b'
mastermind®

Aramark myPay Procedures
- Canada Sites -
- FINAL-

For support, please call the ABI Offices during normal business hours,
Monday - Friday, 7am-4pm (Pacific).
(916) 381-3809
Choose from one of the following options:

2. Support for Workforce Manager & additional ABIMM modules
3. Support for any hardware or connectivity related issues

4. Sales

6. Accounting & Billing

8. All other Questions

For critical or emergency issues that require immediate attention after hours:
Call the office and press option “9” to be transferred to the next available on-call
support representative.
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Overview

The purpose of this document is to identify the setup, rules, and procedures in ABIMM for Aramark Canada sites
to process payroll to myPay. The system configuration in Company Setup and Special Handling is managed by
an ABI Senior Consultant and any changes will be authorized by Labor Management Services. ALL questions and
requests for changes should be submitted to the abimm@aramark.com email address.
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*NOTE: BENEFIT PLANS -- See supplemental Benefit Plan Administration document for details on assigning and
managing benefit plans for vacation, sick, and personal time.

** NOTE: UNION DUES -- Consult with HRM to confirm if regular deductions are processed from ABIMM or myPay.
See the Special Handling Entry in WIP section of this guide for entering dues adjustments and initiation fees in
ABIMM.
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System Configuration
Position Maintenance

Each position in the system must have an assigned profit
center number in Position Maintenance. This will denote
the Working Profit Center an employee will be charged for
payroll when the position is assigned to an employee WIP
record.

1. From the Applications Menu, click the Maintenance
menu button and then the Position button.

2. Double click or press the Zoom (F5) key to select the
appropriate Department. Click the Modify Records
button.

3. Select the Assign Profit Centers button to view all
positions and associated profit centers. Select Modify and
then double click or press the Zoom key (F5) to update
Profit Center numbers based on the list assigned to the
ABIMM Pay Group for the department. There will be an
error if a Profit Center is entered that is not assigned to
the department's Pay Group.

*NOTE: If a position is added and no profit center humber
is assigned, a message will appear stating One or more
positions are missing a Profit Center Code. If this is
ignored, an error will be reported on the Time Processing
Edit Report for the position stating Missing Position Profit
Center and payroll cannot be processed.

Procedures
-Canada Sites-

o Postion Maimtenance =

Position 4. Posiion Desciption TeanvAea SKACode  yenia fote, PN Pawlwe HnMe o piemaes Job Class

[ELapmot ADMINISTRATIVE ASSISTANT CESTES  CLADMIN CL7006 B

CLADMO2 ADMINISTRATIVE ASSISTANT CESTES  CLADMIN CL7008 ]

CLBONUS UNION BONUS CESTE CTRAIN CL70s0 a

CLCORDT SUITES CODRDINATOR CESTES  CLCOORD  CL7015 ]

CLDCTRNT  DESSERT CART TRAINING CESTE CTRAIN CL7050 a 200

CLDCTRNZ  DESSERT CART TRAINING CESTE CTRAIN cL7oso =] 300

CLDCTAN3  DESSERT CART TRAINING CESTE CTRAIN CL7050 a 200

CLOCTRN4  DESSERT CART TRAINING CESTE CTRAIN cL7oso =] 300

CLDCTRNS  DESSERT CART TRAINING CESTE CTRAIN CL7050 a 200

CLOCTRNG  DESSERT CART TRAINING CESTE CTRAIN CL7050 =] 300

CLDCTRN7  DESSERT CART TRAINING CESTE CTRAIN CL7050 a 200

CLOCTRNE  DESSERT CART TRAINING CESTE CTRAIN CL7050 =] 300 -

Tean esDese NON GHON EVPLOYEES SaCoseD FOMNASSET =
bidmses o [avimpoCr |

g TR

g miremd | [ amEwry ] [ mormm ]

_——————————————
Go To: Applications Menu > Maintenance > Position

obi Position Maintenance =)
Assign Component No. =
Postion  Posibon Description [mf;i‘;:? Mo, Profit Certer Last Modified ]
cLaomon ADMINISTRATIVE ASSISTANT Irs0s 000005320 [~]
@ CLCORDT SUITES CODRDINATOR 7509 000005320 08/30/2016  3:27 pm PROUDH
CL CLDCTANT DESSERT CART TRAINING 7509 000005320 10/24/2012 9:23 am PROUDM
E CLDCTRNS DESSERT CART TRAINING 7509 000005320 10/24/2012 9:28 am PROUDM
o | cwocTan? DESSERT CART TRAINING 7509 000005320 10/24/2012 9:23.am PROUDS | |
CLDCTRNS DESSERT CART TRAINING 7509 000005320 102472012 923 am PROUDY |~
° CLNEXPO1 EXPEDITOR 7509 000005320
« CLNEXPD2 EXPEDITOR 7509 000005320
i CLNORDOT 'ORDER TAKER 7509 000005320 ) =
CLNORDO4 (ORDER TAKER 7509 000005320 ]

