
10/23/2019 Employees

https://content.linq.com/V6/PR/Content/Home.htm#Employees.htm%3FTocPath%3DManage%7CEmployees%7C_____0 1/2

Employees
The func�onality here allows for the viewing, addi�on, and maintenance of your District’s employees. This
includes demographics, jobs, and other informa�on specific to an employee.
 
Employees	Form
The main screen displays a list of employees with various filter op�ons. Use this form to add an employee or
modify an exis�ng employee.

Select a site from the Primary Site dropdown list.
Select a job from the Job dropdown list. Job types can be set up here.
Select a pay group from the Pay Group dropdown list. Pay Group types can be set up here.
Select All, Ac�ve/Re�ree STR, Ac�ve, Inac�ve, Terminated, Re�ree STR, Pending or Volunteer from the
Status dropdown list.

To set up a new employee, click Create New and enter the required informa�on on the Employee tabs.

 In order for a check to be processed, you will need to complete the Personal, Job and Tax tabs at a
minimum.

  If a user has restricted job/site security, they will only see the employees with jobs at the sites the user
has access. The Job dropdown list will only display jobs on the user’s access list.

Click the Reset PIN  bu�on to reset individual employees’ Timekeeper PINs.

Click the Unlock Account  bu�on if a user’s Timekeeper login has been locked out
due to failed login a�empts to unlock them or they will have to wait for the specified reset �me in the

https://content.linq.com/V6/PR/Content/Content/Job_Setup.htm
https://content.linq.com/V6/PR/Content/Content/Pay%20Group%20Setup.htm
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Control File before they will be allowed to sign into Timekeeper again.
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Employee:	Personal	Tab

Enter a unique ID number or click Auto Generate to assign one automa�cally for each new employee in
the Employee # field.
Enter the employee’s Last Name and First Name in their respec�ve fields. Enter their Middle Name or
Preferred Name if desired.
Select the Employee’s Primary Site (where they usually report for work) from the dropdown list. This is
used for filtering on the Employee screen.
You can also enter a secondary site for employees in the Building field if necessary.
Enter the employee’s Social Security Number in the Social Security # field. An alert window will appear if
the entered SSN is already assigned to an exis�ng employee.

NOTE: This informa�on is masked if you do not have security rights in System Management. You must
have security rights to SSN in order to set up a new employee.

Select M or F from the Sex dropdown list.
Enter the employee’s address in the Address 1 and Address 2 fields.
Enter the employee’s informa�on in the City/State/Zip fields and dropdown list.
Enter the employee’s email address in the Email field.
Select the date the employee started working in this school district from the Local Hired Date selector
arrows or calendar.
Select the date the employee began working with the state from the State Hired Date selector arrows or
calendar.
Select the date the employee was originally hired from the Original Hired Date selector arrows or
calendar.
Select Ac�ve, Inac�ve, Terminated or Re�ree STRS from the Status dropdown list.

If Terminated is selected, addi�onal selec�ons for the Date and Reason will appear.
Select the employee’s date of birth from the Date of Birth date selector arrows or calendar.
Enter a phone number and emergency contact informa�on in the Phone Numbers and Emergency
Contact fields, if desired. For districts using LINQ Human Resources, these fields will not show. Instead,
you will have a Contacts tab a�er the Personal tab.

https://content.linq.com/V6/PR/Content/Content/Employee%20Contacts%20Tab.htm
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Check one or more selec�ons from the Race list. At least one is required.
UID is display only. UID’s are imported in State Specific: UID Export/Import.

Employee picture is uploaded from the Notes tab.

 

DIRECT	DEPOSIT
Only fill out this sec�on if the employee has Direct Deposit.

Click the green plus to add a row for adding a bank.
Select a bank for Direct Deposit from the Bank Name list. The Bank Name(s) and Rou�ng Number(s) are
set up under Administra�on: Direct Deposit Bank Setup.
Enter the employee’s bank account number in the Account Number field.
Select Checking or Savings from the Account Type dropdown list.
The Validated column is checked by default. Uncheck if this employee needs to be pre-noted for the ACH
file. Preno�ng is recommended for the first direct deposit check the employee receives, or if the
employee changes their direct deposit informa�on. If pre-noted, the employee will receive a physical
check, and the bank will receive the ACH informa�on in a preliminary format.
Select Percent or Amount from the Type dropdown list.
Enter the percentage or amount for this bank account in the Percent /Amount field.

Direct deposits can be split among mul�ple banks:
Deposits are made based on the order the banks are listed on the screen.
It starts from the bo�om of the list, and the goes to the top. The order of the banks can be
changed with the up and down arrows.
If the amount being paid does not match the alloca�ons, it adjusts the amount for the first
bank listed. In the example shown above, it will deposit 25% to the second bank listed, and
the rest would go to the first bank listed.

 

Click Save.

https://content.linq.com/V6/PR/Content/Content/UID_Export_Import.htm
https://content.linq.com/V6/PR/Content/Content/Direct_Deposit_Bank_Setup.htm
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Employee:	Contacts	Tab
This tab allows users to view Contact informa�on for any contact types entered on the Contact Type Setup
form in LINQ Human Resources.



10/23/2019 Employee: Jobs Tab

https://content.linq.com/V6/PR/Content/Home.htm#Employee Jobs Tab.htm 1/5

Employee:	Jobs	Tab
An employee can have mul�ple jobs and the jobs can be paid in the same, or different pay groups.
 
UPPER	GRID
This area shows all jobs for this employee.

The default is to show only Ac�ve jobs, but you may change the filter to show All Jobs, or Inac�ve Jobs.

The  bu�on moves unprocessed hours and/or absences from one job to another.

Inac�ve jobs that have unprocessed hours/absences will be available to select as a ‘Move From’ Job.

Click the  bu�on to open the grid for moving the unprocessed
hours/absences. NOTE: Any moved hours/absences will be paid at the rate of the new job.

