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Pay Periods

Time submitted for the 1st – 15th is paid out on the 22nd of the month.

Time submitted for the 16th – 31st is paid out on the 7th of the following month. (if payday falls on a weekend, payday will be the Friday prior)

· We highly encourage you to put a reminder on your email calendar to submit your timecard on the 15th and 31st (or last day) of every month.

· The strict deadlines of the 15th and last day of the month are helping to keep Young Life in compliance with legal regulations.

Instructions

1. Go to Employee/Manager Self Service - EMSS (bookmark (Ctrl-D) this page for easy access)
2. Click on the big blue button, ‘Hourly time entry form’ 
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3. Login with your Staff Resources username and password.
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4.  Your timecard will come up; note it is titled ‘Period Entry’. This is the screen where you want to enter all of your time.  
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a. Enter your Mission Unit, number of hours you worked for the day and select the Pay Code by clicking on the magnifying glass under the Pay Code column.  Regular time is called ‘BASE’.  Paid time off is called ‘PTO’.  Holidays can be coded as ‘HOL’.
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To see all Young Life Paid Holidays for the current year, there is a link on the left margin, under Help.
b. Once your time is entered for the day, click on ‘Update card” at the bottom of the screen.  This will save that entry.
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c. Once all time is entered for the pay period, click on the ‘Print card’ button on the bottom to make a copy of the timecard for yourself and email a copy to your supervisor for his/her review. 
Note- The ‘Submit for approval’ button does NOT go to your supervisor, but to the Payroll Department.  

Comments-

Comments can be used for anything you’d like to note (Ex:  “Took longer lunch for birthday celebration in my office.”).  These comments will not print on your timecard, but will be saved in your history and can be viewed by clicking on the comment icon.

Split time – 

Split is used on any day that you may have multiple pay codes or work in multiple Mission Units.  

To enter Split time:

1) Click on the Split icon 

2) Fill in Mission Unit, Hours and Pay Code

3) Then click on ‘Return to Period View’ to take you back to your full timecard.
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4) Once your time is entered for the day, click on ‘Update card’ at the bottom of the screen.  This will save that entry.

Note –The Split icon shows lines on the icon indicating split time is entered.  The Mission Unit and Pay Code boxes disappear when split time is entered as well.
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Errors-

Anytime you get an error, you can edit the problem field to correct it, then hit ‘Update card’ to clear the error. Or delete the line Using the [image: image8.png]


 and start over.
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At the End of the Pay Period
· Submit your timecard to Payroll for processing by clicking on the ‘Submit for approval’ button at the bottom. 

· You will have only 24 hours after the close of the pay period to make any changes to your timecard, regardless if it falls on the weekend or not.  
· To exit your timecard, click on ‘Close Time Entry’ button.
· Any changes or time needing to be recorded outside of the current pay period will require a special Exception timecard and approval from your Regional Office.  

Viewing Past Pay Periods
· You can view (but not edit) past pay periods by clicking on the back arrow towards the top of the page.
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How do I report minutes worked?  
· There is a link to a helpful chart to use if you have minutes of time to report: So for example, if you worked 4 hours and 55 minutes, you find 55 minutes on the chart to find the decimal equivalent and would record it as 4.92. 
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