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



Table of Contents

ADOUL ThiS GUIE ... cieeiieeiiiiiiitieiteeereiiereeeeereanereessreasesensserensesseasasenssssensssenssssenssssensesennnnens 1
(0] o 110 4 V7= PR 1
(000] 01 VZ=T 0 1 [0 o 1= O PPPPR 1
Home Screen NaVIgation ........ccciiiiiiiiuiiiiniiiiiiiiiiiiiiiiiiiinimisssiessresssssanes 2
LOgEING INtO the HOME SCrEEN ...eii ittt e s ree e s s eaaeeeeena 2
Yot o [0 [PPSR 3
Customizing the HOME SCrEEN ......uviiiieee e e e e e e s e s e e e e e e e s snnneeees 4
(@70 Y 1o TN o 1T o PSR 5
The WebCIock (if applicable) ...........uueeiiieeniiiiieeiiiiienciiitneicsieenniesssensesssensssssssssssssssannssnns 6
Accessing the WebClock through the Home Screen...........eevvvveeeiie e, 6
U aTot o7 = 101 o] o 13 10
Changing the Pay PEriOd .....cciii ittt e e e e e e e e e e s sara e e e e e e e e s ennnns 12
TIMESNEET VIEBWS ettt e e e e e e s et e e e e e e e e e anbataeeeeeeeesennnnsraneaaanas 13
TS A TP 13
LI ] o1 LIV A = P 13
Ta] oY g0 s =N [ o T - | o LU 14
Y LT T T - | o T U 14
B a5 0 1= o TSP 15
T 3 1= o SR 16
BasSiC TIimME ENtIY cociceiiiiiiiiiiiiiiiiiiiiieiieiiieiciaiciaeiassiessiessiesssessssnssssssssssssssssssssssssssssasssasssansses 17
Entering IN/Out and ElaPSed TiME .....ccueeieieiieeeie ettt ete e e re e e sbeeeaeeeveesaaeearaens 18
F Yot d VA1V N = ol (] = PRSP 19
(0000 0 T=T 01 £ o1 T=1 o SRR 20
(0o Y0 g Yo T I 10 g LIV @ AV/=T o o [0 =P 21
USINg BaNKed COMP TIME ...uuuuiiiiieeeeeieiirreeeeeeeeeseerrteeeeeeeesesantreeeeeeeesessnsnsaeseeeseesssnnrseseeesens 21
Holiday and Administrative LEaVE........ccuvveeeiieiieicirieeeee ettt eeenreee e e e e arree e e e 23
Other TiImMeEShEEt TaSKS.....ciciiii it s e e e e e e sarae e e e saaaeeeeennees 25
Time Record Favorites (FOr REpOrting ProjECts) .......ueeeueeeeeiecciiireeeeeeeeeeeccinveeeeeeeeeseesnsseneeeeens 25
REUSING TiMESNEET DAta.....cccvrreeeeeiee ittt e e e e eeb e ee e e e e e eeesnaaraeeeeeeeeesnanraereaeeens 28
Printing the TIMESHEET...... .. e e e e e e e arrereee e 30
AMENAING TIMESNEETS ...ttt e e e e eserr e e e e e e e s esaabreeeeeeeeeessnsnsraneeeeens 31
[ 0eTo 11T ] o T T o <T@ i TR 32
Cancelling @ Time Off REQUEST .......uuviieiiei ettt e e e e trrr e e e e e e e e s seanrrereeeeeesennnns 35
GENEratiNg REPOITS ..ccuiveiieiriireereerenereeereatreaetrnsernsernsesasssesssessssasssnsssassrasssesssenssensssnssnnsennne 37
Yo g T=To (U1 1=To 2 {=T o Yo o £ PO UPPPRN 39
Y=T 0Tt f = 1Yo 1 =TS 41
Creating @ REPOIT FAVOIITE oo e 41
=T g Loy T T 2 U=y ool o 1Yo ) =TS 41

CONVEISION CRAIL .. ..ottt et e e et e e et e e s e ta e s e etanesestansseseanesesennanss 42



Time & Attendance—Employee Functions
I S —————————————————

(000 Y 1 Y=Y Y Lo T T £ -1 o AR 40






Time & Attendance—Employee Functions

About This Guide
This guide will help you learn the most commonly used functions in Workforce Time &
Attendance.

Access to Workforce is browser-based. Workforce supports Internet Explorer, Firefox, and
Safari.

Objectives
This guide will help you learn how to:

Identify functions represented on the Home Screen
Customize the Home Screen

Enter worked time and paid time off (if available)
Create time record favorites

Identify information tabs

Submit timesheets

Request time off

Generate reports

Conventions
This guide uses the following notational conventions:

Bold text depicts tab labels, menu names, policy labels (Pay Code policy), function buttons
(Submit Timesheet button), and computer keyboard keys (press Enter).

