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INTRODUCTION

General Information:

The Department of Education (NDE) has developed two Excel spreadsheets to serve as the reporting form for employees.  Information from the completed and approved spreadsheets are uploaded into NIS to create employee paychecks.  

The Certification of Leave / Time Distribution spreadsheet is used by exempt NDE employees who are paid from multiple lines of coding (called “business units” in NIS) as well as non-exempt employees.  All time certified employees and non-exempt employees must report all time worked each day, enter leave taken, and certify time worked on assigned projects using only one form.  

The Certification of Leave spreadsheet is used by NDE employees that are exempt from overtime and work only on one program.  The employees only report leave taken.  However, they do certify that they have worked and/or taken leave totaling 40 hours in each week and that the time worked was 100 percent in the program associated with the business unit stated on the time sheet.

Pay Information:

Paychecks and pay stubs are for the current month, however they reflect time worked, leave taken, or overtime worked from the PREVIOUS MONTH.  The leave earned is also based on the previous month time worked and leave taken.  

Spreadsheet Template:

The fiscal staff will customize a spreadsheet template and email it to each employee.  When business units or other codes change, fiscal staff will update the spreadsheet template and re-send it.  Employees will save their customized template to their personal directory on the Network N: drive.  Each month’s report must begin with the original template.  If a file is accidentally saved over the template, contact the fiscal staff for a new spreadsheet template.

COMPLETING THE SPREADSHEET – Employee Instructions

In completing the Certification of Leave / Time Distribution form, employees will only complete the areas of the template that appear in blue.  

To set up the spreadsheet, enter all of the required information in the appropriate cells as follows.

· Month/Day/Year:  Click on the drop down arrow in cell G2 and click on the date associated with the month being worked.  Example: 1/31/2010 for the month of January 2010.  Make sure you select the appropriate date.
· Daye of the month:  In this column (cells A25 through A97) enter the number 1 in the appropriate day of the week that the first day of the month falls on.  The spreadsheet will populate the rest of the days of the month.  This column must be completed accurately for the spreadsheet to correctly calculate overtime, leave, and time distribution. 

· Holidays:  See the instructions for reporting leave and consider entering holidays when you set up the spreadsheet so you don’t forget them.   

To record hours worked, enter the information as follows:

· Time Worked by Funding Source:  Enter the actual number of hours worked in each assigned program for each day (cells C25 through J97).  For example, if you worked more than 8 hours, report all hours worked; if you worked fewer than 8 hours, report actual hours worked; and if you worked on a holiday, report the hours worked as well as the holiday hours (8) in the leave portion of the spreadsheet.  Hours worked are reported in increments of 1/100 of an hour (two decimal places).  

· Workweek:  The Department of Education’s workweek begins at 12:01 am on Saturday and ends at midnight the following Friday.  

· Overtime Calculations:  The Fair Labor Standards Act (FLSA) governs the identification of employees as “exempt” (exempt from the requirement to pay overtime for hours worked over 40 in a workweek) or “non-exempt” (not exempt from [therefore covered by] the requirement to pay overtime for hours worked over 40 in a workweek).  When the first day of the month is not a Saturday, non-exempt employees must include hours worked and leave taken during the last week of the previous month in order to account for a complete workweek.  Hours worked and leave taken from the previous month are not included in any totals for the current month except for purposes of calculating that week’s overtime or compensatory time.  The decision to provide pay or comp time rests with the team leader or designee, and employees are asked to communicate their preference to the team leader or designee.

· EXAMPLE #1:  If October 1 is on a Tuesday, a non-exempt employee must report the number of hours worked and leave taken from Saturday, September 28, through Monday, September 30.  If Saturday and Sunday were not regularly scheduled workdays, the only required entry from the previous month would be time worked and/or leave taken on Monday, September 30.

· EXAMPLE #2:  If October 1 is on a Sunday and the non-exempt employee worked on Saturday, September 30, the report must begin with Saturday.  If the employee does not work on Saturday or Sunday, the report begins with information for Monday, October 2, but the date column must include “1” opposite “Sunday.”

· Funding Source:  If you have questions about your funding source(s), problems working with your spreadsheet, or are working on a program that is not listed on your spreadsheet, contact your fiscal representative below.  

