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Georgia
Tech

Agenda

* About Info Sessions

 HCM Transformation Program Overview
* Info Sessions
* OneUSG Connect Scope

« Payroll
* Overview
« Understanding Your Paycheck
» Shared Services
* Questions & Answers

* Time & Absence
 QOverview

 Sneak Peek
e Questions & Answers

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 2



Georgia |
Tech |

Today’s Presenters

Angela Petty Christine Edell Kara Tillman
Payroll Manager Time & Labor/ Organizational
Absence Readiness Lead

Management Lead

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 3



Georgia

Safe Harbor b

The information delivered within this presentation was published
on 09/25/19.

This information, while accurate at the time, is subject to change.

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 4
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. ABOUT INFO SESSIONS

Y CREATING THE NEXT®
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Georgia
Tech

Campus Info Sessions
« WHO: Open to Faculty, Staff, and Student Employees

« WHAT: Campus Info Sessions are meetings highlighting a specific topic related
to Georgia Tech’s transition to OneUSG Connect

« HCM Transformation Overview & e Careers

Employee Self-Service «  Commitment Accounting

« Manager Self-Service & Part | & Part Il

Position Management - Faculty Self-Service

 Workforce Administration & Global

« Compensation

« Time and Absence & Payroll
Student Hiring
Security & Approval Workflow

« WHEN: May — December 2019: Each topic will have multiple sessions hosted

In various locations on campus including at least one webinar
CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 6



Georgia
Tech

What Do You Hope To See Covered?

* What exactly are you planning on changing with the bi-weekly timekeeping?
 How employees enter various time off requests, sick, vacation, jury duty, etc.?
« How will managers approve various time off requests?

« How to access paystubs and tax information?

* How will the new timekeeping systems operate for monthly employees?

« Will there be training materials for the system?

* What this is about? | have not heard anything about this.

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 7



Georgia
Tech

Campus Info Session Expectations

* These sessions are not training, training will launch Spring 2020

» Today’s sessions will cover a very basic introduction to what OneUSG
Connect will look like for Georgia Tech

* Future sessions will demonstrate different business processes related to
specific topics

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 8



Training

WHEN:
WHAT:

WHERE: The launch point for any training

9/25/2019

Georgia
Tech

Spring 2020

Training will be:

* A mix of instructor-led classroom
training and web-based training.

« Supplemented with job
aids/process guides that you will
be able to access at any time to Guru Network, Open Lab Sessions,

help walk you through processes HCM Challenges
in OneUSG Connect.

Structured Learning

Web-Based Training, Instructor-Led
Training, Seminars

Experiential Learning

On-the-Job Assignments, Problem
Solving, Practice, Quick Reference
Guides, Job Aids, Videos, Workshops

will start at the Transformation
website. There you will be able to
sign up for trainings, attend virtual
courses, and download helpful
resources.

CREATING THE NEXT®

University System of Georgia Institution 9



HCM Transformation Website

Human Capital Management (HCM)
Transformation

Aligning Georgia Tech's HR processes to the OnelUSG technology soluticn

4 Georgia Tech Home @ Campus Map & Directory D Offices

Georgia | . .
Tg‘:(’:h M rise Transformation

The OneUSG Vision

Home  Programs  Training Resources  About CONTACTUS > NEWS & EVENTS > Q SEARCH

0OneUsG is an initiative launched by

v

tem of Georgia (USG) to develop and implem
to policies, procedures, and technology solutions to support the Chancellor's strategic imperative ¢
and innovation

News and Events

The OneUSG initiative is ultimately expected to help the Un

t s (USQ) and instity
t guidelines and pro

Videos

reduce costs, streamline processes, and have consists es with centralize

) EVENTS RECENT NEWS
The team created this four-part series to help breakdown the HR Transformation, explaining what i
how it will impact you AUG Time & Absence and Payroll: Info Session 1 TechWork
Register today to learn about Georgia Tech's transition fo Campu: What is HCM?

