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Accessing the Time Sheet

1. Click on My Payrolls, then select Time Sheet Entry under Payroll | Action

MY COMPANY
s |

Employee Gamishments

ProServi
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Recurring Deductions
Scheduled Deductions
Scheduled Payments

Payroll | View

Employee Pay Summary

My Fa

Employee Payroll Vouchers
Payroll Billing Summary
Payroll History

Payroll Journal Inquiry

Payroll Summary

Payroll | Action

Payroll Approval
Time Sheet Entry
Payroll | Dashboard

2. Click on the Payroll # to enter the timesheet.

MY EMPLOYEES

MY PAYROLLS

Payroll / Action / Time Sheet Entry

Company: (487) SAMPLE COMPANY

Select Payroll for Time Sheet Entry o

Approval o=
Payrollz Pending Description Payroll Type Pay Date
202110 05-05-21 SM15/EOM Scheduled 05/05/21

3. The Time Sheet grid will display.

Payroll Start: 04/16/2021  End: 04/30/2021  Poy Date: 05/05/2021 G | [ o o Q

202110 d" Pay Sm-Sth & 20 -testing

Closed in 10(d):22(h):22(m)

B R Poraie sabry 0N, BT mewa  GERE e G sase PR PSR O JL REL DR Q0. Gesew o oo wR o 92
|| eosess Ferrara, Christopher 10.09 80.00 807.56 o |
27671 Gammel, Kent Test 10.10 0.00 1
109417 Mayes, Bruce 1010 © 0.00 n
227672 Moss, Richard C 10.10 o 0.00 n
114361 Mosteller, Heidi 110 o ° 0.00 n
142081 Sue, Keenan M 40.00 0.00 n
43729 Suga, Garret M 40.00 0.00 n
08751 Sussel, Kenneth 10.10 0.00 n
114962 Wilson, David 20.00 0.00 n
Was788 Wilsen, Jason M 10.10 0.00 n
Totals for displayed employees (To do) 80.00 0.00 0.00 0.00 0.00 0.00 000 000 0.00 000  80.00 0.0 0.00 507.65
‘ @ ’ Payroll Statistics
20

10

B Total

.1 N

Employees
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Making Summary Time Sheet Entries
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You can use the Tab and arrow keys or the mouse to navigate the Summary Time Sheet Entry
form.

—

In the appropriate pay code columns, enter time sheet information for each employee.

2. If there is more than one page of employees, press Page Up and Page Down, or click the 4 and

*) buttons near the bottom of the form, to navigate to the previous or next pages.

3. At any point, you can save your work by clicking Return. The Summary Timesheet Entry form
saves and closes, and you return to the previous form.

4. There are up to three ways to finalize entries:

a. Select the checkbox for each employee whose information is complete, and click Return
when you are finished. The next time you open Summary Timesheet Entry, those
employees do not display until the entire payroll is finalized.

b. Click Finalize to finalize all employees in the payroll. The Summary Timesheet Entry form
saves and closes, and you return to the previous form.

c. Click Finalize Page to mark all employees on the page as complete.
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Making Detail Time Sheet Entries

Before you finalize payroll, you can enter more information in the Detail Time Sheet Entry form than in
the Summary Time Sheet Entry, such as changing position codes or selecting pay codes, which do not
display in the summary form. There are three ways to access the Detail Time Sheet Entry form from the
Summary Time Sheet Entry form:

e Click the name of the employee. The Detail Time Sheet Entry form opens, allowing you to create
a new entry or edit any existing entries for that employee.

e While the cursor is in the row of an employee, click a pay code column heading. The Detail Time
Sheet Entry form opens for that employee and pay code, where you can enter or edit the time
sheet entry.

e While the cursor is in one of the pay code fields, press Ctrl+Enter. The Detail Time Sheet Entry
form opens for that employee and pay code, where you can enter or edit the time sheet entry.

You can tab through the fields, and press Ctrl+Enter to search for or clear values.

.....

1. Use A and v to "pivot" to move to the previous or next employee time sheet.
2. Make the appropriate entries for the employee.

3. Press Enter or click Save to save the entry. The system clears the fields so you can make another
entry for the current employee, or pivot to the next one.

4. If you need to delete an entry, click on it in the right side of the form and then click the & icon.

5. When you are finished, press Page Up or click Return to close Detail Time Sheet Entry and return
to the Summary Time Sheet Entry form, where you can proceed with the payroll process.
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Entering Hours Worked

Sometimes it is necessary to track hours worked that are not paid. This is usually done for employees
being paid commission or piece rate based work. Hours worked will need to be entered as a Detail Time
Sheet Entry.

