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TimeStar® Year End — Best Practices

As the end of the year approaches, there are a few processes that we recommend in order for your
TimeStar system to continue functioning in the most efficient manner possible. Below, you will find
details on how to do the following things:

1. Create pay periods for the upcoming year.

In order for employees to be able to request time off in the upcoming year, as well as enter
time, you will need to create the pay periods. You can create pay periods for as many years in
the future as you like, so if you would prefer not to have to do so every year end, you can create
as many as you wish.

2. Create holidays for the upcoming year.

If your company has paid or worked holidays, you will need to create those holidays. We highly
recommend creating holidays prior to the date on which the holiday falls, in order to prevent
any confusion or incorrectly paid days. Holidays can also be created as far into the future as you
wish. Please note that you will need to change the dates of any holidays which change dates
each year.

3. Assure that accruals over the year end work properly.

It’s unusual that the last pay period of the year and the end of the accrual year occur on the
same day. This procedure will assure that your accrual year end and carryover hours are
handled correctly.

Performing these tasks will assure that your TimeStar system continues to work correctly for you over
the transition into the new year. If you have any questions about the instructions on the attached
document, please feel free to contact Insperity’s TimeStar support, and we will be happy to assist you!
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Generate New Pay Periods.

Select Company Setup > Pay Periods.
Select the Generate Dates button.

&> Insperity, TimeStar’

= - [ @ AL CHESNEY.CHRISTINE (00000006) = # < QY 06/06/201506/122015  [+]| € | > @D B C
Dy Procedures =~ Pay Periods SELECT PAY PERIOD:  Bi-Weekly ] 20
End of Period Procedures
Reports Name: Bi-Weekly Current Period:  06/08/2015-06/21/2015 E|
Efmployes MANenanc Description:  Bi-Weekly Pay Period Pay Schedule: Bi-weekly
Global Update
Diagnostics 2007 i
Company Setup 2008

Accruals Setup

Approvals Setup ! 2008

Calendar Setup 3 2010

Company Assignments —
Company Contact Info 2011

Company Parameters

Company Profile 2012

Coverage Schedule Setup £
Export Data Mapping 2013

Holidays 2014

Organization Levels |

Pay Groups 2015 e
Pay Periods

) Premium Setup ADD DELETE GENERATE DATES

3. The following screen will display:

Detail View x

i
[}

Generate Dates
Year 2016 |Z| Initial Date:  12/02/2015
Pay Date Offset. 14

Years with existing dates have the date ranges shown in () — generating new dates will overwrite data.
Dates appearing in red indicate a weekend day.

GENERATE DATES
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4. Choose the year from the drop down menu.

5. TimeStar will automatically fill in the Initial Date field to align with the day after your last pay
period of the previous year.

6. Select the Generate Dates button to see a preview of the new year’s dates. An example of what
will display is shown below:
. Detail View X

Generate Dates

i
©

Year 2016 |Z| Initial Date:  12/02/2015
Pay Date Offset. 14

Years with existing dates have the date ranges shown in () — generating new dates will overwrite data.
Dates appearing in red indicate a weekend day.

-

# START DATE STOP DATE PAY DATE

1 12/02/2015 12115/2015 12/28/2015 5
2 12116/2015 12/28/2015 01122016

3 12/130/2015 011212016 01/26/2016

4 01113/2016 01/26/2016 02/08/2016

5 0112772016 02/08/2016 02/23/2016

6 0210:2016 02/23/2016 03/08/2016

7 02/24/2016 03/08/2016 03/22/2016

8 03/08/2016 03/22/2016 04/05/2016

GENERATE DATES

7. Verify the Start Date, Stop Date and Pay Date for the pay period listed are correct.
a. Ifthe dates are incorrect, update Year, Initial Date and/or Pay Date Offset and select the
Generate Dates button again.
8. When all dates are accurate, select the Save Dates button.

NOTE: if your company generates accruals and/or utilizes the requests feature in TimeStar, it is best to
generate 2 years’ worth of pay periods. That way the employees can request time off at the end of
the following year.

TimeStar will not allow employees to request time for a pay period that does not exist.
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Generate Company Holidays

Select Company Setup > Holidays.
Select the Generate Holidays button.
& Insperity. TimeStar’

/- | GENERATE HOLIDAYS

Premium Setup

3. The following screen will display:

Detail View

Generate Holidays
Generate dates from: 2013 E

Generate dates for: 2015

There are no records to display.