As part of it

21 to OnelUSG Connect and get a sneak peek of Time &
Absence and Payroll

foraccesst

Time & Absence and Payroll: Info Session 2 Georgia Teg

AUG virtual prival What is HCM?
Reqgister today to learn about Georgia Tech's transition
27 to OneUSG Connect and get a sneak peek of Time &
Changing Absence and Payroll

—

— Workday

The Worke rJ)

Time & Absence and Payroll: Info Session 3

What is Changing for Faculty?

SEP . )
Register today 10 learn about Georgiz Tech's transition
3 10 OnelUSG Connect and get a sneak peek of Time &
Absence and Payroll

Workday
Tips & Tricks

Time & Absence and Payroll: Info Session 4

SEP

Register today to learn about GSOT’Z@ Tech's transition
= = -

Short, easily consumable video clips that explain HCM concepts.

What is Changing for Managers?

Changes to Position Management

Georgia
Tech

transformation.gatech.edu/hcm

What is Changing for Employees?

l

OneUSG Connect is
introducing an updated

...initiate job
changes, pay

changes and

gl feature for Employees
terminations

What is a Change Agent?

CHANGE AGENTS
help employes aand

Information for Managers and HR Practitioners prepare for

9/25/2019 University System of Georgia Institution

CREATING THE NEXT®
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HCM TRANSFORMATION
OVERVIEW

CREATING THE NEXT®
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OneUSG Vision
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OneUSG Connect

ORACLE

9/25/2019

Degrees & Certificates

&

v Employee Self Service

Monthly Schedule

University System of Georgia Institution

Georgia
Tech

All USG
Institutions will
transition to a
new technology
platform,
OneUSG
Connect, to
manage human
resources
activities,
benefits, and
compensation

CREATING THE NEXT®
13



OneUSG Connect Deployment

COHORT 1
July 2017

« Columbus State
University

» Georgia College &
State University

» Georgia Gwinnett
College

» Georgia
Southwestern
State University

« Valdosta State
University

* University System
Office

9/25/2019

COHORT 2
January 2018

Abraham Baldwin
Agricultural
College /
Bainbridge State
College

Georgia Southern
University /
Armstrong State
University

Fort Valley State
University
Gordon State
College

Middle Georgia
State University

COHORT 3 COHORT 4
April 2018 January 2019

Albany State University /

Atlanta Metropolitan State
College

College of Coastal Georgia
Clayton State University
Dalton State College

East Georgia State College
Georgia Highlands College
Georgia State University
Kennesaw State University
Savannah State University
South Georgia State College
University of North Georgia
University of West Georgia

University System of Georgia Institution

» University of
Dalton State College Georgia

« Augusta
University

Georgia
Tech

COHORT 5 COHORT 6
July 2019

Spring 2020

O

+ Georgia
Institute of
Technology

CREATING THE NEXT®
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Georgia
Tech

Continuous Improvement

Current State » 2020 Go-Live . Future Optimization

« Georgia Tech will go live on OneUSG Connect in the Spring of 2020

» Biweekly employees will begin recording time in OneUSG Connect in
March 2020

* OneUSG Connect will continue to develop and deploy new
functionality after Georgia Tech's go-live

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 15



Project Scope

OneUSG CONNECT MODULES

R’

— 1 |

9/25/2019

Careers

Benefits

Self-Service

Global

Time & Labor /
Absence Management

o

I
<K

o

Workforce
Administration

Payroll

Commitment
Accounting

=00

I__-%—_I Faculty Events

=

T &1- Time Clocks

University System of Georgia Institution

Georgia

Tech

ADDITIONAL CHANGES
B
D/_L?_ System Approvals

@ Security Changes
% g }) Business Process
{1  Changes
00O

Policy Updates

Shared Services for
Tier 1 Support

CREATING THE NEXT®
16



Georgia
Tech

Employee Self-Service (ESS)

Expanded Functionality

CURRENT STATE FUTURE STATE

 Ability to make changes to your Current State functionality PLUS:
personal data (i.e. Direct Deposit, tax
information, home address, emergency

contact) * Less Paperwork

* View paychecks® - Ability to update Degrees & Certifications
with approval workflow

* Mobile Friendly

« Paycheck Modeler

. Access Benefits  Licenses & Certifications

. View Compensation History « Company Directory (Organizational Chart)

« Central timekeeping and absence

« Manage Voluntary Deductions .
management system

*Scope of changes is still being finalized

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 17



Georgia
Tech

Employee Self-Service Landing Page

ORACLE The drop down will
Degrees & Certificates Time and Absence Monthly Schedule Paycheck Modeler .
also display other
landing pages such
as.

