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1 Overview

The Salary Wizard will support approvals and will prompt the user to treat unapproved
employees' records prior to payroll export.

This program has some limitations:
e There is no support for Export to Payroll automation.
e The employees' data is exported to payroll at pay period level.

e Itis not necessary that all daily records or all employees are exported. You can select
some employees and/or some records to be exported.
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2 Pre-Requisites

1. Synerion Direct must be enabled. To do so, in System Configuration, in Self-Service,
ensure that Synerion Direct Approvals Installed is set to Yes.
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The Default handling of unauthorized daily records field sets in the Approvals and
Exports tab the default action for all employees.

2. Inorder to include the new Salary Wizard, add DSALWIZ to the menu (params = 0).
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3 Exporting to Payroli

To use the Salary Wizard, do as follows:

1. From the menu, open the Salary Wizard. The Step 1: Payroll Selections screen is
displayed.

= Luport Payroll Data (TE Pay-Period File) - Pay Roll Mame 1 -I_ ﬂ
Step 1: Payroll Selections )
Select the required employess & Pay Periods that will be sxported to payroll :

Snlnchan L Apgrovas & Epot 1 Repatng
Selechad Employess:

Pat  AlSsecled

Departifverd AN Solecind
Ergiives A Stleched

Stect Payrod & Pay Pericds
Use Parol Tranater Tatles  From |1 =i

m |wm =] |
Py Period Type [ mortriy =
Ered af Py Beriod Dary [ ammatiz coende |
Perkd b [
Peericel Start & End BECECE EEEE

cancel | | Hest = |

2. Perform the necessary hierarchy, pay periods, and payroll selections.

3. Click Next. The Step 2: Payroll Approvals & Export screen (NOTE: Approvals & Export
tab) is displayed.

This table prompts you to treat the unapproved records prior to payroll export. In this
table, employee records will be displayed only if the daily records are in either:

e Status 100 (record not yet approved), or

e Status 900 (record not for payroll)
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E Export Payroll Data (TK Pay-Period File) - Attendance

Step 2: Payroll Approvals & Export

Approve and update the required employees - Export to payroll

[o] & =)

4

Selections

Reporting

[

Approvals & Export

Employee Status

Mot Approved

Ermployes

REE

Supervisar

Supervisar's

Phare

Action

|+

1mvz Kucera Jitka Kucera Jitka

Export to Pagroll all records

Email Supervisors Output FileM ame

|c:'\f0rm. Lt

=] Send Email

Payrall Report

Configuration

| Do mot print

= | S

Cancel | < Back |

NOTE: The Status column in the Daily Browser will be added if the approvals parameter in
SYSCNF is applied (remember to add it to the browser configuration screen). In addition,
the Approve column overrides the Supervisor Digital Signature (SDS).

& Edit/View Daily Activity File == EcR(==]
File Record Records Type Options Second File Help
2| #gl | S| B @@ BldF-S ool 2| el ]3] =] E
Employee : 1016 Hajek Adam Department: 3001  Front Desk Fiom Date: 01/05/2013
Feind 201305 Employes: Mot approved Manager Mot approved Fower User: Mot approved
% Date Day Motes Plant Site Department Approve Status EDS Week Period Absence | Pe~
Type Day Key Code D
|| 0/05/2013 3 ‘e r 1 1 2001 1 r Approval not Aequired 1 3 201305 1.00
| b [02/05/2013 4 Th r 1 1 3001 1 cal FRecord Approved 1 4 201305 1.00
| |03/05/2013 5 Fr r 1 1 3001 1 r FRecord not yet Approved 1 5 201305 1.00
|__|04/05/2013 6 Sa r 1 1 3001 1 r Record not vet &ppraved 1] B 201305 1.00
|__|05/05/2013 7 Su r 1 1 3001 1 r Record not vet &ppraved | 7 201305 1.00
|__|0e/05/2013 1 Mo r 1 1 2001 | r FRecord not yet Approved 1 1 201305 37 NE 1.00
| |07/05/2013 2 Tu r 1 1 3001 1 r FRecord not yet Approved 1] 2 201305 1.00
|__|08/05/2013 3 ‘we r 1 1 3001 1 r Record not vet &ppraved 1] 3 201305 1.00
|__|09/05/2013 4 Th r 1 1 3001 1 r Record not vet &ppraved 1] 4 201305 1.00
|__|10/05/2013/5 Fr r 1 1 3001 | r FRiecord not yet Approved 1 5 201305
|__|11/05/2013/6 Sa r 1 1 3001 | r FRiecord not yet Approved 1 [ 201305
|__|12/05/2013|7 Su r 1 1 3001 1 r Record not vet &ppraved 1] 7 201305 -
4 = »
CANSCHED [Cunent Scheduls Data/TSH)
Schedule ‘WEEK Base | D4_STARTI | D4_END1 ‘ D4_ENDZ | D4_DEFTZ D4_DEFT1
Group
L 3 2m3e 3 .00 15:.00
The following are additional actions to be performed in this screen:
a. Click the value in the Supervisor column. The List of Supervisors is displayed.
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% Employee 1016 Hajek Adam [
~List of Supervizor
Send Employes Lazt Hame Firzt Mame Phone
Ernail
Pl ik Kucera Jitka
r 1078 MHovak Krista 05457 7 FER5
r 1122 FRATOCHWIL | Mate [536E22804
Head Supervisar IKucera Jitka ;I
I
Ok | Canicel

