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Payroll Cycle Overview

Pay Period BEGINS

PSOFT Payroll

- Receives and
processes sl
‘approved
FAYABLE time
from PSOFT
TEL =t 1:00 pm
on Pay
Tuesday.

- Timecards are
closed for
entry on at
12:5% pm on
Pay Tuesday.

Pay Period ENDS

Time Collection Sources Schedule Sources
KABA Clocks = Clairvia
KABA IWR (Telephone Time Entry) - PSOFT S-ched.uling
PSOFT Web Clock Schedules are required for all team members to apply Absence Sources
pay rules properly and process absence reguests. - Clairviz
*Excludes Physicians* - TEEE
MhWay

4 !

Payable Time is what is sent to Payroll for Payment.

PSOFT Time and Labor
Punch data comes into TE&L from time collection sources
daily
Schedules come into TEL from schedule sources daily
Manual entries to timesheet are made as needed
Time Administration Process Runs [every 2 hours) daily

o Time Admin process converts timesheet hours
[reported time or raw data) and conwverts 2l
hours to “payable time".

o Payable time is after all payrules are applisd to
reported time, swuch as rounding, shift
differentizl, meal breaks, overtims.

Tirmne Administration generates ‘exceptions’ (errors that
must be fixed)

= Exceptions are resolved.

o Time Admin must run 2gain before the
correction is reflectaed and the exception is

Absence Requests
CLOSE @ 9:00 am
Pay Monday
From ALL
Absence Sources

cleared. PSOFT HR
Payable Time approvals are due by 1:00 pm on Pay Employee Job record
Tuesday.

T HARTFORD Leave Administrator

Doouments LA information and sends
apgroved leaves to HR System and PSOFT

absence Management

PSOFT Absence Management
Processes all absence requests recenved from
Clairvia
Processes all absence reguests from PSOFT
Wy'Way

PSOFT Absence Management
sends all approved sbeences to

Smart Square daily




o m
lIO'QIQ Hackensack

® Meridian Health .
Samgt MeridianHea PayrollTeam Member User Guide

IMPORTANT NOTICE!!!!

Effective with pay period 8, Check Date April 12, 2019, ALL paper checks will be mailed
directly to the Team Member 6s home from

Please allow 3-5 business days for receipt.
To avoid delays, enroll in direct deposit or request a paycard before Friday, April 6™!
V Enroll in Direct Deposit by Friday, April 6™, 2019 via MyWay i My Payroll tile T Direct Deposit Menu.

V Contact the Payroll Department to request a pay card by Wednesday, April 3", 2019 via one of the methods
below:
0 Submit a case via MyWay (Submit a Question to Payroll).
o Email the Payroll Department at Payroll@hackensackmeridian.org
o Call the Payroll Hotline at 551-996-3575.

Team Members must verify their home address is correct and submit any corrections by Friday, April 6"
Address changes can be made via MyWay i Team Member Self-Service tile

V Click on Personal Details

V Click on Home Menu option i your address will appear on the right-hand side of the screen.
V Click anywhere within the Address box.

V Update your address with the corrections. Ensure your information is entered correctly.

V Click Save
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PSOFT Time and Labor
Team Member Responsibilities and Information

Team Member Responsibility for Recording Hours Worked
a All Team Members are required to record hours worked daily via one of the time collection devices.

o KABA Clock
o KABA IVR System (Telephone Time Entry) = only eligible to Team Members who do not work at a designated location
o PSOFT Web Clock via MyWay

a Recording Hours Worked:

Non-Exempt Team Members MUST punch IN/OUT for all jobs

Non-Exempt Team Members MUST perform cost center transfers for all jobs when working in cost centers outside their home cost center
Non-Exempt Team Members MUST punch IN/OUT for call-back for both all jobs when applicable

Exempt Team Members MUST punch IN/OUT for Additional Jobs ONLY (non-Primary jobs).

Exception: Facilitesr equi ri ng exempts to punch as fpresent 0 fthisrequiremgnt dpgliesdor y ¢ 0
Excludes Physicians = All Physicians are paid by the hours reported on the Time Study Report timesheet. Refer to the PSOFT Physician Time
Study Reporting training guide.

