Monthly Time Reporting

Introduction:
Recording of time in IRIS is different for employees paid on the monthly and biweekly payrolls.  For biweekly employees, ALL hours (both worked and absent) are recorded in IRIS. For monthly employees, only deviations from their normal work schedule are entered.  The IRIS Web site http://admin.tennessee.edu/iris/ provides a link to Excel and PDF versions of the time reports and instructions for completing those documents. 

For monthly paid non-exempt employees, the only hours that should be recorded in IRIS are “extra hours” worked in excess of scheduled hours, plus any non-duty hours (absences, such as annual leave, holidays, and administrative closings).   (For example, if a non-exempt employee worked 10 hours on Monday and s/he is scheduled to work 8, then only the 2 additional hours are recorded in IRIS.)  For all other monthly employees, only non-duty hours should be recorded. 

The recording of hours worked, released for approval, and approval is described in the training materials “Self-Paced User Guide – Time Management” dated October 2001.  

Instructions:

The following provides additional information for  completing  monthly time reports, recording  time for monthly paid employees in IRIS, and  generating time reports. 

Completion of Salaried Employee Time Report:

All non-exempt (Staff: Hourly no-input) employees are required to record ALL hours worked and any non-duty time (absences) on a time report each month.  All other monthly-paid employees should only record the hours for non-duty (absence) time on the time report or similar document.

A monthly time report should be completed for each position or cost center/WBS element in which the employee works.  The time report is designed to allow entry of hours for each day.  The time reports must be retained in the department for 3 years as specified by the University’s record retention policy, Minimum Retention Periods for University Records (http://admin.tennessee.edu/acs/5150-02.htm).

To complete the time report, please provide the following information:
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Month/Year:



Enter the month and year of the pay period being reported.

Employee Name:


Enter employee’s last name, first name and middle initial.

Cost Center/WBS:
Enter the cost center number (E account) or WBS element number (R account) for which hours are being reported.

Personnel Number or SSN:
Enter the IRIS-assigned personnel number of the employee, or the employee’s Social Security Number.

Position:
If the employee is reporting hours for a position for which the employee is not assigned, or if the employee has more than one position, enter the position number for which hours are being reported.

Weekly Work Hours:
Enter the employee’s scheduled weekly work hours (in 100ths).
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For each day the employee worked or was absent, record the following:

Day:
Optional – enter the day of the week, e.g. Mon, Tue, etc.

Reg Hours:
Enter the number of hours worked. Include all hours, even those that are to be recorded as compensatory time banked.

Annual Leave:
Enter the number of hours of annual leave taken.

Sick Leave:
Enter the number of hours of sick leave taken.

Comp Taken:
Enter the number of hours of compensatory time off taken.

Other Non-Duty Code:
Enter the attendance or absence code for other non-duty hours being reported.  (Remember that the absence types have a number representing the shift as part of the code.  For example, if an employee is second shift and recording Administrative Closing, the code to use is AC2.)  Absence and attendance types are noted at the bottom of the time report as follows:
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Other Non-Duty
Enter the hours worked or absent corresponding to the

Hours:
absence or attendance type entered in the code column.

Total:
Enter the total of all regular work, annual, sick, comp time taken and other non-duty hours. 

Sched Hours:
Enter the employee’s scheduled hours of work.

Excess/Reduction:
Enter the difference between total hours, scheduled hours, and compensatory time banked hours (Total – Sched Hours – Comp Banked).

Comp Banked:
Enter the number of hours worked that are to be placed in the employee’s compensatory time quota. 
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The employee must sign and date the form and submit the completed form to his/her

Departmental approver.  The Departmental Approver must also sign and date the form.

Entering Hours in IRIS:
The only time entries that should be entered in IRIS for monthly employees are those hours that deviate from the employee’s scheduled hours.  The transaction ZCAT is used to select the employees for whom time entry is to be done.  Detailed instructions are found in the “Self-Paced User Guide – Time Management” on the IRIS Web site.

Time entry for monthly paid employees needs to be completed for:

9-Month Faculty
If the employee uses workers’ compensation or family and medical leave then the absence type and hours absent must be entered. 

12-Month Faculty
If the employee is absent from work for any reason the absence type and hours absent must be entered, including holidays and administrative closing days.

Executive/Administrative/
If the employee is absent from work for any reason the 

Professional (Exempt)
absence type and hours absent must be entered, including holidays and administrative closing days.