Go To: Applications Menu > Maintenance > Position
> Assigh Component Number

el Poifon Maimtenance ]
Depatens: [CESTE | ARENA SUITES Updsted: 08/25/2016 032202 PROUDM l
Postonid PostionDessition Tewvas SCod | e (Foce  Palil PaTwe Mite g wom |°
IPLEDMOT  ADMINISTRATIVE ASSISTANT CESTES  CLADMIN  CL7008 ]
CLADMIZ  ADMINISTRATIVE ASSISTANT cesTES  cLaowmn  cos
CLEONUS  UNIDN BONUS CESTE CTRAN s )
“Aitention

CLCORDT  SUITES COORDINATOR

CLOCTRNT  DESSERT CART TRAININ|

9 One are missing & PR Department Override Code |
Please review the PR Depariment Overide Codes for these positons.

CLOCTANZ  DESSERT CART TRAININ|

CLOCTRNS  DESSERT CART TRAININ|

CLOCTANA  DESSERT CART TRAININ|

CLDCTANS  DESSERT CART TRANN
CLOCTANS  DESSERT CART TRANN e ; <

CLOCTRN?  DESSERT CART TRAINING CESTE CTRAIN CL7050 1 300
CLOCTANS  DESSERT CART TRAINING CESTE  CTRAIN CL70S0 a 300

NON UNION EMPLOYEES Skil Code Desc.

Exchice Inactive
Assion Pof Cerlers

Eil/Save

Postion

[ postevnrey

(

Pt Fosiions

L ——————————————————————
Go To: Applications Menu > Maintenance > Position
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System Configuration
Skills / Job Codes

For each ABIMM skill code, a job code should be assigned for proper payroll processing and job allocation. If a job
code is not assigned to a skill, the job code for payroll will default to the job code specified on the employee's file
in ABIMM. The job code field should only be left blank for generic skills that are not job specific such as training or
Vacation, Sick, Other (VSO).

Follow the steps below to assign a job code to a skill: ssptomber o7 2017 e Sl

Ob‘i‘m%ﬁ;ﬁ.}?r Workforce Manager - Applications Menu

1. From the Applications Menu, click the Maintenance ME Mam"z;,m | e Coae D
menu button and then the Skill Master button. ﬁ e I R =N B =T
fias E e I - — ==
2. Double click or press the Zoom (F5) key to select the e ] e e
appropriate Department. Click the Modify Records = I — [
button. (e ] ] —
) ) ) ) ) ) ’- e R T 0 = ]
3. This screen will display a list of all skills currently assigned aramark G B e [ —
to the department. Highlight the appropriate Skill and in PITTSBURGH T (i ]
the Job Code field, double click or press the Zoom (F5) e e

key to select from the list of available Job Codes. I i I

ARAMARK TEST - UAT
User: agLwTS

4. Once all skills have a job code assigned, click the Exit/ Go To: Applications Menu > Maintenance
Save button.

*NOTE: These job codes are established by Corporate and Im ﬂﬂﬂﬂﬂ

.

cannot be modified. If you are missing a job code, please Do G557 | s |
contact Corporate. SKiCode  Descipton Tiiing Code_Valdte Exiation Wk Con Code VQ;:D Last Modiied
[ELADMIN ADMIN ASSIST BATC 07/26/2010 032554
CLCOORD. SUITES COORDINATOR B ADMIN MPORT
CLDESCRT DESSERT CART ATT = SERVER RGYL.
CLPREM PREMIUM SRVC DIR 5] zz8R [E
CLSTEMGR  SUITES MANAGER ] STKAE @
CLSUPERY SUITE SUPERVISOR 5] HAMA.
4dd Record
[ unoksng |

Go To: Applications Menu > Maintenance > Skill
Master

obi Skill Master Maintenance =

SkilCode  Descrp tModified
CLAOMN  ADMNAf | JobCode T Efecive Fiom Efectve Thu Teped * | pa/2016 172308
CLCOORD SUITES PAIN ar fanager 01/01/1351 uoM

CLOESCRT  DESSER| | PAP ounss
cexpeD  EpEDT| | PAV oL

CLMGRPAY  MANAGE[ | PAPA oA 0472013
oAt 04172013

01/01/1351 Assign Skils

o1/01/15851

Referenced o emplojes.