· Shane Rhian (471-4313)

· Greg Prochazka (471-4314)

· Harlan Feather (471-4340)

· Linda Kamble (471-4502)

· Tracey Hillman, VR (471-3654) or Cathy Callaway (471-8663)
· Lori Oswald, ATP (471-0734)

To record leave taken, enter the required information in the columns labeled HOURS and LEAVE (LE) as follows:

· Holidays:  NIS requires that you enter holidays on the report in order to be paid for them.  Consider entering them at the beginning of each month when you set up the spreadsheet so you don’t forget them. Compensation for a holiday is based on an eight-hour workday for a full-time employee, so the HOURS column would always be “8” for a full time employee and the LE column would always be “H.”  If you work on a holiday, you must also enter the hours worked in the appropriate column under Time Worked by Funding Source. If you are a part time employee enter the appropriate holiday hours based on your FTE (Example: for a .75 FTE, holiday would be 6 hours)
· Hours:  Leave must be taken and reported in increments of 1/10 of an hour (one decimal place), as provided in Article 24 of the NDE-NAPE/AFSCME Bargaining Agreement.  Enter the number of hours of each type of leave that is taken each workday in columns L, N, P, and R.  

· Leave (LE):  Use the abbreviations below to identify the types of leave taken and enter them in columns M, O, Q, and S or click on the drop down arrow and click on the appropriate leave symbol.  The form provides columns for recording up to four types of leave in one day.  Chapter 9 of the NDE Personnel Rules and Article 24 of the NDE-NAPE/AFSCME Bargaining Agreement contain complete information on leave provisions for NDE Employees.  

	TYPE OF LEAVE


	ABBREVIATION

	Vacation
	V

	Sick
	S

	Holiday
	H

	Bereavement (Funeral)
	F

	Military
	M

	Civil
	CV

	Administrative
	A

	Comp Time Used
	CT

	Family & Medical Leave
	FMLA

	Workers’ Comp
	WC

	Without Pay
	WO

	Vacation FMLA
	VFMLA

	Sick FMLA
	SFMLA

	Comp Time FMLA
	CFMLA


Error Messages:  There are NINE error messages that may appear in column L.  If there are any numbers that appear in that column, the employee must clear up any errors prior to e-mailing the time sheet to their supervisor.
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	"1"= Over 24 hours of work AND/OR leave taken were reported that day
	 

	"2" = Comp time used reported, Total hours  in excess of 40 hour week
	 

	"3" = Leave hours reported but no leave character used
	 
	 

	"4" = Overtime earned, needs entry in yellow highlighted cells
	 
	 

	"5" =  Non-exempt employee must account for a 40 hour week
	 
	 

	"6" = Hours entered for next month, please delete these hours
	 
	 

	"7" = Must select a valid date in cell G2
	 
	 
	 
	 

	"8" = Must enter the number 1 for the first day of the month for the appropriate day
	 

	"9" = Must report a holiday this month
	 
	 
	 
	 


To save the report, name the file in the following way:

	LASTNAME,FIRSTNAME Month Year

EXAMPLE:  HAAS,PAUL October 2010



Save each month’s completed report in the Time Cert folder you have created in your personal directory on the Network N: drive.  This will provide you with an ongoing record of your leave reports.  The report can also be printed.  Be sure to review the information entered for accuracy and completeness before submitting it to your supervisor for approval.

To submit the report, send the Excel file to your supervisor as an attachment to an email.  The care you take to protect the confidentiality of your password is what assures the integrity of your report.  

Address any questions to your fiscal representative or to Central Accounting.  Supervisors must email the employee’s spreadsheet to NDE PAYROLL by the end of the sixth working day of each month.  If NIS requires any adjustments to this deadline, NDE staff will be provided with appropriate instructions.  This completes the employee portion of the process.   

APPROVING/SUBMITTING THE SPREADSHEET – Supervisor Instructions

In approving/submitting the Certification of Leave / Time Distribution form, supervisors will only work with the areas of the spreadsheet that appear in yellow.

Review the report:  Completed reports must be reviewed and approved by supervisors and e-mailed to NDE Payroll by the end of the sixth working day of each month.  If NIS requires any adjustments to this deadline, those changes will be communicated to NDE staff.  When a supervisor receives the report as an email attachment from the employee, it is the supervisor’s responsibility to review it for accuracy and completeness.  All required fields must be completed, or leave will not be recorded, overtime will not be paid, holidays will not be paid, etc.  Supervisors can review the report by printing it or viewing it online.    

Reconcile any discrepancies:  In the event supervisor and employee records do not match, the supervisor must discuss differences with the employee and reconcile discrepancies.  The employee must make the corrections, save the corrected file, and resubmit the report to the supervisor by attaching it to an email.  

