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Abstract
This document is a user’s guide for the Electronic Certified Payroll (ECP) system.  ECP is used by Sandia construction contractors and subcontractors to electronically enter their weekly payrolls to comply with Department of Labor reporting requirements.  This guide gives these users detailed instructions on the following:   how to register their company and users at their company, how to set up their employees, enter timecards for a given weekly payroll, and certify the payroll.
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A. Purpose of this document


The purpose of this document is to educate you, the Sandia contractor contractor, on how to input and update employees, input and update timecards and certify payrolls to satisfy the Department of Labor certified payroll reporting requirement.

B. References


The following links may be of interest to you as a Certified Payroll contractor for Sandia National Labs.

1. Sandia Home Page.   http://www.sandia.gov
2. Sandia Construction Home Page.  
http://www.sandia.gov/bus-ops/scm/facilities/FacilitiesManagementIndex.html
3. Sandia Certified Payroll Page.  Go to the Sandia Construction Home Page, then click the Certified Payroll icon.  Follow the instructions as this page to register yourself and to obtain a form requesting access to your Master Payrolls, i.e., the POs for which you must enter weekly payroll information.

4. Electronic Certified Payroll (ECP) Software.  Use the link below to log in to the iSupplier homepage, then click the “Cert Pay” tab.  This link is described in more detail in Section Logging in to the Electronic Certified Payroll System.
https://oracleapps.sandia.gov:8807/OA_HTML/AppsLocalLogin.jsp
C. Definitions


Electronic Certified Payroll (ECP) is a system that allows you, the Sandia construction contractor or subcontractor to submit your weekly payrolls electronically to meet the Department of Labor requirements for certifying your payrolls.  The following define the major components and concepts in ECP.

1. ECP.  Electronic Certified Payroll.  The software that allows you to input timecard and certify your payrolls.

2. SNL.  Sandia National Laboratories.

3. Prime contractor.  The contractor listed on the SNL Purchase Order.

4. Subcontractor.  A contractor who has a contract with a prime contractor or another subcontractor.  The subcontractor’s contract is not directly with SNL.
5. Certify a payroll.  The act of confirming that a payroll is complete and meets the requirements levied on contractors by the Department of Labor.  Both prime contractors and subcontractors must certify their payrolls each week.  When a subcontractor certifies a payroll, it then goes to the prime contractor for review.
6. Review a payroll.  The act of checking a payroll certified by a subcontractor to ensure that it meets the requirements of the Department of Labor.  The prime contractor must review all the certified payrolls of its subcontractors.  
7. Certifier.  A user in ECP who can certify a payroll.  To request the setup of certifiers for your company, go to the Sandia Certified Payroll Page discussed in the previous section of this document. 
8. Reviewer.  A user in ECP who can review a payroll.  To request the setup of reviewers for your company, go to the Sandia Certified Payroll Page discussed in the previous section of this document. 

9. Timekeeper.  A user in ECP who can input timecards for a payroll.  To request the setup of timekeepers for your company, go to the Sandia Certified Payroll Page discussed in the previous section of this document. 

10. Master Payroll.  A master payroll in ECP defines how the weekly payrolls are built.  When you enter ECP, you see a list of your master payrolls.  From the list, you can click the Update link.  See Updating a Master Payroll.  The following information is contained in each master payroll:

a. PO.  The PO associated with the master payroll.
b. Supplier.  The supplier associated with the master payroll.  This could be the prime contractor or a subcontractor.

c. Payroll Start.  The start date for creating payrolls for this master payroll.

d. Payroll End.  The end date for creating payrolls.

e. Payroll End Day.  The day of the week on which payrolls end.

f. Master Payroll Status.  The status of the master payroll.  It can be the following:

i. Active, meaning a payroll record will be built each week

ii. Final, meaning that the contractor has completed work on this master payroll and has certified and reviewed all payrolls, or 

iii. Hold, meaning that work is on hold and new payroll creation is suspended.
g. Prime Contractor.  A Yes/No flag that indicates whether the contractor on the PO is the prime.  On the Master Payroll list page, a master payroll for a prime contractor is indicated with a * next to the PO.
h. Display Net Pay Flag.  A Yes/No flag that indicates whether to display the net pay total on the payroll list page and the timecard list page.

