How to enter a Default Schedule

Part One:

Step 1
In Employee’s T&A Profile, Go to“Retain Data” field
Step 2
Select one of the options below.
T&A Profile

	Miscellaneous  

	  Oath Of Office  

	
	  Final Report  

	[image: image1.wmf]

	  On Hold  
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	  Retain Data  
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TC’s and Accounts


	
	In the Retain Data Field, Select one: Restore from Default (T&A will show regular base pay and # of hrs wrkd daily), 
Exception Processing (T&A will be blank, only enter leave used, T&A will calculate diff in hrs) or 

TCs and Accounts (Recommended) (T&A can have all commonly used Transaction Codes(TCs) no hours entered in default) 

	
	CLICK “SAVE”


Part Two:

Timekeeper Main Menu

Step 1
From Timekeeper Main Menu, click “Select” next to wording 



“Select Employee”

Step 2
If the TCs and Accounts option has been selected, you will go to your list of employees and click on the small circle next to an employee’s name, then click “Edit T&A” and enter all of the commonly used transaction codes.  Those codes will automatically populate the T&A each pay period.

Step 3
Under “Work Time”, Click “New”. 

Select Transaction Code from drop down menu, i.e. 01 – Regular Base Pay.  Then Select an Account from the dropdown menu, i.e. 9011112500.  Repeat this process to add other commonly used codes.
 Commonly used codes for earning 
leave: 



 29 -       Credit hours Earned



 32 -       Regular Comp Time Earned



78 32 –  Travel Comp Earned

Under “Leave and Other Time”

Commonly used codes for using leave: 

50 – Credit hours used



61 – Annual Leave



62 – Sick Leave



62 – Family Friendly Sick Lv



62 – Sick Leave Used FMLA



64 – Comp Time Used



64 – Comp Time/Travel Used



66 – Federal Holiday



66 -  Admin/Excused Absence



71 - LWOP

Step 4
If Restore from Default or Exception Processing option was selected in the T&A Profile, 
See “T&A Data: Default Schedule Screen”. 
Under “Work Time”, Click “New”. 

Select Transaction Code from drop down menu, i.e. 01 – Regular Base Pay.  Then Select an Account from the dropdown menu, i.e. 9011112500.
Step 5
Enter the number of hours worked each day next to the Regular 



Base Pay Transaction Code (should mirror Master Schedule on

file)
Step 6
Click “Save/Return”
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