CLORDER  ORDERY | PAFC
cLPREM PREMILY | PAPE
CLAUNNER  SUITER| | PAPG

aserver  sumesq [P ) =
asere  serup | | eane s
CLSTEMGR SUITES PARD 01/011351 E
asueny  sunesy | pasa o
o oot | asohecos |
o o
[ o Do oand
o o
st el Unsoksing |

Go To: Applications Menu > Maintenance > Skill
Master > Modify Records > Job Code
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Employee Import
Aramark/ABIMM Employee Import Procedure

New employees and/or changes made to existing employees in Aramark’s HR system HCMS will be available for
import/update in ABIMM the next day. This import should ALWAYS be run prior to exporting payroll to ensure all
data is up to date.

Follow the steps below to process new employees and September 07,2017
employee information changes in ABIMM. Qb|¥ faster]  system Administration

Client Specific Utilities

(o simcominim_] pres—

1. From the System Administration menu, click the
Client Specific Utilities button and then the Aramark
Employee Import button.

[ eoshmiomon ] [ crasminm

( J

(@) B =T

2. Double-click or press the Zoom key (F5) to select the Pay P ——

J
l
J
J
l
J

Group to view a list of pay groups. ’. [Fr—— [ e
[ coceamomeioen | ([ Sty Corns

. i ] . aramark
3. In the Report Output field, choose Printer or Screen Jramart

4. Click the Import button to process employee information
and review modifications/updates. I

ARAMARK TEST - UAT [

5. After selecting Import, a window displays a list of new  Go To: System Administration > Client Specific
employees to be on-boarded into the system. Utilities

*NOTE: The system is validating that the employee id does O
not already exist in the system. A warning will appear at the I
bottom of the screen if an employee already exists with the

same SSN. The employee may already exist in the system ‘
with an old employee id. Be sure to transfer the employee sty i e vl e T et
to the appropriate department and update their employee e s ot
id and then re-run this import to avoid duplicate employee s BT e
entries. et P+
e Fill in any missing information by double-clicking or

pressing the zoom key (F5) in the blank fields to bring E\
up a list of available options.

e Filter the list by New/Modified, New Only, Modified
Only, Rate Variances Only, All Employees. Go To: System Administration > Client Specific

6. Click the Process Import button. A report will display Utilities > Aramark Employee Import
the changes/ additions.

= Aramark Employee Inport - Preview

Lasthame FistNane FoftCerter Conporent  PapRate  Statuc  Type (Depament Teamthres MM PWT  PayRate MMSKI
00000 HoAction

Pir Detais

Concel Processlmpt

Go To: System Administration > Client Speciﬁ_c
Utilities > Aramark Employee Import > Import

Copyright® 2018 ABI, Inc. - Reproduction without written consent is expressly prohibited. 5
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Employee Import (continued)
Aramark/ABIMM Employee Import Procedure (continued)

*NOTE: Employee pay rate changes: September 07,2017

master

e Pay Work Types in ABIMM WILL NOT be updated abi | system Administration
by the import process, but variances between HCMS lent Specif Uites
and ABIMM rates will be identified. Employee rates (tsmivicon.]
will need to be changed manually within ABIMM. To
view Pay Rate variances, select the Rate Variances
in the Type to View drop-down menu. Click the
Print Details button and check the box to include
Rate Variances to generate a report. To change

InfoGienesis Expart

[ oshmiomon ] [ crsmim

( J

(D T

e | [ rsamrimue

J
l
J
J
l
J

[ omiomie ] e

an individual employee’s pay rate, use the Change ?L?{Jﬂgr,!‘

Pay Work Type utility. Contact ABI for questions
regarding mass wage increases. T

ARAMARK TEST - UAT

User: ABLwTS

e Salaried Manager's rates for payroll processing WILL  Go To: System Administration > Client Specific
BE updated by the import process and stored in a Utilities
restricted field. Individual Pay Work Types are not
required for each salaried manager rate.