1. From the Detail Time Sheet Entry screen, select the Pay Code Hours that is the code used for
hours worked.

2. Enterin the Hours Worked under Hours Paid. These hours will also populate under Hours
Worked.

3. Enter 0 in the Pay Rate section. This cannot be left blank.

4. Click Save.
Detail Time Sheet Entry Pivot By
Employee ¢ Smith Sandy Mo Details
Entry: | Mew Entry hd
Charge Dats
Pay Code Hours Worked
Hours Paid
Position Code Clerical/office Adm
Hours Worked
Location Oahu
Project Contract £1
Pay Rate
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Adding Payroll Notes

Payroll notes can be added to communicate one-off payroll changes or notes to ProService.

1. Click on MY COMPANY - Payroll Notes

ProService: i . MY COMPANY M

1t s s
Company | Change
Departments

|
‘(J

Cal

M Eve.nts
Projects
Property
skills
Company | View
Billing Register

Client Reports

Invoices

Payroll Notes

ProReporting

Company | Dashboard

Home Page for Worksite Managers

2. Click New Note. m

3. Enterin the note information. Make sure to check Worksite User Viewable so you can view the
note in the future. When finished, click Save.

Update Payroll Notes

Note Reference # MNEW
Date 05-27-21 Time 07:21PM By testemployes
Emplovee —
Dispay Mads
Mark Urgent 0
Worksite User Viewable
Notes Note Here
¥
Viewed By Last Viewed View Count

DN I B N
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Header Bar in Time Sheet Entry

The header bar for the Time Sheet Entry form provides some information and gives you access
to some features.

o Weekly Paid Friday Start  06/12/2016 End  O&/18/2016 Pay Date 06/24/2006 & | F o RN

The Payroll batch number displays on the left.

It can indicate the number of days, hours, and minutes until the payroll closes.

If you are able to enter time sheet data, the unlocked icon displays & , otherwise the locked icon
displays & .

The name of the Pay Group displays.

You can see the pay period Start, End, and Pay Date.

Click “** to show or hide columns in the Summary Time Sheet Entry form.

Click '/ to review relevant payroll notes, if any.

Click © to use the import.

Click ' to access the analytics for the time sheet.

Click =! to run the Time Sheet Report.

Click “* to search for an employee in the payroll batch. You can also press Shift + Enter.

Click to filter the employees in the list, for example, by location or department, or by those
whose pay rate changes require approval; see Filter Time Sheet Data. The filter options depend on
the client's setup.



https://phi.prismhr.com/docs/prismhr/docs/sp_help/Content/Payroll/Action/SB_PP_Time_Sheet_Filter.htm
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Using Standard Time Sheet Column Definitions

The standard columns in the Summary Timesheet Entry form have gray backgrounds, except
for the Payroll Template.

Column Label Definition

Employee, An employee identified, as specified in the Client Details Timesheet tab

Employee SSN,

or Employee

Number

Name The employee name.

Pay rate The employee's rate of pay. An indicator displays if there was a pay rate change during the pay
period:

@ (green) No action required.
@ (red) Hours were entered before the pay rate change. Click the icon to manage the hours
assigned to each rate of pay using the Assign Hours to New Pay Rate form.

Salary Indicates the status of the time sheet entries for the employee, if the employee is salaried.
© (green) The standard salary information displays.
© (yellow) Salary hours were modified. Click to reset.

FLSA Exempt Indicates that employee’s position is FLSA exempt (@ ); the employee is not entitled to
overtime pay.

Detail Hours Total hours entered in Detail Time Sheet Entry.

Detail Units Total units entered in Detail Time Sheet Entry.

Detail Dollars Total dollars from Detail Time Sheet Entry.

Total Hours Sum of all summary and detail hours.

Total Units Sum of all summary and detail units.

Total Dollars Sum of all summary and detail dollars.

Gross Pay Employee’s gross pay amount. Click the cell to open Gross Pay, where you can see each line
item of the gross pay.

L/R Leave requests; click to open the Leave Request Assignment form.

PTO If a user entered time off for a salaried employee, an indicator displays @. Hover the mouse

over the indicator for a summary of the action.

N Payroll notes for the employee.

3 Click to access Employee Details.




.
ProServiceHAWAI

—

Time Sheet Analytics

The Time Sheet Analytics form summarizes the data entered in the time sheet.

