TMA Error Resolution Training Course

1. TMA Error Reporting Training Module

1.1 Timesheet Manager Application

Timesheet Manager Application

Error Resolution Training Course

«click the NEXT button in the lower right-hand corner
to START the course

Notes:
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1.2 Meet Nikki, TMA Clerk

Meet Nikki, TMA Clerk

»  00:00/01:01 Ll ORI

Continue to Next Page

2. Capture Name

2.1 Hello Template

Before we get started...

type your name here Continue
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2.2 Hi %Firstname%, let’s get started

Layout of Training Course

Hi Firstname, let’s get started

Layout of Training Course

Pre-Assessment
Allows you to opt out of the course
if you receive a score of 90% or higher.

Medule 1 - Overlap Errors

Defines overlap errors, provide
examples and opportunities to correct
timecards with this type of error.

Meodule 2 = Time Entry Errors

Defines time-entry errors, provide
examples and opportunities to correct
timecards with this type of error.

Notes:

Madule 3 - Schedule Errors

Defines schedule errors, provide
examples and opportunities to correct
timecards with this type of error.

Final Assessment

You will be given an opportunity to test
your knowledge once you have
completed modules 1, 2 and 3.

Certificate of Completion
Awarded to you upon successful
completion of the course.
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2.3 Learning Objectives

Learning Objectives

01 02 03 04

UNDERSTAND IDENTIFY CORRECT CREATE

UNDERSTAND IDENTIFY CORRECT CREATE
Learner Learner can identify Learner can Learner can create
understands the common TMA user- demonstrate ability timecards with no
importance of TMA EITors. to correct common user-errors. If errors
and the need to TMA user-errors arise, the Learner can
accurately record quickly resolve the
employee time. errors.

Notes:

2.4 Main Menu

Main Menu

Complete the Pre-Assessment FIRST
to enable the training Modules.

Complete the training modules, to
enable the Final-Assessment.

Pre-Assessment
3 START HERE

Notes:
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3. TMA Error Resolution Pre-Assessment

3.1 Pre-Assessment

Pre-

Assessment

3.2 Purpose of the Pre-Assessment

Purpose of the Pre-Assessment

Click on the o to learn more about the purpose of the pre-assessment.

The Pre-Assessment journey begins with
understanding how much you already know
about resolving TMA errors
(like, overlap, time-entry and schedule errors).

o

There are 10 questions. To opt-out of the course,
you have to score 90% or higher
(missing only 1 question).
If you pass, you will receive a certificate of completion.
Otherwise, you will return to the main menu where you can
continue the training course.

Lets Get Started!
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3.3 Pre-Assessment Q1

(Matching Drag-and-Drop, 10 points, 1 attempt permitted)

Match the word with its definition by
connecting the pieces of the puzzle.

Occurs when a time entry overlaps with

Overlap Error ana 'eac\-,‘ reported time entry.

. Occurs when a time entry is not entered
Time-Entry Error R

in chronological order.

Occurs when the hOU'S recorded do not
SChEdUIe Error match scheduled work hours.
Question 1 of 10
Correct Choice
Overlap Error Occurs when a time entry overlaps with an

already reported time entry.

Time-Entry Error Occurs when a time entry is not entered in

chronological order.

Schedule Error Occurs when the hours recorded do not match

scheduled work hours.

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

Not quite. Overlap Error is when a time entry overlaps with an already reported time entry;
Time-Entry Error is when a time entry is not entered in chronological order; Schedule Error is

when the hours recorded do not match scheduled work hours.
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Correct (Slide Layer)

Correct

That's right! You selected the correct response.

Incorrect (Slide Layer)

Incorrect

Mot quite. Overlap Error is when a time entry overlaps with
an already reported time entry; Time-Entry Error is when a

time entry is not entered in chronological order; Schedule
Error is when the hours recorded do not match scheduled
work hours.

Continue

3.4 Pre-Assessment Q2

(True/False, 10 points, 1 attempt permitted)
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Errors must be resolved before a
timecard can be locked for

processing.
@ True
False
Correct Choice
X True
False

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

Not quite. Timecards with errors cannot be locked and processed for payroll.

Notes:
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Correct (Slide Layer)

Correct

That's right! You selected the correct response.

Incorrect (Slide Layer)

Incorrect

Not quite. Timecards with errors cannot be locked and
processed for payroll.

3.5 Pre-Assessment Q3

(True/False, 10 points, 1 attempt permitted)
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A sworn officer works 80 hours of regular time
and 20 hours of over time in a two-week pay
cycle. The TMA clerk does not resolve the
timecard errors before payroll closing so the
sworn officer will receive full pay for the
regular and overtime hours worked.