OO O0OOo0OOo0o

o Performing Cost Cent eBadkdnastf etrtrse veelrascuks A Cal |
0 Use the cost center transfer option at the clock when you are working in (floating to) a different cost center
o0 Use theadkal bption &t whkee glbaalt ®NIEaodbackr e call ed
o Being asked to work a Afull shifto due t o a-cal Speakeyourdeades if ydu afef e r
unsure i-batkée dpal bn applies to you.
1] Common Errors that prevent Team Members from punching IN:

0 Your schedule is missing or not current (NOTE: All schedules are updated at the clock every 15 minutes)

o Ask a designated person within your department to override the restriction profile at the clock so you can punch IN.

o OR; notify your Leader immediately so your punch can be recorded via manual entry on the timesheet.
0 Your biometrics is not working properly

0 Ask your Leader to redo your biometric scanning

o If the scanning could not be done after multiple times, ask your Leader to request a PIN # from the Payroll Dept.

A Note, only your Leader can request a PIN #.
1 When scanning simply cannot be done, Leaders can requests to obtain a PIN # for their team members by submitting a

case via MyWay (Submit a Question to Payroll).
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PSOFT Time and Labor
Payroll Processing Timelines, Responsibilities and Information

Schedules
V All exempt Team Members are paid by schedule up to their standard hours per pay period.

V All Schedules and Absences from all sources must be approved by Payroll Monday at 9:00 am to be processed and paid for the
current pay period.

o PSOFT Time and Labor

V Hours on timecard with AiHI GHodtheshaucsermpthat dayntsbe calcidated danekprocessed. e c t e d
V Hours with LOW and MEDIUM exceptionss houl d be revi ewedloweadnm &@ccuuicacy ezneédida
V Physiciansmusti SUBMI To all electronic time study reports to be paid
V Payable time approved for payment by 1:00 pm. on Payroll Tuesday is what is sent to payroll for processing.
N

ol

Important Deadlines:

V All Schedules and Absences must be entered and approved by 9:00 am on Payroll Monday.
A Absence corrections/additions are not available for entry or correction on the timesheet so everything must be accurate
by the 9:00 am close.
A Any hours relating to absences entered after the 9:00 am deadline must be submitted to Payroll as a payroll adjustment
and will be processed on the next regular payroll

V All Payable Time (timesheets) must be approved by 1:00 pm on Payroll Tuesday.
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PSOFT Time and Labor
Payroll Adjustments Timeline

Payroll Adjustments:

Vv

Vv

All payroll adjustments will be processed on the next regular payroll.

In extenuating circumstances or when a team member is missing 16 hours or more, an adjustment received by Monday at 4pm
will be processed on a weekly off-cycle payroll and payable on Friday.

Manual checks in-house are no longer processed or available.

Any off-cycle adjustment that produces a paper check in the absence of direct deposit or a paycard will be mailed directly from
ADPOG6s Al gseogia entThuasday. Please allow 3-5 days for receipt.

TIPS for accurate pay!

Vv

Vv

Punch IN/OUT every day as expected to avoid missing punches.
Review the training guides provided to familiarize yourself with using the KABA clock, IVR or Web Clock.

Review your timesheet often throughout the pay period and partner with your Leader to correct any missing punches or
missing hours by Friday before the pay period closes on Saturday.

Ensure your schedule for the pay period is correct.

Submit absence requests timely.
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KABA Clock Instructions

Logging in to the KABA Clock to perform transactions:

1:47PM B-COMM for PeopleSoft Time and Labor 7 Online

Tuesday, Apr 24, 2018

Remember to wash in and wash out
_&Very room, every time.

Move your finger near
the biometric sensor
and it will turn RED.

When the sensor is , place the finger you were biometrically
enrolled with on the sensor.
*  If successful, you will see the menu options.
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KABA Clock Instructions

If you were not successful, you will see this picture on the
screen which is prompting you to try again.