Complete the overtime authorization:  The spreadsheet calculates the number of overtime hours worked each week for non-exempt employees.  In Cells V37, V51, V65, V79, and V93, enter the number 1 if you want the employee to be paid for overtime for that week or the number 2 if you want the employee to earn compensatory time off for overtime worked that week.  If these cells are not completed, the employee will not be paid for the overtime worked or receive credit for the compensatory time earned.  NIS will track compensatory time earned.  EXCEPTION:  If the last week is not a full workweek (i.e., does not end on the last day of the month), do not enter anything in cell V93.  Leave that week open until the information the following month completes the workweek.  

Error Messages:  There are NINE error messages that may appear in column L.  If there are any numbers that appear in that column, the supervisor must clear up any errors with the employee prior to approving the time sheet.
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Approval of and Submission of the report:  

NDE PAYROLL is a dedicated email address set up to receive approved Certification of Leave / Time Distribution forms from supervisors.  Receipt of the spreadsheet from your email address signifies that you approved the spreadsheet.  The care you take to protect the confidentiality of your password assures that the report that comes from your email address is the report you approved.  HR/Central Accounting will upload the spreadsheet into the NIS system, and the information will be used to generate the employee’s paycheck. 

TIPS FOR FISCAL STAFF

FOR CUSTOMIZING AND UPDATING 

CERTIFICATION OF LEAVE / TIME DISTRIBUTION

SPREADSHEET TEMPLATE
· The fiscal staff will complete the green areas of the spreadsheet (FTE, Employee Number, Exempt status, Normal number of work hours in a day, Description of Funding Source, Business Unit(s), Sub-ledger, Subsidiary, and Sub-ledger Type).
· The most-used business unit should be shown in the first column (Column C).
· Verify that you can map the new business units to the names you used for column headings. 

· Column C
Cell D106 enter business unit, Cell E106 enter subledger 

· Column D
Cell D107 enter business unit, Cell E107 enter subledger

· Column E
Cell D108 enter business unit, Cell E108 enter subledger

· Column F
Cell D109 enter business unit, Cell E109 enter subledger

· Column G
Cell I106 enter business unit, Cell J106 enter subledger 

· Column H
Cell I107 enter business unit, Cell J107 enter subledger

· Column I
Cell I108 enter business unit, Cell J108 enter subledger

· Column J
Cell I109 enter business unit, Cell J109 enter subledger

· Make sure that the employee’s master spreadsheet is protected before you send it to them.
CHECKLIST FOR EMPLOYEES

Certification of Leave / Time Distribution

· Save your customized spreadsheet template to your personal directory on the Network N: drive for easy access.

· Complete the required information each month for that month’s report (make sure you select the right reporting month in cell G2 and enter a 1 for the first day of the month in column A)
· Record the actual time worked each day, by funding source (to two decimal places).

· Enter holiday(s) if applicable (always 8 hours for full-time employees and prorated for employees who are less than full-time).

· Record any other leave taken, indicating the type of leave and the number of hours (to two decimal places).

· Submit the completed report to the supervisor by attaching the file to an email.

· NOTE:  Your supervisor must submit your completed and approved report to NDE Payroll by the sixth working day of each month.

CHECKLIST FOR SUPERVISORS

Reviewing, Approving, and Submitting Employees’

Certification of Leave / Time Distribution

· Review the report submitted by the employee by launching it and viewing it online or by detaching it and saving it as an Excel spreadsheet.

· Verify the accuracy and completeness of the information on the report.

· Make sure the employee has selected the right reporting month in cell G2 and enter a 1 for the first day of the month in column A.

· If a non-exempt employee has earned overtime or comp time, enter in the appropriate cells(s) a 1 (overtime to be paid) or 2 (comp. Time to be earned). 

· An exempt employee does not earn comp time and therefore cannot report using comp time.

· Work with the employee to resolve any discrepancies and if necessary ask the employee to make changes and resubmit the report.  Make sure there are no error messages in column L.  If there are errors resolve the errors prior to submitting time sheet to “NDE Payroll”.
· Review the revised and resubmitted report (if applicable).

· Do not change the print settings on the spreadsheet.  They are already set to produce the report in the required format.  

· E-mail the approved spreadsheet to “NDE PAYROLL.”  This is a special mailbox that has been set up just for time sheets.  (NOTE: This must be done by the sixth working day of each month.)  Emailing the spreadsheet to NDE PAYROLL is a supervisor’s approval of the time and leave reported by the employee.
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