True

@ False
Question 3 of 10
Correct Choice
True
X False

Feedback when correct:

That's right! Since the TMA clerk did not resolve the timecard errors before payroll closing, the

officer will not receive overtime pay. A timecard adjustment is required.
Feedback when incorrect:

Not quite. Since the TMA clerk did not resolve the timecard errors before payroll closing, the

officer will not receive overtime pay. A timecard adjustment is required.
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Correct (Slide Layer)

Correct

That's right! Since the TMA clerk did not resolve the
timecard errors before payroll closing, the officer will not
receive overtime pay. A timecard adjustment is required.

Continue

Incorrect (Slide Layer)

Incorrect

Not quite. Since the TMA clerk did not resolve the
timecard errors before payroll closing, the officer will not

receive overtime pay. A timecard adjustment is required.

3.6 Pre-Assessment Q4

(True/False, 10 points, 1 attempt permitted)
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The work schedule for Officer Bert is Monday
through Friday, 8 hours per day for a total of 40
regular hours per week. However, the TMA
clerk enters Officer Bert regular hours as
Monday through Thursday 10 hours per day.

In this example, the work schedule is correct.

True

@ False
Question 4 of 10
Correct Choice
True
X False

Feedback when correct:
That's right! Officer Bert is scheduled to work 8 hours per day.
Feedback when incorrect:

Not quite. Officer Bert is scheduled to work 8 hours per day.
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Correct (Slide Layer)

Correct

That's right! Officer Bert is scheduled to work 8 hours per

day.

Incorrect (Slide Layer)

Incorrect

Not quite. Officer Bert is scheduled to work 8 hours per
day.
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3.7 Pre-Assessment Multiple Choice Questions

Multiple Choice - Instructions

Click on the ° to learn more about the multiple choice instructions.

For the next three questions, you will be presented
with a timecard that shows one or more errors.
You are to analyze the timecard to determine what
type of error is present and then proceed to the
next slide to answer the question.

Lets get started

Continue to Next Page

3.8 Pre-Assessment MC Picture Q5

Sample Timecard #1

Click on the ° to learn more about this timecard.

ADAMS Worsmc P4, Disiric: 1, fachor: PIA, Secion Pay Period: 72112023 - 6372023

(8 pasn 1imecarn | nimcann avorrios |  SEmroe o

A Wednesiry o3nOn ow0 10 Y OFCER MG 1030 | seses
A Wednesday  03/24/2023 1600 2000 OFFICER  O/T 04.00 DOBXC0P23 ‘Workad street patrod

et KEITHPETERSONZB0C.G0V

Continue to Next Page
Question 5 of 10

3.9 Pre-Assessment MIC Q5

(Pick One, 10 points, 1 attempt permitted)
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Multiple Choice

Based on your review of Timecard #1, which error is represented?
Overlap Timecard Error

Schedule Timecard Error

Time-Entry Timecard Error

None of the above

o

All of the above

Question 5 of 10

Correct Choice

X Choice A

Choice B

Choice C

Choice D

Choice E

Feedback when correct:
That's right! This is an overlap error.
Feedback when incorrect:

Not quite. This is an overlap error.
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Correct (Slide Layer)

Correct

That's right! This is an overlap error.

Incorrect (Slide Layer)

Incorrect

Mot quite. This is an overlap error.
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3.10 Pre-Assessment MC Picture Q6

Sample Timecard #2

Click on the o to learn more about this timecard.

JOMATHAN = Seechw Sriets’S, Smcor: O, Bt Pay Period: 52112023 - 6/3/2023

PP

seper NEITH.PETERSONISOC.GOV

Continue to Next Page
Question & of 10

3.11 Pre-Assessment MC Q6

(Pick One, 10 points, 1 attempt permitted)

Multiple Choice

Based on your review of Timecard #2, which error is represented?

Overlap Timecard Error
Schedule Timecard Error
Time-Entry Timecard Error
None of the above

All of the above

Question 6 of 10

Correct Choice

Choice A
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Choice B

X Choice C

Choice D

Choice E

Feedback when correct:
That's right! This is a time-entry error.
Feedback when incorrect:

Not quite. This is a time-entry error.

Correct (Slide Layer)

That's right! This is a time-entry error.
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Incorrect (Slide Layer)

Incorrect

Not quite. This is a time-entry error.

3.12 Pre-Assessment MC Picture Q6

Sample Timecard #3

Click on the ° to learn more about this timecard.

COOPER i B, Doirics: Wy R Bl s i Pay Period: 52172023 - 8372023
OO ORI
P Py D M | Vim0t B | bt {pypm| e f ittt | Tt 1 | o

Y OFFICER REG  10.
Y OFFICER REG 1030
OFFICER  REG 10

Y oFFl »
Y  OFFICER REG 1030

Tierm Mieepes: KETTILPETERSONSDC.GOV

Question 7 of 10 Continue to Next Page

3.13 Pre-Assessment MC Q7

(Pick One, 10 points, 1 attempt permitted)
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Multiple Choice

Based on your review of Timecard #3, which error is represented?

