TARS - HOURLY

Entering Timecards in TARS

1. You can access the PeopleSoft system under Quick Links > Employee Self-Service Login
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2. This brings up the sign on screen. Your User Name and Password are the same user name and
password that you use to log on to the LBCCD network from your computer. The Password is
case sensitive.

LONG BEACH

CITY COLLEGE
VIKING EMPLOYEE SYSTEM

Viking ID

Password

By logging into the website, | agree to abide by the standard set in Policy 6006 and
Administrative Regulation 6006 for the duration of my employment and/or
enroliment.

Forgot Password?

System is available from 6am to 2am daily.
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Pay periods for all employees are from the first of the month through the last day of the month.

Regular monthly employees are paid on the last working day of the month. Hourly assignments and
Equal Pay are paid on the 10%" of the month following the pay period. Classified Regular monthly
overtime and late or supplemental payments are paid on the 16" of the month following the pay period.
The regular monthly salary advance is also paid on the 16™. If one of these issue dates falls on a holiday
or weekend it is issued the day before.

Every month there are 3 TARS deadlines. Absences are entered to Absence Forms for the academic and
classified regular monthly employees and for academic hourly assignments paid as Equal Pay. These

employees are salaried.

The Absence deadline is around the 20" of the month.

The Timecard deadline for a pay period is usually the first working day of the month following the pay
period. Depending on the available days for payroll processing, the timecard deadline may be at the
end of the pay period rather than the first of the following month.

The Late/Supplemental/Overtime timecard deadline for payroll is around the 8" of the month
following the pay period.

An e-mail reminder is sent the morning of the TARS deadline notifying timekeepers to make their final
entries and approval managers must approve by close of business that day.

3. Select the Time Data Entry — Hourly tile on the PeopleSoft Home Screen:
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Last Pay Date 03/10/2017

Persenal Details Benefits Time Data Entry-Hourly
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Absence Data Entry Salaried
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. Make sure you are in “Add a New Value” tab:
e Type in Empl ID # and appropriate Empl Record
e Or use Look Up option (magnifying glass) if you do not have Empl ID
e Type in Pay Period End Date
o Last day of the month (e.g., 01312019)
o LATE payroll use 1°t day of the following month (02012019 for Jan Late Payroll)
e C(Click Add

Time Data Entry-Hourly

Eind an Existing Value

Company|LEC Q

Empl ID Q
Empl Record 0,
Pay Group
Pay Period End Date|01312019  Q
LBC Entry Type| Regular Hourly T
Add
5. EARN CODES

Type of hourly employee Paygrou Earn code

Federal Work Study FWS FWS

Student Assistants STU STU

Hourly sick leave AB1522 FWS, STU PSS

Academic Hourly AHD AHR — Academic Hourly Pay
SUB — Substitute Acad Pay
RDR — Reader Acad Hourly Pay
EVR — Evaluator Pay
WHR — Winter Intersession
SHR — Summer Intersession

Other hourly employees HDC OCH

LTEs HDC LTE

Presenters HDC PRE

Hourly Overtime HDC HOT (Overtime (over 8 hours in a day)

Hourly sick leave AB1522 HDC PTS

Classified Regular monthly 40 hrs/wk ROT (Overtime (over 8 hours in a day)

Classified Regular monthly less than 40hrs/wk OT1 (Overtime (less than 8 hours/day)
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6. TARS Examples
For reporting and auditing purposes, please enter TARS earn codes by day.

ry-Hourly - Windows Internet Explorer

~ | ] httpu//pssatbecd lbce.cc.cous/psp/cs90prd_L7/EMPLOYEE/HRMS/c/LB | 43 | x || Live Search

. Ele Edit View Favorites Took Help
U7 | @8 Time Data Entry-Houry

ORACLE

Home |

Add to Favonies |

Favggites | Main Jenu | 438

* Time, Absence Entry & Approval * Time Data Entry-Hourly

i fi e B - @ v [ohRage s

Sign out

Time Drata Entry-Hourly

(B Mew Window (Z)Help [ Customize Page Thitp =

Timesheeat Info.

Scroll Area

iD: Rcd# 0 Pay Period End:  07/31/2012
Jobcode: S12000 Student Assistant | Dept 150500 Writing and Reading Center
Hours cannot
Charifield: 241000 12 150500 Rate: 8.0000005td Hrs: 10.00 Sick Bal:
2875 be posted on or
Paygroup: STU Entry Type: RH Entry Status: | xtACHON: 57 08 2042 Shad -
Work Bre after this date.

*Date Start  StopTime*Em CD  Hrs  Owrd AcctCd OpriD Appr OpriD
Time
07/05/2012/5 [9:00AM |[1:00PM | [STU @, [ 4.00 [ [241000121505002]  MKEEBLER FHE=
071212012/ [9:00AM |[1:00PM | [STU @, [ 4.00 7 [241000121505002]  MKEEBLER HE
[07119/2012 5 [a:004M | [1:00PM | [STU &, | 4.00 241000121505002]  MKEEBLER =
I_ [07/26/2012 5 [9:004M | [1:00PM | [STU @, | 400 [ [241000121505002]  MKEEBLER #=HE=
Employee cannot have hours on or
after Short Work Break of 7/26/12 |1 hours: 1600 Long Description:
_ i ] C
Done €& Local intranet | Protected Mode: Off H100% -
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Time Data Entry-Hourly

Favqrites | Main Menu | 438 ¢ Time, Absence Entry & Approval * Time Data Entry-Hourly

Job Info.