Bold text and the right arrow symbol ( = ) depict hierarchical choices in menus.

Bold italics represents field labels (Status_Code_1 field).

Bordered text depicts notes, cautions, or warnings.
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Home Screen Navigation

You will access the University time system, Workforce software, through a web browser at
http://time.ou.edu or clock interface to perform functions such as entering time, time-off
requests, work schedules, requesting FMLA, and reviewing leave balances. The method you
use to report time depends on your department preference.

You might access Workforce in one or more of the following ways:

e Web-based interface on a workstation. Workforce supports the Microsoft Internet
Explorer, Mozilla Firefox, and Apple Safari web browsers.

e WebClock on a personal computer or kiosk

e Workforce Mobile

e Time Clock

Logging into the Home Screen
1. Loginto Workforce by entering your OUNet ID and Password into the Login window.

User ID

Passwaord

2. The first time you log into Workforce, the following dialog appears. Click OK.

Welcome to the Customizable Home Page! x

1 You can customize the links on this page using the icons
\() described below. These icons will appear when you hover
over a link.

Click on the % to move a link to your favorites. These will
appear on the top of the home page for easy access.

If you no longer need a link in your favorites you can click
on the %2 _ This will move the link back to its original
category.

You can reorder links by dragging and dropping them to a
new location.
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3. The employee Home Screen appears. The following is a sample of the employee Home

Screen.

My Timesheet My Calendar Banked Holidays 0.00
Comp Time 0.00

My Time Off Extended Sick Leave 0.00 Hours

|~ Reporting Paid Leave 92 24 Hours
View Reports
Employee Leave Requests

Workforce Employee Functions

The employee Home Screen provides links to the following Time & Attendance related
functions. The functions on your Home Screen may vary from those described here based on
your security and access.

Actions

My Timesheet: View, enter or update timesheet data.

Go to WebClock: The WebClock records in and out work times. It functions like a traditional
time clock.

Request Time Off: Submit time off requests, track the status of your requests, and view
past request history.

My Calendar: Shows your personal calendar which displays events such as time off, pending
time off, and holidays.

View Reports: Workforce includes reports for both employees and managers. Employees
can access general reports to view timesheet information for a certain period, roles
delegated to them, or comments on timesheets.
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Customizing the Home Screen
Workforce supports the following Time & Attendance Home Screen customizations:

Rearranging Function Links

To rearrange the order in which functions appear within a category, click and drag the function

link.

My Timeshest

Go to Web Clock

Creating a Favorites category for frequently-used functions

Hover the mouse pointer over the function’s star icon and click to move the function to the
Favorites section of the Home Screen.

My Timeshest

e

Go to Web Clock

Removing a Function from Favorites

Hover the pointer over the respective function link and click the star icon.

My Tamesheet % My Calenda
Remeve fram Tavantes |

(© Time entry )
ASSiEn Sche

Go 1o Web Clock

Bdam s e

The function returns to its original category.
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Online Help

Once logged into Workforce, you have access to online documentation for Time and Absence
Compliance through the Help link.

Q" NIVERSITY of OKLAOMA. i Home @ Help ~ RIS R

e The Time and Absence Compliance link opens the online help options in a new browser
window.

@ B httpsy/uofoklahoma-testworkforcehosting.eu v @ % | Q Search

WorkForce Time Documentation

Online Help
User Help
Reports Help

Help Basics

Looking for PDFs? Visit the Customer and Partner Communities

Access the WorkForce Software Customer and Partner Communities to view and download the
latest PDF version of the product guides.

You'll also find release notes, technical support bulletins for patches, training materials, and other
product documentation.

1. Go to the Community login page.

2. Log in with your user ID and password. Your user ID is your email address. If your email address
does not work after attempting to reset your password, contact WorkForce Software Support at
suppert@werkforceseftware.com.

# To access product documentation, click Documents.

» To access WorkForce Software Knowledge Base articles, click Articles.

workf&rce

Copyright © 2000-2018 WorkForce Software, LLC—WorkForce Software Confidential—Do Not Duplicate
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The WebClock (if applicable)

WebClock tracks employee in and out times. It functions like a traditional time clock, and is
configured with additional features such as tracking the hours you work with the project or task
you are working on. The WebClock also includes buttons for reporting when you clock in and
out for a lunch break.

Accessing the WebClock through the Home Screen
WebClock users log in to the Workforce WebClock through the Workforce Home Screen or
through a dedicated Web link. These employees use WebClock to clock in and out.

To access WebClock, select Go to Web Clock link.

My Timesheet

Go to Web Clock

WebClock appears.