a. Select the manager/s who will receive notifications about unapproved records.
b. In Head Supervisor, select the supervisor who will be displayed in the List of
Supervisors.
Employes Status Mot Approved
E mplopes Marme Supervisar Super
Phg
na 107 | Kucera Jitka | Kucera Jitka
NOTE: This step is most likely to take place by the TKSQL user/HR Manager/Payroll
administrator a few days before the pay period ends.
c.

To define the email parameters, click Configuration. The Email Configuration screen
is displayed.

d. Enter the values relevant to your organization.

Exporting to Payroll
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”m

Synerion #

-
# Email Configuration

=)

~Email Canfiguratiorm

E mmail title

Sender Email

Text Under Supervizor Mame

INEEdEd Approvals

Pleaze approve the below employess attendance

Test Under List of Emplovees  |Regards

HR Departrment

Arnich Paligizynenon. com

Fresiew Ok Cancel |
— = =
e. To preview the email, click Preview.
- Bl
'0 E-mail preview -l “ .* L@%M
To.. Iamichai. palgi@lavietimetech.com
Subject IN eeded Approvals

Dear Kucera Jitka

Period: 05/2013

Please approve the below employees attendance

Employee Number Employee Name
1016 Hajek Adam
1017 Kucera Jitka

Regards
HR Depariment

[

f. Close the preview and then click OK.

g. Inorder to send a notification email after it was configured, click Send Email at this

step.
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—E miail Supervisors

ﬂ| Send Emai l

Configuration |

h. Once you do that, you will see the Email Sending progress screen.

- —
Email sending progress ‘

— - -

~Email eending progre

Supervizar | E rnail | Status |
Connecting mail interface Success
Sending mail ko supervizors

Fucera Jitka mich. ploElavietimetech. com

o |

4. At the end of the pay period, you return to Step 2: Payroll Approvals & Export. For each
employee, decide which action to take place in order to export his data to payroll.

The options are:

e Export to Payroll All Records - Ignores the record's status in Daily and transfers all
data to payroll.

NOTE: Presumably, managers have most likely not yet updated all employees'’
records and the policy is to export all data.

e Approve all Records - In the Daily Browser, changes the status of the records to
Record Approved.

Exporting to Payroll 10
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& EditView Daily Activity File felra ==
File Record Records Type Options Second File Help
= |70 ¢ g T - - -
7| 28 Z@=| ¥ ZI$ 7B & elF mLE- 8] olel = w- T = e
Employes : 1016 Hajek Adam Department 3001 Front Desk. From Date: 01./05/2013

Perind: 201305 Employes: Mot approved Manager Not approved Power Lser: Mot approved

@ Date Day Mates Plant Site Department Approve Status EDS ‘Week Peiiod | Absence | Pes