The  bu�on will print a list of all the employee jobs currently displaying in the grid.

To add a new job, click the green plus and select a Job from the dropdown list in the pop-up window.
Then, complete the following form to add an employee job:
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SIDE	PANEL

The FLSA dropdown list will default to the se�ng set up in Job Setup, but can be changed here.
Select Pay Grade and Step from the Pay Grade and Pay Step dropdown lists. These two fields determine
the Payline Gross for this job and are from Job Setup.
Select the dates this job begins and ends from the Start/End Dates selector arrows or calendar.
Select the Calendar to be used for this employee’s job. It will default to the calendar selected in Job
Setup but can be changed here.
Select None, July/August, May/June or June/July from the Escrow Payout dropdown list. This
determines if an employee has escrow deduc�ons (also called Installment pay) and when they will be
paid out.

Escrow Payout usually applies only to employees with 10-month jobs.
Select NONE if the employee does not have escrow deduc�ons.

Select a pay group from the Pay Group dropdown list to determine when the employee gets paid for this
job.

If the Pay Group selec�on is disabled there is a pay period for this pay group that has been Saved
but not Finalized yet. The Pay Group cannot be changed while a pay period is in Save mode.

Enter 100% in the % Employed field if this is a full-�me posi�on.
Percent employed can be less than 100% for part-�me posi�ons.
Percent employed will be applied to Payline Gross for salary jobs only. It does not affect the pay
rate for hourly or daily jobs.
Percent employed is used in determining the amount of leave to accrue if this job is eligible.

Select ALLOW if voluntary deduc�ons should be taken for this job or NONE if voluntary deduc�ons do
not apply in the Deduc�ons dropdown list.
Enter the specific site for this Job in the Site text field.

This is used for filtering on TimeKeeper screens and for TimeKeeper: Alerts.
Select an op�on from the Responsibility dropdown list.

https://content.linq.com/V6/PR/Content/Content/Job_Setup.htm
https://content.linq.com/V6/PR/Content/Content/Job_Setup.htm
https://content.linq.com/V6/PR/Content/Content/Job_Setup.htm
https://content.linq.com/V6/PR/Content/Content/Alerts_Setup.htm
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Check TK Clock In/TK Clock Out if the employee should be clocking in/out from Timekeeper on this job.
You may have TK Clock In checked without requiring TK Clock Out if you just want to record the
employee was in a�endance and not track their actual hours worked.
Check the Set as Primary Job box if this job will be considered the employee’s main job. The Primary Job
is occasionally used in calcula�ons when the employee has mul�ple jobs.
Enter a value in Lunch if you want Timekeeper to automa�cally deduct those minutes from this
employee’s hours worked each day. If the employee is clocking in/out for lunch you do not need a value
in this field.

 

ACCOUNT	SECTION
Each job can be charged to one or more account codes. If mul�ple accounts are used for one job, the Payline
Gross amount will be split according to the percent entered here.

Click the green plus bu�on to add a new account row.
Enter the expense account code in the Account Number field. It must be a valid payroll account in Fund
Management.
Enter the percentage of this Job’s Payline Gross for this account number in the Percentage field. If a job is
split into mul�ple accounts, the total account percentages must equal 100%.

 Account Percentage is different from the Percent Employed. Account Percentage applies
a�er the Percent Employed has been applied to the Payline Gross. The Account Percentage needs
to add up to 100%, regardless of what the Percent Employed is.

Example: If Payline Gross is $4000 and Percent Employed is 75%, the adjusted Payline Gross is
$3000 (not on installments). If the en�re $3000 goes to one account, the Account Percentage would
be 100%. If it is split among mul�ple accounts, the total must add up to 100%.

Enter a number in the Posi�on # field that iden�fies the posi�on this job fills. It is a user-defined number
but must be unique. This is op�onal.

For LINQ Human Resource customers it must be a valid Posi�on # in Human Resources: Posi�ons
or blank. When you complete a staff ac�on to assign the posi�on to an employee, and it is
accepted in Payroll, the Posi�on # will populate.

 
SUPPLEMENTS	TAB
This sec�on lists all the supplements allowed for this job in Administra�on: Job Setup. It defaults to match Job
Setup, but you may select/unselect supplements as needed for this employee job.

https://content.linq.com/V6/PR/Content/Content/Job_Setup.htm
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MATCHING	TAB
This sec�on lists the Deduc�ons that have Employer Matching and shows the default Account Numbers that
will be used for thejob’s account based on the templates defined under Administra�on: Deduc�on/Matching
Setup.

On this tab, you can:
Change the Account Number if you want to use a different one for this job.
If the Account Number is blank, the account specified in the template is not valid and you will need
to select a valid account.
Voluntary deduc�ons with employer matching will only be displayed if Allow Deduc�ons is
checked.

Reset Accounts applies the deduc�on templates to the job account code. This is helpful if the job’s
account code was changed and you would like to reset all the deduc�ons to follow the new account
code. May also be used if a new account code was added to Fund Management while screen is open.
Reset Accounts will refresh the account list and recognize the new account.

 

LONGEVITY	TAB
This shows all the Longevity/Supplemental items that are associated with this job and the account code the
supplement will use.

On this tab, you can:

https://content.linq.com/V6/PR/Content/Content/Deductions_Matching_Setup.htm
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The account is defaulted according to the template set up in Adminstra�on:
Longevity/Supplemental Setup but you can change the Account Numbers here if you want to
charge the expenses to different account codes.
All account codes must be valid to save the Employee: Job se�ngs.

 
SUBJECT	TO

Check all of the Tax items that apply to this Employee Job. Uncheck any items where this job is exempt.
A warning message will appear if the Federal withholding, State withholding, State Re�rement,
Medicare, or Social Security boxes are not checked.

 

LEAVE

Check the Leave types that accrue for this Employee Job.

