TES Application— Payroll Quick Reference

The new TES application is
now in use by the TES
team. You can therefore
now use it to transfer the
TES weekly and monthly
payrolls to CHRIS

= Timeshests overview
run a payroll
Timesheet entry
Q Pending Checks Check Required ‘Amendment Required Ready For Transfer
: T HR | U Adjustments entry
Step 1: The TES team fHR

will inform Payroll once

timesheets are ready for
transfer.

You can then log on to

John, Scott Weekly 14-Feb-2018 Oh Om 36.50 £353.43 £502.97
the TES Syste m at . Timesheets overview Clara,Aranda-Jan Weekly 14-Feb-2016 0Oh Om 4.00 £155.32 £20024
http://hrsystems.admin.
cam.ac.uk/tes-webapp Timesheet entry
using your Raven Adjustments entry

credentials. You will then
see your home screen

UniCamTemps

Transfer history

Check Timesheets

Step 3: Click on the ‘Check
Time sheets' menu option and
the ‘Pending checks’ screen
will be displayed

Step 2: The ‘Timesheets’
tab shows the main
working areas where you
can check details and then

Transfer history
Timesheets Check Timesheats Timesheets Require Checking - total : 362
Payroll "
Week Ending Holiday Worked Client
Worker N T
oeker Kame A = Date Claimed Hours e Charge

Prior to the payroll deadline the TES Team will have used the ‘Check
Required’ and ‘Amendment Required’ tabs on this screen in order to

validate and approve the timesheet and costing information for the payroll

Transfer to CHRIS

Payroll name Last pay date Pay date Action
Assistant Manthly 01-Jan-1970 —Plazge galect— 7 Transfer
Research and Stipends Monthly ~ D1-Jan-1970 — Plz3ge salect— ¥ Transfer Pending Checks
Weekly 30-Jan-2016 — Plzags g2lest— % Transfer

Step 4: Click on the ‘Ready for
’
Timesheets Ready For Transfer - total : 3 Tra nSfer ta b
R::;:'_IL Job Warker Name Payrell Week Ending Date w::::d N ,
- = Step 5: The ‘Transfer to CHRIS

30023763 20151108 John,Scott Weskly 14-Feb-2018 38.50 screen WI” then be dISp|ayed W|th

30025203 20151881 Clara, Aranda-Jan Weskly 14-Feb-2018 4.00 the t|mesheet5 eI |g|b|e for

30013208 20151827 Leah Astbury Waskly 7-Feb-2016 36.00 transfer I|Sted in the bOttom

30017878 20180065 Dianiel Bames Waskly 7-Feb-2016 SeCtlon Of the screen and the

30013851 20151005 Hatz Beats Waakly 14-Feb-2 payro” Optlons shown at the tOp
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Step 6: Select the payroll type for the
payroll you wish to run. Select the pay
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date for the payroll
Transfer to CHRIS
A Paoll nams Last pey ete Payaste hetion
Note: that the payroll dates available p— - g B
here are provided by CHRIS S—— — =
\// Tinssnssts Reeoy For Transtar-tota 351
Payroll name Last pay date Pay date Action = :"m """:: ':' W";::M =
e | e | e | o
Assistant Monthly 01-Jan-1970 —Please select — | ¥ Transfer e [ - e [ aa
v | e | smmanta e [ um
| avom i v | e | =
Research and Stipends Monthly ~ 01-Jan-1970 — Please select — | ¥ Transfer T R S R R
— o j Transter me == = Step 7: it is suggested that
- | —Please sslect — | 7 o . p—
Weekly 30-Jan-2016 i | o you export all payroll
A e | oom | e details to Excel before
20-Feb-2016 o | e T ma beginning any transfer
Timesheets Ready Foi 27-Feb-2016 e | e e =
P D EEEhLE
heson Job Worker Name Week Ending Date | "vorkered comemmes) Gomrem
Reference | 12Mar2016 Hours
30023763 20151109 John, Scott 19-Mar-2016 14-Feb-2016 36.50
30025203 20151981 Clara,Aranda-Jan ~26-Mar-2016 14-Feb-2016 400 .
02-Apr2016 v Step 8: Next, click on the
30013906 20151927 Leah, Astbury S 7-Feb-2016 36.00 ‘Transfer’ button
Payroll name Last pay date Pay date Action
ot o wanater s S Assistant Monthly 01-Jan-1970 — Plesse select — 7 Transfer
The A TP 1T 2w w8 POR B8 B9 J000 W 19 FImetret © CME0T G partest M0 ace Corir™ P 00 e B YanTte e
m Research and Stipends Monthly ~ 01-Jan-1970 — Please select —  ~ Transfer
& Moman Lot —— Weekly 30-Jan-2016 Transfer

M e gers Baens PTTE
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Step 10: Click on the confirm
transfer button in order to
complete the transfer of the
listed workers to CHRIS
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Step 9: A confirmation screen listing the workers
who will be included in the payroll is displayed

More information can be found on:



http://www.hrsystems.admin.cam.ac.uk/systems/systems-overview/staff-review-and-development-srd