Type Dap Key Code
| |oi/ms/2013 3 we r 1 1 3001 Il r Approval not Required [l 3 201305 1.00
|_» |D2/0572m13 4 Th r 1 1 3001 (1 i Record Approved I 4 201308 1.00
| |03/06/20013 5 Fr r 1 1 300 il [l FRecord Approved I ] 201305 1.00
|__|04/05/2013 B Sa r 1 1 300 il [ FRecord Approved I E 201305 1.00
| |05/06/2013 7 Su r 1 1 300 il [ FRecord Approved 14 7 201305 1.00
| |06/05/2013|1 Mo r 1 1 300 il [ FRecord Approved 14 1 201305 I ONE 1.00
| |ov/0e/2013 2 Tu r 1 1 00 il ¥ Record Approved 14 2 201305 1.00
| |08/06/2013 3 ‘We r 1 1 00 il ¥ Record Approved 14 3 201305 1.00
|__|09/0%/2013 4 Th r 1 1 00 | [ Record Approved 1 4 201305 1.00
|__|10/08/2013 5 Fr r 1 1 00 | [ Record Approved 1 ] 201305 1 Un 1.00
|__|11/08/2013 6 Sa r 1 1 00 | ¥ Record Approved 1 E 201305 1 Un 1.00
|__|12/08/2013 7 Su r 1 1 00 I Becord Aoproved 7 201305 1 Un 1.00 -
4 »

CRMSCHED [Current Schedule Data/TSH)
Schedule WEEK, Base D4_STARTT ‘ D4_ENDT ‘ D4_ENDZ | D4 _DEPTZ D4_DEFTT
Group

A ES 2n3g N 700 1500

e Decline Unapproved Records - Only transfers approved records of all employes in
range

e Do Not Export Employee to Payroll - Selected when the user does not know how to
handle the employee, therefore leaving the employee out of payroll. The employee
can still be handled.

E Export Payroll Data (TK Pay-Period File] - Attendance EII =] I@

Step 2: Payroll Approvals & Export ‘J
)

Approve and update the required employees - Export to payroll

| Selections T Approvals & Export T Reporting |
Employes Status " Mot Approved (o Mot for Payroll
Employee Hame Supervisor Supervisors Action
Phane
» 1016 Hajek Adarm Kucera Jitka Do not Export Employes to Payroll |+ ¢

= |f an employee is selected not to be exported to payroll, the Not for Payroll field
at the top is added. Once export is executed, this message will appear:

Export Payroll Data (TK Pay-Period File) - Attendance

l : Pleaze note:
% Sihce the Decline Employee action has been chosen some employees will not be exported to payroll

Cancel

L

If so, click Export to Payroll to continue with the process.

After all employees have been approved, the screen will appear as so:

Exporting to Payroll 11
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* Luport Payroll Data { TE Pay-Pericd File) - Pay Roll Bame 1
Step 2: Payroll Approvals & Export

Agprove and update the required employees - Export to payroll

Sellachons

|

Appravals & E xport [ Rieperting
AN Ermplopena b bien apgeeed comectty
Errenl Supservsons Coitpadt Fibabisme
oo | | ol
Py Fepat
R I Em = Configuraenn |§|

cancel |

<Bock | Export & Execute |

5. Optional: Click Reporting to report and monitor errors. The Step 3: Reporting screen
(NOTE: Reporting tab) is displayed.

Step 3: Reporling

View payroll files & reports

E Export Payroll Data (TK Pay-Pericd File) - Attendance

[o] ® (=]

4

Selections Approvalz & Expart Reporting
—Wiew Paproll fles YWiew Emplaves list
Wiew file
E' Dutput file =
Date and Time Uzer name
19/05/2013 11:20 3939
% Undaid file | - 19/05/201211:16 9939
Yiew Payro 19/05/201311:14 9999
19/05/201311:13 3939
19/05/2013 11:11 3939
Qg Periad Errors % View Repart | v|
CATESOL_S0Npagroll.iep
Cancel < Back Fiizh