Overlap Timecard Error
Schedule Timecard Error
Time-Entry Timecard Error
None of the above

All of the above

Question 7 of 10

Correct Choice

Choice A

X Choice B

Choice C

Choice D

Choice E

Feedback when correct:
That's right! The best response is a schedule error since the work hours are not recorded.
Feedback when incorrect:

Not quite. The best response is a scheduled error since the work hours are not recorded.
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Correct (Slide Layer)

Correct

That's right! The best response is a schedule error since
the work hours are not recorded.

Incorrect (Slide Layer)

Incorrect

Mot quite. The best response is a scheduled error since the
work hours are not recorded.
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3.14 Pre-Assessment Multiple Choice Questions

Multiple Choice - Instructions

Click on the o to learn more about the multiple choice instructions.

The last three questions focused on the type of timecard error that was
present. In the next three questions, you will focus on the steps needed to
correct the timecard error.

You will be presented with the same timecards that were previously
viewed. This time, the error message will be displayed. Based on your
analysis, choose the best response for resolving the timecard error.

Lets Go!

Continue to Next Page

3.15 Pre-Assessment MC Picture Q8

Sample Timecard #1 with
Display of Error Message

Click on the ° to learn more about this timecard error message.

a0
[y has time overiap
P District

Pay Period: 572172023 - 417073

@ - - o1« Bi3 e 1 e e Lot et b T Kowor: KT TTRSON60C.G0Y

Continue to Next Page
Question 8 of 10

3.16 Pre-Assessment MC Q8

(Multiple Choice, 10 points, 1 attempt permitted)
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Multiple Choice

Sample Timecard #1 with error message displayed

Based on your review of Timecard 1 with display of error message, select the action that
should taken to correct the time card.

For Wednesday, 5/24/2023, change the REG hours from 1830 to 1600

For Wednesday, 5/24/2023, change the OT hours start time to 1830 and keep
the end time of 2000.

For Wednesday, 5/24/2023, change the OT hours start time to 1830 and
change the end time to keep the end time of 2230.

All of the above

‘Question & of 10

Correct Choice

For Wednesday, 5/24/2023, change the REG hours from 1830 to 1600

X For Wednesday, 5/24/2023, change the OT hours start time to 1830 and keep the
end time of 2000.

For Wednesday, 5/24/2023, change the OT hours start time to 1830 and change
the end time to keep the end time of 2230.

All of the above

Feedback when correct:

That's right! The timecard entry for Wednesday, 5/24/2023 needs to be updated to show the
OT hours from 1830 - 2000.

Feedback when incorrect:

You did not select the correct response. The timecard entry for Wednesday, 5/24/2023 needs
to be updated to show the OT hours from 1830 - 2000.
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Correct (Slide Layer)

Correct

That's right! The timecard entry for Wednesday, 5/24/2023
needs to be updated to show the OT hours from 1830 -
2000.

Incorrect (Slide Layer)

Incorrect

You did not select the correct response. The timecard
entry for Wednesday, 5/24/2023 needs to be updated to

show the OT hours from 1830 - 2000.
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3.17 Pre-Assessment MC Picture Q9

Sample Timecard #2 with
Display of Error Message

Click on the o to learn more about this timecard error message.

Pay Period: S21202) - 61/2021

Lot g by Time Kiecpes: KEITHAPETERSONZSDCGOV

Continue to Next Page
Question § of 10

3.18 Pre-Assessment MC Q9

(Multiple Choice, 10 points, 1 attempt permitted)

Multiple Choice

Sample Timecard #2 with error message displayed

oteBased on your review of Timecard 2 with display of error message, select the action that
should be taken to correct the time card.

Delete the Friday, 5/26/2023 time entries and re-enter in the correct time
order starting with 0630-0930, 1600-2000 and 2000 to 0630.

For Friday, 5/26/2023 time entry with OT start time of 0630 — 0930, change the
date to Saturday, 5/27/2023 with OT start time of 0630 - 1000.

Remove the Saturday, 5/27/2023 OT entry with start time of 0800 - 1000.

All of the above

Question 3 of 10

Correct Choice

X Delete the Friday, 5/26/2023 time entries and re-enter in the correct time order
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starting with 0630-0930, 1600-2000 and 2000 to 0630.

For Friday, 5/26/2023 time entry with OT start time of 0630 — 0930, change the
date to Saturday, 5/27/2023 with OT start time of 0630 - 1000.

Remove the Saturday, 5/27/2023 OT entry with start time of 0800 - 1000.