1:49 PM
\usiday, Apr 23, 2016

Remember to wash in and v/

Online

_every room, every time,
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KABA Clock Instructions
Clocking IN for Regular Shift or Clocking IN for Call-Back while On Call

Clock IN for Regular Shift Clock IN forCallBack while On Call
Once you are successfully recognized by the clock, If you are scheduled for On-Call Pay and are called back to work,
press the appropriate clock-in option. select the Callback icon

For most people it will be the green Clock In icon.

11:00 AM

= Monday, Feb 19, 2018
v B-COMM for P i
2 or PeopleSoft Time and Labor 7 Online :

% % % Bdx a1

[ O 1a with CC —
»®
Qui

L€ MM for PeopleSoft Time and Labor 7

Online

You will know that you successfully clocked in when you see the
*Welcome [your name] Transaction Successful* message.

Elvis Presley  (Transaction Successful)

| o] |
Hackensack
' Meridian Health
-
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KABA Clock Instructions
Clocking IN with Cost Center Transfer

If you are clocking in to work in a different department other than your home cost center,
choose the CLK IN with CC Xfer icon

11:00 AM

Miming, 0 Y5, 3048 B-COMM for Peo! leSoft Time and Labor 7
(fk—@_\ *

Online

10
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KABA Clock Instructions
Clocking IN with Cost Center Transfer

Using the keypad, enter the department number.

11:07 AM

B_ ’
L COMM for Pe »pleSoft Time and Labor 7

Online

—

CIk In with CC XFER Start 0
Department ID - ' r ;

J.

After you have entered the department number, press the green

11
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KABA Clock Instructions
Clocking IN with Cost Center Transfer

You will know that you have successfully completed a cost center transfer when you
see the SUCCESS message.

] ) I“...s ll'. (r
MLt “'x ! A .‘,, '%“ ““‘U i %fll

i
il ""Ir 1l ”“'” If‘u'u’h i
Clock In with Cost Center XFER  Elvis Presley

Successful) (Clock In with Cost Center XFER

12
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KABA Clock Instructions

Cl ocki ng-Biarc kibCanvhli | e On Call with Cost Cent e
If you are scheduled for On-Call Pay and are called back to work in a different cost center other Using the keypad, enter the department number.

than your home department, select the Callback with CC Transfer icon

11:08 AM

Monday, Feb10, 201 COMM for Pe ipleSoft Time and Labor 7

Online

Callbek with CC XFER Start
Department ID 8198

11:00 AM

WMonday, Feb 19, 2018 B-COMM for PeopleSoft Til % nd Labor 7

Online

Y % % % Bd*%

Ok In with CC Callibok with CC

» n.‘““

After you have entered the department number, press the green

You will know that you have successfully completed a
Callback clock in with a cost center transfer
when you see the SUCCESS message.

Callbck with CC XFER Elvis Presley (Callbck with CC XFER Successful)

|
i
i

13
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KABA Clock Instructions
Exempt Present Punch (Applies to Exempt Team Members i Primary Job ONLY

V Only Team Members that are required to report their presence for compliance reasons should use the Exempt Presence Punch clock IN.

V You will see the EPP Time Reporting Code on the timesheet when this is used.

Exempt Team Members can register their presence by clicking the Exempt Presence icon The exempt team member has registered their presence.

3:10PM
Mﬁ'um:

1:;22'&&0“ B-COMM for PeopleSoft Time and Labor 7 Online * T *h—‘
* * * % ‘ * suPess . 0

B-COMM for PeopleSoft Time and Labor 7 Online

Gh‘htﬂ unc-atx

View
_;erllre)enrfxﬂﬁnn A Exerp: P

Hackensack
> ® Meridian Health
=
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KABA Clock Instructions
Clocking OUT

1:47 PM B-COMM for PeopleSoft Time and Labor 7

Tuesday, Apr 24, 2018

Remember to wash in and wash out
_&Very room, every time.

When the sensor is , place the finger you were biometrically
enrolled with on the sensor.
*  If successful, you will see the menu options.

When you are ready
to Clock Out from
your shift
move your finger
near the biometric
sensor and it will
turn RED.

15
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KABA Clock Instructions
Clocking OUT

Once you are successfully recognized by the clock, press the red Clock-Out icon.

11:02 AV

Monday, Fe 2018

B-COMM for PeopleSoft Time and Labor 7 Online

16