Chartfield: 231000 12 646000
or10

Timesheet Info.

0K

Jobcode: 512200 Student Assistant Il
Rate: 87500005td Hrs: 20.00 Sick Bak

Paygroup: STU Entry Type: RH

Entry Status: |

Rcd# 1  Pay Period End:  07/31/2012
Dept: 646000 Financial Aid Administration

lext Action: 47922012

Scroll Area Find | View 5

*Date Start StopTime*ErnCD Hrs  Owd Acct Cd OpriD Appr OpriD
Time

—Pr[07/02/2012 53 [7:36AM |[8:52AM | [STU @, [ 1.27 [ [231000126460000]  HNGUYEN
[o7/02/2012 [ [11:18AN [4:17PM | [STU @, [ 4.98 231000126460000]  HMGUYEN
[07/03/2012 9 [10:12AN [5:10PM | [STU @, [ 6.97 [ [231000126460000]  HNGUYEN
[o7/05/2012 [ [11:24AN [3:22PM | [STU @, [ 3.97 231000126460000]  HMGUYEN
o7/09/2012 3 [7-38aM |[6:324M | [STU'@, [0.90 [ [231000126460000]  HNGUYEN
[07/09/2012 5 [11:15AN [5:33PM| [STU @, | 6.30 231000126460000]  HNGUYEN
o7110/2012 3 [7-27AM | [11:11AN [STU'Q, [ 373 [231000126460000]  HNGUYEN
[07/10/2012 [ [11:12AN [3:21PM | [STU@, [ 415 231000126460000]  HMGUYEN
071172012 5 [11:12AM[207PM | [STUA, [ 292 | [231000126460000  HNGUYEN
[07/16/2012 [ [B:04AM [8:56AM | [STU @, [ 0.87 [y (231000126460000]  HNGUYEN
[07116/2012 3 [11-14AM [5:34PM | [STU'@, [ 633 _ [231000126460000]  HNGUYEN
[07r17r2012 [ [7:33AM | [8:58AM | [STU @, [ 1.42 231000126460000]  HNGUYEN
[07/17/2012 5 [11:26AN [4:03PM| [STU @, | 462 - [231000126450000]  HMGUYEN
[07/18/2012 5 [7:33AM | [9:01AM ]| [STU @, | 147 _ |231000126460000]  HNGUYEN
07/18/2012 [ [11:12AM [12:34PN [STU '@, [ 137 [231000126460000)  HNGUYEN
[o7r18/2012 [ [1:22PM [3:17PM | [STU @, [ 1.92 é] 231000126460000)  HMGUYEN

Additional Job .

Hours cannot be
posted prior to this
date. This also
applies to New Hire
and Rehire dates.
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Calculate Total Hours

LBC Total Hours:

53.18 Long Description:
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ORACLE

Time Data Entry-Hourly

Favgites | Main Menw: Long Beach City College * Time & Attendance * Time, Absence Entry & Approval » Time Data Entry-Hourly

Pay Period End:

0513112012

Dept: 646000 Financial Aid Administration

10z Rcd#: 0
Joboode: F11000 Student Assistant | - FWS
Chartfield: 231000 12 6456000 Rate: £.00000p5td Hrs: 18.00
0810 .
Paygroup: FWS Entry Type: RH Entry Status:

Sick Bal:

Federal Work Study cannot work
more than 18 hours per weelk

Timesheet Info.
Scroll Area
*Date Start  StopTime‘ErmCD Hrs Ovwd AcctCd OpriD  Appr OpriD

Time
(0470772012 [10:17A0 [11:12a0 [Fwe| | 0.92] [J [231000126460000) HNGUYEN JMENJIVAR FHE
0411772012 [12:42P0) [5:41PM| [Fwe| | 4.98] [J [231000126460000{ HNGUYEN JMENJIVAR + =
|0ar8i2012  [11:05a0 [2:31PM] [Fwe| | 3.43] [ [231000126460000{ HNGUYEN JMENJVAR +[=
05102012 [12:26P0[3:27PM] [Fwe| | 3.02] 7 [231000126460000] HNGUYEN JMENUNVAR *l[=
(0511172012 [12:26P0] [4:10PM]) [Fwe| [ 3.73] [ [231000126460000] HNGUYEN JMENJIVAR =
'_Calcuiate Tiotalouns| LBC Total Hours: 16.08 Long Description:

Once a timecard is created and saved, you cannot delete it.

o If the employee should not be paid for any hours, enter a date and earn code. Keep the hours
box empty. Put a comment stating it was entered in error and click Save.

ORACLE"

Absence Data Entry-Salaried

Favgyites Man Menu Long Beach,Cty Colege * Time & Attendance * Time, Absence Entry & Approval * Absence Data Entry-Salaried

Job Info.
Jobcode: C46100 Instructional Assistant
Paygroup: C12 Ben Prog: AFT
[Entry Type: RS Entry Status: X

IABal 216.000000

Absence Info,

*Date Start  StopTime*ERNCD Hrs
] Time

|06/0472012| vac| |

(GaloulateFotal Hours LBC Total Hours:

{liSeve [GiRetumito Searof =3 Notify|

Red#: 0 Pay Period End:

Sick Bal 391770000 Vacation Bal 80.070000

Comments:

| TARSMGR

Comments: To be entered on 8/31/2012

PPF ke

0713172012
Dept: 053800 Computer and Office Studies Il
Next Action:  08-01-2012 Return from Wo

ApprOpriD  OpriD

Eingd | View 1of1
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