All of the above

Feedback when correct:

That's right! Although the error message is misleading, the hours recorded for Friday,
5/26/2023 were not entered in the correct order. The TMA clerk needs to delete the entries

and re-enter in the correct time order.
Feedback when incorrect:

Not quite. Although the error message is misleading, the hours recorded for Friday, 5/26/2023
were not entered in the correct order. The TMA clerk needs to delete the entries and re-enter

in the correct time order.

Correct (Slide Layer)

Correct

That's right! Although the error message is misleading, the

hours recorded for Friday, 5/26/2023 were not entered in
the correct order. The TMA clerk needs to delete the
entries and re-enter in the correct time order.

Continue
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Incorrect (Slide Layer)

Incorrect

Not quite. Although the error message is misleading, the
hours recorded for Friday, 5/26/2023 were not entered in

the correct order. The TMA clerk needs to delete the
entries and re-enter in the correct time order.

Continue

3.19 Pre-Assessment MC Picture Q10

Sample Timecard #3 with
Display of Error Message

Click on the o to learn more about this timecard error message.

308 B Toms Koegar: KEITH.PETERSONIQOC.GOY

Continue to Next Page
‘Question 10 of 10

3.20 Pre-Assessment MC Q10

(Multiple Choice, 10 points, 1 attempt permitted)
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Multiple Choice

Sample Timecard #3 with error message displayed

Based on your review of Timecard 3 with display of error message, select the action that
should be taken to correct the time card.

For Thursday, 5/25/2023, enter the hours worked for the employee.

Update the employee work schedule for Thursday, 5/25/2023 to show that the
employee requested the day off.

All of the above

None of the above

Question 10 of 10

Correct Choice

For Thursday, 5/25/2023, enter the hours worked for the employee.

X Update the employee work schedule for Thursday, 5/25/2023 to show that the

employee requested the day off.

All of the above

None of the above

Feedback when correct:

That's right! The employee requested the DAY off on Thursday, 5/25/2023, so the work

schedule needs to be updated.
Feedback when incorrect:

Not quite. The employee requested the DAY off on Thursday, 5/25/2023, so the work schedule

needs to be updated.

Published by Articulate® Storyline www.articulate.com



Correct (Slide Layer)

Correct

That's right! The employee requested the DAY off on
Thursday, 5/25/2023, so the work schedule needs to be

updated.

Incorrect (Slide Layer)

Incorrect

Not quite. The employee requested the DAY off on
Thursday, 5/25/2023, so the work schedule needs to be

updated.

3.21 Pre Assessment

(Results Slide, 0 points, 1 attempt permitted)
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Pre Assessment Test Results

Yop Score Passins Score
B B

Results for

3.3 Pre-Assessment Q1

3.4 Pre-Assessment Q2

3.5 Pre-Assessment Q3

3.6 Pre-Assessment Q4

3.9 Pre-Assessment MC Q5

3.11 Pre-Assessment MC Q6

3.13 Pre-Assessment MC Q7

3.16 Pre-Assessment MC Q8

3.18 Pre-Assessment MC Q9

3.20 Pre-Assessment MC Q10
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Result slide properties

Passing 90%

Score

Notes:

Need to include Completion Certificate.

Success (Slide Layer)

Pre Assessment Test Results

YAY! You've Passed

Yo Score Passing Score
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Failure (Slide Layer)

Pre Assessment Test Results

Sorry! You Didn't Pass

Yok Score Passigs Score
B |2

Untitled Layer 3 (Slide Layer)

Pre Assessment Test Results

Yopr Score
0% %
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3.22 Begin Training

B

§F|rstname
You receivedascore of 0%

which is less than the passing
score of 0%.
This means you need to

3.23 Congratulations Slide

v @ ke bké :(’\’-L ﬂ 4

- ] (P"A-’ : ‘ .' oy, S
= - o - i~ Nl & L
— " " 3 :; “}__ '& K
e Firstname,
You received a passing score of

0%!

rat Iatlon.s‘
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4. Overlap Error Module

4.1 Module 1: Overlap Errors

Module 1: Overlap Errors

Upon successful completion of this module, the learner will be able to demonstrate how to

resolve overlap timecard errors

Learning Objective 1

Learner understands the
importance of resolving overlap
timecard errors.

Learning Objective 2
Learner can identify a timecard with
overlap errors.

Learning Objective 3

3 Learner can correct a timecard with
/@ overlap errors.

4.2 TITLE LAYOUT

[ S
(" P

Lesson 1

Learner understands the importance of
resolving overlap timecard errors

Notes:
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4.3 What is an Overlap Error

What is an Overlap Error

An Overlap Error occurs when a time entry overlaps with an existing time entry. The TMA
clerk should be able to resolve this issue with minimum support.

Can occur when one or more TMA Clerks are
entering time for an employee and is not
aware of the separate entries.

TMA Clerk can coordinate time entry with
clerks to minimize the occurrence of the
error.

Requires TMA Clerk to perform a final
review before submitting timecard for the
pay period.

