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PAYROLL BASICS

BTS Payroll Reports
Final Time Report

Organizational Excellence Classified Training

Claudia Flores, Sr. Classified Training Representative

This module provides information on the Final Time Report available in BTS




Final Time Report (Transaction Code - ZITMTIMERPT)
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From the Detailed Navigation list, click on ZTMTIMERPT-Final Time
Report.

The Final Time Report is used to view and print a summary or detail of
employee time for a specified date range.



Final Time Report - All Employees
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Enter a specific payroll period. You have the option to choose a payroll
area (CE, CL, or SM). Enter your cost center. If you have more than one
cost center, click on the green box below the yellow arrow that is to the
right of the cost center box and click on the desired location. Press the
execute icon at the top of the screen.
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Final Time Report - All Employees - Summary
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Final Time Report - All Employees - Summary
Period Specified :08/01/2017-08/30/2017 Semi-Mth Classified
Run Date & Time: cr ORES001 PRI 09/05/2017 15:48:08

CostCtr “\Payrol * PersonID|* Pers.No Lastname Fistname  ~ TT |Hrs| | At/Ab/WT Rpt.Hrs At/Ab/WT Rpt.Hrs A/Ab/WT
1123401 SM 11 1211 BRAVU,MD{EYA B 12| RG 12
mil B 66| RG 66
433114 433114 BIGGLERLILIANA B 12| RG 6 (IL 6
433114 B 60| RG 54 (PN 6
795817 795817 CcRuZ, FERMIN B 4 | RG ]
795817 B 44| RG 44
688889 688889 MARTINJOSEPH B 1 [ RG 1
688889 B 12| RG 12
B 66| RG 36 1L 30

The Final Time Report displays a break down of the total hours reported
for each employee. For example, the third line indicates that for Liliana
Biggler there was a total of 72 hours reported. 60 hours of regular time,
6 hours for illness and 6 hours for personal necessity.



Payroll Resources
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* MyLAUSD

¢ https://oelausd.org
Click on Employee Resources.
Select Just-in-Time Training from

the drop down list and look for I
] )
Elementary Student Body Accounting
L= Management
..... Email Communication
+ P Emergency Response Procedures
Imprest Procedures

E—— Payroll

Performance Management
— Presentation Skills
Reasonable Accommodations

For more resources, please refer to the most updated payroll manual and
bulletins located in MyLAUSD. Don’t forget to visit the Organizational
Excellence webpage for more tools and resources. Go to oelausd.org.
Click on the Employee Resources Tab, then click on Just-In-Time Training
and scroll down to payroll.

Payroll.