*NOTE: This import will update the employee's home Profit
Center based on the information in HCMS, but WILL NOT
update the ABIMM department. To move an employee to a

new ABIMM department, utilize the Employee Department ‘
Transfer utility in Workforce Manager.

oo Aramark Empleyes mport I

‘This utility will import the Aramark employee export TXT file into
ABI MasterMind. New employees will be added and existing

*NOTE: Please contact ABI with any questions regarding the
fields that will be updated during the import process.

— \

Go To: System Administration > Client Specific
Utilities > Aramark Employee Import

= Aramark Employee Inport - Preview

Lasthame FistNane FoftCerter Conporent  PapRate  Statuc  Type (Depament Teamthres MM PWT  PayRate MMSKI
00000 HoAction

Pir Detais

Concel Processlmpt

Go To: System Administration > Client Speciﬁ_c
Utilities > Aramark Employee Import > Import
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Special Handling Entry in WIP

Manual WIP records should be created In order to process additional hours, allowances, or deductions to myPay.
Each record should be assigned a corresponding recurring event for the type of pay/deduction, and the appropriate

special handling codes must be setup on events and work types to pay other hours.

Types of special entries may include, but are not limited to the following:
e Vacation, Sick, Other Time "VSO" (includes hours taken and unpaid vacation)

e Retro Pay Hours/Dollars
e Misc. Allowances/Deductions
e Union Adjustment/Initiation Fee

For each type of pay (e.g. vacation, sick, etc.) a separate record must be created with the corresponding event and
hours taken or dollars (paid/deducted).

To enter additional hours, allowances, or deductions in the
WIP Editor / Multiline, follow the steps below:

1.

2.

6.

From the Applications Menu, click the Time Processing
menu button and then the WIP Editor / Multiline button.
Double click or press the Zoom key (F5) to select the
Department. Then click the Modify Records button and
then click the Add a Record button.

Select an employee by double clicking in the field in the
Employee Id column or hitting F5 for a list of Employee
Ids and enter the In Date (use the last date of the pay
period for retro pay entries).

Enter the In Time as 08:00 and the Out Time as 08:00.
The total hours should reflect 0.00 in red bold font.
Double click or press the Zoom key (F5) to select the
Special Handling Event (e.g. retro pay, personal time,
vacation, etc).

Double click or press the Zoom key (F5) to choose the
Work Type, and Position labeled "VSO".

*NOTE: The Pay Type should automatically populate with
the employee's base Pay Work Type.

7.

Click the Edit Misc. Hours button.

a. To enter hours use the Special Handling Other
Hours field. These hours are not considered "worked
hours" and will not affect overtime calculations.

b. To enter dollars to be paid or deducted, use the
field labeled with the applicable type of deduction/
allowance. If the field is not listed, choose from a list of
pay codes in the Specified Pay/Deductions section.
Double click or press the Zoom key (F5) in one of the
two Pay/Ded fields and select the appropriate code,
then enter the amount.

*NOTE: If a field is grayed out or code is unavailable, call ABI
support or email abimm@aramark.com.
3. Click the OK button to save and return to the WIP editor,

once complete click the Save/Exit button to exit and
save the multiline screen.

September 07, 2017

Workforce Manager - Applications Menu

[ vwren
wreaw
[ s e

aramark

PITTSBURGH

i procuct s Bomsed o
ARAMARKTEST - LAT

Go To: System Administration > Imports / Exports >
Aramark Employee Import > Import

Depart

Emply|
00000001
00000001
0000000

......

mmmmmmmmmmmmmmmmm

lllll

o I

Go To: Applications Menu > Time Processing > WIP

Editor / Multiline
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abi me
Multi WIP Entry

This feature will create WIP records for multiple selected employees within a pay group. This will be used to create
WIP records for Salaried Manager pay at the end of each work week. A model should be created that pre-selects
the employees to be included in the process and default hours to be paid.

*NOTE: A single Pay Work Type should be created for the Salaried Managers department with a zero dollar rate
and the Salaried Employee Pay check box should be enabled on the Costing tab of Work Type Maintenance.