TMA Clerk should review timecard on a daily
basis to help minimize errors prior to final
submission

4.4 Why is it important to resolve Time-Entry o errors?

Why is it important to resolve
time-entry errors?

Timecards with overlap errors can not be processed during the bi-weekly pay cycle and can
result in an unhappy employee based on any one of the reasons described below.

Employee Pay Employee Annual Leave
The employee may [] The employee may be
not get paid for the — charged annual leave
hours (including ’ if hours are not
overtime hours) entered correctly.

worked.

Leave without Pay Overburdened IT Staff

IT staff has to make
every effort to
resolve errors prior
to payroll closing.

If the employee does
not have annual
leave, then it is
considered leave
without pay

Notes:

This slide is similar to slide 2.14 why is it import to resolve overlap errors. Although the same reasons apply, it may
be best to consider another way of reusing this information. Perhaps in the form of a gaming solution. Options will
be explored during the prototype development.
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4.5 Overlap-Test Your Knowledge 2

(Matching Drag-and-Drop, 10 points, 2 attempts permitted)

Hey firstname, ready to test your knowledge?

Match the word on the left with the definition on the
right by connecting the pieces of the puzzle.

Occurs when a time entry overlaps

Overlap Error ;
with an existing time entry.

Performs a final review of timecard

TMA Clerk
before payroll closing.

i Not processed during the pay cycle

can result in an unhappy employee.

e R May be charged if hours are not
Bey entered correctly onto the timecard.

Attempts to resolve timecard errors

Overworked IT Staff :
prior to payroll closing.

Correct Choice

Overlap Error Occurs when a time entry overlaps with an

existing time entry.

TMA Clerk Performs a final review of timecard before

payroll closing.

Timecards Not processed during the pay cycle can result

in an unhappy employee.

Employee Annual Leave May be charged if hours are not entered

correctly onto the timecard.

Overworked IT Staff Attempts to resolve timecard errors prior to

payroll closing.
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Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

Not quite. Please revisit the slides titled “What is an Overlap Error” and “Why it is important to

resolve overlap errors”

Correct (Slide Layer)

Correct

That's right! You selected the correct response.

Continue
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Incorrect (Slide Layer)

Incorrect

Not quite. Please revisit the slides titled “What is an

Overlap Error” and “Why it is important to resolve
overlap errors”

Continue

Try Again (Slide Layer)

Incorrect

That is incorrect. Please try again.

Try Again

Published by Articulate® Storyline www.articulate.com



4.6 TITLE LAYOUT

.
“!" _

Lesson 2

Learner can identity and resolve a timecard
with overlap errors

Notes:

4.7 Employee Paper Timesheet

Employee Paper Timesheet

Each employee is responsible for documenting his/her hours worked via a Bi-Weekly
Timesheet form and/or a PD1130 Overtime form. Once the direct manager approves the
form(s] is/are routed to the assigned clerk for entry into TMA. -
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4.8 TMA Timecard No Errors

TMA Timecard with no Errors

Click on theo to learn more about entering hours in TMA.

ey Sastus: TAA Clerk Locked & Cummlative Hrs.: 8400 Regular Hrs.: 8000 Lo Hs. 0,00
BROWN SR P S, S I, S— Pay Period: Gi4/2023 - 61772023
v
By Py Dt Tl TaOw G Aigumst Tpe W AdhCe TraeseCAD  Commenis

0605/ 2023 REG. 16.30 -
06/0%/2023 Late rob call support
on/082023
osvor/2023

06/08/2023

Hondsy REG  10.30

Towsday REG  10.30 -

Tuwsday O 0300  DCAKCOPZY Street patrol
Wednesday  06/14/2023 REG  10.30 -

Thurstay  06/1S/2023 REG  10.30 -

« <@ r 010160 16 ume entres

et upiata by Tama Kisper- KCHEEILPY B RSONJB.0C GOV

W evrm ey |

ue to Next Page

4.9 TMA Timecard with Errors

TMA Timecard with Errors

Click on the o to learn more about the overlap errors on this timecard.

o2z
Diay s B rveriap

ROSS , ALICIA (CADS 10158) e b e e Pay Period: 8/472023 - 811772023
8 rassr nicann @ rimecano svoinos |
s
- oy PayDam  Twwin TmaOM met Mwges  Tpe  Wee  AumCie  Tremssch) Comments
Meedry  OWUDS/DZI 0630 100 Y ADMN TRNG REG 1030 range
073 160 Y OFFICER O 0530 60 Traffc OT
oy 2% OFFICER  REG 1090
100 238 Y OFFICER RES 1090
100 236 Y OFFICER REG 1030 *eeee
o0 1300 OFFICER  OT 0330  DTRAFENFZ3 60 Traffc 0T
A rondey osnamm 0T 15 v ORFICER o BOD  DTRAFENF2) 50 Tratc T
A ventay  0sm2m023 100 2330 FTOPSACARD REG 1030 12801
Taesasy 073 100 Y OFFICER O 0330  DTRAFENFZ) w0 it o7
Toesday v 23 OFFICER  REG 1030 -
wednesazy 06/ o0 2330 Y OFICER  REG 1030t
Theursday o 1300 L 4 OFFICER  O/T 035.30  DTRAFENF2) 0 Traffic OT
Tharsdey O vo 23 OFFICER  REG 1000 *wee
< @ - 01~ 019 of 19 time eneres

