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County of San Bernardino

time SHEET AMENDENDMENT


The Time Sheet Amendment is used to correct an employees time from a past pay period.  

REFERENCES

Current County Memoranda of Understanding (MOU)

FORMS REQUIRED




MANDATORY FIELDS

Time Sheet Amendment(



All 

General Information

The purpose of this form is to make corrections to earnings in either the current pay period or past pay periods.
The Time Sheet Amendment is used for adjustments for all employees regardless of the original source document used to submit their time.
A Time Sheet Amendment submitted to EMACS-Payroll with a Payroll Adjustment (PA) must be typed or completed in blue or black ink ONLY, and be legible and uniform.  Common errors include alphanumeric codes that look the same if not written legibly such as:  5 and S, 4 and 9, 1 and 7, 6 and 0, etc.

Errors must be lined out using a thick pen.  Writing over or whiting out codes listed in error will not be accepted.  
eTime
The Time Sheet Amendment is only used for eTime once the employee and the employee’s supervisor’s deadline has passed.

The Department Time Administrator (DTA), which is usually the payroll specialist, can use the Time Sheet Amendment to correct an employee’s eTime prior to the DTA deadline.

If the DTA deadline has passed and the payroll specialist needs to complete a Payroll Adjustment (PA) - Miscellaneous, the Time Sheet Amendment must be submitted with the PA in place of the TLR or TLC.

Refer to Master Calendar for EMACS Processing for PA deadline
Refer to department guidelines for individual procedures

Employee Information (top section of Time Sheet Amendment Form)

· Enter Employee Name

· Enter Employee ID

· Enter Employee Record Number

· Enter Company, Pay Group and Department ID

· Enter Pay Period End Date

· Enter a “X” in the box that matches the employees work schedule

Dates

Enter the first day of the pay period (Saturday) in the first available date field.  Press enter; the remaining dates for that pay period will automatically populate. The Pay Period end date will automatically populate based on the Saturday Date entered.
Saturday through Friday

List the number of hours/units being reported for each day.  Number of hours/units must be in increments of .25 unless otherwise noted per the MOU (Certain Time Reporting Codes (TRCs) require higher increments) 

Refer to appropriate MOU, Exempt Compensation Plan or Contract

Total

Daily Hours entered in the form on the website will be automatically calculated and will populate in the ‘Total Hours’ fields for each week and for the pay period.  When the form is printed and completed by hand, the ‘Total Hours’ fields will need to be calculated and recorded manually.
Time Reporting Code (TRC)

TRCs are either alpha or alphanumeric, up to five (5) digits.  Ensure that the correct TRC is used for the employees’ Job Code Title.

Refer to TRC Codes to Earning Codes Translation Exhibit
Authorization Lines
An employee’s signature certifies that all information is correct and leave balances are available.  If the employee is not available, write in SNA (Signature Not Available).
Authorizing Signature is required and certifies that all information is correct.

PAYROLL ADJUSTMENT (PA) PROCESSING

When the department has been notified that an employee’s time is incorrect in EMACS, an original Time Sheet Amendment must be submitted along with the PA.
All changes made to the Time Sheet Amendment must be identified with an asterisk (*).  An asterisk (*) must be placed next to each field that is being changed.

A Time Sheet Amendment must be used to submit an On Demand Pay (ODP) Request.

PAYROLL SPECIALIST RESPONSIBILITIES

· Ensure the Time Sheet Amendment has authorized approval

· Verify that the Total and Total Hours fields are completed and equal to the number of hours/units listed
· Verify that the correct TRCs have been recorded
· Verify the employee’s requested leave time is available

· Verify the voided entries are clearly lined out and the Time Sheet Amendment is legible

· Verify that the hours/units are listed in quarter hour increments (i.e. .25, .50 and .75), unless otherwise noted per the MOU

· Retain copy for department file, retain original if not submitting a PA or ODP
· If submitting a PA or ODP, forward to EMACS-Payroll (0030)
Deadlines

Refer to eTime deadline for current pay period processing

PA - Refer to Master Calendar for EMACS Processing

RELATED FORMS/Procedures

On Demand Pay (ODP)

Payroll Adjustments (PA) – Miscellaneous(
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