10:33:25 am (local time)

Department Project Work Order
@ In for Day
e Meal Out
@ Meal In
@ Ourt for Day

Dashboard

Timesheet

Transfer

o ¢ O ¢

Logout

If you have multiple assignments, WebClock first displays the list of assignments and you
must select the assignment into which you are logging time.
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The WebClock interface includes the following buttons:

o Timesheet: Takes you to the timesheet view.
e In For Work: Records the start of work time.
A successfully recorded In swipe is reported as follows:

Mon 07/30 02:19 prm: In For Day Swipe Recorded Successfully.

e Out For Day: Records the end of the work day.

e Out To Meal: Records the time you leave for a meal.

¢ In From Meal: Records the time you return from a meal.
e Logout: Logs you out of Workforce

WebClock will timeout with inactivity. The following message appears with time in seconds left
until automatic logout.

X

This session has been inactive, what would you like to do?
if you do nathing. you will be logged off in 19 seconds.

Continue Logout
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The Time Entry Window

The time entry window comprises various fields and tabs which allow easy view and entry of
your time. After you login to Workforce and (if necessary) select the appropriate assignment,
open your timesheet by selecting My Timesheet from the Home Screen. Your name will appear
on the timesheet as your legal name. No preferred names will appear in Workforce for any

employee.

My Timesheet

Go to Web Clock

If you currently have multiple active appointments, you will need to select which timesheet you
are wanting to access:

& Choose an Assignment

Student Employee - Payroll and Employee Services (469163-0)

Student Employee - Crossroads (469163-1)

The time entry window provides the options necessary for completing time entry. From this
window, depending on your role, you can perform one or more of the following tasks:

e Enter/view time on your timesheet

e View your schedule (if applicable)

e View or acknowledge any exceptions (errors or warnings) about your timesheet
e View details of available time off

e See a preview summary of time entered on the timesheet

The following is an example of an employee time entry window. The exact appearance of the
timesheet varies according to your Workforce configuration.
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le samy g 0o g vome @) Help -

My Time Entry: Walters, Cass Wiliam
A wooes-wies b | psve Submi Morer  ListView -

Time Entry | ACT Baances 6610 12l hours.
SSMTWIE S S MTWTE oo ek ™
3456788 UNMNBUBEE L] Shaw AllWee!
oate Paycote Hours mount Depariment Projec Wark Orcer Case Comments Total
s Peweseen
Sxids P [y MoedmOx 03:00pm 20CTPES -
o0am Payralland
suntand  |dpw

£
Emglayes Services
Plezse Select

In most configurations, the top panel displays the Timesheet tab while the bottom panel
includes tabs for Messages, Results, Schedule, Time Off, and more.

I Messages r’” Results ”' Schedule ” Time Off }

Date | Exception Message
Sat 03/03

10.0 hour(s) reported exceed 8.0 Standard Daily Hour(s) for the day.
Sat 03/03 - Fri 03/09

32 2 hour(s) reported is less than 40.0 Standard Weekly Hours for the week_

[severity ]
Notice the following user interface features:
L I 2
t
¥
[ Messages "’” Results ” Schedule ” Time Off ]
e Hover the pointer on the line separating the panels to activate the “adjust height”
control. Click and drag the line up or down to adjust the relative height of the panels.
e Click on the arrow to hide the bottom panel. Click it again to display it.
: - D r
J Messages ” Results ” Schedule ” Time Off ]
[ ]

Use the scrollbar to access parts of the timesheet which are not currently visible.
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Function Buttons

Several buttons reside at the top of your timesheet. These buttons execute certain program

functions.

Button

Name

Period

4 03/03/2018 - 03/16/2018 3
i Selector

Submit

Save

More - List View -

—a Print

2 Print Preferences et

@ Reload Data

4 03/03/2018-03/16/2018 B P | b Save @) Submit| | More- | List View -

Selects the pay period to view. Click the calendar icon to
access a pop-up calendar from which to select a Pay Period.

Sends your completed timesheet to your manager for approval.

Saves your timesheet data. This is typically done every time
you enter new data or make changes. An orange ‘save’
button indicates you have changes on the page you need to
save.

The More button reveals the Print, Print Preferences, and
Reload Data buttons.

The Print Preferences function enables you select the

components to be printed:

Print Preferences x

Select the components you would like to print

Time Entry
Messages
Results

Schedule

HEEEE

Time Off

O

Print detall rows

k- save as Default 2 Print o cancel

Reload Data refreshes the timesheet with the previously
saved data.