Lusk upaate by Time Kasper: DALEMTENA.COSTELLOGMIE gov

T G O
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4.10 Let’s analyze Gantt view

Let's analyze an Overlap Error

Click on each 6 to learn more about overlap errors.

Continue to Next Page

4.11 Let’s analyze Timecard view

Now, let's analyze a Timecard
with Overlap Errors

Click on each e to learn more about overlap errors.

081402 i
Day has time averiap

BARR , MARIO (CADS 8630) SO DS Y, Sutin ML, Sessnt Pay Period: 642023 - #1772023

& prIny 8 TIMECARD-
Tinccaro worios [ eman rve <o |
Stan Dy T
Sundsy  06/04/2023 0700 1530
Mendsy  06/05/2023 0700 1530
Tuesdsy 06/08/2023 0700 1530

Wedneséay 06/07/202) 0700 1530
Thursday 06/08/2023 0700 1530

RPN S PR il —
OFFICER REG 08.30 "™~
QFFICER REG  08.30

OFFICER  REG 8.0
OFFICER. REG  £8.30
OFFICER  REG  06.30

Sundsy 06112021 0700 1530 ¥ OFFICER REG 0830
Menday 0612/2023 0700 1530 Y OFFIER REG 0830
¥

Toesday D6/13/2023 0700 1530 OFFICER REG 0630 "=

M Wedrestey ve142023 o700 1530 OFFICER  REG 08.30  =ean
A Wedresdey 08142023 1430 1900 OFFICER O/ 0430 DCBKERUIS Nght Patrel support backsl

Thursday D&15/2023 D700 1530 ¥ OFFICER REG 0830

BB

Q- 0L 015 of 15 tmm niries oot upace by Tima ke

KEITH.PETERSONZEDC.GOV

Continue to Next Page
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4.12 Steps to Resolve Overlap Errors

Steps to Resolve Overlap Errors

Data Entry Mismatch

The first step in
resolving an overlap
error is to see if there is
a mismatch between the
paper timesheet form
and what was entered in
TMA. [t is possible the
TMA clerk entered the
data incorrectly.

Schedule Mismatch

The second step is to
compare the employee
work schedule with the
hours recorded in TMA.
For example, if the
employee is scheduled
to work 8-hours per day
and the time recorded is
10-hours per day, then
there is a mismatch.

Seek help from others

The third step is to
contact the employee
supervisor to help resolve
schedule mismatch. The
TMA clerk can also
contact the employee to
get clarification.

4.13 Overlap errors can be easily resolved by a TMA clerk with support

froman

employee or the employee’s supervisor.

(True/False, 10 points, 1 attempt permitted)

Overlap errors can be easily resolved by a TMA clerk with support from an
employee or the employees supervisor.

@) True

False

Published by Articulate® Storyline www.articulate.com



Correct Choice

X True

False

Feedback when correct:

That's right! Overlap errors can be easily resolved by the TMA clerk with support from the

employee supervisor or employee if necessary.
Feedback when incorrect:

Not quite. Overlap errors can be easily resolved by the TMA clerk with support from the

employee supervisor or employee if necessary.

Correct (Slide Layer)

That's right! Overlap errors can be easily resolved by the

TMA clerk with support from the employee supervisor or
employee if necessary.
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Incorrect (Slide Layer)

Incorrect

Not quite. Overlap errors can be easily resolved by the
TMA clerk with support from the employee supervisor or

employee if necessary.

Continue

4.14 MULTIPLE CHOICE QUESTION

(Multiple Choice, 10 points, 2 attempts permitted)

MULTIPLE CHOICE QUESTION

Resolving an Overlap Error

»> |

Compare work schedule
with hours recorded

Review the paper
timesheet

Request help from the
employee

All of the above

Correct Choice

Compare work schedule with hours recorded
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X Review the paper timesheet

Request help from the employee

All of the above

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

Not quite. The TMA clerk should review the paper timesheet to verify it matches what was

recorded in TMA.

Notes:

Correct (Slide Layer)

MULTIPLE CHOICE QUESTION

Resolving an Overlap Error
Clickon the { B * to play the video.

What is the first step the TMA clerk should take to resolve the overlap error?

