USPS exports to upload to Worxtime

Employee Upload — 2 options available based on Safe Harbor choice (from Worxtime signed
agreement page 3)
a. Use WORXTIME report if you are using the W2 wage or Poverty Level Safe Harbor.
i. Execute from the Menu>WORXTIME

AMERICAN FIDELITY WORXTIME EMPLOYEE UPLOAD FILE

This program will create the Employee Upload file for the American
Fidelity WorxTime program. The file will need to be transferred

to your PC and submitted through the American Fidelity secure website.
Please DO NOT email this file as it contains employee SSN.

Output file: MPJEMPLOYEE_UPLOAD.CSV
- Selection Options -

Enter Job Number to Select (Blank for All):
Enter Last Paid Date to Select From: 04/20/2015

ii. Change the output file name to identify your district
iii. The job number can be used if you are certain that everyone has that job
number. i.e. “01”
iv. Enter the Last Paid Date
v. Transfer the output file to a local drive
vi. Salary and Pay Rate will be blank on this file
vii. Fill'in the blanks with the information not available in USPS
1. Measurement Group can be left blank
2. Full time or Part Time field will need to be completed on the
spreadsheet. (TSTAMT is a very old program that produces to reports.
The REGRET.TXT lists the value in the 450 deduction Full or Part time
field. It doesn’t wrap, so you could transfer it and open in Excel to filter
results.) (Another option is to query the biographical domain for the
part time flag.)
b. Use WORXTIME_2 report if you are using the Rate of Pay Safe Harbor
i. Change the output file name to identify your district
ii. Same as WORXTIME except Pay Rate and Salary are included
c. These reports will have Pay Group information. You may need to send Worxtime a pay
group report that indicates which groups do not have a break in employment and if you
can identify which pay groups are not offered insurance.



2. Initial employee upload to Worxtime of prior hours worked in measurement period
a. Run Afford with the following options

AFFORD - Affordable Care Act Reporting

Report File Specifications:
Print options page? (Y/N): Y

Beginning and
Sort Options: Ending Dates pair

Sort: ID with the answer
. . to the “Calculate
Selection Criteria: /

Beginning Date: based on...”

Ending Date: option

Exclude based on termination date? (Y/N): N
Exclude employees with insurance? (Y/N): J
Calculate based on number of weeks or months? (I-U
Calendar for calculating breaks:

Retrieve retire hours from history

Enter the Beginning Date of your measurement period.
. Enter if bi-weekly pay periods
o Pay period start date of the first pay date in first month of the measurement period
o  Pairs with the “CALCULATE BASED ON NUMBER OF WEEKS OR MONTHS?"= “W”
o EXAMPLE: measurement period starts 8/1/14. First pay date in August is 8/7/14 with a pay period of 7/13/14
to 7/26/14. The Beginning date in AFFORD would be 7/13/2014.
. Enter if semi-monthly pay periods that are the 15" and last day of the month
o  First day of the month for the start of the measurement period
o  Pairs with the “CALCULATE BASED ON NUMBER OF WEEKS OR MONTHS?"= “M”
o0 EXAMPLE: measurement period starts 8/1/14. The Beginning date in AFFORD would be 8/1/2014
e  Enter if semi-monthly pay periods that are not paid on the 15" and the last day of the month
o  Pay period start date of the first pay date in first month of the measurement period
o  Pairs with the “CALCULATE BASED ON NUMBER OF WEEKS OR MONTHS?"= “M"
= A warning message will appear suggesting to change the beginning date to the first of the month.
This warning can be ignored by hitting enter
o EXAMPLE: measurement period starts 8/1/14. First pay date is 8/5/14 with a pay period of 6/22/14 to 7/12/14.
The Beginning Date in AFFORD would be 6/22/2014.

