Timekeeper:

Historical Edits can only be entered in signed-off time periods.

A Retroactive Pay Historical Edit must be performed whenever signed-off timecard Work Rule-data needs to
be corrected. A typical situation is when an employee has entered an incorrect Work Rule Transfer or failed
to enter a Work Rule Transfer, and the error was not caught and corrected by the supervisor before sign-off

by the Timekeeper.
1. Loginto CalTime. CalTime will Timecord | schedule | Peaple | Reports
open to QUICKFIND. 1
Time perioa [Cirent Pay Prs ]
Actions ¥ Punch v Schedule * Approvals * Person ~
2
2. Enter the last name or ID of the — Rem\
employee needing a historical QUICKFIND e -
edit into the Name or ID Field. peEes A N o -1
Actions * Punch * Schedule * Approval: erson ¥

N

3. Select the appropriate Time

Period in the Time Period field. 3
In this example, Previous Pay
Period is Chosen_ Timecard | Schedule | People | Reports
QUICKFIND - —
. . Last Refreshed: 10:27AM Name orlD - |SIERrSON jond 4
4. Click the Find button. Time Period |Previous Pay Period o
Actions ¥ Punch = Schedule * Approvals ¥ Person v

A list of matching employees will be
displayed—in this example, Actions ¥ Punch ¥ Schedule ¥ Approvals ¥ Person ¥
Anderson001 Nick.

Mame
5. Double-click on the desired Anderson001, Nick D
employee name to navigate to
their timecard in the defined
time period.
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Timekeeper:

In this example, Nick Anderson (who
usually works 7:00AM to 3:30PM)
worked the night shift on Monday

8/18 from 3:00PM to 11:30PM. His
default Work rule is day Shlft His E Actions ¥ Punch~ Amount ™ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥ Leave ¥
Super\nsor forgot to Change the Work Date Pay Code Amount In Transfer Out
. . . sl 16
rule in the timesheet before sign-off .
by the timekeeper. In order to get N3 s [ i
Mr. Anderson the shift differential he Tie 819 TOM 3Rl
is due, a work-rule historical edit Wed820 TO0AM S0P
must be performed Thug2! 70040 3P4

6. Click the Amount menu, and
select the Add Historical with
Retroactive Pay Calculation item 6
to navigate to the Add Historical
with Retroactive Pay Calculation
screen.

Amount Accruals * Comment * Approvals v
Add Historical —=»
Add Histcrlcal with Retroactive Pay Calculation —=»

Delete Histo§cal —=»

The Add Historical Amount with

Retroactive Pay window will display. O —

Historical Dates 8M17/2014-8/23/2014

Current Pay Rule  |NX_NonEx_OTP 02 Day 20d 7_8
7- For the date CorreCtion is Date Pay Code Amount In Transfer Out
. . un - -
needed, where there is an in and e : = e
out punch, click the Transfer s : oo —
. hu 821 - T:00ANM - | 3:30PM
drop_IISt arrow- rigiz2 - T:00AM - ARIAN-DOENN - | 3:30PM
Sat 823 - -
8. Click Search.
In the lower left of the Select
£ ind i the Work Rul Work Rule
Transfer window is the Work Rule Nones -
drop-list menu. The items are listed NX_NonEx_CTP 08 Eve 600 Charge < ||
in this menu, in union order. Scrollto | T ”x—”“”E"—CTP”ﬁ”E%‘ S
) ) ) N3_NonEx_CTP 08 |t 30d CB
the appropriate section for the union NX_NonEx_CTP 08 Night 30d Charge | L
NX_NenEx_CTP 08 Night 60d
of the employee. N3_NenEx_CTP 08 Night 60d CB @ @
. . | X_NonEx_CTP 08 Night 60d Charge
In this example, Mr. Anderson is a NX NX_NonEx_CTP 10 Dsg,}, e -4
union member
9. From the Work Rule drop list,
select the work rule to be applied
in the historical edit.
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Timekeeper:

The selected work rule will populate
the Work Rule field.

10. Click the OK button.

I NX_MonEx_CTP 08 Night 30d v| 10

Selected Transfer
#NX_NonEx_CTP 08 Night 30d

k

5] G

The Add Historical Amount with
Pay Calculation timesheet view
window will open.

Notice the Current Pay Rule for
Nick Anderson is
NX_NonEx_OTP 08 Day 30d.
This is Nick Anderson’s default
Work Rule.

The Work Rule in the historical
edit Transfer field is
NX_NonEx_CTP 08 Night 30d.

Add Historical Amount with Retroactive Pay Calculation

Anderson001, Nick 009901001

Historical Dates BMT/2014-8/30/2014

‘Current Pay Rule NX_NonEx_QTP 08 Day 30d I
Iy

kg

Date Pay Code Amount In Transfer

Sat 816
Sun 817
Mon 818
Tue 819
Wed 8/20
Thu 8721

T:00AM
T:D0AM
T:O0AM

4 04 4 4 44

3:00PM  J|;:NX_HonEx_CTP 08 Night 30d | 11:30PM

-

v 330PM
| 3:30PW
| 3:30PM

11. Click the Calculate Differences
button to navigate to the next
Add Historical Amount with
Retroactive Pay Calculation
window.

11 [T K M

Notice in the Pay code Column Of this B Add Historical Amount with Retroactive Pay Calculation x|
window Shift Diff Night is displayed. This D —
. . . . . . . Historical Dates BMTI2014-8/30/2014 1 2
indicates the night shift differential will CurrontPay Rule i Nont_ 072600y 304
be applied to this shift. e Acoaun poycode | o | onct [ mce N
910/2014 8104 4009901001/Training Set 001/ Shift Diff Night | 8:00 -
12. Check the Include in Totals check
box to send this historical edit to TN i e
PPS. Mr. Anderson will now
receive the pay differential due in
his next biweekly check.
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13. Click the Save button.

Add Historical Amount with Retroactive Pay Calculation

Anderson001, Nick 009901001

Historical Dates BATI2014-8/3012014

Current Pay Rule  |NX_NonEx_OTP 08 Day 304
“Effective | Histori...
Date. Date
910/2014 &ner2014

/ Account Pay Code Amount

../009901001/Training Set 001/ Shift Diff Night = 8:00

impact | include
Accruals | in Totals*

Comments

=Ll
13

//
| isentered.
N

Check the Pay Code and Amount columns to make sure the desired edit and number of Hours

The Add Historical Amount with
Retroactive Pay Calculation window
will appear.

CalTime will add an additional row
for the date of the historical edit in
gray and indicate the impact of the
historical edit. In this example, Shift
Diff Night appears in the gray
Monday 8/18 row Pay Code cell.

This Work Rule Historical Edit is
completed.

Sun 87

Won 818 Shift Diff Night 800
Won 8118 300PM
Tue 8119 S

7:00AM

009901001/ Training Set 0011-

11:30P11
3:30PM
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