Instructions, Pre-Generated Timesheet

· Use this form to enter exceptions to the schedule pregenerated for all employees who have a regular schedule of work (except academic employees such as sessional instructors and research associates).  
· Enter all applicable transaction codes as indicated in the spreadsheet Absence and Hours Worked Transaction Codes, available on this web site.     
· Enter time according to a 24- hour clock.  Enter time to the nearest quarter-hour.
· Specify if you are entering CHANGES or ADDITIONS by entering C or A in the Changes or Additions? Column.  Absences are always changes, and extra hours worked are always additions.  
· When entering absences, you do NOT need to enter the start time of the absence.   
· When entering changes in the hours worked, DO enter the start time.  All hours that are worked time must have a start time in order to prevent schedule conflict errors. Always use transaction code 1000 to indicate a change in schedule, and a “C” for change.  Follow this procedule ONLY if the total number of hours worked has not changed.  If the total number of hours worked HAS changed, use the appropriate transaction code to indicate either the additional hours worked (e.g. 1030), or the decrease in scheduled hours (e.g. 2600 Layoff if less work was available for the employee;  or 2610 Personal Leave Unpaid if the employee asked to have the time off).   
· If you have more than one entry to make for a single row of information, enter the further changes/additions in the Extra Rows tab.  

· If an employee’s start time has changed AND the employee has also worked additional hours, enter two transactions:  enter the change in the employee’s start time in the main portion of the timesheet, and enter the additional hours worked as a separate row in the Extra Rows tab.

· If you wish to force paid sick time even though the employee is not entitled to paid sick time, record the original absence in the main portion of the timesheet as a Change and enter code 2105 as an Addition in the Extra Rows tab.  Note that transaction code 2105 can be used only in conjunction with transaction code 2000 (Sick request);  as well, it can be used only for excluded students and hourly-paid academics (such as grader-markers and TAs) in the Other Academics, Excluded Professionals, and CUPE Sessionals compensation groups.  Transaction code 2105 can not be applied to part-time employees who have run out of time in their sick banks.  
· Do not use this form to record time banked time at straight time--track this in the shadow system in your unit.  When an employee takes time off and would like the time to be taken from their straight time bank, enter trans code 1040 Paid from Banked Straight Time on the Pre-Generated Timesheet (so that the employee is paid) and in your shadow system deduct the time from the straight time bank.  (Note, however, that for full-time employees where you are concerned about neither the employee’s eligibility for overtime during that pay period nor the employee’s eligibility for statutory holidays occurring in the near future, you do not need to record the time off inVIP at all;  you only need to deduct the time from your straight time bank log.  
· Do not enter the GL account UNLESS you wish to pay for the transaction out of a GL account or accounts OTHER than the GL(s) out of which this account is funded.  Note that the “Majority GL” listed in the Pregenerated Hours Timesheet is the GL account out of which the majority of funding comes.  Check VIP for full funding information.  (Refer to the View-Only Training Participant’s Guide for detailed instructions on how to view the funding information.)  Note that you can specify a GL in this column only if your unit has signing authority over this GL.  If you wish to change the GL to which overtime or other hours worked have been charged, you can either use a journal entry to move the expenses to the appropriate account (providing that the respective areas agree to this); OR you can process a budget adjustment to transfer funds to cover the expenses (again providing that the respective areas agree to this.)
· If you wish to pay overtime out of more than one account, you must enter a portion of hours in the timesheet, and the remaining portion of hours in the Extra Rows tab.  For example, if an employee works 5 hours overtime and you wish to charge 60% of the hours worked to GL account #1 and 40% of the hours worked to GL account #2, enter 3 hours of overtime as an “addition” in the timesheet, charged to GL account #1, and enter 2 hours of overtime in the Extra Rows tab, charged to GL account #2.   

· If an employee does not show up on the Pregenerated Hours timesheet because he or she was just hired,  enter their hours and other identifying information on the Extra Rows tab of the timesheet.  However, do this ONLY if, by 2:30 on Friday afternoon, you can view the record for the appointment in the Employee Position/Job Detail/Salary screen in VIP.  If you cannot find a record for this appointment, it means that the appointment has not yet been processed by Human Resources and Payroll will not be able to accept hours.  You will need to submit hours the following week using the Corrections and Additions timesheet.

· If an employee returns to a regular schedule of work following a leave but the Pregenerated Hours timesheet indicates that the employee is still on leave, use transaction code 1000 along with a “C” to indicate hours worked.  Before doing this, you must also have previously submitted a “Return to Active Status” form for this employee.  You should submit their hours on the Pregenerated Hours timesheet ONLY if, by 2:30 Friday afternoon, when you check the Employment Status screen in VIP, the most recent record indicates that the employee’s status is now active.  If the employee’s status is not active,  it means the Return to Active Status form has not yet been processed.  In this case, do not submit hours – Payroll will be unable to process them. You will need to submit these hours the following week using the Corrections and Additions timesheet.

· If an employee has been absent for 20 working days or more or if you know the employee will be absent for 20 working days or more, submit to HR the appropriate leave/layoff form (Long Term Absence, Request for Voluntary Leave, or Seasonal/Temporary Layoff).

· To report extra hours worked for individuals on a reduced appointment, contact HR at 474-7930 or 474-7160.  HR will need to set up a special record in order to report the additional hours and will inform you of a special transaction code you need to use in order to report the extra hours worked by this employee.

· To report absences for employees on a reduced appointment, you need to firstly identify whether an employee is absent all day or for a part-day only.  Employees on a reduced appointment will have a pre-generated schedule that  shows full-time hours of work.  To report a partial absence, record the actual number of hours the employee is absent. For example, if VIP has generated 7 hours for a particular day, and the employee normally works 5 hours but is absent for 3 out of those 5 hours, record 3 hours of absence.  If the employee is absent for the full normal shift, however, record a duration equivalent to the full day provided in the pre-generated schedule. For example, if VIP has generated 7 hours for a particular day, the employee normally works 5 hours, and is absent for all 5 hours, record 7 hours of absence.  

· For individuals on a reduced appointment where the employee takes a stat holiday off in lieu of having the actual stat fall on his or her normally scheduled day of work, do not record on the timesheet any days off in lieu.

· If a person works extra hours that cross over midnight, time should be reported on the day that each portion of the shift begins.  A shift may be broken into separate portions in order to reflect when a lunch break occurs or when additional hours were worked.  If the portion of the shift starts before midnight but runs past midnight, report the time as falling on the day the shift started.  If the portion of the shift starts at midnight or later, report the time on the actual day that portion of the shift begins.  For example, suppose an employee works from 6:00 pm to 11:30 pm on Day 1, and then works additional unscheduled hours from midnight to 2:00 am on Day 2.  The hours from midnight to 2:00 am on Day 2 should be reported as falling on Day 2, not Day 1.  VIP will automatically apply the appropriate statutory holiday calculations in such situations.  
· Deadline for submission to Payroll is Friday at 3:00 pm, room 403 Administration Building, fax 474-7507 .  You must submit this timesheet each week even if you are not entering any exceptional hours.  If you are entering no exceptional hours, tick off the “no changes” box at the top of the Summary tab.
· The timesheet needs to be signed by the person who prepared the timesheet and the person who approved the timesheet.  It is up to each faculty or unit to figure out who should approve each timesheet.  The individual who approves the timesheet does not necessarily have to be a signing authority or a designated signing authority on the accounts out of which the employees on the timesheet are paid.