Click Save.

https://content.linq.com/V6/PR/Content/Content/Longevity_Supplemental_Pay.htm
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Employee:	Deductions	Tab
This sec�on lists the voluntary deduc�ons for this employee. These deduc�ons, if ac�ve, will apply to all the
Employee’s Jobs that are set to Allow Deduc�ons.

Click the green plus to add a row with a new deduc�on.
Check the Enable box if the deduc�on is currently enabled. Unchecking the box allows you to temporarily
disable a deduc�on without dele�ng it.
Select a deduc�on name from the Deduc�on Name dropdown list (from Deduc�ons/Matching Setup,
Sec�on 2.10).

NOTE: Regular tax deduc�ons such as State and Federal withholding and Social Security do not need to be
entered on this screen. They will be applied automa�cally based on the Subject To se�ngs on the
Employees: Job tab.

The Standard field is read-only. If it is checked, the deduc�on amount or percent is the same for
everyone. If it is unchecked, you will need to enter an Amount or Percentage.
Select the dates to start and end the deduc�on in the Start/End Dates fields.
Enter the maximum amount to be deducted in the Balance Amount/Remaining fields. The amount is the
original Balance Amount. The Remaining Balance amount is updated each �me the deduc�on is withheld
from the employee’s check. The deduc�on will be stopped when the limit is reached. This is op�onal.
Enter the Amount or Percentage to be deducted per check in the Amount or Percentage fields. One of
these is required if the deduc�on is not checked Standard.
Check the Apply to Net Pay box if you would the like the deduc�on percentage to be calculated against
the employee’s net pay, instead of their gross pay.

Click Save.

https://content.linq.com/V6/PR/Content/Content/Deductions_Matching_Setup.htm
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Employee:	Retirement	Tab
The informa�on entered on this tab will be used when repor�ng this employee’s re�rement earnings and
contribu�ons in the State Re�rement (ORBIT) file. Informa�on is only required for employees par�cipa�ng in
the State Re�rement program.

This tab must be filled in, with the excep�on of the State Re�rement Number, for the ORBIT file to report any
informa�on for this employee.

The State Re�rement Number is used to iden�fy this employee in the State Re�rement System. North
Carolina users do not need to enter the employee’s State Re�rement Number. It will be supplied by
ORBIT when you run State Specific: Orbit File: Import Re�rement Numbers.
Select the plan code for this employee from the Plan Code dropdown list.
Select the re�rement job class for this employee from the Job Class dropdown list.
Select the code and dates that apply from the Contract dropdown list.

Tip: ORBIT users will want to consider using their first pay period start date and final pay period
end date as a guideline for contract dates to ensure the employee gets full service credit.

Select the reason from the Excluded from file reason dropdown list. If the employee is s�ll employed
with your district, but did not receive any payment during the month, ORBIT needs to know why the
employee did not receive a check.

If Terminated is selected, ensure the employee’s status has been changed to Terminated and a
termina�on date and reason has been entered. This field is op�onal.

 

Click Save.

https://content.linq.com/V6/PR/Content/Content/Orbit_File.htm


10/23/2019 Employee: Tax Tab

https://content.linq.com/V6/PR/Content/Home.htm#Employee Tax Tab.htm%3FTocPath%3DManage%7CEmployees%7C_____6 1/1

Employee:	Tax	Tab
This Informa�on is required before a check can be processed for this employee.

FEDERAL

Select the Status, number of Exemp�ons from the dropdown lists and the Add-On amount (if applicable)
based on the employee’s W4 form.
Select an EIC Code from the dropdown list ONLY if this employee qualifies for Advance Earned Income
Credit.

 

STATE

Select the State, Status, number of Exemp�ons from the dropdown lists and the Add-On amount (if
applicable) based on employees’ state tax withholding form.

NOTE: Add-Ons are considered a Voluntary Deduc�on; therefore, it will only be taken if the job is set to
allow deduc�ons.

 

Click Save.
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Employee:	Dates	of	Service	Tab
Employee Dates of Service calculates the employee’s length of service for Longevity pay and Leave Accrual.

The  bu�on will print a list of all the informa�on currently displaying in the grid.

Select the month the employee qualifies for Longevity pay from the Longevity Month dropdown list.
Click the green plus to add a new row. You can set up mul�ple rows to enter non-con�nuous service
dates.
Enter the From/To service dates in the grid by either clicking the field once, and selec�ng the arrow that
displays a calendar or by double-clicking the field to manually enter the dates. The To date is only entered
for non-ac�ve rows. The Years and Months will be calculated automa�cally.
Checking the Ac�ve box automa�cally updates the To date with today’s date. Only one row can be
marked as Ac�ve and that row’s To date will always be the current date.
If Longevity applies for this employee (based on Total Service Years/Months), the applicable rate will be
displayed and the Longevity Month will be required.



10/23/2019 Employee: Notes Tab

https://content.linq.com/V6/PR/Content/Home.htm#Employee Notes Tab.htm%3FTocPath%3DManage%7CEmployees%7C_____8 1/1

Employee:	Notes	Tab
This sec�on allows you to add the Employee picture as well as other notes and images.

Click the green plus bu�on to add a row for the Employee Picture, which is displayed on the Personal tab.
Click A�ach Image and browse to the loca�on of the employee picture. You can include an op�onal note
by clicking in the large blank area at the bo�om.
Check Employee Picture box to indicate this is the employee’s picture and click Save.
To add notes, click the green plus bu�on to add a row.
Click in the bo�om text box to enter text.
To add an image such as a scanned copy of a cer�ficate, click A�ach Image and browse to the loca�on of
the image.

Click Save.

https://content.linq.com/V6/PR/Content/Content/Employee%20Personal%20Tab.htm
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Employee:	Leave	Tab
Employee Leave displays the employee’s leave records. Leave Adjustments can also be made in this sec�on.

The  bu�on will print a list of all the informa�on currently displaying in the grid.