To enter manager pay hours in the Multi WIP Entry screen,

September 07, 2017

follow the steps below: bj st —
1. From the Applications Menu, click the Time Processing QDI mipa™ | Worklorce Manager- Aeplications Men
menu button and the Multi-WIP Entry button. TimeProcessing
2. Double click or press the Zoom key (F5) to select a Pay <1l o :‘“ { — : { : C} ‘D
Group Event Id, and Date. | (o) e owe
3. Enter the In Time as 08:00 and the Out Time as 08:00. = o] [ BT
The total hours should reflect 0.00 in red bold font. Click S
the Enter button on the keyboard to generate a list of all (] [ ]  [awnreren]
employees assigned to scheduling departments for the o [ ) ) [ ]
event,. aramark
4. For first time setup: Check the box to select an employee, piTsBuRen
and double click or press the Zoom key (F5) to choose
the Position Id corresponding to their Profit Center. I e e I
When the Position Id is selected, the Pay Work Type  Go To: Applications Menu > Time Processing > Multi
will auto-fill. Complete this process for each Salaried WIP Entry
Manager. — —
e Enter 40 in the Other Hours column. This will give Il' P — 'II
one week of pay for the manager at their defined D o o [ —
salary. E— P L
e Select Save Model to save selections. The model is i s B
based on the Pay Group and the Event Id. Once the i o
model is saved, the user can click the Load Model oo LN -
button to recall the selected employees and create the e o e
same WIP records in the future. F wom
5. Weekly steps after first time setup completed: Complete o e a E
steps 1-3 and select Load Model. If a manager receives i o
Vacation, Holiday, PTO, etc. then reduce the number of Ao o0 o m
other hours taken before selecting Create WIP Records frsem e e
CossWPRecats | [ goncel

(e.g. 8 hours PTO taken enter 32 for manager pay. The 8
hours of PTO should be entered as a separate record in WIP

Vensaaat | [ sobaail ] [ursoeati ] Guamronon)) [ Lo ] [[Setetioss |

Go To: Applications Menu > Time Processing > Multi

) . . . . . WIP Entr
Editor. See Special Handling Entry in WIP for instructions). Y
Then select Create WIP Records to generate the time —— =
cards for the managers for the current pay period. They II' P—— II
will appear in the WIP Editor as automatically approved e 1]
pp y app . Dote: 10072015 | sty | | Coe Desrpion Tentes  SilCod  *| [ohage | [VewDedotors o]
LRSB4SUT SEC 564567 GUES UTUSHERT
Enployee Nane UTIOKST SEC 101 IRV KILLSWATCH GUES  UTUSHERT [l i
BRANDT, BRIAN A uT1085U1 SEC109111 GUES UTUSHERT
DERDO, YUSEFE. urzEn SECTI7END GUES UTUSHERT
DUNGAN. KRISTIV M. ur12esut SEC128129 GUES UTUSHERT
DUREIN, ELINTON & umassut SEC 129130 GUES UTUSHERT
DURBIN, ROBERT M. umaosut SEC130131 GUES UTUSHERT
FILES, COURTNEY uT1aisul SEC 131134 GUES UTUSHERT -
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Tips/Commissions Entry

The WIP Editor-MultiLine is where all tips and commissions are entered into the system. In order for tips and

commissions to be entered the pay work type must be a tipped pay rate type.

*NOTE: From the main WIP Editor Multi-Line screen,
records can be filtered by selecting any of the filtering
buttons in the upper right corner of the screen. There are
two methods for entering Tips/Commissions and both are
explained in the following section:

Edit Misc. Hours method

1. From the WIP Editor MultiLine screen, highlight the
appropriate employee and then click the Modify Records
button and then click the Edit Misc Hours button.

2. Enter/edit tips and commissions applicable to the selected
WIP record only.

*NOTE: If a field is grayed out, call ABI support or email

abimm@aramark.com.

3. Once the tips have been entered, click the OK button.

Comm/Tips Entry Method

This button is useful for entering commissions and tips for
multiple employees at a time on one screen. Only employees
that worked a tipped or commission position will be displayed.

1. From the WIP Editor MultiLine screen, click the Comm/
Tips Entry button and click the Modify Records button.

2. Enter the applicable tips or commissions.
3. Click Save/Exit.

*NOTE: Contact ABI for information on additional tip entry
options such as tips/commission import from a .csv file or
automatic distribution of tips.

