TO NDE SUPERVISORS:

This message is intended for you as the supervisor of one or more NDE employees.  The three kinds of leave reporting we'll be doing as of January 1, 2003, are as follows:

Those who time certify (because they are paid from more than one line of coding) will use the new spreadsheet created by Paul Haas, which will interface with NIS.  If you time certify for your own report, you likely have attended a class and also learned the approving/submitting part.  However, you may be a supervisor who does not time certify, but has to approve the reports of your employees who do.  The attached instructions should give you all you need to approve and submit the reports.  NOTE:  These are the requirements of the approval process -- review, approve, print, sign, and submit the printed copy to Central Accounting/Payroll, PLUS send the spreadsheet as an email attachment to NDE Payroll (both steps are necessary in order to comply with State and Federal audit requirements).  If questions remain, please contact me.  The instruction document is attached.

Those who do not time certify will continue reporting using the Time/Leave Report available through Inside NDE.  There is a form for exempt (no overtime) and non-exempt (eligible for overtime) employees.  Supervisors will continue to approve and submit this report by signing it and forwarding it to Central Accounting/Payroll.  

Those who are paid bi-weekly will continue reporting by using whatever form they currently use, on the established schedule.  Supervisors will sign and submit the report to Central Accounting/Payroll.  At some point Central Accounting/Payroll expects to standardize this process and the required form.  Please share this information with your employees who are paid bi-weekly.

