MANUAL ENTRY OF BATCH TIME RECORDS

PR35.2 - Batch Numbers
During the payroll cycle, prior to the jobs that run to upload time records (i.e. ET530 - Time Management; PR530 - Agency Time Keeping) you will need to create the batch.  

Creating a Batch: (see print screen below)
1. Go to PR35.2
2. Enter the “Company”  = “10”
3. Entering the “Batch” number for only the first record that is added. 
4. Once that first record has been added you will find your batch using the up and down arrow or it can be keyed for further entries.
a. The batch number should be associated to the agency/process level.  For example Department of Corrections is process level is 04600; therefore, the batches that should be used in Corrections are 4600, 4601, 4610 or something of that nature starting with “46”.  
b. In the example below the batch number is 4601, only used for Department of Corrections.
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Please does not use batch number 1, 2, 3, etc or the employee number for the batch number.

Entering More than one Employee on a Single Batch
1. During each payroll cycle (i.e. pay period 2/08 – 2/21/2013), once you have entered the company and the batch number (associated to the agency/process level) then enter the employee number and (Add “A” or Change “C”) the record(s) for that employee.  
2. To enter a different employee batch record, click inside the employee number box and press Ctrl + Shift + K on the keyboard to clear to form from that point forward.  
3. Now with only the Company and the Batch number populated enter the next employee number and enter the record for that employee.  This will add the new employee record to the existing batch number and will not override the previous employee.  Repeat for all time records that need to be manually entered. 

Additional Instructions:
1. This information is further explained in the manual under Payroll Processing refer to:                            “PR35.2 Manually Add Time Record to Batch”.  
2. You can also view the video for this action on Sunspot, go to: NH FIRST ERP – User Instructions & Training – Agency Payroll User Instructions – (Video) “How to use the PR35.2 Detail Time Entry”.

Refer to the manual and the video for all records that must be manually entered on the PR35.2.




AUTOMATED ENTRY OF BATCH TIME RECORDS

1. The automated upload of time records (interface) that happens on Tuesday and Wednesday nights (Non Pay Week) will populate all records from either Time Management or agency time keeping systems to the PR35.2 with a batch number already assigned. 
a. Here are some examples of how batch numbers will be assigned by Time Management:

	Process Level
	Batch Number

	00300
	300

	01400
	1400

	02300
	2300

	04600
	4600

	08600
	8600

	09500
	9500





	1
	



image1.jpeg
Detail Time Entry (PR35.2)

ST haa [ o [{prevos 3 nmure
company [ 1004