i. Payroll Title.  The unique title for this master payroll.  The title is displayed on several pages to maintain context for the user.

j. Default Payroll Fringe Benefits.  A flag that is carried over to the certify page so that it doesn’t need to be entered each week when certifying.  It can be Cash or Plan.

k. Default Fringe Benefits Plan Name.  The plan name that is carried over to the certify page so that it doesn’t need to be entered each week when certifying.
l. Default Certification Comment.  A comment that is carried over to the certify page so that it doesn’t need to be entered each week when certifying.

m. Comment.  A comment on the master payroll.
[image: image3.png]e e e A R L I s LA Raa,

Certified Payroll: Update Master Payroll
* Indicates required field (Finaliz ) (Apply) (Cancal

On this page, your are updating defaul fringe benefits g, default plan name and default comment. These values will be used when
building new payroll records for this master payroll 5o that you don't have to reenter the information. Click the Cancel button to cancel the
update. Afer filing out the page, click the Apply button to save your changes.
1o 1689
=PO [12345

= Supplier |ABBA TECHNOLOGIES INC ]
= Payroll Start |11 2009
Payroll End
= Payrll End Dy [Tureiiy 3

= Master Payroll Status Active
Prime Contractor Yes

= Display Net Pay Flag | Yes v
= Payroll Title |EAIRD 1E51

Default Payroll Fringe Benefts | Plan_v|
Default Fringe Benefits Plan Name [Test

Default Certfication Comment [Test Certification

Cornment [Thic (s o comment

(Finalize ) (Apply) (Cancel




11. Payroll.  A weekly payroll for the given master payroll.  A payroll record is built each week and contractor must certify the payroll after entering all timecards.  To view this information, click the id link in the first column of the master payroll list.  Then click the details button to see all information.  See List Payrolls for a selected Master Payroll.  A payroll contains the following information:

a. Payroll End.  The end date of the payroll.

b. Rev.  If the payroll is amended, the revision number of the payroll.  The original payroll is Rev 0.
c. Certified.  A Yes/No flag indicating if the payroll is certified.

d. Certified By.  The user name of the person who certified the payroll.

e. Reviewed.  A Yes/No flag indicating if the payroll is reviewed.

f. Valid.  A Yes/No flag indicating if the payroll is valid.  This flag is set during review of the payroll by the prime contractor.

g. Validated By.  The user name of the person who reviewed the payroll.

h. #.  The number of timecards in the payroll.

i. Hrs.  Total number of hours in the timecards in the payroll.

j. Net Pay.  The total net pay in the timecards in the payroll. 

k. Cert Comment.  The comment entered by the certifier.

l. Review Comment.  The comment entered by the reviewer.
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12. Timecard.  An employee timecard.  A payroll is made up of a set of timecards.  See Create/Update Timecard.  The following information is contained in each timecard:
a. Employee.  The employee associated with the timecard.
b. SSN Last 4.  The last 4 digits of the social security number of the employee.
c. Work Class.  The work classification.  If your employee works a 2nd work class, create a second timecard for that work class.
d. Standard and OT Pay Rate.  The pay rate for standard and OT hours on the timecard.  If your employee has worked a third pay rate for the week, create a second timecard for additional rates.
e. Fringe Rate.  The rate associated with fringe benefits.
f. Timecard Fringe Benefits.  A flag indicating if fringe benefits are paid in a plan or in cash.  The Timecard Fringe Benefits flag is used to control how the Gross and Net Pay are calculated.  If Cash, then the fringe rate and addl fringe paid are used in calculating the Gross and Net Pay.  If Plan, then fringe rate and addl fringe paid are not used in calculating the Gross and Net Pay.  Note that if the net pay calculation is turned off in the Master Payroll, then it doesn’t matter what the Timecard Fringe Benefits flag is.
g. # Withholdings.  The number of withholdings on the timecard.
h. Addl Fringe Paid.  Additional amount paid in fringe benefits.
i. Addl Amt Paid.  Additional amount paid to the employee.
j. FICA.  FICA withheld on the timecard.
k. Fed Tax WH.  Federal tax withheld.