&«

Direct Deposit Personal Details ¢ M an ag er Se If-
. Service (MSS)

» Faculty Self-
Service (FSS)

Voluntary Deductions

* Time Approver

5

* Your view will
depend on your
security/role
assignment

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 18



Georgia |
Tech

Manager Self-Service Landing Page

ORACLE ¥ Manager Self Service

Approvals Review Transactions Company Directory Delegation

Open Jobs

i
My Forms Help
F_,\

9/25/2019 University System of Georgia Institution 19
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Georgia
Tech

MSS Roles - Manager

 Employees with direct reports will automatically be assigned with the Manager role
and have access to MSS

« Managers are responsible for:
* Reviewing and approving timesheets and leave requests

« Submitting transactions (e.g., position requests, compensation changes,
reclassifications, transfers, etc.)

¥ Manager Self Service

Approvals Review Transactions Company Directory

20

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 20



Today's Topics

¢
A

9/25/2019

Careers

Benefits

Self-Service

Global

Time & Labor /
Absence Management

o)

I
<K

o)

Workforce
Administration

Payroll

Ho8g [ Commitment
ol Accounting
[ ]

% Faculty Events
T

l.~.J / Time Clocks

Degrees & Certificates

&«

Georgia
Tech

Last Pay Date 07/31/2019

Paycheck Modeler

“N

‘Compensation History

University System of Georgia Institution

Company Directory

&=

Bon

CREATING THE NEXT®
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PAYROLL

CREATING THE NEXT®
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Access to Payroll Information

Current

George P Burdell

Georgia w'&

Tech ||

TechWorks

Payroll and Compensation Home

Payroll
My Home My Work Q wm: Directo

Favorites | Sign Out

George P Burdell "

Direct Deposit

ew your current and prior eamings statements on-line.

My Profile o~ } ;
Review and edit your direct deposit accounts.
My Personal Information o~
My Time & Leave 8~ TechWorks will become CLICK HERE TO Voluntary Deductions
restricted to campus LEARN MORE

Review and edit your voluntary deductions

Paycheck Modeler
Simulate paycheck changes

network & VPN Aug. 8.

My Payroll & Compensation

Charitable Campaign
Quick Links

e Review and edit Charitable Campaign
Applications and Resources pag

Policy Library Faculty/Staff Fund

Review and edit your Facutly/Staff Fund deductions.
Training
Holidays Taxes

i Employment Benefits Electronic Workload TimeOut X
Education Assistance Opportunities Assignment Form W-4 Tax Information
WAF] . § . " .
R Review and edit your federal tax withholding exemption and amount.

BuzzPort

G-4 Tax Information
Campus Calendar Review and edit your Geergia state tax filing status.

State Tax Forms

Time Reporting Perks & Programs. Electronic Annual GLACIER

S Complete form and submit to payroll
Reasonableness (eASR)

W-2/W-2¢c Consent
Consent to receive

2 form through Employee Self Service.

'

istart BuzzCard

View and Print W-2 Form

View and Print your W-2 form from Tax Year 2005 to present

Leaming & Professional
Development

Compensation
ia
Georgi
Emergency Information |

Legal and Privacy Information | Accessibiity | Accountabilty | Accreditation |  Employment Compensation History

Res your annual salary and compensation per pay frequency.
as well as any variable compensatien

©2014 Georgia Institute of Technology

Georgia
Tech

Understanding Your Paycheck
Payroll Home Page

Federal Withholding Calculator
Understanding_Your W-2

9/25/2019 University System of Georgia Institution
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Georgia
Tech

