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Objective
With Ascente version 4.2.4, a new feature was added to make timecard processing based on the entered Work Date,
verify that the correct Payroll Year is selected, and the timecards do not get posted to the wrong Payroll Year.

If you are not on Ascente release 4.2.4 or greater or don't see the Payroll Year option on the on the Ascente / Payroll /
Maintenance menu, please contact Mark Rice to schedule getting the latest version of the software installed.

Do you need to setup the Ascente — Payroll Year?

If you enter timecards in Ascente and process payroll checks in Traverse, this setup is required. YES

If you enter timecards in Ascente and DO NOT process payroll checks in Traverse, this setup is required, but the
payroll year end dates can all be set to 12/31. YES

If you do not enter timecards in Ascente, then this setup is not necessary. NO

Assumptions

You have adjusted your Ascente menu security settings so that all users needing access to the Ascente / Payroll /
Maintenance / Payroll Year program.

This is independent of the Traverse — Payroll Year that is created for you at the end of the year.

You can add records for the Ascente — Payroll Years many years in advance.

You will still need to do all other regular payroll yearend processing. This is an additional table that just needs to be
setup.

If you process payroll checks in Traverse, you need to know what the Last Work Date is for each payroll year before
you can do this setup.

You will see an error message in the Timecard program like this if the Payroll Year record has not been setup:

Timecard Entry Error

Warning -

0‘ Time cannot be entered until the Ascente Payroll Year 2020 is set up.

o |

Figure 1: This is the error you will receive if the required Ascente - Payroll Year has not been setup.
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Payroll Year Maintenance
You will use the Ascente / Payroll / Maintenance / Payroll Year program to add the Ascente — Payroll Year records:

Payroll Year:

Last Work Date:

Enter one record for each payroll year

If 12/29/19 is the last work date paid in the payroll year 2019, and 12/30/19 is considered
payroll for 2020, it would be setup this way. They need to have the current and next payroll
years defined.

If you do not process payroll checks in Traverse, just enter 12/31 as the Year End Date for
each year and add the next ten years or so.

& Payroll Year Maintenance [=][=]B
gld|elslr] 1« v r|ele| B0 e
General
Payroll Year | Last Work Date

2019 12/29/2019
2020 12/31/2020

Figure 2: Ascente / Payroll / Maintenance / Payroll Year Maintenance

Timecard Entry Screen

g esR «dr [ +Rlo BlE?]

Timecard Entry
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Employee IJ ohn Connor g@ Connor John

| Current Payroll Year: 2013 |

Earning Code Posted Howrs| |Eaming Code | Unposted Hours| | Eaming Code Total Hours|

REG 1.00 |REG 350 |REG 4.50

|Tota| Posted: 1.00 |Tnla| Unposted: | 3580 |Total Hours:
Work Date Union Skill Level Earning Code Pay Rate Hours “Worked Dollars Charged
[1272872019 > [ Loce ooy L 40070 | 350 | 143.05
Pay Type This is the Work Date used to determine
|5'3"""3E | |Lamoos-03 the Traverse - Payroll Year based on the
Labor Class Department Ascente - Payroll Year Maintenance setup. |5 Lompensation LK
ITEC Technicians LI ITechs Technicians _{ Undo

Line| Work Date
1 EREFEOE

Union
[Mone]

Skill Level
[Mone)

-l.EEBﬂEI s Charged Pay Type

Figure 3: Ascente - Timecard Entry (Work Date)
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