LEAVE	SUMMARY	(UPPER	GRID)
This grid displays a summary, by Fiscal year, for each Leave Type: Begin balance date, Leave Earned and Leave
Used, Adjustments, and ending Balance. Accrual Rate for each leave type is also displayed. The screen defaults
to the current fiscal year, but the filter may be changed to any year or all years.

 

LEAVE	DETAIL	(LOWER	GRID)

Details for a Leave Type are shown here.
Leave Accruals from payroll are shown with record type ACCRUAL.
Absences from payroll entries are shown with record type ABSENCE and the Absence Code (Short
Descrip�on) that was used.

To enter leave adjustments:

Select the row to be adjusted in the upper grid, and click the green plus to add a row here.
Enter the Date and number of Hours (posi�ve or nega�ve) to be adjusted. Notes are recommended but
not required.

NOTE: Leave adjustments can be deleted but Accruals and Absences cannot be deleted from this screen.

Click Save.
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Employee:	Checks	and	Earnings	Tab
Employee Checks and Earnings display the employee’s Calendar Year-To-Date totals and check details.

Select a year from the Calendar Year dropdown list to display results for that year.
Select a year from the Escrow Year dropdown list to display results for that year.

 

YEAR	TO	DATE	CUMULATIVE	TOTALS	(UPPER	GRID)
The Actual row displays the Calendar Year To Date earnings and taxes, and the current Escrow balance from all
Finalized payrolls. The Adjust row displays the sum of all adjustments made during the calendar year. The Total
row calculates all of the column totals.

 

ADJUSTMENTS
There are four types of adjustments that can be made to the employee’s check history.

NOTE: Please do these with extreme cau�on. They are unedited adjustments that affect the employee’s history
and your reports, including Payroll Trial Balance, 941, SUTA, ORBIT (if applicable), and W2’s.

The Adjustment bu�ons will not be ac�ve un�l the user has the security preference in System
Management set up.
Adjustments do NOT interface with Fund Management or DPI.
Please contact the LINQ Support before proceeding if you are not familiar with this op�on.

 

Click the Adjust Earnings bu�on  to make unedited changes to the employee’s
earnings, withholdings and Employer matching associated with the earnings.
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 Select the Employee Job to be adjusted from the dropdown list.
 Select the Effec�ve Date for this adjustment. Effec�ve date defaults to today’s date but can be
changed as needed.
Enter the amount of adjustment next to the earnings being adjusted. If the withholding or
employer matching amount associated with the earnings needs to be adjusted, enter that amount
in the Withheld and Employer fields.

Only enter amounts in the fields you need to adjust. You may adjust earnings without
adjus�ng withholdings and vice versa.
Adjustment amounts may be posi�ve (to increase earnings or withholdings) or nega�ve (to
reduce earnings or withholdings).

Click Save.

Click the Adjust Deduc�ons bu�on  to make unedited changes to the employee’s
deduc�ons.

Select the employee job from the Employee Job.
Select the Effec�ve Date for this adjustment. Effec�ve date defaults to today’s date but can be
changed.
Select the Deduc�on to be adjusted.
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If you are adjus�ng the amount withheld for the Employee’s por�on, enter the adjustment
next to Employee.
If you are adjus�ng the Employer’s matching amount, enter the adjustment amount next to
Employer.
These amounts may be posi�ve (to increase the deduc�on) or nega�ve (to reduce the
deduc�on).
You may adjust one without adjus�ng the other.

Click Save.

Click the Adjust Escrow bu�on  to makes unedited changes to the employee’s
escrow balance. You may use this feature to move escrow from one account code to another.

 This adjustment only affects Payroll. To keep Fund Management in sync, you will need to do an
Escrow (ES) journal entry to move the monies to the new codes. Also keep in mind the effect changing
codes may have on the matching FICA and RETIRE and adjust Fund Management accordingly.

Select the employee’s job for the escrow adjustment in the Employee Job field.
Select the escrow year from the Escrow Year dropdown list.
Enter the Budget Code affected by this escrow adjustment in the Budget Code field.
Enter the amount you want to adjust the escrow in the Amount field.

Posi�ve will increase the escrow amount; nega�ve will decrease the escrow amount.

NOTE: You cannot make the escrow balance for an account less than zero. When you enter the
budget code, the current amount of escrow for that account will display. You may enter a nega�ve
adjustment up to that amount, but not more.

 You may need to make two escrow adjustments (one posi�ve, and one nega�ve) if you are
moving the escrow from one account to another.

Click Save.
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Click the Non-Cash bu�on  to set up a non-cash benefit.

Select the employee’s job for the non-cash benefit in the Employee Job field.

Select a date from the Effec�ve Date field.
Enter the salary expense code in the Budget Code field.
Enter the amount in the Amount field.
The amount will be added to the employee’s Social Security and Medicare earnings. Journal
entries and invoices will be generated in Fund Management for the employer’s matching expense.

NOTE: The employer’s matching account template for Social Security and Medicare will be applied
to the account entered. Only local accounts may be entered.

 

CHECKS/DIRECT	DEPOSIT	(LOWER	GRID)
Checks/Direct Deposits displays the checks this employee has received.

To view check details, highlight the row and click Print Check Copy to see a preview of the check or Print
Account Detail to see the account codes associated with the check.
Clicking Accounts in the grid opens a quick view of the salary account breakdown for the selected check.
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Employee:	PPACA	Tab
The PPACA tab is for se�ng up the Pa�ent Protec�on and Affordable Care Act (PPACA) selec�ons for each
employee.

Check the Elect to receive PPACA no�fica�ons electronically box for this employee if they chose to
receive no�fica�ons for PPACA electronically.
Select Eligible, Ineligible, Variable or Declined from the PPACA Status dropdown list.

This is the employee’s PPACA status.

