Time Keeper TimeBank Example

Preface:

This document has been compiled in order to share a solution for a TimeBank scenario we’ve
been requested to address. We believe this solution may be useful since it demonstrates various
TimeBank capabilities in combination with TableK and TableQ. Those of you who are already
familiar with TimeBank may find this information as a useful example of an additional
implementation.

Environment:
TK6, TK2000, TK-SQL

The scenario:

Employees (assigned to a weekly pay-period) are entitled to bank up to 6 hours of overtime per pay-
period. Overtime in excess of 6 hours is automatically paid at the end of each pay-period. Banked
overtime is usually, (but not always, see comment below) paid out every four pay-periods (i.e.
every 4 weeks).

On occasion, as per individual employee request, banked overtime may be carried forward to the
next 4-week cycle (instead of being paid out). Overtime hours that have been carried forward from
a previous 4-week cycle, in addition to the banked overtime accumulated during the current 4-week
cycle, are paid out at the end of the current 4-week cycle (unless the employee has requested again
that the banked overtime be carried forward). The decision whether to override the automatic
payout (and carry forward banked overtime) is a manual, discretionary activity.

Addressing this scenario cannot be handled within TimeBank alone. Thus we have combined
TimeBank with TableK, TableQ and the Period Browser:

The solution involves the following major steps:

Defining pay-categories in TableA.

Setting up TimeBank.

Specifying end-of- period calculations in TableK.
Configuring the Pay-Period Browser screen.

Specifying payroll transfer conditions and values in TableQ.
Manual intervention and adjustments.

ocoarwNE

Step 1 - Defining pay-categories in TableA.

Define the following pay-categories in TableA:

Total OT - Contains total of all types of OT pay categories.

Banked OT - OT that will be banked (up to 6 OT hours per pay period)
Paid OT - OT that will be paid (OT in excess of 6 hours per pay-period)
TB Period - Specifies week number within TimeBank’s cycle (i.e. 0,1,2,3).

Previous Bank - Previous banked hours (banked OT from previous pay-period)
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Current Bank - Current banked hours (number of banked OT following pay-period summary).
TB NOT TO PAY- A manual indicator for cases when an employee wants to save banked hours
for future purposes. Note that this pay-category must be set-up as “manual”.

Notes:
- Both Banked OT and Paid OT are part of Total OT, since Banked OT
are the hours to be banked and Paid OT are the hours to be paid.
This relationship is specified in Step 3.

- Accumulating overtime pay-categories into Total OT can be done
either by nominal value (i.e. an hour of 125% is transferred as 60
minutes to the Total OT pay-category) or by real value (i.e. an hour
of 125% is transferred as 75 minutes to the Total OT pay-
category). The type of transfer depends on the customer’s
requirements. In this scenario, hours have been accumulated by
nominal value.

Step 2 — Setting up TimeBank.

Step 2.1 — System Configuration Activation

System Configuration — =] =l
r Time Clock [Falling] T FPayrall Interface T r'-T-0 D efinitions T Prograrm Extenszions T Abzences
Erinter & Printing File D aily, Emploves T Impro Systemn T K.ey Fields Format T BacklUp
Syztemn Configuration Dealer Security & Suthorization Language Date & Time
User Mame |SUPER C - GREEMFIELD |
Software (D 905374 Inztallation O ate 21041935 Wersion
b zpitTT Emplarecs 9999 [ Using kodule ESHEL [ Hotel Staff Costing Module
T TAESHIR Inzstalled T Production Control kModule
Bumozrt (@, of Emr. ™ PARTTIME Installed BT Statutory Holidays Madule
Contract Offset for Day OFF l:l [ Dep-allocation-PC kModule B r'ear-To-D ate bModule
I Canteenkeeper-PC Module [ S chedule Manager bModule
20
Alenee BeEb (fEr Dap Bl B [ TimeCostingPC Module  BE TIMEBANE Installed <
Hiztorical Betention Period [ “Wesks ) t adan Options | Mot 11 Use Lll
™ Use Punch File i
Funches Saved for [Mo. of Days) | |
2] (&
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System Configuration M= E3
( Time Clock [Polling)] T Payroll Interface T -T-D Definitions T Frogram Extensions T Abzences
Frinter & Printing File D aily, Employes Impro System F.ey Fields Format Backlp
Sustem Configuration Dealer Tﬁecurity & .&.uthorizatior:l/ Language Date & Time
Fre [raily Proceszing Browsze I
Paoszt Daily Proceszing Browse I
D aily Calculations Extenszion Browse I
Fayp-Period Caloulations E xtenzion TIMEBANE Browse I
TC Doaily Calculations Extension Browse I
Dt D aily Calculations E <tenzion Browse I
TC Payp-Feriod Calculationz E xtenszion Browse I
D4, Fap-Feriod Calculations Extension | | Browse I
Fazt Payprall File Creation | | Erowse I |
: [Rl]