-
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6. This screen enables the following:

e In Output File, view the actual payroll file that was created
e In Unpaid File, view the unpaid records (not transferred to payroll)
e In Period Errors, view a text file of all errors/exceptions:

r m
= CATKSQLSOXUNPAIDTXT L e =R B
File Search Report
2| & wfedefv] vlv]| Sl@| > fe
Flant Site Department Enployes Enployes's Hame Exceptions~Errors Systen
1 1 3001 1016 Hajek Adam Enploves not approved for pavroll TE
3 1 4001 1043 Swoboda Hartina Eecord not found in selected period TE
3 1 4001 1051 Vesely Hax Fecord not found in zelected period TE
1 1 3001 1078 Wowak Kri=sta Fecord not found in selected period TE
1 1 3001 1119 Wilkins Dominilk Record not found in selected periocd THE
1 1 3001 1122 KRATOCHVIL Hatej FEecord not found in selected period TE
1 1 3001 1129 CERHY Vojta Record not found in selected period TE
1 1 3001 1131 POKORNY ¥ladimir |Eecord not found in =elected period TE
1 1 3001 1133 DVORAK Lenka Record not found in selected periocd THE
1 1 3001 1136 MAREEK Igor Eecord not found in selected period TE
1 1 4001 1138 FIALA Ivana Record not found in selected period TKE
1 1 4001 1140 HAKOVICKA Patril Fecord not found in =selected period TE
1 1 1141 HESTAN Anela Fecord not found in selected periocd THE
1 1 1142 BLAZEK Harketa Eecord not found in selected period TE
1 1 4001 1144 HARKOVIC Zuzana Record not found in selected period TKE
1 1 5002 1146 ZAHRADNHIK Fetr Fecord not found in selected period TE
1 1 4001 1599 JANECEX Favel Fecord not found in selected period TE
I 1 1 4001 1600 HKost Evzen Record not found in seslected vericd TE
" Pagel of1

=)

Note that in the Exceptions/Errors column, an employee not approved for payroll is
defined as a separate and unique error.

Exporting to Payroll

Each time Export and Execute is performed, the date, time, and user that was
exported is written to a log. The Up to Date column notifies you if the export is the
most recent one that was performed for a specific employee. In View File, generate
an MS Excel spreadsheet produced from that log.

IEH - = W Bookl - Microsoft Excel i E@g1
Home Insert Page Layout Formulas Data Review View Team & e o EH ER
==X i - == = General - _?J Conditional Formatting ~ 5= Insert = - }V L_?a
J EE g A ey B3 - %, » [ Formatas Table & Delete -
Paste Sort & Find &
- AT I [ cell Styles ~ B Format - i' Filter+ Select =
Clipboard Font l Mumber Styles Cells Editing
13 - I v
A B C D E F G H J e
1 Employee Payroll Export - Status ]
2
3 |Emp|0yee User namg Period |Acc. code| Date Hour Action Up to date| I _l
I 1016 9989 201305 |4 19/05/201311:20 Do not Export Yes
; Employee to Payroll =
| 4
1017 9999 2013056 |4 19/05/201911:20 Export to Payroll all Yes
N records |
il 5
| 6
i 7
g w
4 4 » M| Sheetl ~Sheet? ~ Sheet3 ~¥d ] i | » [
Ready | | @ 100% (=) Iy +)
L s —
13
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p
Finme, vie limelech @ L ) \
Synerion #

Evolvieng Haman Besources ing Human Capinal

icrosoft Excel
Data Review View
General - |E| Conditional Formatting = 5= Insert = - % fﬁ
@ - % s | [ Format as Table - P Delete ~ E - )
e I 55 cell styles - [Fomat - | 2~ Futer+ Select+
Clipboard Font (] Alignment (] Mumber (] Styles Cells Editing
Al - S | Employee Payroll Export - Status v
: A B c D E F G H J KT
| 1 |Employee Payroll Export - Status ]
2 Il
3 Employee|User namg Period |Acc. code|] Date Hour Action Up to date :
1016 9999 201305 |4 19/05/201911:16 Decline No
Unapproved B |
Records
4 i
Il 1017 9999 201305 |4 19/05/20111:16 Export to Payroll |No i
i all records i
i
5
| z '
7 |
g w
4 4 » M| Sheetl Sheet? ~Sheet3 %1 [T4] [ | v N
Ready | |lJ_I| 100 (-———(F) J"

In View Payroll, view all exports done for that pay period.

Exporting to Payroll 14
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4 Statuses

There are three statuses for records taken from ABS11_Manual_Line.
e Status 100 = record not yet approved

e Status 900 = record not for payroll

e Status 200 = record approved

Statuses 15
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