l. State Tax WH.  State tax withheld.
m. Medical Plan Deduc.  Medical plan payment deducted from pay.
n. Union Dues Deduc.  Union dues deducted from pay.
o. 401K Deduc.  401K plan deduction.
p. Other Deduc 1.  Other deduction number 1.
q. Other Deduc 2.  Other deduction number 2.
r. Other Deduc 3.  Other deduction number 3.
s. Standard and OT Hours.  Standard and OT hours worked for each day.
t. Comment.  Comment about the timecard.
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13. Employee.  An employee associated with a prime contractor or subcontractor.  See Add/Update Employee.  The following information is contained for each employee:
a. SSN Last 4.  The last 4 digits of the social security number of the employee.
b. First Name.  The first name of the employee.
c. Middle Initial.  The middle initial of the employee.
d. Last Name.  The last name of the employee.  Last name and SSN Last 4 must be unique for your company.  In the unlikely event that they are not, you must change the last name, perhaps by adding the employee’s initials, to make it unique.
e. Valid.  A Yes/No flag indicating if the employee is valid.  If not, the employee can’t be selected in a timecard.  Normally invalid employees occur only if you import employees and have errors.
f. Active Flag.  A Yes/No flag indicating if the employee is active.  You can enter timecards only for active employees.
g. Default Work Class.  When you select an employee while entering a timecard, the work class will default to this value.  This can save you time when entering timecards.
h. Default Standard Rate.  When you select an employee while entering a timecard, the standard pay rate will default to this value.  This can save you time when entering timecards.
i. Default OT Rate.  When you select an employee while entering a timecard, the overtime pay rate will default to this value.  This can save you time when entering timecards.
j. Default Fringe Rate.  When you select an employee while entering a timecard, the fringe pay rate will default to this value.  This can save you time when entering timecards.
k. Default Timecard Fringe Benefits.  A flag indicating if fringe benefits are paid in a plan or in cash.  When you select an employee while entering a timecard, the fringe benefits will default to this value.  This can save you time when entering timecards.
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D. Logging in to the Electronic Certified Payroll System


To log in, do the following:

1. Click this link: https://oracleapps.sandia.gov:8807/OA_HTML/AppsLocalLogin.jsp
2. Enter your user id and password emailed to you from the registration process (see References) and click the Login button.

Contact the Procurement Help Desk at 505-284-4743 if you have questions about logging in.
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Once you have logged in, click the Cert Pay tab on the upper right hand corner, which will take your to the Master Payroll list screen which is discussed in the next section.
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E. List Master Payrolls for your company


Once you have clicked the Certified Payroll tab as described in the previous section, you will see a list of your master payrolls.  A master payroll is a collection of information used to define the payrolls for a given PO and contractor.  It contains information like PO, contractor, master payroll title, start and end date for payrolls for this PO, and payroll end day of the week.  The information is used to build a payroll record each week.  There are two types of master payrolls you could see:

1. A PO with an asterisk (*).  These represent your prime payrolls and it means that you are the prime contractor on that PO.  You must submit timecards and certify them each week as described in later sections in this document.

2. A PO without an asterisk.  These represent payrolls for subcontractors on the PO.  You see these payrolls either because you are the subcontractor, meaning you must input the timecards and certify them each week.  Or, you are the prime contractor and your must review the payrolls for your subs each week.

Please verify that all of your contracts are listed and that all of your subcontractors’ payrolls are listed as well.  This is important so that you can correctly enter, certify and review your payrolls.  See Section References for information about registering.

From this page, you can click the following options:

1. Id Link.  List all the payrolls for a given master payroll.  Clicking in the Id column take you to a list of payrolls.  See List Payrolls for a selected Master Payroll.
2. Employees Link.  If you have not yet entered employees for your company, click the link in the Employees column to enter employees.  See List Employees.  You only need to enter employees one time, even if you have multiple payrolls to certify.

3. Update Link.  You can update certain information about the master payroll by clicking the link in the Update column.  See Updating a Master Payroll.
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F. List Employees


If you are a new contractor in the certified payroll system, you must first enter or import employee information.  You must enter employees before you can enter their timecards.  You get to this page by clicking the Employees link from your list of master payrolls.  You only need to enter employees one time for your company, even if you have multiple SNL contracts.