Step 2.2 - Specifying TimeBank (Table TB)

In this scenario, we are not required to use all of TimeBank’s features (i.e. Positive Excess,
Negative Excess, Minimum OT, Maximum OT, Additional Group etc.). Consequently, TimeBank’s
setup is quite simple.

£ TahleTE =]
Tirme Bank
r Table [ | [2] | |

Basze Group Additional Groups

1
— Time Bank. Tracking .
Annual Topic for OT Howrs |-I | % |TimeEank il | I:a:'a?éldagm
|

|TimeBak Definitions | ’—|HE qular 7]
— Tirme Bank Categories

] FostveEross &
OT Hours Banked OT E MHeqgative Excess |:| E
Deficiency Hours ICI E Current Bank IE

Annual Topic for Deficiency Hours |2

— |mitialization —_—— Group Parameters
Cycle Start D ate mA0s2000 b a=irnur OT b a=irnurn D eficiency
Cuycle Length 4 Cruring Fay-Reriod 933.00 -393.00
Initial ¥ alue 0.00 End of Pay-Period 333.00 -333.00

2] = [ N RN S N 7 1%

The following definitions are required for each Table No. in TableTB:

e Tracked Values (source): Two Annual Topics Nos. The first Topic No., specifies the
Annual Topic containing a reference to the Banked OT field in the pay-period summary
file (PERIOD). The second Topic No., specifies the Annual Topic containing a reference
to a field designated as the DEFICIENCY field in the pay-period summary file
(PERIOD). Note, that as in our scenario, the requirement is only to bank overtime hours,
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the TIMEBANK DEFICIENCY topic can refer to any “unused” pay-category (whose
value is assumed to always equal zero).

=] Annual Topic Definitions — =) =
Topic Topic Mame Topic T arget File E spression E=pression E=pression Type
Mo, Code Source File
1 TIMEBAMK OT Auto AN LS FERIOD FPERIOD - Ciés Hoursbdinutes
2 TIMEEBAMK DEFIC Buto [# ] ANMUAL FERIOD FPERIOD - Cés Hours b inutes
A1 >
= = == =] |

e Calculation Mode: Specify “Standard” calculation mode.

e Result Storage Categories (target): Specify where the TimeBank values will be stored (after
the TimeBank calculation is complete) as per the definitions in TableA.

e Cycle Definitions: Specify the “cycle length” as 4 (pay periods).

e Limits Definitions: Specify the minimum & maximum limits as -999.00 and 999.00
respectively (i.e. no limits).

Step 3 — Specifying End-of-Period process in TableK

In our scenario we accrue (nominally) all OT pay-categories into Total OT. Then we divide the
hours in Total OT as follows: up to 6 hours to Banked OT and the rest to Paid OT. This process is
run at the end of the Pay Period. This it is defined in TableK.
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[ Table K - Pay Period Standards = =] x|
Table Murmber ————— Table Description — Period Code — Feriod Code Mame —
L E| | DB e
General D ata T Formula:01d Type T Formula:Mew Type T Pay-Perod OT limit
Line |Field Twpe| Check Field| Low |Upp |Field Type| Update Field |Const | Figld Tepe hulk Field ke Lalt
Bound |Bounc Conzta
1 |From Suppl nm 33331 From Total OT 0.00 |Fraom Suppl 1.5 1.00
2 |From Tatal nm 593 [From Banked 0.00 |Fram Total T 1.00
3 |Fram Total £.00 935900.1| From Banked 6.00 |From 0.00
4 |From [®]Total B.00 3330.1{ From Paid QT -6.00 | Fraom Total T 1.00
| | 3