 

ELIGIBILITY	PERIOD

Select Use Common Period or Use Specific Period.
If Use Common Period is selected, the common period established by PPACA will be used.
If Use Specific Period is selected, select dates from the Begin and End fields.
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Employee:	Document	Cabinet
Document Cabinet allows the user to add documents to an employee.

 

UPPER	GRID
This displays all the documents currently a�ached to this record.

Select any record to display more details below. Any comments along with whom and when the
document was added to this record will display.

 

BUTTONS

Click Upload New to add a new document that has been saved on your computer.
You will not be able to upload anything to Document Cabinet un�l required informa�on has been
saved.
File Name can be changed and Comments added as needed.

Click Scan New to scan and add a new document directly to this record.
Select a scanner from the list of available scanners in the top box.
Uncheck the Hide Scanner Window box to see more advance op�ons for your scanner.
Use the op�ons in Image Processing to adjust the quality of the scan.
Click Scan from Platen Glass or Scan from Automa�c Document Feeder depending on the type of
scanner you are using. When the scan is complete, a preview of the document will show on the
right side.
Click Finish when you are ready to a�ach the scanned document. The document will be saved in
the document cabinet as a PDF.
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To remove a document, highlight the document in the grid and click Remove.
Click View to view an exis�ng document. The document will open in read-only status.
Click Export to export a document out of LINQ. A browse box to select where to save the document will
appear. Select loca�on to export the document and Save.

Click Share to share documents with LINQ Human Resources.

The documents available for sharing will appear in the grid. Check the document(s) to be shared,
and select a des�na�on to share to in the lower grid.

Click Share.

 

DETAILS	SECTION
This sec�on displays the File Name and Type, when it was uploaded and by whom.

Enter any comments about the document in the Comments text box.
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Employee:	Local	Use	Fields	Tab
The Local Use Fields are set up in the Local Use Fields Setup form and can be entered here

Enter the Field Name and Field Value for the fields that where created.

https://content.linq.com/V6/PR/Content/Content/Local%20Use%20Fields%20Setup.htm
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Employee:	Licensure	Tab
If permissions are granted in System Management: Security: User Group Setup, this tab will display what is in
the Employees: Manage: Licensure tab in LINQ Human Resources.
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Absences
The Absences sec�on is for entering employee absences.

This informa�on is used to update leave balances and calculate pay deduc�ons for absences. You may a�ach a
sub to an absence record, if applicable.

 
Absences	Form
Complete the following form to add an absence:

FILTER	BY
Filter By allows you to filter the records to be displayed. Records are primarily filtered by the Pay Group
dropdown list, but the search can be narrowed further by selec�ng from the Job and Site Loca�on filters. You
can also search for an individual record by clicking on a column heading in the upper grid to change the Search
by field at the top.

The default is to show Ac�ve Jobs Only but can be unchecked to display all jobs.

 

UPPER	GRID
The upper grid displays all the employees in the selected pay group.

Select an Employee to enter/view/modify absences by clicking on a name.
Leave/Balance sec�on shows the current leave balances for the highlighted employee and are updated
instantly as absences are entered or deleted.
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LOWER	GRID

Change the selec�on from Unprocessed to Processed to view Historical absences. These absences
cannot be modified or deleted since they were included in the employee’s pay check.
Select a Fiscal Year from the dropdown list or date range from the From/To calendars to view specific
results.
Click Filter.
Click the green plus to add an absence.

When a new row is added, the lower grid switches to this view:

Select the Pay Period that this absence is to be recorded with from the Pay Period dropdown list. The
dropdown will list all open Pay Periods. The absence dates do NOT have to be within the Pay Period
dates.

Check the Subs�tute box if you want to add a Subs�tute to an absence.

Select a Reason and Absence code from the dropdown list. The dropdown will list all the absence codes
associated with this job’s leave types, along with any codes not associated with a leave type.

Select the Absence date or date range using the Calendar(s). To select a range of dates, click on the first
day and hold down the Shi� key while clicking on the end date. The absence date does not have to be
within the selected pay period, but it must be within the Start/End dates for the Employee Job.

Absences can be entered on any day (bold or not). Bold dates are:
Current Keyed absences
Weekends
Dates with an event on the calendar for the employee’s job

The Total Hours default value displays based on the Hours Per Day in Job Setup and % Employed for this
job.

Always enter the actual number of absence hours for the job, even if the percent employed is
other than 100%.
For mul�ple jobs, enter the number of hours absent at each job.
If you are only entering one day’s absence, you can change the number of hours.
If mul�ple days are selected, the hours are calculated automa�cally and cannot be changed on this
screen. However, can be adjusted on the grid that displays all the absences for this employee.

Click Apply. A grid displaying all the absences for this employee appears:
From this grid, you may change the Absent Date, Absent Reason, add a Note, or adjust the Hours.
You can also add or edit the Sub.
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You cannot change the Pay Period this absence is �ed to. If the Pay Period needs to be changed,
you will have to delete the Absence and enter it in the correct Pay Period.

Click Save.

 Absences create entries in Hours Worked. If you delete an absence record, make sure the associated
Hours record also gets deleted.

 

Entering	Substitutes	Along	with	Absences
Click Add to enter a daily paid Subs�tute to an absence a�er the absence was entered.
Click Edit to change or delete the sub from the absence record.

Subs�tutes can also be entered under Other Pay if it is not a�ached it to an absence.
Subs must have a job with a Daily rate of pay and a Responsibility code for DPI.
The Sub will be paid with the Absentee’s group if they are a�ached to the absence.

A screen for entering a Subs�tute on the absence appears, Search by defaults to Last Name, First Name:

Select the Subs�tute from the list of employees. The list will only include employees with jobs based on
daily pay rate.

Accounts

TheSub Code Templatedefaults to the sub’s budget code when addingan absence with a sub.You may s�ll
override the account as needed.

The Absentee’s job account code(s) are displayed on the le� side of the form for reference.