Access to Payroll Information
Future (OneUSG Connect)

ia | ORACLE + Employee Self Service
Georgia | T,
|, TechWorks
TeCh 'I' Degrees & Certificates Time and Absence Monthly Schedule
| ]
(__A |
Quick Links. 5
ek LN s A
Poiy Lieary TochWorks will become % 5% ety ® G:EI T 1 1 Last Pay Date 07/10/2019
restricted to campus oy o LEARN MORE
Traning network & VPN Apt; 8. '.':'.‘ . - Paycheck Modeler Direct Deposit Compensation History
Helidays ‘ . .
» .
' i$$

Education Assistance
O Applications and Resources
BuzzPort —
Campus Calendar \“7 =3
iz '
Company Directory Personal Details
TimeCut

OneUSE Connect Benefits Elsczronic Workload

Assigament Farm
(#WAF) E

Time Reporting Perks & Programs
Resscnableness (eASR)
e I Voluntary Deductions
Start BuarCard L &
Develagmart Cpportunities \
R Enrancy | Lol ar | Accossiity | Acontstab | Acowedtson | Emetpnent

© 2014 Sworgin ivstiute of Tachnology

CREATING THE NEXT®
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Understanding Your Paychec

Georgla |

f
/

: Pay Begn Date: Q42172010 Ravice B
Pay I e e PayEndDate:  05/04/2018 Advice Date: 051072019
TAX DATA: Federal GA State
Employes ID: 3000 * Marital Stabus: Single M-Sep
Georgia P Burdall Department: f Y "W o. ahy Allowances 1
123 Main Street Location: Georgla Tech Addl.
Atlanta, GA 30303 Job Tithe: ' t ¢ ‘e’ Technician Allowance:
Pay Rate: $20.603455 Hourly Addl. Percent:
Addl. Amount:
HOURS AND EARNINGS TAXES
Current YTD
R mm% 40.00 824.14 72550 14,847 83| Fed Withhold 120.72 151%
Last Pay Date 07/19/2019 Reguisr 0 BOGAES 40.00 0414 0.00| Fed MED/EE 20.13 23211
Haliday Non-Exempt 0.00 32.00 659.32| Fed OASDUEE 85.08 99248
Overtme 0.00 288 89.01| GA Withhoidng 54.80 690.86
Shift Differential $1.00 0.00 134.20 134.20
Sick Leave Non-Exempt 0.00 55.10 113526
Unscheduled Holiday Mon- 0.00 T.40 15247
Exempt
Vacation Non-Exempt 0.00 60.30 1.242.38
TOTAL: 80.00 164828 1.017.38 18.360.47 | TOTAL 200.73 3430.78
I 1 t k 1 I I BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID BENEFITS
Teachers Retirement System 98.90 1,088.27 | USG Accxdent Plan 594 53.46 | Teachers Retirement System 344 40 379068
] B J Voluntary ADSD 0.08 0.72| BOG
be monetlzed Comprehensive Care 200.75 1,806.75 Basic Life 8.54 76,86
Dental-High Option 30.02 351.18 Comprehensive Care ER 44538 4,008 42
Vision Insurance 1.7 60.84
Parking 12.50 125.00
TOTAL: 358.93 3.441.04 | TOTAL 6.02 54.18 | *"TAXABLE
TOTAL GROSS FED TAXABLE GROSS TOTAL TAXES TOTAL DEDUCTIONS NET PAY
Current 1,648.28 1.280.35 200.73 364.95 902,60
YTD 18.360.47 14.919.43 343078 340522 11434 47
YEAR-TO-DATE ANNUALNVACATION SICK LEAVE NET PAY DISTRIBUTION
Balance 14.0 8.0 Account Number Deposd Amount
Advice #000000001° =~ Chedidng X000 T 992 60
TOTAL: 992 60

CREATING THE NEXT®
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Voluntary Deductions