T ) 5 53 5 = = N S = P (=

Line 1:  Move all types of OT categories to Total OT
Line 2-4: If Period—Total OT <6
Then Move Total OT to Banked OT
If Period— Total OT >6
Then Move 6 to Banked OT
Else Move (Total OT-6) to Paid OT.

Additionally, we require a field, which will indicate when we have reached the 4™ week within a
cycle (i.e. an “End of TimeBank Cycle” field). To that end, we define a pay-category in TableK as
follows:

k& T able K - Pay Period Standards — =) =]
Table Humber —————— T able Dezcription —— Period Code —— Feriod Code Mame —
[ | =] | | [ ][=] Hebdo
General Data T Formula:0ld Type T Faormula:Mew Tyupe T Fayp-Period OT limit
Condition| Calculation Expression |Field Ty| Transfer To Fi| Calculation Order
2> 1 [ MOD [WALSUBS TR [STH [PERIOD->PERIOD_KEY 6,01 .5.2)] 4] |Fror | TB Period | Standard
4 ‘ml 3
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The expression MOD (VAL (SUBSTR (STR (PERIOD->PERIOD_KEY, 6,0), 5,2)), 4) enables
us to determine whether it is the end TimeBank cycle, as the end of a cycle occurs when the result
is 0 (Zero).

Example: MOD (VAL (SUBSTR (STR (200005,6,0), 5,2)), 4) =1
Explanation: We refer to 05 (of 200005) and divide it by 4. The remainder is 1 (i.e. 5/4 = 1 (1)).
This remainder is saved in the TB PERIOD pay-category. We will use this pay-category in
TableQ, as explained in Step 5.

Step 4 — Configuring the Pay-Period Browser screen.

To display the results of TimeBank categories we configure the Pay-Period Browser so that it
displays all TimeBank related pay-categories as following:

<" Edit Pay-Period Summary File O] =]
File Becord Records Tupe Secondam File Help
I=RENEER
Employes 1262 ROSSIGHOL SYLWIE Pay-Period Type: Hebdo Period : 1 Year : 2000
Period | Period | TE Penod| Tokal OT | Faid OT |Banked OT | Previous Current | HTE MOT
Code F.ep bank. bark. TO Paxll
p 0 200041 |1.00 B4.12 Aoz B.00 B.00
1 200042 | 2.00 4330 37.30 B.00 B.00 12.00
1 200043 | 3.00 B0.42 A4 42 B.00 12.00 18.00
1 200044 42.00 36.00 B.00 18.00 24.00
1 200045 |1.00 44.30 38.30 B.00 B.00
1 2000468 | 2.00 44.30 38.30 B.00 B.00 12.00
Al 3

Please note: usually, the pay period browser enables the user to (manually) change each category’s
value. However, as in this scenario the “banking” process is assumed to be fully automatic, it is
highly recommended to configure all categories (except the TB NOT TO PAY category) as
“Read Only”.

As always, we do not recommend changing any pay-categories in the Pay-Period summary file,
since recalculation overrides all manual entry changes.

We use the TB NOT TO PAY category to disable the automatic payment of Current Bank at the
end of TimeBank cycle (as explained in Step 5).

Step 5 — Specifying payroll transfer conditions and values in TableO.
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This step handles the issue of whether Current Bank is to be exported to payroll or not. In order to
decide if Current Bank is to be exported, we check that both categories TB NOT TO PAY

(CAT17) and TB Period (CAT18) are equal to Zero.

A value of zero (0) in the TB Period field signifies that this is the end of TimeBank cycle.

A value of zero (0) inthe TB NOT TO PAY field signifies that no manual indication has been
entered (requesting that Current Bank’s value be carried forward to the following TimeBank cycle

and not be transferred to payroll).