The sub’s account(s), listed on the right side, is defaulted using the account template on the absence
code selected applied to the absentee’s account code. You can change the sub’s account code or
add/remove addi�onal codes if needed. The percentages do not have to match the absentee’s
percentage.
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A sub can be split to mul�ple accounts even if the absentee is not and vice versa, as long as the total %
adds up to 100.

When you edit an absence imported from AESOP, if the sub’s account is not valid, the sub’s rate and
hours willnot show un�l a valid account has been entered.

Subs�tute Pay Hours
The Subs�tute Pay hours will default to the absence hours. These may be adjusted as needed.

Example:If a Teacher is absent for two hours of their normal eight (8) hour day but are required to pay the
sub for a ½ day, you will need to change the sub hours to 4.00 hours, otherwise the sub will be paid for
two hours of an eight (8) hour day (¼ of a day).

Subs�tute Pay Daily Rate

The Subs�tute Pay Daily Rate is defaulted from the Subs�tute’s Job. You can override it as needed.

Keep in mind this is the rate the sub will be paid if it is a full day’s absence, not necessarily what
the sub will be paid if they worked less than a full day. The por�on of a day the sub is being paid for
will be applied to this rate during Calculate Payroll.

 

Click Apply to return to the main Absence screen.

To delete the sub a�ached to an absence record, click Remove from this screen.
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Other	Pay
Other Pay is for entering other pay that is not covered by Salary or Hourly posi�ons. Examples are
Miscellaneous pay, Leave Payouts, and Prior Period adjustments.

In Other Pay, you can also view and edit pending Supplemental pay, Deduc�on Refunds and Absence Refunds
on this screen.

NOTE:There is a security op�on in System Management: User Group Setup to allow a user to be able to ONLY
enter subs�tute pay. They must have this preference set along with security to Other Pay. When they enter
Other Pay, they will only be given access to Daily jobs and the only Other Pay type op�on available will be
Subs�tute.

 

Other	Pay	Form
Complete the following form to add other pay:

 

FILTER	BY

Filter By allows you to filter the records to be displayed. This can be filtered by the Pay Group the Employee’s
job is in, or the Pay Group the employee’s Other Pay Item is entered in.

If Employee is selected, the search can be narrowed further by selec�ng from the Pay Group, Job and Site
Loca�on filters.
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If Other Pay Item is selected, the search can be narrowed further by selec�ng from the Pay Group and then
Type of Other Pay. Op�ons may include:

You can also search for an individual record by clicking on a column heading in the upper grid to change the
Search by field at the top.

Check the Ac�ve Jobs Only box to display all employees with Ac�ve jobs in the grid.

 

UPPER	GRID

Highlight the employee’s name to be updated in the upper grid.
Click the green plus bu�on to add an Other Pay item.

 

LOWER	PANEL
When the green plus is clicked to add an item, or  is clicked to update an exis�ng item, the lower panel
changes. The Account Numbers cannot be modified from the main grid to allow the employer matching
account numbers to get updated when the account number changes..

Select any Pay Group for processing Other Pay from the Pay Group dropdown list.
It does not have to be the employee’s regular pay group.

Select any open Pay Period for the Other Pay from the Pay Period dropdown list.
Select the type of Other Pay to be received from the Type dropdown list. The dropdown always lists
Miscellaneous, Prior Year, and Prior Period as op�ons. In addi�on, the dropdown lists all Leave Types
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the employee is eligible for when Payout is checked on the Leave Setup screen.
If Miscellaneous is selected, a Descrip�on text box appears. Enter a Descrip�on.

Escrow becomes an op�on if the employee is eligible.
When entering an Escrow Payoff, the Account # text field is inac�ve and the Amount text
field is automa�cally populated. Addi�onally, the Employee Matching and Subject To box is
inac�ve and read-only. Calculate Payroll will pay the escrow out according to the accounts
the escrow was accrued under.
See sec�ons below for more details on Escrow and Leave calcula�ons.

If the selected employee has a job with a Daily pay rate, pay type SUBSTITUTE will be listed. NOTE:
Subs�tute can also be entered, along with an absence. See Entering Subs�tutes Along with
Absences.
When entering a Subs�tute Other Pay type, the account code and amount from the employee’s
job will default along with Number of Days to 1. Account, Amount, and Number of Days may be
changed as needed.

If the Number of Days is changed, you will be asked if you want to recalculate the Amount.
Select Yes to update the Amount of the daily rate mul�plied the number of days
entered.
Select No for the amount to remain as is.

If Subs�tute is selected, a Descrip�on text box appears. The Descrip�on entered will appear
on the subs�tutes check.

Enter the Account Number for the Other Pay in the Account # field. It must be a valid Payroll account.
Enter the total amount of the Other Pay in the Amount field. It can be posi�ve or nega�ve.

Leave and Escrow Payoff amounts are calculated automa�cally but can be changed if necessary.
If Leave Payout is entered, Leave balance is reduced by the amount entered immediately when
Other Pay is saved.

Enter the number of days for the Other Pay in the Number of Days field. It allows up to two (2) decimal
places. This is required for Subs�tutes and Leave Payout but op�onal for Other Pay types.
Select one of the following from the Tax Method dropdown list:

With Regular Check (calculates the same as the regular paycheck)
Supplemental Earning (uses the supplemental rates from the tax tables)
Without Regular Check (calculates from tax tables as if this is the only check received)
None (no taxes withheld)

Check the Allow Deduc�ons box for the op�on to have voluntary deduc�ons applied to an Other Pay
op�on.
If the Escrow box is checked, escrow will be withheld from the prior period adjustment. If the escrow box
is unchecked, the employee will receive the full amount of this prior period adjustment in the period
being processed.