From this page, you have the following options:

1. Add Employee Button.  You can add employees by clicking on the Add Employee button.

2. Id Link.  You can edit a current employee by clicking the link in the Id column.

3. Import Employees Button.  You can import employees by clicking the Import Employees button.

4. Cancel Button.  You can return to your list of master payrolls by clicking the Cancel button

The next page of this document shows you the input page as a result of clicking the Add Employee button.
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G. Add/Update Employee


If you are a new contractor in the certified payroll system, you must first enter or import employee information.  You must enter employees before you can enter their timecards.  The page below is the page for creating a new employee.  The page for updating information on an existing employee is identical.  You have the following options on this page

1. Apply Button.  Once you have filled in all required fields, click on the Apply button to save the changes.  
2. Cancel Button.  Click the Cancel button to exit back to the previous page without changing anything.  
Please note the following:

1. SSN (Last 4) must be exactly 4 digits. 
2. You can also add default values for several fields.  If they are filled in, then when you select the employee while creating a timecard, those fields will be automatically populated in the timecard.
3. In the very unlikely case that you have two employees with the same SSN (last 4) and the same last name, then you will get an error when you click the Apply button that the combination is not unique.  To fix the error, you must adjust the employee’s last name.  For example, you could add the employee’s initials to the last name.  In the screen, below, for example, you could change the last name to Baird (RRB).
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H. List Payrolls for a selected Master Payroll


By clicking the link in the Id column of the master payroll, you enter the list of weekly payrolls for the master payroll.  Note that the list is sorted with the most recent payroll at the top.  From this page, you have the following options:

1. Id Link.  Select a payroll week for entering timecards by clicking the link in the Id column.  You will get a list of timecards already entered for the given week.

2. Details Button.  View more information about this list of payrolls by clicking the Details button.

3. Export Button.  Export the information to Excel by clicking the Export button.

4. Cancel Button.  Return to the list of master payrolls by clicking the Cancel button.
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I. List Timecards for a selected Payroll


When you list the timecards for a given week as described in the previous section of this document, you have the following options:

1. Create Timecard Button.  Manually create a timecard by clicking the Create Timecard button

2. Import Timecards Button.  Import one or more timecards by clicking the Import Timecards button

3. Copy Timecards Button.  Copy timecards from a previous payroll week by clicking the Copy Timecards button

4. Details Button.  View the details of the timecards you have entered by clicking the Details button.  You can click this link prior to clicking the Export button to export the detailed information.

5. Export Button.  Export the timecard information you have entered by clicking the Export button

6. Certify Button.  Certify the timecards you have entered are complete and valid by clicking the Certify button.
The next section shows the page resulting from clicking the Create Timecard button.
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J. Create/Update Timecard


Here are some tips on entering a timecard:

1. Select an employee.  Select an employee by entering the name in the Employee box or by entering the last four digits of social security number in the SSN (Last 4) box.  Note that the employee must already be entered into the system before you can enter a timecard.  You can use the flashlight icon next to these two boxes to pop up a List of Values (LOV) page.  See the next section for a discussion of LOVs.  If you have entered default information in the Employees page, your defaults will automatically copy over to the timecard.  You can adjust the defaults here if necessary.

2. Fill out the rest of the information.  If your employee has worked more than 2 pay rates or more than one work class, then you can create additional timecards to reflect additional rates or work classes.
3. Fields marked with an asterisk (*) indicate that the field is required.

4. Apply Button.  Click the Apply button to save your changes and return to the previous page.

5. Cancel Button.  Click the Cancel button to exit without changing anything.
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K. List of Values (LOV) explanation


Both the update/add employees page and the create/update timecard pages have fields with a little flashlight next to them.  The fields have a list of values (LOV) capability, which means that a value entered into the field is restricted to a certain list.  The list will pop up when you click the flashlight or when you enter a partial value and then tab out of the field.  In this example, you see that you have entered the value “b” in the employee box.  
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When you tab out of the box, the LOV is activated and window below appears.  Note the list is already restricted to the employees whose last name begins with “B”.  Click the icon in the Quick Select column to select the employee.  If you want, you could also enter different search criteria and click the Go button to build a different list.  
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In the page below, the user selected Sara Baird:
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All the LOVs work the same way, so once you have mastered the concepts, they will apply for all the LOV fields.