E Table Q - Payroll Tranzfer Definitions - |D|i|
= Table Mumber T able Description Legend
|2 | E | | [ ] uantity [ ICode
[_ICanstant [__lidentifier
Faorm Marme ® |ze Fields () Ize Expression
E | | ) Uze Abzence Codes
I— Multlple Code File |PEF“|:|D '[PP Attn. fdbs. Tl:ltEl| E HEFIIEICE |
Field Mame Field I:ZurrEeﬂt bank | E
| | Field Type |HDurs.f'Minutes Field | E — |
Code Target Field Code ‘D ‘
III E | | | Condition I |t|m82mln[F'EHIDD>E.-'-‘«T1F"]+t|m|32m||
NN 3 (][5 Qe J[ 7 J[ 8 J[ = J[ w0 ]
A i
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The condition used in TableQ is as follows:

Expreszion Builder [Maximal Length : 120, Current Length : 49] EL

Exprezzion String

time2rmin[PERIOD > CAT 1 7l+time2min[PERIOD > CAT 120 |~ |

|-

il File M arne File D ezcription Functions
ErMPLOY1 EMPLOYT [Extended Emp. Detail: 1./5khared)

| p FERIOD PERIOD -[F.P. &kt AAbs. Tatals/TE] ITI LI

il Field Mame Field D' escription tdath =]
[ Jcams = =1 :
I [caTis Logic =l
CAT17 ITE NOT TO PaYll
| Date # Time ;I
ILEATTS caTld = Bddtional | ~ |
Ok | W enify I Cancel I

Note: Obviously, the Paid OT pay-category should be unconditionally transferred to payroll at the
end of every pay-period.

Step 6 — Manual intervention and adjustments.

Example 1: A fully automated process (i.e. no manual adjustments).

The previous steps described a “fully automated” process, which banks up to 6 OT hours and
pays the rest of the OT hours (in case there are any) per Pay Period e.g.:

- Pay periods 41 — 44 represent a single cycle.

- TB period represents the week no. within the cycle.

- The employee has more than 6 OT hours in each Pay Period (week)

- Banked OT is always “6” (since the employee has more than 6 OT in each week)

- Paid OT = Total OT - Banked OT

- Current Bank initializes at the beginning of every cycle. Note when TB period = 1.

Note:  In a “fully automated” process this screen may used to display the results calculated

by TimeBank and TableK. However, there are cases where this screen enables us to
intervene manually with calculations as in the following example.
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«" Edit Pay-Period Summary File — O] =]
File Becord Record: Twpe Secondary File Help
o, E B
S == [ R = 1
Employee : 1262 ROSSIGHOL SYLWIE Pay-Period Tppe: Hebdo Period : 1 Year : 2000
Period Perod | TE Pernod | Total T | Faid OT |Banked OT | Previous Currenk HTE HOT
Code (=1 barlk barl TO Payll
p i 200041 (1.00 G412 812 G.00 G.00
1 200042 | 2.00 43.30 3730 G.00 G.00 12.00
1 200043 | 3.00 G042 5442 G.00 12.00 18.00
1 200044 42.00 3600 G.00 18.00 24.00
1 200045 (1.00 44.30 38.30 G.00 G.00
1 200046 | 2.00 44.30 38.30 G.00 G.00 12.00
| | »

Example 2: Manual intervention required.

Manual intervention is required only when the organization enables the employee to carry
forward banked hours for future use (i.e. not to pay OT hours and carry forward the Banked OT
to the following cycle).

To enable carry forward of the banked hours and avoid payment, two steps are required:
a. Disable Current Bank payment
b. Enable carry forward of the banked hours.

a. Disabling Current Bank payment

After TK’s pay-period summary has been performed and before exporting to Payroll, the user
must enter a positive value (any value which is bigger than 0) to the TB NOT TO PAY
category in the period browser. It is essential that this value be entered in the pay-period
record of the last week in the cycle (i.e. TB period = 0, period 44 in the following example).