 

RULES	TO	HELP	PREVENT	COMPLIANCE	EDITS

https://content.linq.com/V6/PR/Content/Content/Escrow%20Payoff%20from%20Other%20Pay.htm
https://content.linq.com/V6/PR/Content/Content/Leave%20Payout%20Calculations.htm
https://content.linq.com/V6/PR/Content/Content/Absences.htm
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You cannot use object code = 185 or 188 with pay type = Miscellaneous. You must select a Leave Payout
for Type when using those object codes.
You cannot use object code = 162, 163, 165, 166, or 167 with pay type = Miscellaneous. You must select
Type = Subs�tute when using one of those object codes.
If you use object code = 111-118, 121, 123-135 and Type = Miscellaneous you will receive a warning
message reminding you this could cause a compliance edit at DPI.

 

ADDING	OTHER	PAY	GRID

Employee Matching

Account numbers are filled in automa�cally based on the employee’s primary job se�ngs in the
Employer Matching grid, but can be revised.

If an account number is blank, the expected account number (based on the deduc�on template) is
not valid for the date, does not exist, or not marked as a Payroll account.
You will need to select a different account or correct the invalid account in Fund Management:
Manage Accounts. NOTE: Employer Matching Accounts are no longer required to save an Other
Pay item when the Allow Deduc�ons box is checked. If the account is le� blank, and the employee
has that deduc�on, CalcPR will give a Valida�on Error when saved.

Subject To

The se�ngs from the Employee’s primary job will be pre-checked in the Subject To grid but can be
revised if necessary.

Notes

Any notes for this pay can be entered here.



10/23/2019 Other Pay

https://content.linq.com/V6/PR/Content/Home.htm#Other_Pay.htm%3FTocPath%3DInput%7COther%2520Pay%7C_____0 5/5

 

Click Apply to display the Other Pay record in the lower grid.

Click the greenplus bu�on to add another Other Pay record for this employee.

Click Save to save the Other Pay records.

Other Pay items can be Deleted by highligh�ng the record in the lower grid and clicking the red
minus bu�on.
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Absence	Input	Report
Absence Input Report provides a report of all absences entered, including subs�tute informa�on if a�ached, in
a specific Pay Group Pay Period. Each user will only see employees at sites that they have permissions to in
LINQ.

Allows the user to verify the data before payroll is processed.

Absence	Input	Report	Form
Complete the following form to produce an absence input report:

FILTER	BY

Select a Pay Group from the Pay Group dropdown list.
Select a Pay Period from the Pay Period dropdown list.
Select a Site from the Sites dropdown list.

 

ORDER	BY

Select Site, Employee Number or Site, Employee Name from the Order By sec�on.

Click Print.

 

SAMPLE	ABSENCE	INPUT	REPORT
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Absence	Input	Report
Absence Input Report provides a report of all absences entered, including subs�tute informa�on if a�ached, in
a specific Pay Group Pay Period. Each user will only see employees at sites that they have permissions to in
LINQ.

Allows the user to verify the data before payroll is processed.

Absence	Input	Report	Form
Complete the following form to produce an absence input report:

FILTER	BY

Select a Pay Group from the Pay Group dropdown list.
Select a Pay Period from the Pay Period dropdown list.
Select a Site from the Sites dropdown list.

 

ORDER	BY

Select Site, Employee Number or Site, Employee Name from the Order By sec�on.

Click Print.

 

SAMPLE	ABSENCE	INPUT	REPORT
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Leave	Balance	Report
The Leave Balance Report displays all leave balances for all or ac�ve only employees at a site. 

 

Leave	Balance	Report	Form
Complete the following form to produce the leave balance report:

Select a site or mul�ple site from the Primary Sites grid. Check the box at the top of the column to Select
All sites.
Check the leave types to be shown on the report from the Leave Types grid. Check the box at the top of
the column to Select All leave types.
Select a date from the Leave Balance As Of field.
Select All Employees or Ac�ve Employees Only; All Employees will include inac�ve employees.
Check the Only Show Leave with Nega�ve Balance box to only display leave types with nega�ve
balances on the report.
Check the Summary Only box to display only a summary of the leave balances.

Click Print.

 

SAMPLE	LEAVE	BALANCE	REPORT
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Other	Pay	Report
The Other Pay Report displays all leave balances for all or ac�ve only employees at a site. 

 

Other	Pay	Report	Form
Complete the following form to produce the other pay report:

FILTER	BY

Select a group from the Pay Group dropdown list.
Select to view Open or Closed Periods,and then select a pay period from the Pay Period dropdown list.

Or,
Select a Date Range from the From and To fields.
Select a site from the Site dropdown list.
Select the type of other pay you want to report on from the Other Pay Type dropdown list.
Select a user from the User dropdown list.

 

SORT	BY

Select Employee Name or by Other Pay Type in the Sort By sec�on.

Click Print.
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SAMPLE	OTHER	PAY	REPORT
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Substitute	Listing	Report
The Subs�tute Lis�ng report shows informa�on for Subs�tute pay a�ached to an absence for the selected open
pay group/pay period.

This report can be used to review the data before comple�ng the payroll processing.

Substitute	Listing	Report
Complete the following form to produce a subs�tute lis�ng report:

FILTER	BY

Select a group from the Pay Group dropdown list.
Select Open Periods or Closed Periods.

Select a pay period from the Pay Period dropdown list.
Or,
Enter a Date Range in the From and To fields.
Select a site from the Site dropdown list.
Check the Print for One Employee/Sub box if you want to print the report for only one employee.

Then select Subs�tute or Employee.
Then enter the employee’s Last Name in the Employee field.
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SORT	BY

Check the Sort by Site box if you would like the report to be first.
Select Subs�tute or Employee in the Sort by box.

All subs a�ached to an absence will print on the Sub Lis�ng Report even if they do not have a valid
account code entered. Any sub without a valid account will NOT be paid un�l the account is
corrected.
When Employee is selected, the Employee’s Account Code will display on the report.