/ Compare work schedule
" with hours recorded

Review the paper

timesheet Ear

That's right! You selected the correct response.

/™ Request help from the
' employee

() Allof the above Continue
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Incorrect (Slide Layer)

MULTIPLE CHOICE QUESTION

Resolving an Overlap Error
Clickon the { B ﬁ to play the video.

What is the first step the TMA clerk should take to resolve th

/, Compare work schedule
~ with hours recorded

Review the paper

@) .
timesheet sy
- Request help from the Not quite. The TMA clerk should review the
@, employee paper timesheet to verify it matches what was
recorded in TMA.
() Allof the above Continue

Try Again (Slide Layer)

MULTIPLE CHOICE QUESTION

Resolving an Overlap Error
Clickon the § P ﬁ to play the video.
What is the first step the TMA clerk should take to resolve the overlap error?

/, Compare work schedule
. with hours recorded

Review the paper
® timesheet
Incorrect
. Request help from the That is incorrect. Please try again.
' employee

() Allof the above Try Again
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4.15 TITLE LAYOUT

‘T

Put it all Together

Learner can correct a timecard
with overlap errors

Notes:

4.16 Now, let’s put it all together

Now, let’s put it all together

Click on the ° to watch the video

»  00:00/02:21 v B M@

.
=
Continue to Next Page
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4.17 TITLE LAYOUT

VN ‘ Ll B

Test Your Knowledge

Let’s see how much you learned about timecards
with overlap errors

Notes:

4.18 SUMMARY LAYOUT

SUMMARY

Module 1 - Overlap Errors

Can be caused by
Data Entry errors.

an employee’s time.
° Can impact the bi- May require input
from others to

resolve.

weekly payroll cycle.

Can be caused by a
schedule mismatch.

Can impact an

Notes:
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4.19 Overlap Errors-Multiple Choice 2

(Multiple Choice, 10 points, 2 attempts permitted)

Multiple Choice

Preventing Payroll Closing Delays

What action can the TMA clerk take to help
prevent possible delays to payroll closing?

Wait until the last day of pay role
closing to enter employee time.

Seek support from every employee
before entering hours worked.

@) Review timecards on a daily basis.

Nene of the above

Correct Choice

Wait until the last day of pay role closing to enter employee time.

Seek support from every employee before entering hours worked.

X Review timecards on a daily basis.

None of the above

Feedback when correct:

That's right! To prevent possible delays to payroll closing, the TMA Clerk should review

timecards on a daily basis.

Feedback when incorrect:
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Not quite. To prevent possible delays to payroll closing, the TMA Clerk should review timecards

on a daily basis.

Notes:

After reviewing the screencast, the learner will be presented with three (3) questions to test their knowledge.

Correct (Slide Layer)

Correct

That's right! To prevent possible delays to payroll closing,
the TMA Clerk should review timecards on a daily basis.
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Incorrect (Slide Layer)

Incorrect

Not quite. To prevent possible delays to payroll closing, the
TMA Clerk should review timecards on a daily basis.

Try Again (Slide Layer)

Incorrect

That is incorrect. Please try again.

4.20 Overlap Errors-Multiple Choice 1

(Multiple Choice, 10 points, 2 attempts permitted)
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Multiple Choice

Impact of Timecard Errors on Payroll
Closing

Resolving timecard errors before the bi-weekly
payroll closing is important since there could be an
impact to which item shown below?

Employee Annual Leave
T Staff
Employee pay

@) All of the above

Correct Choice

Employee Annual Leave

IT Staff

Employee pay

X All of the above

Feedback when correct:

That's right! Resolving timecard errors before the bi-weekly payroll closing prevents possible

impacts to employee leave, employee pay and reduces the burden on IT staff.
Feedback when incorrect:

Not quite. Resolving timecard errors before the bi-weekly payroll closing prevents possible

impacts to employee leave, employee pay and reduces the burden on IT staff.

Notes:

After reviewing the screencast, the learner will be presented with three (3) questions to test their knowledge.
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Correct (Slide Layer)

Correct

That's right! Resolving timecard errors before the bi-

weekly payroll closing prevents possible impacts to

employee leave, employee pay and reduces the burden on
IT staff.

Continue

Incorrect (Slide Layer)

Incorrect

Not quite. Resolving timecard errors before the bi-weekly
payroll closing prevents possible impacts to employee

leave, employee pay and reduces the burden on IT staff.

Continue
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Try Again (Slide Layer)

Incorrect

That is incorrect. Please try again.

4.21 Overlap Errors-Multiple Choice 3

(Multiple Choice, 10 points, 2 attempts permitted)

Multiple Choice

Resolving Timecard Errors

The steps to resolve timecard errors can include
which item shown below?