Voluntary Deductions

9/25/2019

5

Voluntary Deductions

Voluntary Deductions

Add Voluntary Deduction
George Burdell

Georgia Institute Technology

*Type of Deduction |
*Select whether Deduction is a Flat Amount or Percent |:|
*Enter Amount or Percent to be deducted
Take deduction until | reach this Goal Amount
*Enter Deduction Start Date B (exampl
Enter Deduction Stop Date [E—

Current Balance 0.00

Submit

* Required Field

Return to Voluntary Deductions

—

Georgla

Mew Window | Personalize Pa

Look Up *Type of Deduction =

Cancel

Search Results

View 100 First ‘&' 160f6 & Last

Deduction Description

Buzz Card

Cobb Transit Pass
Faculty/Staff Meal
Gwinnett Transit Pass
Marta Transportation Fee
Apress Transit Pass

o0l rrrr CREATING THE NEXT®

University System of Georgia Institution 26
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Georgia
Tech

Shared Services Center (SSC)

« USG Shared Services Center (SSC) will be responsible for
processing payroll for all USG institutions
» Georgia Tech is aligning HR processes with USG requirements

* In May 2019, the biweekly pay week shifted from Thursday through
Wednesday to Sunday through Saturday

* New processing calendar and deadlines
« MSS transactions need to be initiated to meet these deadlines
» Deadlines more stringent

7
UNQ‘I-L]L":‘»TI'\' SYSTEM OF GEORGIA
bH.-‘\!!EI.I bl'lll‘w'l(iﬁt'} LHE\"]’E‘JH

CREATING THE NEXT®
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Biweekly Payroll Calendar

» Payroll calendar available thru 2020

Bi-Weekly On Cycle Payroll Schedule

Time Detail
and
Adjustments | OneUSG
Pay Period | Pay Period |to SSCby 1:00| Confirm Pay
Begin Date | End Date PM Date Pay Date |RunID
12/15/19 | 12/28/19 12/27/19 12/30/19 | 01/03/20 | 0181
12/29/19 | o1/11/20 | o01/13/20 | 01/14/20 | 01/17/20 | 0182
01/12/20 | 01/25/20 | 01/27/20 | 01/28/20 | 01/31/20 | 0183
01/26/20 | 02/08/20 | 02/10/20 | 02/11/20 | 02/14/20 | 0281
02/09/20 | 02/22/20 02/24/20 02/25/20 | 02/28/20 | 0282
02/23/20 | 03/07/20 03/09/20 03/10/20 | 03/13/20 | 03B1
03/08/20 | 03/21/20 | 03/23/20 | 03/24/20 | 03/27/20 | 03B2
03/22/20 | 04/04/20 | 04/06/20 | 04/07/20 | 04/10/20 | 0481
04/05/20 | 04/18/20 04/20/20 04/21/20 | 04/24/20 | 0482
04/19/20 | 05/02/20 05/04/20 05/05/20 | 05/08/20 | 05B1
05/03/20 | 05/16/20 | 05/18/20 | 05/19/20 | 05/22/20 | 0582
05/17/20 | 05/30/20 06/01/20 | 06/02/20 | 06/05/20 | 06B1
05/31/20 | 06/13/20 | 06/15/20 | 06/16/20 | 06/19/20 | 0682
06/14/20 | 06/27/20 | 06/29/20 | 06/30/20 | 07/03/20 | 0781
06f28/20 | 07/11/20 | 07/13/20 | 07/14/20 | 07/17/20 | 0782
07/12/20 | 07/25/20 | 07/27/20 | 07/28/20 | 07/31/20 | 0783
07/26/20 | 08/08/20 | 08/10/20 | 08/11/20 | 08/14/20 | 0881
08/09/20 | 08/22/20 | 08/24/20 | 08/25/20 | 08/28/20 | 0882
08/23/20 | 09/05/20 | 09/04/20 | 09/08/20 | 09/11/20 | 0981
09/06/20 | 09/19/20 | 09/21/20 | 09/22/20 | 09/25/20 | 0982
08/20/20 | 10/03/20 10/05/20 | 10/06/20 | 10/09/20 | 0081
10/04/20 | 10/17/20 10/19/20 | 10/20/20 | 10/23/20 | 0082
10/18/20 | 10/31/20 11/02/20 | 11/03/20 | 11/06/20 | ONB1
11/01/20 | 11/14/20 11/16/20 | 11/17/20 | 11/20/20 | ONB2
11/15/20 | 11/28/20 11/30/20 | 12/01/20 | 12/04/20 | 0DB1
11/29/20 | 12/12/20 12/14/20 | 12/15/20 | 12/18/20 | 0DB2
12/13/20 | 12/26/20 12/28/20 | 0DB3*