Hourly No Input (Non-Exempt)
All hours worked and absent must be entered, including holidays and administrative closing days.

The following examples illustrate the type of entry that must be made in IRIS.  The examples include an image of the entry from the time sheet, and the entry as it should appear in IRIS.

Regular Hours
For non-exempt employees, hours in excess of their scheduled work hours must be recorded.  The example shows 10.5 hours on January 14th.  The employee’s schedule is 8 hours per day; therefore, 2.5 of those hours should be recorded in IRIS.
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Time Sheet (Paper)

IRIS (ZCAT Transaction)
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Annual Leave or Sick Leave
For all employees, any annual or sick leave taken must be recorded.  The following example illustrates the use of 8 hours of sick leave on January 22.

Time Sheet (Paper)
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IRIS (ZCAT Transaction)

Comp Taken
For non-exempt employees, any compensatory time off taken must be recorded.  The compensatory time off is recorded like annual or sick leave, but using the CTO1 Attendance/Absence (A/A) type.

Other Non-Duty
For all employees, any time off taken (such as holiday, administrative closing, court leave, etc.) for which a column in the time sheet is not specifically provided must include a code for the attendance/absence type and the hours that were taken off.  The following example illustrates the use of 8 hours of holiday pay on January 1.

Time Sheet (Paper)
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IRIS (ZCAT Transaction)
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Comp Banked
For non-exempt employees, any hours that are overtime hours may be banked for later use.  The system will check the calculations to ensure that the hours qualify for banking.  If the hours do not qualify, then they will be paid at straight time.  If the hours to be banked exceed the maximum allowed, then the hours exceeding the maximum will be paid at time and a half.  In the following example the employee worked 10 hours on Monday, January 7.  The two additional hours are to be banked.

Time Sheet (Paper)
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IRIS (ZCAT Transaction)
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Unscheduled Administrative 

For all employees, hours of unscheduled administrative
Close 
closing (i.e. a snow day) must be recorded.  The following example illustrates an 8 hour snow day on January 28.

Time Sheet (Paper)
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IRIS (ZCAT Transaction)

Unpaid Absence
For all employees, any time that an employee is absent for which s/he does not have sufficient paid leave should be recorded as an unpaid absence.  The following example shows an unpaid absence of 4 hours on Tuesday, January 31.

Time Sheet (Paper)
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IRIS (ZCAT Transaction)
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Time-related Reports in IRIS:
Two reports are available that provide information regarding the hours that have been entered, released and approved in IRIS.  

ZCATRPT
This report provides a listing of the hours reported for employees who have hours and pay from the cost center or WBS element selected for reporting.  Employees who are in positions in other departments but paid from the selected cost center or WBS element will be displayed in this report.

ZCATRPT2
This report provides a listing of the hours reported for employees who have scheduled hours and pay from the cost center or WBS element selected for reporting.  This report excludes any employees who are paid occasionally from the cost center or WBS element.

The selection screens are similarfor both reports.  The following is the ZCATRPT 

selection screen.  The ZCATRPT2 selection screen has a “display employees with zero hours,” 

but excludes the “show totals only” option.
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An entry must be made in either the personnel number, cost center or WBS element options in 

the “Employee Selection for Time Entry Report” section of the screen.

Personnel Number(s)
Optional.  Enter the personnel number or numbers of the employees to be listed.

Cost Center(s)
Optional.  Enter the cost center or centers that paid the employees to be listed. A range may also be entered (i.e. E0581*). 

WBS element(s)
Optional.  Enter the WBS element that paid the employees to be listed.  A range may also be entered (i.e. R071225*). 

Payroll Ending Date
Required.  Select the last day of the payroll for which the report is to be printed.

Payroll Area
Required.  Select the payroll area (M1 or B1) for which the report is to be printed.

Show Unapproved Hours Only
Optional.  Select this option if only employees with unapproved hours should be reported.

Show Totals Only
Optional on ZCATRPT.  Select this option to summarize the hours for the cost center or WBS element selected for reporting.

Display Employees with 0 Hours
Optional on ZCATRPT2.  Select this option to display employees for which no time entries have been made. 
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The following is an example of the ZCATRPT – the personnel numbers, employee names and

cost centers have been deleted from this sample.

Monthly Time Report
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