NIS #9 – Update on Reporting Time/Leave

The process of reporting time and leave has gone well.  Deadlines are being met!  A big thank you from those who have to take care of all of those details that come between the time you submit your report and the time you spend your money!

The same processes apply until further notice -- Information is due by the end of the 6th work day of the month (in March it's MONDAY the 10th).  To review ----

· Time Certification (those who certify their time across multiple lines of coding) -- Employees, email your completed spreadsheet to your supervisor.  Supervisors 1) approve, print, sign, and forward the signed document to Accounting/Payroll and 2) send the file electronically to "NDE Payroll."  NOTE: If any overtime is worked, supervisors must complete the boxes on the right side indicating whether it is to be paid time or comp time.  Otherwise the employee does not get compensated for the overtime.

· Time/Leave Report (those who use the form located on "Inside NDE" and are paid from a single line of coding) -- Continue to use the form found on Inside NDE (Exempt version if you are not eligible for overtime; Non-Exempt version if you earn overtime for hours worked over 40/week).  Employees, complete, print, and sign the form.  Supervisors review, approve, and sign the form and forward it to Human Resources.

· Voc Rehab -- Continue to use your reporting process in QUEST and follow the established submission and approval process, and the information will continue to be imported into NIS using the time certification spreadsheet.

· Bi-weekly Payroll -- Continue to report time worked as you've done in the past.  Supervisors approve, sign, and submit forms to Margaret Clark in Accounting/Payroll (471-3974).

QUESTIONS?  Contact Pam Goeschel in HR at 471-5026.

