CruzPay Timekeeper START Instructions 7/2/2008

Staff and Academic Reduction in Time (START)

The START program is a temporary reduction in time that allows the employee to reduce their
time by a certain percentage while still maintaining the ability to earn full accruals. Since
CruzPay is the office of record for accruals it's imperative that a timekeeper maintain the accrual
banks manually, this means Timekeepers must take action to add or delete hours to/from the
banks for Non-Exempt START participants. Employees, Supervisors, and Timekeepers can
view the banks within the Time Off Balances (TOB) screen.

There is criteria surrounding the ability to participate in this program regarding how leave is
accrued and how holiday is calculated, you should review policy and contract language prior to
automatically enrolling an employee in the program or adjusting their hours in the banks. After
enrollment and PPS actions have been confirmed you can began the process of updating
information in CruzPay that will help with reporting time and performing system calculations.
The program is intended to last a maximum of two years, ending 6/30/10. Once the employees
START period has ended you should update information in CruzPay to return the employees
information back pre START status.

Please reference the process map for policy reference information.

EAD Adjustments
Change FT/PT percentage to match the reduction in time.

Non-Exempt: You should reduce the FT/PT to their START (reduced) percentage. This will
insure the holidays will accrue correctly. Per START parameters, Holiday hours accrue based
on hours reported during the month.

The example below shows a 100% NEX employee who has reduced his percentage to 80% via
the START program:

Original EAD FT/PT START EAD FT/PT

First Narre |[Etis First Narme |[Etvis

Last Mame |F"res|ey Last Mame |F"rea|ey

Assignment [soo100178 Assignment [so0100178

Effective Date Im Effective Date Im

FT/PT Indicator | L\lnn.n FT/PT Indicator | [:B}EI

Exempt: Unlike non-exempt employees you should not reduce the FT/PT for Exempt
employee to match their reduce percentage. Since exempt employees do not report time
worked or holiday hours there is no need for an EAD adjustment. By leaving the FT/PT at the
pre START percentage the system will correctly calculate full accruals.

The example below shows a 100% employee who has reduced his percentage to 80% via the
START program:

Original EAD FT/PT START EAD FT/PT
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Maimtain Employee Assignments Maimtain Employee Assignments

First Marme |T|:|m First Marme |T|:|m

Last Mame |F"etly Last Mame |F"etly

Asgignment  [300100174 Assignment  [a00100174

Effective Date Im Effective Date Im

FTPT Indicator | 100.0 FTPT Indicator | 100.0

Schedule Adjustments
Change Schedule to match their new schedule while participating in the START Program.

Non-Exempt: Use Schedule manager to adjust the months the employee is participating in the
program. Note, once you update the schedule with schedule manager, you will place the
timesheets on the employees dashboard. You can use the Schedule templates as well,
however if you choose to use the schedule templates, once the employee has ceased
participation in the START program, you will need to adjust the schedule template back to the
original prestart template.

Exempt: Follow the same process as Non-Exempt to update schedules.

Adjusting Accruals

Non-Exempt: You will need to manually adjust the accruals of your non-exempt employees
each month because full accruals will not show in the banks automatically the system accrual is
based on hours reported. It is recommended to use the last day of the month for the adjustment
entry. By using the last day of the month for the accrual adjustment the TOB going forward to
the new month will be consistent with full accruals. It is also recommended that you
communicate to the employee that manual accrual adjustments are needed and they will see
their full accruals reflected in the TOB screen after adjustments have been made by the
Timekeeper.

To ADD hours to the vacation bank: Choose the "Vacation Adjust” pay code, enter the number
of hours to add to the bank and click save.

To ADD hours to the sick bank: Choose the "Sick Adjust" pay code, enter the number of hours
to add to the bank and click save.

Closing the loop and communicating with the employee:

It's important to always close the loop with the employee anytime you have made changes to
their timesheet; this includes providing details of the transaction you have made. When you use
system resources to close the loop with the employee it also adds a permanent record on the
timesheet. We recommend placing comments on the timesheet itself as well as sending the
employee an email through the Approval Window. The communication should include details
of the changes you made and advise them they can now see their accrual adjustments on the
TOB.
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Reporting hours on the timesheet:

Exempt and Non Exempt employees should report hours worked and/or leave taken in the
amount of their reduced percentage, or to their reduced schedule. If an employee has reported
hours outside of their percentage you will need to follow program guidelines to reduce or pay
the additional hours via OPTRS transactions.

Auditing timesheets:
Audit timesheets carefully for any needed accrual adjustments:

Non-Exempt: The timekeeper must review the hours entered, validate that they worked to their
schedule, note what accruals they received, look to see if they are full time, and use the
adjustments pay code to add accruals to the bank to reflect their full accruals.

Exempt: The timekeeper must review the leave taken, validate that they reported leave to their
schedule, and confirm they earned their full accruals.
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