L. Copying Timecards


If your payrolls are identical or similar from week to week, then you can save time by copying a previous payroll week to the current week.  First, navigate to the current week as in the screen below, then click the Copy Timecard button.
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Next, select the payroll week to copy from by clicking the corresponding Copy link.  All the timecards will be copied to the current week.
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M. Certifying a Payroll


A payroll must be certified after all the timecards have been entered and are valid.  For a subcontractor, certifying the payroll submits it to the prime for review.  For a prime contractor, certifying and reviewing normally accomplished by one person, but it could be two different people.
In order to certify, you must either be identified as a Certifier or Reviewer.  Timekeepers cannot certify payrolls.  To certify timecards for a payroll, first click on the Certify button on the upper or lower right hand corner.  In this example, you are certifying the payroll for 24-Mar-2009 as a subcontractor.
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Next appears the Department of Labor cert form.  Click the I Certify button to certify the payroll.
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You can see below that the payroll has been certified because a Yes appears in the Certified column.  The prime contractor must now review the payroll.
Certifying Zero Hours: If you do not have any hours to report for a given week, you should certify the payroll with no timecards
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N. Reviewing a Payroll


Once a payroll has been certified, a reviewer must review it.  For a subcontractor, certifying a payroll submits it to the prime contractor for review.  For a prime contractor, certifying and reviewing are normally done in one step by the same person, however, it is possible that one person inputs and certifies prime payrolls and another person reviews them.

In order to review, you must be identified as a reviewer.  Reviewer responsibility is given to prime contractors only.  As a reviewer it is your responsibility to review and validate Davis-Bacon wages on a weekly basis and ensure your subs are in compliance. 

In this example, we are continuing the example of the payroll for 24-Mar-2009 certified by a subcontractor in the previous section.  Note that a reviewer in the prime contract must accomplish the review, i.e., this review is being done by a different person.
First, review the timecards to ensure that they meet the intent of Davis Bacon, then click the Review button.
 [image: image23.png]@ o ORACLE Supplier Collaboration

Horne |/ Orders |/ Shipments |/ Negotiations | Pla

Certified Payroll: Timecards for payroll week ending 24-Mar-2009, PO 12345, Supplier 1-DAYPAINT &
BODY CENTERS INC, Payroll Title RUIZ TEST. This payroll has been certified

This page contains a list of all the timecards for the given payroll. Click the link in the Id column to update a  (Amend ) (Review ) (Cancel
given timecard. Click the Create Timecard button to create a new timecard. Click the Certify button to cartfy

the given payrall. Note: Depending on your privleges and the status of the payrol, some o al of these options
may not be available. Click the Cancel button to retum to the Payrolls page

(Details ) Export
0 Name Classification Valid Rate  Fringe OT Rate Hrs OT Hrs Gross Addi DeducNet  Display
95109 Baird, Richard R. BRICKLAYER-APPR. 5TH PD Yes §$10.00$3.00 $20.00 3.00 $30.00 $30.00 Display

(Amend) (Review) (Cancel

Horne | Orders | Shipments | Negotiations | Planning | Exceptions | Account | Product | Admin | Cert Pay | Home | Logout
Copyright (c) 2006, Orace. Allrights reservert wacy Statemert





Next you will have the option to indicate whether the payroll is valid or not.

If not, please provide a comment for the subcontractor.  When you review and say they are not valid, the action goes back to the subcontractor to amend the payroll and correct the problem.  When you are done, click the Review button again to complete the review. 
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O. Amending a Payroll


Once a payroll has been certified, it can no longer be updated.  If you encounter a mistake in a payroll, you can amend it by creating a revision.  The original payroll will remain in the system and will be superseded by the revision.  If multiple amendments have been made, only the latest revision can be amended.
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Answer Yes to create the revision:
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You will return to the Timecards page for revision 1 of the payroll.  You simply make changes to the timecards in the amendment and then certify the amended payroll.
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P. Updating a Master Payroll

You can update certain fields on the master payroll which can help you when you certify a payroll.  From the master payroll list page, click the update link for the master payroll.
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The bottom three fields are the defaults which will populate the certification page and save you from entering them each week.  Change the fields as desired, then click the Apply button.  
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Please email certpay@sandia.gov to request the following changes to master payrolls:

1. If other changes need to be made to a master payroll, such as changes to payroll start or end date, or the end day of your payrolls.