« Pay dates same
* Due dates different
Overlapping Payroll

Early Payroll Submission Due to Holiday
Early Pay Date Due to Holiday |

Georgia |
Tech| J

*Due to the timing of the 2021 January 1 holiday there are 27 pay perlnds in 2020

Please Note: These pay dates are for OneUSG Connect Institutions only. Some dates are subject to change.

9/25/2019

University System of Georgia Institution
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Monthly Payroll Calendar

Monthly On Cycle Payroll Schedule

Time Detail
Pay Groups to 55C and
by 9:00 AM Adjustments | OneUSG
Pay Period | Pay Period End [Paysheets to S5C by 11 Confirm Pay
Begin Date Date Created) AM Date Pay Date | RunID
01/01/20 01/31/20 01/22/20 01/23/20 01/24/20 | 01/31/20 | 0AIM1
02/01/20 02/29/20 02/19/20 02/20/20 02/21/20 02/28/20 | 02Mm1
03/01/20 03/31/20 03/24/20 03/25/20 03/26/20 | 03/31/20 | 03M1
04/01/20 04/30/20 04/23/20 04/24/20 04/27/20 04/30/20 | 04Mm1
05/01/20 05/31/20 05/21/20 05/22/20 05/26/20 | 05/29/20 | 05M1
06/01/20 06/30/20 06/23/20 06/24/20 06/25/20 | 06/30/20 | 06M1
07/01/20 07/31/20 07/22/20 07/23/20 07/24/20 | 07/31/20 | O7M1
08/01/20 08/31/20 08/19/20 08/20/20 08/21/20 | 08/31/20 | 08M1
09/01/20 09/30/20 09/23/20 09/24/20 09/25/20 | 09/30/20 | 0aM1
10/01/20 10/31/20 10/23/20 10/26/20 10/27/20 10/30/20 | 0OM1
11/01/20 11/30/20 11/20/20 11/23/20 11/24/20 | 11/30/20 | ONM1
12/01/20 12/31/20 12/21/20 12/22/20 12/23/20 | 12/31/20 | ODM1

Georgia |
Tech|/

« Payroll calendar available thru 2020

« Pay dates same
« Due dates different

Overlapping Payroll
Early Payroll Submission Due to Holiday

Please Note: These pay dates are for OnelUSG Connect Institutions only. Some dates are subject to change.

9/25/2019

University System of Georgia Institution
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Georgia
Tech

HR Lock

* With OneUSG Connect, the HR Lock feature will allow you to continue
entering information during payroll processing

« Changes will be locked in but information may not appear until next
payroll

CREATING THE NEXT®
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Georgia
Tech

Off-Cycle Processing

 Improved functionality for historical corrections within the system

* The SSC processes off-cycle checks on a published schedule
* |In the future, off-cycle payments will be direct deposited

« Conditions for which an off-cycle check can be generated are essentially the
same, but processing time may be different

* Important to get time and absences approved accurately and on time

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 31



Georgia
Tech

Questions?

CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 32



Georgia &
Tech

TIME AND ABSENCE

iz CREATING THE NEXT®
9/25/2019 University System of Georgia Institution 33
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Georgia
Tech

Interaction of T&L, ABS, and Payroli

PAYROLL FOR Load TL &
NORTH ABS Hours to
AMERICA Payroll

Load Approved
Absences

—_—

Deferred HOL

& Comp Time

EMPLOYEE
SCHEDULES

CREATING THE NEXT®
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Georgia
Tech

What’s Changing?