Enter the Ending Date of your measurement period.
. Enter if bi-weekly pay periods
o Pay period end date of the last pay date that should be included
o  Pairs with the “CALCULATE BASED ON NUMBER OF WEEKS OR MONTHS?"= “W”
o EXAMPLE: last paid date = 4/30/15 with a pay period of 4/5/15 to 4/18/15. The Ending date in AFFORD would
be 4/18/2015.
. Enter if semi-monthly pay periods that are the 15" and last day of the month
o0 Last day of the month that should be included
o Pairs with the “CALCULATE BASED ON NUMBER OF WEEKS OR MONTHS?"= “M”
o EXAMPLE: Last paid date = 4/30/15. The Ending date in AFFORD would be 4/30/15.
. Enter if semi-monthly pay periods that are not paid on the 15" and the last day of the month
o Pay period end date of the last pay date that should be included
o Pairs with the “CALCULATE BASED ON NUMBER OF WEEKS OR MONTHS?"= “M”
L] A warning message will appear suggesting to change the Ending date to the last of the month. This
warning can be ignored by hitting enter
0 EXAMPLE: Last paid date= 4/20/15 with a pay period of 3/8/15 to 3/21/15. The Ending Date in AFFORD would
be 3/21/2015.
Enter “N” to “Exclude based on termination date?” and “Exclude employees with insurance?”.
Leave the “Calendar for calculating breaks” field blank.
Afford Screen 2 of 2 — leave Pay Groups and Employee Selection blank



b. AFFORD produces an AFFORD.TXT and AFFORD.CSV. The .csv file doesn’t have the detail
needed for the initial load for Worxtime. Transfer the AFFORD.TXT to a local drive using

the file transfer option in Reflections.
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c. Open Excel and then go to file/open and open your text file. Change the file format to
“ALL FILES”as it will default to an Excel file format.
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d. The conversion wizard will open and step you through converting the txt file to an Excel
format. CONVERTING A TXT FILE TO AN EXCEL FILE

Excel will open the Text Import Wizard
Text Import Wizard - Step 1 of 3 P [ |

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
() Delimited - Characters such as commas or tabs separate each field.
are aligned in columns with spaces between each field.

Step 1:

=]

Start import at row: 18| = File grigin: 437 : OFl
Excel will default to the last selection. Choose
I . . .

delimited if the columns are separated by a
symbol or punctuation. Choose Fixed Width if

you want to define the width of each column.

D My data has headers.

Preview of file C\Users\dinnen'\Desktop\afford.bd.

TIME: 3:37 pm MADISON PLAINS LOCAL sﬁb}. R . .
Employee Start Stap  Job Pay \.\ The Afford report wraps; so, choose Fixed width.
D Employee Hame Date Date Nbr Grp Pa
mBROOOOOL [ ] 08/01/2014 0473072015 -
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If the txt file has the options page, scroll down to
-Cancel -ﬂext > -_Einish
find the column headers. Place this row’s
number in the Start Import at row box.

Then Click Next




Text Import Wizard - Step 2 of 3 (8. [

This screen lets you set field widths [column breaks).
signify a column breaks

o CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

Step 2:

L~
Excel will attempt to create columns
where needed. Click on lines and drag

Data preview them to where you want the columns to
o L0 e °e . % . 80 0 be. Double click on lines that need to
i Employee Name Date Date Nbf Grp Pay D{ = be deleted. Slngle click if lines need to
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Text Import Wizard - Step 2 of 3 |9 ||

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

Data preview
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This will return the data to Excel. If you do not get satisfactory results, the text file will still be available
for you to try again.

There are additional steps needed to clean up the Excel document prior to your upload.



Select the entire workbook by clicking the box in the left hand corner. Then filter the first column to find
the lines and additional header fields on e elect these rows by click on the row number at the
side and then click de
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Each row will need the Employee ID and Name on the row with the dates for that employee. Copy and
paste that information to each row. Remove subtotals by employee and grand total
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Change the column headers to the Worxtime specifications. They want a subtotal by check.
3. Per pay reporting once Worxtime is configured

a. Runand upload AFFORD.CSV
b. Run WORXTIME or WORXTIME_2 and upload the xx_employee_upload.csv.
i For new hires