Click Print.
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Manage	Time	Sheets
This is where you manage employees’ TimeKeeper Web �me sheets. Time can be viewed, added, adjusted,
approved, and deleted from this screen.

Manage	Time	Sheets	Form
Use the following form to manage �me sheets:

FILTER	BY

Filter the �me sheets by any combina�on of Date Range, Site, Job, or Employee.
Select to see Unapproved, Employee Approved Only, Admin Approved Only, or All.
Click Refresh.

Once you click Refresh, the employee �me records matching your selec�on criteria will display in
the grid. It is sorted by Employee, Job, and Date. There is a weekly total for each employee job.
The grid displays the results by sum of hours by week.

If the �me record came through TimeKeeper Web, a Time In and Time Out (if applicable to that
employee job) will be displayed. If the record was entered or corrected through Hours Worked, Time In
and Time Out will be blank. Only Hours will be displayed. An asterisk (*) next to a �me record indicates it
was created by the Calendar.

 Use cau�on with Filter selec�ons. The broader your selec�on, the more �me it will take to process. Try to
narrow down as much as possible before clicking Refresh. If your selec�on is large, you will receive a warning
similar to the figure below. This is just a warning. You can click OK to con�nue as selected, or click Cancel to
change your filters to a smaller selec�on.

https://content.linq.com/V6/PR/Content/Content/Hours_Worked.htm
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EXPAND/COLLAPSE	OPTIONS

In addi�on to being able to expand each employee individually, there are three expand/collapse op�ons
to the le� of the Name column in the grid to expand/collapse all employees in grid.

The 1 lists the employees’ hours for the period selected in a collapsed view (default view).

The 2 lists the employees and their weekly �me sheets with their sum of hours.
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The * lists the employees, their weekly sums of hours, and the daily detailed of their hours for each
week.

 

Users can change the Job Descrip�on here if the employee has mul�ple jobs. Click on the job
descrip�on to view dropdown a list of ac�ve jobs available for selec�on.

Select a different Job Descrip�on for the employee.
Click Save.
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Manage	Requests
Employees enter Requests through the Timekeeper Web module. Manage Requests is used to view and
manage employee requests from TimeKeeper.

Absences entered through the op�on in the Employee Time Keeper Web, called ‘Out of District Workshop
Requests’, will display here for approval, and adding of a sub if needed.

Users can create mul�ple absences on the same day if the combined hours of the absences do not exceed the
normal hours of the job.

Manage	Requests	Form
Complete the following form to manage exis�ng requests:

 

FILTER	BY
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Select ALL or a specific Type from the Request Type dropdown list.
Select ALL or a specific Type from the Site dropdown list.

 

DATE	RANGE

Select an Actual Date range or a Request Date range and then enter your From and To dates.

Or,

Check to view All Dates from the Date Range sec�on.

 
STATUS

Select All, Authorized, Pending, Pending (Approved) or Declined from the Status sec�on.
The op�on Pending (Approved) allows the user to Approve requests before they get updated.
Security in System Management will have to be updated to allow approval of requests.

Click Refresh.

 
GRID
Displays the employees with requests based on filters.

Enter an Employee # in the Search by field to search for a single employee.

 

EMPLOYEE	REQUEST	SECTION
This box displays the request made by the employee and the text field displays the employee’s pay rate.
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Click the  bu�on to view and edit �mesheet.

Click the  bu�on to view the employee’s informa�on in Manage: Employees.

Click the  bu�on to view and edit the employee’s absences in Input: Absences.

 

RESPONSE	SECTION

Enter a Response to the request in the box; this is op�onal.
An Administrator can select Authorize\Approve or Decline for the request.

 
ADDITIONAL	BUTTONS

Click Print to print a report of all the requests in the grid. Once you click Print, a message appears:

Uncheck Include Request Detail if you do want the details of the request to print in the report.
Click Print to generate the PDF of the report to print.

Click Delete to delete a System Automated request. Non-system automated requests cannot be deleted.

Click Close when completed.
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Attendance	Report
The A�endance Report is used as a record of a�endance and is not intended for use as a �me sheet.

Provides a report of who clocked in for the specified date range. Lists the Employee, Date, Job, and Site the
employee was clocked in on.

Attendance	Report	Form
Complete the following form to print an a�endance report:

Select a Date Range from the From: and To: arrow selectors or calendars.
Select a specific Site or leave it set to ALL in the Site dropdown list.
Select a specific Job or leave it set to ALL from the Job dropdown list.
Select either A�endance Report or Not Checked In Report.

A�endance Report displays employees who have clocked in for the �me period selected.
Not Clocked In Report displays employees who missed clock in for the �me period selected.

Select either Clock In Only or Clock In and Out.
Clock In Only shows jobs that are required only to clock in
Clock In and Out shows jobs that are required to clock in and out.

Select a Sort by op�on from the Sort by dropdown list.

Click Print.

 

SAMPLE	ATTENDANCE	REPORT
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Time	Sheet	Report
The Time Sheet Report lists employee �me sheets for all employees for a date range (or specific pay
group/period), or a specific employee’s �me sheet.

Time	Sheet	Report	Form
Complete the following form to produce a Time Sheet Report:

 

SELECTION

Select a Pay Group from the Pay Group dropdown list.
Select a site from the Site from the Site Selec�ons grid.

Mul�ple sites can be used by checking more than one box.
Select a job from the Job Selec�ons grid.

Mul�ple jobs can be used by checking more than one box.

Dates

Select a Pay Period from the Pay Period dropdown list.

Or,

Enter a date range in the Range From and To fields.

 
EMPLOYEE
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Enter an Employee # / Name in the respec�ve field.
Select Detail, Summary by Date, or Summary by Week from the Report Format dropdown list.
Check the Page break on Employee to insert a page break between employees.

Click Print to view the report.

 

SAMPLE	TIME	SHEET	REPORT

Hours for Employees that are not marked as Clocked in will display on the report.
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