Review of paper timesheet
Review of employee work schedule
Discussion with employee

@) All of the above

Correct Choice

Review of paper timesheet
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Review of employee work schedule

Discussion with employee

X All of the above

Feedback when correct:

That's right! The steps to resolve timecard errors include reviewing the employee paper

timesheet and work schedule (as needed). It may also require a discussion with the employee.
Feedback when incorrect:

Not quite. The steps to resolve timecard errors include reviewing the employee paper

timesheet and work schedule (as needed). It may also require a discussion with the employee.

Notes:

After reviewing the screencast, the learner will be presented with three (3) questions to test their knowledge.

Correct (Slide Layer)

Correct

That's right! The steps to resolve timecard errors include
reviewing the employee paper timesheet and work
schedule {as needed). It may also require a discussion with
the employee.
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Incorrect (Slide Layer)

Incorrect

Not quite. The steps to resolve timecard errors include
reviewing the employee paper timesheet and work
schedule (as needed). It may also require a discussion with
the employee.

Continue

Try Again (Slide Layer)

Incorrect

That is incorrect. Please try again.

4.22 Module 1 Test Results

(Results Slide, 0 points, 1 attempt permitted)
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Module 1 Test Results

Yop Score Passins Score
B B

Results for

4.13 Overlap errors can be easily resolved by a TMA clerk with support from an

employee or the employees supervisor.

4.14 MULTIPLE CHOICE QUESTION

4.19 Overlap Errors-Multiple Choice 2

4.20 Overlap Errors-Multiple Choice 1

4.21 Overlap Errors-Multiple Choice 3

Result slide properties

Passing 80%

Score

Published by Articulate® Storyline www.articulate.com




Success (Slide Layer)

Module 1 Test Results

YAY! You've Passed

Yo Score Passing Score

Failure (Slide Layer)

Module 1 Test Results

Sorry! You Didn't Pass

Yo Score Passing Score
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5. Time-Entry Error Module

5.1 Module 2: Time-Entry Errors

Module 2: Time-Entry Errors

Upon successful completion of this module, the learner will be able to demonstrate how to
resolve Time-Entry Errors

Learning Objective 1

Learner understands the
importance of resolving time-entry
errors.

Learning Objective 2
Learner can identify a timecard with
time-entry errors.

Learning Objective 3
Learner can correct a timecard with
time-entry errors.

5.2 What is an Time-Entry Error

What is a Time-Entry Error

A Time-Entry Error occurs when a time entry is not entered in chroneclogical order. The TMA
clerk should be able to resolve this issue with minimum support.

Can occur when one or more TMA Clerks are
entering time for an employee and is not
aware of the separate entries.

TMA Clerk can coordinate time entry with
clerks to minimize the occurrence of the

error.

Requires TMA Clerk to perform a final
review before submitting timecard for the
pay period.

TMA Clerk should review timecard on a daily
basis to help minimize errors prior to final
submission
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5.3 Time-Entry Error - Under Construction

6. Schedule Error Module

6.1 Module 3: Schedule Errors

Module 3: Schedule Errors

Upon st completion of this module, the learner will be able to demenstrate how to

resolve Schedule Errors

Learning Objective 1

o Learner understands the importance
of resolving timecards with schedule
errors.
Learning Objective 2
Learner can identify a timecard with

schedule errors.
£ . Learning Objective 3
Learner can correct a timecard with
| schedule errors.

Learning Objective 4

Learner can recognize scheduled
hours for a given employee and
decide on corrective action to resolve
schedule errors.
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6.2 Schedule Error - Under Construction

7. Final Assessment

7.1 Final Assessment

Final

Assessment

Once the Learner completes, Modules 1,
2 and 3, they can proceed to the final
assessment. A grade of 80% is needed to
receive a certificate of completion.

Notes:
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7.2 Final Assessment - Under Construction

7.3 Course Summary

Course Summary

In this course you learned the following:
01. Importance of resolving
overlap timecard errors

02. How to identify timecards
with overlap errors

03, How to correct timecards
with overlap errors

In the next section, we will test your
understanding of the course material
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8. Course Certificate

8.1 Type name

Course

Template

Certificate

Notes:

https://www.freepik.com/premium-photo/smiling-black-woman-striped-shirt-with-arms-
crossed_2937415.htm#page=2&query=african+american&position=46

https://www.istockphoto.com/photo/curvy-woman-doing-workout-morning-routine-outdoor-at-city-park-focus-on-
face-gm1324208849-409625839
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8.2 Certificate

TR y

Certificate of Completion

This certificate is presented to:

namme

For successfully completing the
TMA Error Resolution Training course

Notes:

Untitled Layer 1 (Slide Layer)

TR y

Certificate of Completion

This certificate is presented to:

namme

For successfully completing the
TMA Error Resolution Training course
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9. Exit

9.1 Exit Course

Exit Course

Thank you for taking time to learn more about
TMA Error Resolutions Training Course.

Notes:
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