Payrll =

1,000

00

Emgloyes
ANOGE
B10609
C0o&10
00510
EQo&12
FDE13
FiedE13
GOnE14
KO0&148
L0595
LOOE1S
LG19
HO0EHE
MOBEZ0
HOoSaT
NOoose7
HOOE21
PRIG22
P0E22

NS

201539 Currently Charting

Total Hours Paid

Pay Date - 14 &pr 2015

+ Total Hours

Summary Hours

Detal Hours

| B Overtime B Regular I Sick Pay I Vacation

Gresn Cassandrs Jans
Deefres Lisette Anastasia
D=kt ¥r. Ronald Herman
Ciatt, Ir. Fonald Herman
James Bevery Knstin
Mendoza Jearne Marna
Mendoza Jeanns Mans
Lynch keith Howard
Walsh Dhane Spencer
Rodnguez Reatha Venita
Drakos Jennifer Aravis
Cwake Jennifer Aravis
Le= Hyun-woo

Spencer George Lamar
Garza Oscar Fredenide
Garza Dscar Frederick
Bradley Lindsay Anre
Alvarado Fcardo Jose
Alvarado Rscardo Jose
Eisllirnm Dabricis Mana

Charge
Ciate
04/14/15
04/14/15
04714/15
0471415
04/14/15
04/14/15
04/14/15
04714/15
04714/15
a414/15
04714/15
04/14/15
04/14/15
041415
04/14/15
04714/15
04/14/15
04/14/15
04714/15

nafaing

Fay Code

REG
REG
ar
REG
REG
SICK
REG
REG
REG
REG
Wacation
REG
REG
REG
SICK
REG
REG
ar
REG

BET

Hours
Paid
4000
40.00
2.00
40.00
4000
4.00
3500
4000
4000
40.00
a.00
3200
4000
40.00
a.00
3200
4000
5.00
4000

A M

Hrs
Warked
40.00
40,00
2.00
40.00
40.00
0.00
36.00
40,00
40.00
40.00
o.00
32.00
40.00
40.00
o.o0
32.00
40.00
5.00
40.00

AR

Tatal Units Total Dallars
Zummery Urits Summary Dollars
Dwtail Units Dl Dollars

Total Hours Paid (Average)

Tl
(=]

=1l ]

]
o

o —
This Payroll Average Historical Average

| B Overtime B Regular E SICK PAY I Vacation

Pay Rate

Buallars Detail Department
18.00 200 .
18.00 200
2628 200
17.50 200
18.00 200
1500 . 200
1800 08
17.00 200
25.00 100
20,00 100
18.00 200
27.400 200
23.00 08
17.50 200
1800 o 200
18.00 200
18.00 200
27.400 200
18.00 200 .
A 00

+ Use the Currently Charting options to determine what information displays.

+ The graphs show the sums of hours, units, or dollars, displayed by pay code.

+ The table at the bottom shows the time sheet information for each employee in the payroll .
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Payroll Approval

1. Once you receive the approval notification, click on My Payrolls, then select Payroll Approval
under Payroll | Action

@Sﬂrw‘ce JAWAI MY COMPANY MY EMPLOYEES MY PAYROLLS
==

Employee Gamishments

My Fa Recurring Deductions
Scheduled Deductions
Scheduled Payments
Employee Pay Summary
Employee Payroll Vouchers
Payroll Billing Summary
Payroll History
Payroll Journal Inquiry
Payroll Summary

Payroll Approval

Time Sheet Entry
Payroll | Dashboard

2. Reports are available to review on the right side of the screen.

== - - - r-r-- T T L
Payroll Approval )
¥ ppr View Repor/Analytic | Payroll Sumraeny |
Paryrall Nurmbar [2019%% ] ADDICVE Do
B - s ¥ o Emgloyes Voucher  Check/Deposit  Gross Pay
R e CODE ZIPPY 000732  Depost 1120.00
Descriptior O L FIELD SALLY 000735  Depest E80.00
Pay Dane 07122019 GIBSON KIRK 000733 Chedk 1200.00
Payrodl Typa Eagularty Schaduled JACKS0N BO D007 36 Chick: B0, 00
Srrvrell Sratms Cliant sceroual pending BESTED PRMMY 000731 Cheds 1000.00
= " apprma pending TESTER SAL DOO7IT  Depost 280,00
WAGE MINNIE 000734 Chisck 420.00
Pay Greup Peried Saaet Perid Erd
[ weakdy Friday 07/01119 070715

3. If the payroll is correct, click Approve and click Submit. If the payroll is incorrect, click Deny and enter
comments noting the issues on the payroll.

Payroll Approval

Paryroll Number [01938 ] Appeowe Deny @
Descriptian 07=-12-19 Wiy

Pary Dane Lo el ink b

Payrodl Typa Regularty Scheduled

Payroll Seaties Client approval pending

Py Granif Pariad Suuet Paried End
WHLY \weakly Friday 7oL o779
Comments

Payredl is derised due o ndormect tmashaat eniries

Time Entry Guide | PRHR 06012021 Page 10
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Accessing Posted Payroll Reports