2. If a master payroll needs to be reactivated.  Include the reason for reactivation.

3. If there are any changes in personnel.  If a ECP user leaves the company or no longer needs access to certified payroll, SNL can delete the user and add a new user, if desired.

Q. Finalizing a Master Payroll

Once all the payrolls have been certified and reviewed for a specific contract, the master payroll can be finalized.  You are certifying that work is complete on that master payroll.  The process begins with the subcontractor’s master payrolls, which must be finalized first.  Then the prime’s master payroll can be finalized.

To finalize a master payroll, click the update link corresponding to the desired master payroll.
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Then, click the Finalize button and follow the instructions.
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R. Exporting Information
In ECP, it is possible to export the information you have entered.  This capability is available wherever you see an Export button, currently on the list payrolls and list timecards pages.  Click the Export button and follow the instructions to export the information to Excel.  To export more information, click the Details button first, which rebuilds the list with more fields.
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S. Sorting Lists
The lists you see displayed in ECP can be sorted by clicking the column headers.  Click once sorts the list ascending by that column.  Clicking it again sorts the list descending.  This sort capability is available for most columns.  If the column can be sorted, the header is beveled (raised slightly).
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T. Viewing Work Classifications


To view a list of work classifications, click the View Work Classifications link at the bottom the List Master Payrolls page.
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Here is the list.  Note that you can also export the information.  You might want to do this if you plan on importing timecards into ECP and want a list of valid work classifications for your timecard system.
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U. Printing Timecards


You can choose to print out a timecard by clicking on the Display link next to the specific timecard, which displays timecard information in a printer-friendly view.  You can also export information to Excel and print from Excel.
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V. Importing Employees using XML

The following is the format for the Employee import file.  The <EMPLOYEE> ….</EMPLOYEE> group can be repeated as many times as necessary.  The tags SSN, FIRSTNAME, LASTNAME are mandatory.  The others are optional.  If a mandatory tag is missing or empty, the data will still be imported, but the employee will be invalid.  The user can then click an update link and fix the problem.  Employees can also be deleted until they are referenced in a timecard.

To meet the requirement from the Dept of Labor that personal information no longer be stored in ECP, the ADDRESS1, ADDRESS2, CITY, STATE and ZIP tags are no longer used.  If present, then they are ignored.  The SSN tag, as discussed below, is still used but only the last four digits are used.

The <EMPLOYEE> ….</EMPLOYEE> tag can also be replaced by <DATA_RECORD>…</DATA_RECORD>.  The SQL Query tool “TOAD” exports information using that tag.
The SSN tag is mandatory and must consist of the last four digits of the social security number.  If the SSN is longer than 4 digits, then only the last four digits are imported.


The ACTIVEFLAG (Y/N) is optional.  If N, the employee can’t be used in a timecard.  If not present in the XML, the employee defaults to Active (Y).  The tags that begin with DEFAULT were added in Version 2 and all are optional.  These defaults are copied to the timecard when the employee is selected in the timecard.  
The DEFAULTBENEFITS flag can be PLAN, CASH, or CHOOSE and is used to populate the Default Timecard Fringe Benefits field in the employee.  If Plan or Cash, the value populates the corresponding field in the timecard (Timecard Fringe Benefits) when the employee is selected in the timecard.  If Choose, then the user must select Plan or Cash in the timecard after selecting the employee.  See the timecard import for a discussion of Timecard Fringe Benefits.

Employees need to be imported only once for a given supplier in the Cert Pay system.  In other words, if you have more than one contract requiring this certified payroll process, the employees need be imported only one time.  If you only have a few employees, you can also use the Cert Pay system to manually enter your employees.  In this way, you can avoid the overhead of using XML.  Also, once you have imported your employees, you can then manually add new employees if you want.  Alternately, you can import the new employees, too.