Departm Jvent] [ wotingept |

Emplogee| | | o o PyTwe *
oking Depatinent Oeride- b
[LESES VADI  CLODSD
01331285 VADS  CLODED
01331281 VADS  CLODSD
001331384 EROT PO
e VR10  CLODSD
[LESET ER0e PO26
01331384
[LESEN
01331384
oonaz7s23
oon27423

o ros
oo e
‘ e e

Payed2Code: [ o

Avar:| o1 o

20202084 ROOT oLz
SetRog/DI/DT Caiultin To: Ao e <
oo0s0340 VA0S CLODSD

01331677 VAOS  CLOOS) .

[ Employee
WP Canment Comn/Tis Enty
Schechie

oo | i [ e |
che
Check 0 V80 Event Enty
— o Corce
TR Fesa BT T | [ wPcomen |
Event: JAMES TAYLOR

Catzguy: CONCERT [ GueRecos @; Empieeides |
Wtk Ty SUTE SERVER PayType: SUITE SERVER
Posion: SUITE SERVER ) ikt 2o Doz Aoz SevelEt

Go To: WIP Editor Multi-Line

|m WIP Editor / Multi-Line - Commission / Tips Entry.

| Department : ABI STAFF [ABI]

Conmission Tips/Gratuty  Cashed Oul_ Svc/adin
Enployee Last Name. Fist Name Anaurt ‘Amount Tips Ant

23456783 DUKOVICH AARDN
21212121 UCHLENZ JaCK
970085 SCHWARTZ DAVID

Date Evet  Postian
03/30/2018 180330 DRUG SUPERVISOR
9/30/2018 | 180330 DRUG ENFORCEF
03/30/2018 180930 SECURITY

Go To: WIP Editor Multi-Line > Comm/Tips Entry

<< Query Mode >>
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Payroll Processing

Managers that are specified in Company Setup will receive an email notification until payroll has been submitted
on the extract date or the cutoff time has been reached. Payroll must be submitted in FINAL by 11am local time on
the extract date. If you have missed your cutoff time, contact Payment Services.

Time Processing Edit Report

Run the Time Processing Edit Report to check for errors
and warnings in WIP.

September 07, 2017

Workforce Manager - Applications Menu

Time Processing

[ ormmenom

[ oo

J
J
(oo miommon |
= J

Payroll Processing

J

pr—— vy

1. From the Applications Menu, click the Time Processing
menu button and then click the Time Processing Edit
Report button.

2. Double-click or use the Zoom key (F5) to choose the Pay
Group field. The correct pay period should display in the

( J
l J
[t res ]
l J

] P e

[ Howated | [ ] ]

| ] o

Pay Period Starting and Ending fields. aramark e

3. In the Output Type field, choose Printer or Screen and PITTSBURGH T
press the Print button.

4. Review all errors/warnings and then use the WIP I o B I I

Editor/ Multiline to make any necessary corrections

. . . Go To: Applications Menu > Time Processin
to time cards. After making corrections you must re-run PP 9

the Time Processing Edit Report. Once no changes are —_— —
needed, select the Lock Pay Period WIP Editing button |_
to prevent any other changes during the payroll process.

Payroll Interface Export e

This button will prepare the import file for transfer to corporate s o

for processing in myPay as well as roll the pay period forward e ]

to the next period. YT

1. From the Applications Menu, click the Time Processing
menu button and then click the Payroll Interface Export

i

button.

2. Double-click or use the Zoom key (F5) to choose the Pay  Go To: Applications Menu > Time Processing > Time
Group field. Processing Edit Report

3. Verify the correct pay period dates are displayed in the
For the Pay Week field. T

4. Inthe Trial report or Final drop-down menu, select Trial
to review your pay journal. Please ensure that all pay
records are correct and all entries have been made.

5. Once the payroll is ready for submission, run the payroll e ) o
export in FINAL to transmit your payroll. This will roll the
dates over to the new pay period and move WIP records i
into the history file. This report must be sent to a Printer.
Use the PDF printer to keep an electronic copy.

ERRORS FOUND IN EDIT LISTY

Ouput Typs: Pinter =

[k ][ oo
*NOTE: If ERRORS FOUND IN EDIT LIST appears, select

Cancel and run the Time Processing Edit Report again.

Once all WIP errors are corrected, lock the pay period, run _

the Payroll Interface Export again. Go To: Applications Menu > Time Processing >
Payroll Interface Export

Copyright® 2018 ABI, Inc. - Reproduction without written consent is expressly prohibited. 10
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Stat Holiday Pay Utility

Stat holiday pay is a calculation based on statutory national holidays observed by Canada sites to pay employees
accordingly. Employees will qualify for the utility if they have worked within the qualifying date range. All employees
with a temporary employee type will be calculated based on total regular earnings divided by 20 (certain special
handling types can be excluded). Employees with an employee type of PT/FT can be included with the option of
applying the same calculation as the temporary employee type (based on hours worked) or applying a straight 8
hours.