1. Click on My Payrolls and then select Payroll History:

EServiceﬂ--.-:\-m MY COMPANY MY EMPLOYEES MY PAYROLLS

[T R

 Payroll | Change |
Compa Payroll | Change

Employee Gamishments
My Fa Recurring Deductions

Scheduled Deductions

Scheduled Payments

Payroll | View

Employee Pay Summary
Employee Payroll Vouchers
Payroll Billing Summary

Payroll History

Payroll Journal Inquiry

2. Click on the payroll number you wish to view and it will display a list of payrolls that have been
run previously.

Payroll | View I Payroll History Client: a =
Year payroll Type
Payull Desuiplion Type Pay Dale Enpluyees Paid Check Count Cepusil Counl Gruss Eanings
2C Scheduled 09/23/2016 -
20 Scheduled 09/09/2015
2L scheduled UB/26/2010
20 Scheduled 08/19/2015
2 Scheduled 07/29/2015
2 Scheduled 07/15/2015
2 Sulieduled 07/01/2015
2 scheduled 06/17/2015
2C Scheduled 06/03/2015
2 Scheduled 05/20/2015
2 Scheduled 05/06/2015
2 Scheduled 04/22/2015
2 Scheduled 04/08/2015 N
2 scheduled U3 2512010

Line Chart

Employees Paid Per Month For Payroll Type Scheduled During 2016

i /\\

4 Employees Paid

January February March April May June July August September October November December

(-O- Employees Paid Per Month

Time Entry Guide | PRHR 06012021 Page 11
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3. Once you click on the payroll number, a summary of the chosen payroll number will be displayed.
Click on the report icon (image of a paper) to pull up the standard reports posted with the
selected payroll:

Payrodl [ View | Payroll Summary Company: ﬁ =
Payroll Summany
Pawr ol Bmiber 2 Worrkod [T
Pay Group Penod Start Penod End Pariod

Deriptinn 0533516 AINEEERLY BIWEEKLY BIWEEKLY PAY FRIEMD SUN  D4/04/18  04/18/16 2.00 2 [

Pay Cate D& T/ 2016

Payroll Type Regralarty Scheduled

Sadrch
Sort repon by
Pay Code Jab Code Diepartrment Letabss Drngsir Shalt Project O Employes
Chack Depout  Pay Stub Maa

Ergdopen Frarme Wouches & ey Gross Pay Gross Esrrengs Tanes Dredisctsors Met Pay " Tvpe cr

i vy a1.00 93735 937.25 11696 Q.00 B20.29 Q.00 BX0.Z9  Paper

W i 300 45825 2,456.25 53981 -1 ] 1,916.44 .00 1,916,494  Papsr

Fepart totals F] 164,00 3. 393.50 31150 65677 .00 736,73 o000 L7MTY

Payroll / View / Payroll Reports Client: (487) SAMPLE COMPANY

Payroll Reports
Payroll Number 202110
Date Time Report Title Class UserId  User Mame Job Output Status
04/23/2021  15:14:33 Benefits Billing Report Payroll Report phimkaua Maile Kauakahi 1005 @ completed
04/23/2021  15:14:33 Deduction Register Payroll Report phimkaua Maile Kauakahi 1008 € completed
04/23/2021 15:14:33 PAYROLL CHECK JOURMAL REPORT Payroll Report phimkaua Maile Kauakahi 1007 o Completed
04/23/2021 15:14:32 ACH Paychecks 11 Check phimkaua Maile Kauakahi 1002 Completed
04/23/2021  15:14:32 Allocation Report Payroll Report phimkaua Maile Kauakahi MSA € Process Error
04/23/2021  15:14:32 Payroll Delivery Sheets Delivery Sheet phimkaua Maile Kauakahi 1003 Completed
04/23/2021  15:14:32 Invoice Invoice phimkaua Maile Kauakahi 1004 © completed
04/23/2021  15:14:32 Payroll Register Payroll Report phimkaua Maile Kauakahi 1006 Completed
04/23/2021 15:14:32 Consclidated PDF Reports Consolidate phimkaua (-]

4. To download all reports for the selected Payroll Number, select the download icon (blue file with
a down arrow) on the line listing Consolidated PDF Reports:

04/23/2021  15:14:32 Invoice Invoice phimkaua Maile Kauakahi 1004 2 co
04/23/2021 15:14:32 Payroll Register Payroll Report phimkaua Maile Kauakahi 1006 9 Co
04/23/2021 15:14:32 Consolidated PDF Reports Consolidate phimkaua [7]

5. To download an individual report from the selected Payroll Number report list, select the
download icon on the line for that particular report:

Payroll Reports

Payroll Humber 202110

Diate Time Report Title Class Userld User Name Jol
04/23/2021  15:14:33 Benefits Billing Report Payrall Report phimkaua Maile Kauakah 100! (7]
04/23/2021  15:14:33 Deduction Register Payrall Repart phimkaua Maile Kauakah 100 [7]
4/73/3021  18:14:33 PAYROY | CHFCK 1HIRNAI RFPOAT Pawrnll Renart nhimkaua Maile Kaakah nnz (]

Time Entry Guide | PRHR 06012021 Page 12
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