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Running the Load External Time Clock Data Process 



Section #:  PAY 107 


	Description
	This process details how an institution can use the Load External Time Clock Data process (BORI016) to load employee’s time obtained from a time clock or other external source.  

The Load External Time Clock Data process requires that a file in the format specified below.  The upload process will insert data from the file into the BOR Time Entry pages with a status of New.  

	Conditions
	· To use this process, you will need an electronic file that includes time clock data.  This text-only file must be named bori016.txt, and must be converted into the expected PeopleSoft format as described below.

· Time is loaded into the Time Entry as New.

· Once the time is loaded, the Pay Edit process will have to be run to clear the time and show the time with a status of Cleared Pay Edit; Pay Update will have to be run to transfer the cleared time to the Paysheet.   

	Source Documents
	Institution Specific

	Output Information
	Time loaded on BOR Time Entry pages

	procedure

	Path
	Board of Regents, BOR Time Entry, Utilities, Load External Time Clock Data

· Enter an existing or add a new Run Control ID to access the page.

	Step 1
	Page: Load Ex/Time clock

· Report Request Parameters group box

· Enter the Pay Period End Date for the file that you are going to load. 
· Attached File group box

· Press the Delete key to remove the previous file that was uploaded.  When you do this, the Add button will appear.

· Click on the Add button to upload your bori016.txt file. A new Upload page displays.

· Type in the full path and filename of the bori016.txt file to upload. 

· NOTE: You can also click on the Browse button to look for the file.  When you find the file, click on the Open button to return to the Upload page.  

· Click on the Upload button to upload the bori016.txt file.

· After the file upload is complete, you will be taken back to the Load Ex/Time Clock page.  The bori016.txt file should now appear in the File Name field, along with Added By and Date Added information.

· Click on Run to display the Process Scheduler Request page.

· Server Name: Leave blank.

· Type: Web

· Format: PDF

· Process List: Choose one of the following options:

· BORI016, which runs the time clock load using a file that contains employee SSNs; or, 

· BORI016A, which runs the time clock load using a file containing PeopleSoft EmplIDs.  

· Click on OK to run the process, which returns you to the Load Ex/Time Clock page.

· Click on the Process Monitor link to display the Process

	Step 2
	· Verify that time loaded correctly on the time entry pages.

	General Information
	· This process can be run multiple times.  Each time will overwrite employee time that was previously loaded.  

· Two file formats are available.  One format identifies employees in the file by SSN; the other identifies the employees in the file by EmplID.  Specifications for these formats are shown below:
· By Social Security Number

· Position 1-9 (9 spaces): National ID/SSN

· Position 10-17 (8 spaces): Pay End Date formatted as YYYYMMDD

· Position 18-20 (3 spaces): Earnings Code

· Position 21-25 (5 spaces): Sequence Number (zero filled)

· Position 26-35 (10 spaces): Department ID

· Position 36-38 (3 spaces): Paygroup

· Position 39-42 (4 spaces): Week 1 hours formatted with one decimal place.  For example: 999.9.

· Position 43-46 (4 spaces): Week 2 hours formatted with one decimal place.  For example: 999.9.

· By EmplID

· Position 1-6 (6 spaces): EmplID

· Position 7-9 (3 spaces): Leave these 3 spaces blank.

· Position 10-17 (8 spaces): Pay End Date formatted as YYYYMMDD

· Position 18-20 (3 spaces): Earnings Code

· Position 21-25 (5 spaces): Sequence Number (zero filled)

· Position 26-35 (10 spaces): Department ID

· Position 36-38 (3 spaces): Paygroup

· Position 39-42 (4 spaces): Week 1 hours formatted with one decimal place.  For example: 999.9.

· Position 43-46 (4 spaces): Week 2 hours formatted with one decimal place.  For example: 999.9.

· The sqr log produced from this process will detail the employees who were processed through this process, as well as the employees that could not be loaded.  
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