7he UNIVERSITY of OKLAHOMA

Employee Functions

Time & Attendance

Experience the Workforce system from the employee perspective. Learn Workforce navigation
fundamentals and functions related to reporting time, activities, and absences in the system.

Notice: Falsification of timesheets, whether submitting or
approving, can be grounds for immediate termination.

University time system:
http://time.ou.edu
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Time Record Favorites (For Reporting Projects)

Time Record Favorites allow you to insert a pre-defined time record into your timesheet in
order to save time. Instead of entering each part of a time record every time you need to enter
the information on a timesheet, you can create a favorite, which enters a combination of
information all at once.

1. To create a favorite on a timesheet, fill in the fields of a time record which will become a
favorite.

+ - Worked Elapsed 8.00 ADAE 12-16
Thu 02/01 Architectural & Westheimer Airport -
Engineering Infrastructure for
Hangar Land Lease

The Time field cannot be pre-defined in a favorite. You must directly enter hours on the
timesheet after applying a favorite.

2. Click the Insert button drop-down menu on the time record from which you want to create
a favorite.

O

3. Select Create New Favorite From Row.

+ - Please Select

+- [
= Cut L]

Mon 0305 7 copy >

+ - Paste

& - 7l Duplicate Row

+ = 1{3 Delete Row
Tue 03/06 P

+ - o Create New Favorite From Rw{b

+ - 15'1 Change Work Date ]

The Create Favorite window appears, listing the values of the various fields on the time
record.

4. Fill in the Create Favorite window:

e In the Favorite Label field, enter a name for the favorite.
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Create Favorite x

Faworite Label:

Field Name Value

* paycode  worked Hapsed

¥  Department i
s " Architectural & Engineering
+  project 12-16
J westheimer Alrport - Infrastructure for Hangar Land Lease
Work Order  (plank)
Comments aril

Lreate e Cancel

e [f you do not want the favorite to include a pre-defined value for a particular field,
unselect the corresponding checkbox. These fields remain blank on the time record
when you apply the favorite, requiring the user to enter a value each time.

e Select the checkboxes of the parameters you need to appear each time you use the
favorite.

Create Favorite x

Favorite Lapsl: Westheimer

Field Name WValue

¥ Pay Code worked Elapsed
ADAE

+  Department
Architeciural & Engineering
12:18
+ pro =
et Westhelmer Alrport - infrastructure for Hangar Land Lease
Waork Order  (Dlank)

+ Comments (Diank)

Create Favorite Cancel

A pay code must always be part of a favorite, since this field is
mandatory for any time record.
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5. Click Create Favorite to create a favorite for the time record.

Create Favorite

The favorite you created appears in the Pay Code field and is available for you to use in all

timesheets for the group/assignments you selected in the Use this favorite when viewing
timesheets for field.

Date Pay Code Hours Amount Department Project
+ - Westheimer ADAE 12-16
Thu 02701 Architectural & Westheimer Airport -
Engineering Infrastructure for

Hangar Land Lease

Notice the Hours field is blank and highlighted in yellow, you cannot default hours worked, you
must always enter hours for each pay slice.

The favorite displays with the given label at the top of the Pay Code drop-down menu. A star
icon appears beside the name of the favorite.

Pay Code ¥

T
! .|'l|'_ I C

Imhoff Rd

Westheimer
Please Select
Admin Leave
Banked Holiday
Banked OT
Class Hours
Exterded Sick Lsavs
FMILA With Pay

FMLA Without pay -

Favorites are not propagated to other users. Only you have access to the favorites you create.
Each member of a target group/assignment has access only to favorites they have created
themselves.
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