<EMPLOYEES>

<EMPLOYEE> 
<SSN>4321</SSN> 
<FIRSTNAME>Richard</FIRSTNAME> 
<LASTNAME>Baird</LASTNAME> 
<MI>R</MI> 
<DEFAULTRATE>11.11</DEFAULTRATE> 
<DEFAULTFRINGERATE>2.22</DEFAULTFRINGERATE> 
<DEFAULTOTRATE>33.33</DEFAULTOTRATE> 
<DEFAULTWITHHOLDINGS>33</DEFAULTWITHHOLDINGS> 
<DEFAULTWORKCLASS>BRICKLAYER</DEFAULTWORKCLASS> 
<DEFAULTBENEFITSFLAG>PLAN</DEFAULTBENEFITSFLAG> 
<ACTIVEFLAG>Y</ACTIVEFLAG> 
</EMPLOYEE>
</EMPLOYEES>

To import employees, go to the List Employees page, paste the XML into the text box and click the Import Employees button.  See List Employees
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<EMPLOYEES>
<EMPLOYEE>

<SSN>4321</SSN>

<FIRSTNAME>Richard</FIRSTNAME>
<LASTNAME>Baird</LASTNAME>

<MI>R</MI>

<DEFAULTRATE>11.11</DEFAULTRATE>
<DEFAULTFRINGERATE>2.22</DEFAULTFRINGERATE>
<DEFAULTOTRATE>33 33</DEFAULTOTRATE>

<DEF AULTWITHHOLDINGS>33</DEF AULTWITHHOLDINGS>





The information from the XML spreadsheet is mapped to the data in the following user interface page in the Cert Pay system.  This screen shot is the result of importing the employee in the previous sample XML.  Please note that the XML used for the import is stored with the employee for historical purposes.
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W. Importing Timecards using XML


The process for importing timecards is very similar to that for employees.  You must write SQL to extract timecard information from your timekeeping system for one or more weeks.

The <TIMECARD> ….</TIMECARD> group can be repeated as many times as necessary.  The tags PAYROLLENDDATE, SSN and WORKCLASS are mandatory.  The others are optional.  If PAYROLLENDDATE tag is missing or does not match the payroll end date of the payroll for import in the ECP, the timecard will not be imported.  If SSN or WORKCLASS tags are missing or empty, the data will still be imported, but the timecard will be invalid.  The user can then click an update link and fix the problem.  Timecards can also be deleted until the payroll is certified.

The following additional validations are performed:


a) PAYROLLENDDATE.  Must match the payroll end date of the payroll.  If dates do not match, the timecard will be ignored and not imported.  The format for this date is DD-Mon-YYYY, e.g., 07-Mar-2006, 19-Dec-2005.  
b) SSN.  Must match a valid employee SSN in ECP for the supplier and must be 4 digits in length.  If it is longer than 4 digits, then only the last 4 digits are used.
c) LASTNAME.  If SSN is not unique for your company, you must use last name of the employee to uniquely identify the employee.  Otherwise, this field is not necessary.

d) WORKCLASS.  Must match a valid and active work classification in the Cert Pay system.  See Section Viewing Work Classifications for information on viewing and exporting work classes.  You might want to load this list from the Cert Pay system to your system.

e) OTRATE.  This field is mandatory if overtime hours are given.  The OTHRS1, …, OTHRS7 represent the hours for day 1, …, day 7 of the payroll week.  
f) RATE.  This field is mandatory if standard hours are given.  The HRS1, …, HRS7 represent the standard hours for day 1, …, day 7 of the payroll week 

g) Decimal point precision is validated for all numeric fields.  See the sample format for the maximum precision allowed.  For example, standard and OT hours can be given with at most two decimal points.  The user interface enforces this precision, too, so you can look there.  Dollar amount are imported with NO $, just the numeric value.