To process the Aramark Stat Pay Calculation utility, follow

December 18,2018

the steps below: Qbi master|  System Administration
1. In the Province drop-down menu select either Ontario CTan Specie Vs
or Albert. = === =
*NOTE: Alberta sites do not include commissions. o [ - [ o
2. Double click or press the Zoom key (F5) to select the S e =
appropriate Pay Group. This is the pay group to process e e
for the stat pay calculations. abi meser l |
3. In the # of Prior Pay Periods to Consider field, this g@ rr— T
references the number of ABIMM pay periods that the e
system will look back to get the wages for the stat pay o
calculations. The Qualified Earnings Date Range is I B __ i i _
calculated based on the current pay period start date and  Go To: System Adml;’t'_f_ttr_atm“ > Client Specific
the number of pay periods to consider. I —
4. Double click or press the Zoom key (F5) to select a System Administration
oo Stat Holiday Calculation Menu Bl
Department Id range or leave Blank thru zzzz and ) -
only departments that belong to the specified pay group pr—
will be considered. e ([t euioen ] T
5. Double click or press the Zoom key (F5) to select from T e
a calendar or enter the Holiday Date, this will identify T R
(in the following screen) how many hours the employees ——
worked on that date. abi m e T—
6. Enter the recurring Holiday Event Code that the stat gg m—
pay will be applled to. ABI DEMO ARENA G
7. In the WIP Pay Date field, enter the date for the WIP

transaction date. This is generally the same as the holiday
date but must be in the current pay period.

8. Check the Include FT / PT Employees box if these
types of employees are to be included.

i. When FT / PT employees are included, the user can
select to Calculate the FT/PT Method that the stat pay
hours are based on the hours worked or apply just 8
hours.

10.In the Vacation Wages Calculation % field, the system
can calculate the vacation wages to be included in the
stat pay calculation of wages. The user would specify
the percentage of total wages (e.g. 4.00%) which will be
added to the wages calculation before dividing by 20.

*NOTE: This is currently managed through myPay and should
be set to 0%.

Go To: System Administration > Client Specific
Utilities > Stat Holiday Calculation Menu

‘o0 Aremark Stat Holiday Calculation =

Povres: ONTAAD ~
PayGrcup: (01| SHAW CENTRE
0 Pt Pay Piods o Consiter: [ 2]
Qualiying Eamings Date Rlange : 11/22/2018 - 12/05/2018
Deparment 1d.-From: [SCONE | - Thu: [s2TP.
Hobday Date: (1772018 |
Holday Event Code: (SDSTAT | STAT PAY.
WP Py Dae: 1272572076 |
Include FT /PT Employess: /] Calculate FT/PT Method:  Apply 8Hours
Parameter Defiritions

Go To: System Administration > Client Specific
Utilities > Stat Holiday Calculation Menu > Aramark
- Stat Holiday

Copyright® 2018 ABI, Inc. - Reproduction without written consent is expressly prohibited.
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Stat Holiday Pay Utility (continued)

11.Click the Excl ial Handlin link to
specify special handling codes that do not apply to either
the stat wages or vacation wages. These would be the
actual Special Handling Codes defined in ABIMM. By
default, the special handling codes excluded are HO,
VA, PE, UK, WC for stat wages and PE, UK, VA, WC for
vacation wages.

12.0nce the parameters have been entered, the user can
save the parameters for future use by clicking on the Save
button in the Parameter Definitions section. The user
can retrieve the saved settings in the future by clicking on
the Select button in the Parameter Definitions section.

13.Click OK to proceed to the preview screen.

The resulting screen will show the detailed information used
to calculate the holiday hours for qualified employees. WIP
records can be automatically created for the holiday hours
to pay. Listed will be the Employee Type, Wages, Days
Worked, Holiday Hrs Worked, Wages to Consider, the
associated employee Pay Rate, and the Holiday Hrs to pay
to the employee.

From this screen, you can click the Switch to Modify to
make changes to the holiday hours to pay for an individual
employee.

Clicking the View Hours to Pay Only button will filter out all
the employee's that did not work in the qualifying date range
and do not have hours to be paid.

Optionally, click the Print Report button to Screen or Printer
and choose to Sort by Name or Department. This report can
be used to review to make sure everything is accurate before
WIP records are created.

Press the Create WIP Records button to create the records
in WIP.