« With the exception of GTRI, all employees will use OneUSG Connect to enter time
and request time off, replacing multiple timekeeping systems that currently exist
on campus

« Kaba time clocks, the USG standard, will replace the Kronos time clocks

« As Georgia Tech aligns with USG processing requirements, new timelines and
submission deadlines will be introduced (bi-weekly pay weeks will remain the
same)

« The USG Shared Services Center (SSC) will be a primary point of contact for
researching and resolving inquiries related to payroll and time reporting

CREATING THE NEXT®
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Georgia
Tech

Requesting Time Off

» Currently:
* Monthly employees use TimeOut

» Biweekly employees use the paper request form (on Payroll website) or
rely upon word of mouth, email, or departmental system

Email Your Admin ¢” Preferences  4hGeorge P Burdell (© Log Out

ia |
Ge%gclgml VACATION—SICK LEAVE REQUEST FORM
Georgia

This form must be submitted before taking leave.
Tech

‘Sick Leave Exception.
When accdent or fiing suibendt this form wark

ASOF: ToDAY 7 Your Vacation balance is

Your Sick balance is

FLEASE TvPE CR PRAT
50 Hours Ve Erpyea 08 U] W U
Hours.
| request i3t | be granted PAID VACATION OR SICK LEAVE 5 follows
[[] Vacation Lesve (No documentation required. Simply write in: "Vacation” or "Day OfF in space below.)
y Scklemve o s requred for the . uniess the manager
St Accrued Taken Adjusted Balance Planned ] requeats special dacumentatian
Day Type Forward For routine Use, simply wrile in: "Doctor Appaintment” or Tliness” or “Injury” or
- - - “Dereavement in space beiow )
Vacation 360.00 98.00 8450 0.00 373.50 17.00 NOTE: e Board Sich Laave Contact GTHR ragarding
il FHLA sppcaton
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Recording Time and Absences
« With OneUSG Connect:

« All employees request absences through ESS
* Monthly employees only report time not worked (exception hours)

» Biweekly employees report their time during a biweekly pay period through one
of three ways as determined by department
1. Kaba punch
2. Webclock punch
3. Electronic Timesheet in Time & Labor
 Managers must approve their employees’ timecards by the deadlines

« Delegation is a function that will be available when managers are out on leave
(limited term assignment)
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TIME CLOCKS
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Kaba Clocks

* If you are using a time clock today, it will be replaced by a Kaba clock

1. Scan badge at terminal
2. Select appropriate action

icon (e.g., Clock In, Meal Break)
3. View confirmation

B o B d &

Clock In Meal Break Clock Out Quit Action
Return from
Meol Break)
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Kaba Clocks

ID Reader — tap
Buzzcard here

9/25/2019

University System of Georgia Institution
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Always check
that the clock
shows Online
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Kaba Clocks

Confirmations wiill i
9:1

a p pea r after Tunday. Jun 16, 2019

transaction

b-comm for PeopleSoft Time and Labor 7

CIP Clock In

R . R = -
09:07:27 AM
- Clock In (Clock In Successful)
=
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 Employees must have the newer
BuzzCard to use the Kaba timeclocks

h&Ge«»rgia-aﬂtm@-sﬁﬁﬁ » Kaba timeclocks do not use GT IDs
! o Technelegny: :
* Punches are recorded with an
GEORGE P. BURDELL \ employee’s BuzzCard badge number
GTID# 123456789 STUDENT J USIng RFID teChnOIOgy

* Prior to go-live, timeclock users will need to ensure they have the
newer BuzzCard (blue banner at the top)

« Departments can request a list from BuzzCard Center of all employees
still using an older card

« BuzzCard Center can reissue a new card
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Questions?
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Today’s Objectives

 HCM Transformation Program Overview

* Time & Absence
* Overview
« Sneak Peek
* Questions & Answers

* Payroll
* Overview
* Understanding Your Paycheck
« Shared Services
* Questions & Answers
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Let’s stay connected!

Questions or Feedback?

« Helpdesk Email:
erp.readiness@gatech.edu

 Website:
http://transformation.gatech.edu
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