Upon Completion...
¥ Save all Qutput Filas DIBurst Output VR iy e
Period End Date [ERMTHRSTTF
ki | Layout
8 1 Notify
| Printto noprint Gancel ) | Clear telo )
— Help (C) Submit Cancel
s !
4 Record. 1/1 | | .. | Listofvalu.. | P OGRS EaActlI e sl PE o B T T e

7. The most recent date is filled in automatically, but you can change the date to run a
report for an earlier time. Then click OK.
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e & T PR

T ORACLE |

Run this Request...

[- 7 Cofy J
| o e R s S NS O L2 7, i
| Name PGCPS HR PTO Pay Period End Balances Report
; Operating Unit f
Parameters 19-0CT-2013

Language ‘American 'Ev-\glas h

At these Times...
Run the Job As Soon as Possible

 Schedule., |

Upon Completion...
¥ Save all Output Files Byrst Cutput &

Layout |
Notify |

D
Print to noprint

Options... |

{ Dalivery Opts | ﬁ

-| T S S

o Record: 1/1

8. To run the report, click Submit. The Request window appears.
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8.060.. i T Oracle Applications - TRNG (Copy of PROD on 07-Nov-2012) . . . i s et
| File Ednt View folder Tools Window Help ORACLE |
PO CEREP DN LB E 2 e
‘ 3
. : E
Refrash Data | Find Requests Submit a New Request... 3
Request ID Parent
Name ~ __ Phase Status Parameters
|E PGCPS HR PTO Pay Period (BRI 2012/ 10715 00:00:00, 1052 =
13593018 'Run Submission on Time ; Compieted Normal 163616, 2013/04/06 00:00:C
3 13592950 Run Submission on Time .Cpmpleled Normal 63616, 2013704706 00:00:C
E: 13592948 Run Submission on Time ‘Comp!eted Normal 163616, 2013/04/06 00:00:C i
B EIES e A= TREY i
1 R = g o Sz . g
3
3 :
4 HodRequess | View Details... | g A e 7
;- = g *
ﬂ Cancel Request | Diagnostics | View Log
: ;
| FRM-40400: Transaction complete: 1 records applied and saved. f
4 Record 1/4 | | | | | <0SC> g
. A=y R L NI oo et i S A= A PO LSS L i

9. While the report gathers data, you see Pending in the Phase column. Click the Refresh
button until you see Complete in the Phase column.
10. To see the report, click View Output. The report appears.
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i i ___ Oracle Applications - TRNG (Copy of PROD on 07-Nov-2012) Ao it s it i
Tools Window Help ORACLE |

B © Report: request ID - 13583472 2]

' Page 1 FontSize |10

- S PGCPS MR PTO Pay Period End Balances Report

| submitter's Name: SUPPORT@SS

|isubmitter's Organization: Fort Foote ES
{ Pay Period End Date: 19-0CT-2012

8086

4 File Edit View Fole

12%0 &=

| Fort Foote ES Brown, Inga Elizabeth S@183 Active LOCAL 2258 Persona i
LOCAL 2259 Sick Le: ¢
LOCAL 2258 Sick Le:

Brown, Tameka L 65748 Active LOCAL 2258 Persona
LOCAL 2258 Sick Le:
LOCAL 2258 Sick Le:

Jackson, Chickquita G 36411 Active LOCAL 2258 Persona
LOCAL 2250 Sick Le:
LOCAL 2258 Sick Le:

Saunders, Sharon Leigh 24236 Active  LOCAL 2252 Persona

LOCAL 2258 Sick Le: £
| LOCAL 2258 Sick Lec~
1 < I L)

GoTo.. T J I Previous ! ‘ Next l Last

§ Record 1/1

Payroll Roster

The Payroll Roster Report should be run quarterly or whenever there are changes to your staff.
To run the Payroll Roster report:
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1. On the Oracle Navigator page, expand the Employee Responsibility Type, then click
Payroll Roster.

26



Y L T - ___ Oracle Applications - TRNG, {Copy of PROD en 07-Noy-2012)
£

File Eom View foiger Tooks Window Help

@Y 0099 XDD@ . L2802

omcLe'E

Prganization port Foore 5 s Pay Petiod End Date [ERRESTNE - '
Find ]
Incotrect AR, E:

FullMame BN Satus  Lecation _ Position Pay Type Retired Termd On LeaveTran Within PC To Rosition Comments

Recorstit/h - ) 1 . fusovau | 4050

2. Click Find. The current list of employees on your roster appears.
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File Eoit Yiew Fod Window Help

e e AP ?

8 Brown, Inga Bizabeth Active Assignme Fo « 14235 Paraprofes sional Edu« 20

8 Brown, Tameka L Active Assignmi Fort ol Secretary 1.5ch 5 /15

4 Jackson, Chickquita G Active Assignme For araprofessional B 20

o Saunders, Sharon Leigh 24236 Active Assignme Fon Foote wraprofessional Edi20

Organization ot Foote £5 Pay Period End Date'13_app-2013

-« Incorract =
Full Mame BN Status Lecation Position Pay Type Retired Termd On Leave Tran Within PG To Position Comments

ORACLE |

A8 Retord. 5/5 1 { | <05C>

3. Verify that the list is correct. If you are missing an employee, or you see one that is no

longer on your payroll, contact the Payroll Office.

Payroll Payment

NR——

The Payroll Payment report lists the pending payments for your employees. Run this report the

Wednesday before payday to verify that all payments are correct,
To run the Payroll Payment report:
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1. Onthe Oracle Navigator page, expand the Employee Responsibility Type, then click
Payroll Payment.
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File Edit View Folder T
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= Oracle Applications - TRNG (Copy of PROD on 07-Nov-2012)

ORACLE'|
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2. Click Find. The list of current payments appears.
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