=" Edit Pay-Period Summary File - O] =]
File Becord Hecords Twpe Secondary File Help
=REREENE
Employes : 1262 ROSSIGHOL SYLWIE Fay-Perniod Tepe: Hebdo Penod : 1 Y'ear : 2000
Period Feriod | TE Period| Total OT | Faid OT |Banked OT | Previous Current HTE MOT
Code Fey bank bank TO Pyl
1 200041 |1.00 E4.12 5812 E.00 £.00
1 200042 | 2.00 43.30 3730 E.00 E.00 12.00
1 200043 | 3 [y, |B0.42 5447 G.00 12.00 18.00
& (1 200044 | )42.00 36.00 6.00 18.00 24.00 1 <
1 200045 |1Tme=—= |44 30 38.30 E.00 E.00
1 200046 | 2.00 44.30 38.30 E.00 E.00 12.00
| | >
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This definition indicates that TimeKeeper should not export to payroll this employee’s banked hours, as
defined in step 5/ TableQ.

b. Enable carry forward of the banked hours.

Carrying forward the banked hours is a complementary procedure to the previous step. While Step (a)

disables the automatic payout, Step (b) enables the employee to carry forward the banked hours to the
following cycle, so that they may be used for future purposes.

In order to specify the carry forward value, enter the Edit/View Employee screen, display the relevant
employee’s data and then select the EMPLOG icon. When the EMPLOG screen appears, define a new
record within the EMPLOG file as following:

- Employee M= Ed
Ermploves Humber Last MHame First Marme bAid [ it
[ 1262 | 2] [RossiGnoL | [2] [5vivE | | |
r Addresses T Scheduling # Impro Data T My bar kab ]
General Details T Additional Key Fields T Premiurn & Part Time T Seniorntyd Costing Data
= % | Updated—— | Contract (2] walid From [ 01/12/2000
o T 04,1 2/2000 Contract Mame 830-1700 Support tare I
= 12:38:04
% f ] fbsence Code [10 ] [#] [01/01/2000 ] -[o05/01/2000 |
e Abzence Mame BEEREAVEMEMT PAID tare
Plart
MName Lavie Computers Lid. Badge Mumber
Site 1 More |
Mame kd ain Plant E Payrall T able 1000 E Dllebr_‘_a's. Challenge - The
Mame Pl FPau Period Tupe | kaonthly | L

. File Changes : DEmplog

E— Ermployes Humber —_— Lazt Mame —_— Firzt Mame —
1262 ROSSIGHNOL SYLWIE
Group Code From Date  |TIMEBAME | TIMEEL banual Upd Start Walue
Murnber Group Decimal
Initialze/Change 03/01/200 1 0 0.000 0.000
F |Manual Hours Adjustrent 29/0/200 1 u] 24.000 0.000 <=

|

== = L) [odl&  (a
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Meaning, the employee has accrued 24 hours in the previous cycle and is entitled to carry forward
those hours to the next cycle. Viewing the Period browser after running pay period calculation,
displays continuance of banked hours:

= Edit Pay-Pernod Summary File O] =]
File Becord Record: Tppe Secondarp File Help
= REEREIN0Y
Employes : 1262 ROSSIGHOL SYLWIE Pay-Penod Type: Hebdo Penod : 1 Year : 2000
Period | Period |TE Period | Total OT | Faid OT |Banked OT | Previous Current | ITE MOT
Code kK.ey bank. bank. TO PayI
b1 200041 |1.00 B4.12 812 E.00 B.00
1 200042 | 2.00 43.30 3720 .00 .00 12.00
1 200043 | 3.00 G042 o442 .00 12.00 12.00
1 200044 42.00 36,00 .00 12.00 24.00 <
1 200045 |1.00 44 30 3330 .00 30.00
1 200046 | 2.00 44 30 3330 .00 30.00 36.00
|| 3

An example to carrying forward banked hours is given in period 200045: The employee starts a new
cycle (TimeBank cycle) with previous bank of 24 and accrues 6 more hours, thus the current bank is
30.

Important!

Additional (more detailed and comprehensive) information about setting up and using the
TimeBank module can be found in the “TKS Flextime TimeBank Management”
document included with the latest VV6.01 CD.
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