*NOTE: VSO WIP Defaults must be setup for the Holiday
Event Code in order for the WIP record to be created with
the proper (VSO) position and template work type (Setup an
Event > Special Handling).

‘obi Aramark Stat Holiday Calculation =

Py Group: 01| SHAW CENTRE
#of Prior Pay Peiods to Consider [ 2]
Qualtying Eatrings Date Range . 11/22/2018 - 12/05/2018
Depatentid -Fom Thw: [5z |
Holiday Date : [12/25/2018 |
Holidey Event Code: [SDSTAT | STAT PAY
WP Pay Date: [12/2572078 |

Include FT /PT Enployees: (7] Calcuate FT/PT Method: Apply 8Hows =

Caleudation % (000 Exclude Specisl Handing Codss

|

Go To: System Administration > Client Specific
Utilities > Stat Holiday Calculation Menu > Aramark
- Stat Holiday

ot Stot Holrday Calculation - Review, =
[ weroose vazsrama |

LastName Fisthane  Enployeeld Depativert EnployecTipe  Wases  yooteg ontet b PaRae Tegf

LIGBE EHIZOJE 011209292 SFHSE  PartTime 7 1962 800

ALEKSANDROVA ET 0NN STMEA  Ful Tine 0

au S0 ONIATZ3 SFHSE  PanTine 8 1982 80

AU RaBlA 01208059 SFHKE  FulTine s we  am

auy MARIE OM2T4T8 SFHKE Tenporay 62150 4 EEIRT I

ALVRADD NeRls MR ST FulTine 0 195 a0

ANCAND REINER 02166 SKSTW  Pan Tine 5 CEIT")

ancano Avan 01215 SKSTW  PanTine 4 828 00

ANDREW MACKENZEE 011219182 SFHKP Temporay o 1982 E

anGeL CHELSEA OM284 SOV Tenporay s 1 3 um o

anGUS eLaine OMATSI0 SOCSH  PanTine 7 1982 80

ANGUS TYREEK ONIZ8002 SFHSE  Temparay 1025 1 ms v 0w

avaa cLauoi oM SKT PauTine B 195 800

avaLa [ OMATSE  SKSTW  FulTine 9 828 80

AT ozan 01293 SKSTW  Tenparay 3 1645

saren JENNIFER ON20790  SOBSV  Pan Tine 0 1470

BALDEAY SHaRDN ONATSS SFHKE FulTine 8 28 8

aaLoWIN caskv oM SOBAR  PanTine 3 e am

BaNALL BvRON OM20132 SPHSE  FulTine 0 1982 800 .

[ swichtoModiy | [ViewHoustoPayorly | [ Pinthepot | [ creste P Recorss | [ concelzea |

Go To: System Administration > Client Specific
Utilities > Stat Holiday Calculation Menu > Aramark
- Stat Holiday

b Stat Holiday Calculation - Review =

[ wteepse: vazsraoe

Lot Name Futllans  Erolyeeld Devalmet Erloestipe | Wopes (oo, "emHe Ve oo Hoyhs o
AlGEE EHIZOJE ON20RS  SFHSE  panTine 7 we 80
au S0y 0N SFHSE  Pau Tine s we 80
A AaBlA OU2EER SFHP  Ea 3 1982 8o
auy Mape | SelectOutput an we 18
ALYAREDD NeRIS 1953 8o
ANCIAND REINER Select the output destination to print the listing of CE T
ANCAND avan the Stat Holiday information. e
ANGEL CHELSER i um o
anes e SonReponey: [T ~ wee e []
ANGUS TYREEK Repot Ouet: (<] s e e L
avaLa cLaDA 198 60
AvaLa AR 828 800
BALDEAL SHARDN Bint [ comoal 26 8w
BaLDWIN casey 2e 6o
BANALL avRoN AT SFHSE  FulTine ) 982 8w
BANTIGUE JuANITO o120 SKSTW  FulTine . eI
BANTIGUE MARYGRACE  OTI208%2  SKSTW  FulTime " 828 800
BazINET ASHTON OM2BN0 SOV Tempoay w47 1 2 um om
BzINET sean ONZIBIET SOV Temporay 2505 3 °E wm 0w
[ svichtomodiy | [ vewall [ pinRepon | [ Create P Recarss | [ conceizea |

Go To: System Administration > Client Specific
Utilities > Stat Holiday Calculation Menu > Aramark
- Stat Holiday > Print Report
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