‘GENERATE HOLIDAYS

4. Select the year to generate the holiday list from.
5. Enter the year to generate holidays for.

= oo A CHESNEY, CHRISTINE (000000056) ] # ¢ »Q Y 06/06/2015-06/12/2015
Dol Frocedes : Holidays SELECT C DAR YEAR TOVIEW: 2015
End of Period Procedures
Reports Ap0 HoLipay: Christmas 2002
Employee Maintenance
HOLIDAY DATE
Global Update
Diagnostics New Years Day 2013 01/01/2015
Company Setup
Memorial Day 2013 05/25/2015

Accruals Setup

EDIOVlE Selup 2| Independance Day2013 0710412015

Calendar Setup

Company Assignments Labor Day 2013 09/07/2015

Company Contact Info

Company Parameters Thanksgiving Day 2013 11/26/2015

Company Profile

Coverage Schedule Setup Christmas Day 2013 12/25/2015

Export Data Mapping

Holidays ‘

Organization Levels 5

Pay Groups

Pay Periods

i

6. Select the Generate Holidays button. The following screen will display:
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Detail View

Generate Holidays

i
[

Generate dates from: 2013 |Z|

Generate dates for. 2015

DESCRIPTION DATE

New Years Day 2013 01/01/2015
Memorial Day 2013 05/25/2015
Independance Day 2013 07/04/2015
Labor Day 2013 09/07/2015
Thanksgiving Day 2013 o e o 11/26/2015
Christmas Day 2013 12/25/2015

Su Mo Tu We Th Fr 3Sa

AVE ‘GENERATE HOLIDAYS

7. Holiday dates are generated using the previous year’s information.
8. Adjust the dates to the day the holiday is being paid in the upcoming year by clicking on the date
and selecting the correct date on the calendar that pops up.
a. NOTE —if there are holidays that will not be paid in the new year, these will be corrected
in the steps after selecting Save.
9. Select the Save button to finalize the holidays. The following screen will display:

Holidays NDAR YEAR TOVIEW: 2015 = e ™
pav:  Christmas 2002 e
HOLIDAY DATE o
New Years Day 2013 01/01/2015 ﬁ
Memorial Day 2013 05/25/2015 ﬁ
Independance Day 2013 07/04/2015 E
Labor Day 2013 09/07/2015 ﬁ
Thanksgiving Day 2013 11126/2015 ]
Christmas Day 2013 12/25/2015 ﬁ

10. If there are holidays that are no longer being paid for the new year, use the trash can icon (®)
on the right side of the holidays page.

11. If there are additional holidays that you need to add for the upcoming year, contact technical
support by calling 800-314-8223.

12. If any holidays were removed, select the Save button to complete the process.
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Accruals view and expired transactions

If your accruals are based on calendar year, then at the end of the year, your system will first expire and

then award new accrual balances. How you see this will depend on how your pay periods and awards

are set up.

1. If your last pay period of the year ends on 12/31:

a.

When you view accrual summaries for the period that ends on 12/31, you will see your
remaining balance.

When you view accrual summaries for the period that begins on 1/1, you will see
carryover (if there is any) and a new pending accrued amount.

When viewing accrual transactions for the period that ends on 12/31, you will see an
expiration that reduce the total to 0.

Trans. Type Eff. Date Houwrs  Statuws Running Balance
Expired® 12/31/2014 -13.50000 Pending 0.00000
Accrual 01/01/2015 24.00000  Pending 24.00000
Carryaver 01/01/2015 0.00000  Pending 24.,00000

If you move your Accrual Summary Period view forward to the period that begins on
1/1, you will see a positive transaction that brings the accrual balance back up to
whatever is correct for your setup.

EXAMPLE:

Your company allows 30 hours of PTO to carry over into a new year. Jane Smith has 50
hours left at the end of the year.

When you look at her accrual summary for the period ending on 12/31, the balance will
show 0.

If you look at the accrual transactions page for that same period, you will see two
negative adjustments: One will be for -30, and will show up as Carryover Adjustment;
The other will be for -20 and will show up as Expired.

When you move to the next period, that starts on 1/1, you will see a positive
adjustment for 30 that shows up as Carryover.

2. If your last pay period of the year spans over the 12/31-1/1 threshold:

a.

When viewing the accrual summary for the December (or current year’s) period, you
will see that the accrual balance is whatever your company allows as carryover in
addition to any accruals for that period.
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When viewing the accrual transactions for that period, you will see negative
adjustments that reduce the total to 0, then any positives to account for allowed
carryover.

EXAMPLE:

Your company allows 30 hours of PTO to carry over into a new year. Jane Smith has 50
hours left at the end of the year.

When you look at her accrual summary for the period spanning 12/31, the balance will
show 30 hours plus whatever accrued for that period.

If you look at the accrual transactions page for that same period, you will see two
negative adjustments and two positive adjustments: One will be for -30, and will show
up as Carryover Adjustment; The other will be for -20 and will show up as Expired.

The positive adjustments will be 30 that will show as Carryover, and another that is the
normal accrual for that period.
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