<TIMECARDS>

   <TIMECARD> 
   <PAYROLLENDDATE>17-Mar-2009</PAYROLLENDDATE> >
   <SSN>4321</SSN> 
   <WORKCLASS>BRICKLAYER</WORKCLASS> 
   <RATE>10.11</RATE> 
   <FRINGERATE>2.25</FRINGERATE> 
   <BENEFITSFLAG>CASH</BENEFITSFLAG>
   <OTRATE>33.22</OTRATE> 
   <FICA>33.33</FICA> 
   <WITHHOLDINGS>4</WITHHOLDINGS>
   <FEDERALTAXWITHHOLDING>55.55</FEDERALTAXWITHHOLDING>

   <STATETAXWITHHOLDING>55.51</STATETAXWITHHOLDING>
   <UNIONDUESDEDUC>22.33</UNIONDUESDEDUC> 
   <PLAN401KDEDUC>33.44</PLAN401KDEDUC>
   <MEDICALPLANDEDUC>44.55</MEDICALPLANDEDUC> 
   <DEDUC1>6.66</DEDUC1> 
   <DEDUC2>7.77</DEDUC2>
   <DEDUC3>8.66</DEDUC3>
   <ADDLAMTPAID>8.66</ADDLAMTPAID>
   <ADDLFRINGEPAID>9.66</ADDLFRINGEPAID>
   <HRS1>1.11</HRS1>
   <HRS2>2.11</HRS2>
   <HRS3>3.22</HRS3>
   <HRS4>4.33</HRS4>
   <HRS5>5.55</HRS5>
   <HRS6>6.66</HRS6>
   <HRS7>7.77</HRS7>
   <OTHRS1>1.11</OTHRS1>
   <OTHRS2>2.21</OTHRS2>
   <OTHRS3>3.31</OTHRS3>
   <OTHRS4>4.41</OTHRS4>
   <OTHRS5>5.51</OTHRS5>
   <OTHRS6>6.61</OTHRS6>
   <OTHRS7>7.71</OTHRS7>
   <COMMENT>This is the comment</COMMENT>
   </TIMECARD>
</TIMECARDS>

The information from the XML spreadsheet is mapped to the data in the following user interface page in the Cert Pay system.  This screen shot is the result of importing the above timecard.  Please note that the XML used for the import is stored with the timecard for historical purposes.
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XML: <TIMECARD> <PAYROLLENDDATE>17-Mar-2009</PAYROLLENDDATE> <SSN>4321</SSN> <WORKCLASS>BRICKLAYER< WORKCLASS>
<RATE>10.11</RATE> <FRINGERATE>2.25< /FRINGERATE> <BENEFITSFLAG>CASH</BENEFITSFLAG> < OTRATE>33.22</0TRATE> <FICA>33.33</FICA>
<WITHHOLDINGS>4< WITHHOLDINGS>
<FEDERALTAXWITHHOLDING>55.56</FEDERAL TAXWITHHOLDING>< UNIONDUESDEDUC>22.33< /UNIONDUESDEDUC>
<PLAN4D1KDEDUC>33.44</PLANDTKDEDUC> <MEDICALPLANDEDUC>44.55</MEDICALPLANDEDUC> <DEDUC1>6.66</DEDUCT>
<DEDUC2>7.77</DEDUC2> <DEDUC3>8.66</DEDUC3> <ADDLAMTPAID>8.66</ADDLAMTPAID> <ADDLFRINGEPAID>9.66</ADDLFRINGEPAID>
<HRS1>1.11</HRS1> <HRS2>2.11</HRS2> <HRS3>3.22</HRS3> <HRS4>4.33</HRS4> <HRS5>5.55</HRS5> <HRS6>6.66</HRS6> <HRST>7.77</HRST>
<OTHRS1>1.11</0THRS1> <OTHRS2>2.21</0THRS2> < OTHRS3>3.31</OTHRS3> <OTHRS4>4.41</0THRS4> < OTHRS5>5.51</OTHRSS>
<OTHRS6>6.61</0THRS6> <OTHRST>7.71</OTHRS7> < COMMENT>This is the comment</COMMENT> </TIMECARD>





Because the payroll end date is validated for each timecard, you can actually create XML for timecards for several payroll weeks.  You must import the timecards for each payroll week.  Only the timecards corresponding to the payroll week will be imported.  The rest will be ignored. 
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