List View -

@ ListView

Table View

)

View

Calendar

Time & Attendance—Employee Functions

Select the List View, Day View, or Table View of the
timesheet. The view you select alters the presentation of
the data on the Timesheet tab.

x
[« | February 2018 ) |
5un hon Tue wed Thu Fri sat

23 29 30 3 1 2 3

B8.00 B.00
4 5 6 7 3 2 10|

8.00 B8.00 B8.00 B.00 B.00

11 12 13 14 15 16 7
8.00 B8.00 B8.00 B8.00 B.00

18 = 20 R 22 23 24

8.00 B.00 8.000 8.00 B.00

25 26 27 23 2

8.00 B.00 B8.00

Opens an interactive calendar from which you can
navigate to a specific date or pay period. Additionally,
this calendar may be configured to display days
containing timesheet exceptions or planned time off.

Click the question mark icon to access a legend that
details the colors used in the calendar.

11
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Changing the Pay Period

The pay period selector allows you to move forward or backward one period at a time, using
the arrow icons, or to select a specific period to move to using the calendar icon.

1. Click the respective arrow on the Pay Period date range bar to retreat or advance a pay

period.

4 03/03/2018-03/16/2018 B P | bk Save (@ Submit More-  ListView -

2. Click the Pay Period date range bar to access a pop-up calendar, and then select a pay
period or click the Default Period button.

February 2018 4 March 2018 = » April 2018
S M Gl WOT sex S IS P o AW AT <k B0 ST oMU B W g CRE S
1o i2s 3 EHC2UMSN 1 2 8 & S5 6 7
4 'S: o67 7 8 9 10 SIS G aang Nl 8 9 10713 12 13:514
11 12 13 14 15 16 17 11 12 13 14 15 16 17 15 16 17 18 19 20 2
18 19 20 21 22 23 24 18 19 20 21 22 23 24 |22 23 24 25 26 27 28
25 26 27 28 25 26 27 28 29 30 31 29 30

Defaul Period Today

Click anywhere in the row in which you want to enter or modify time.
Record your time and attendance information (see Entering In/Out and Elapsed Time).

Click the Save icon after every timesheet change.
Click the Submit icon at the end of every pay period to send your time and attendance

information to your manager for payroll processing.

o unhWw

Notice: Falsification of timesheets, whether submitting or approving, can be grounds

for immediate termination.
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Timesheet Views

Workforce provides views (or formats) for displaying timesheet information: List View and
Table View. Each view displays timesheet information for an entire Pay Period. Your ability to
view any or all depends on your Workforce configuration.

Select the respective view through the View button.

List View
The List View is the default view; it displays the days in the selected Pay Period as a list.

| 4 03/03/2018-03nes2018 B B ‘ Save (Z)Submit More~  ListView -
Time Entry ACT Balances
LR Lt L SR SIESTERW R TRl Mar 3, 2018 /| Show All Weeks
i 4 5 6 7 &8 9 011 12 13 14 15 16 ’
Date Pay Code Hours Amount Department Project Work Order Case ID Comments Total

- Please Select

Sar03/03 P
+ FMLAWithout pay

Sun 03/04 + - Please Select

+ - Please Select

Mon 03/058 + = Worked In/Out 06:27 am ADCTPES

12:00 pm Payroll and
Employee Services

Totals per time slice appear on the right side of the window, with the sum total for the Pay
Period displayed in the bottom right corner.

Table View

The Table View eliminates the need to enter repetitive information for each entry on your
timesheet. For example, instead of selecting a pay code for each day, you can enter this
information once in Table View and simply enter hours for each day of the Pay Period.

4 0303208 - 316208 B B Save | ()Submic Morer  TableView +

Time Entry |[ ACT Balances

SIEISIRMIENE s s u T W T P Mar 3, 2018 to Mar 9, 2018 /| Show All Weeks
3456789 DMNRBKIBIS ' : o All e

Pay Code Sat0303  / Sun0304 Mon0305 ) Tue03/06 ) Wed03/07 ) ThuO3/08 ./ Fri0309 )  Department Project Work Order Case D Comments Total
o o Please Selea

+  Worked In/Out 06:27 am 06:57am 06:55am 06:50 am 0643am  ADCTPES

1200pm 0803 am 12:00 pm 12:00pm 1z00pm  Payrolland
Employee Services

Totals per pay code appear on the right side of the window, and totals for each day at the
bottom of the window.

13
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Information Tabs
The time entry layout shows one or more information tabs, depending on your role.

J Messages r’” Results ” Schedule ” Time Off ]

Messages Tab

The Messages Tab displays exception messages. An exception is a conflict noted between your
time and attendance information and the rules under which your timesheet is processed.
Exceptions generate messages which appear in the Messages tab on the Time Entry window. A
common exception message would include entering less than forty hours in a week or trying to
overdraw vacation time. Some messages are informational and require no action; others
require a satisfactory resolution before the timesheet can be successfully submitted. Error level
exceptions must be corrected before the respective time is paid.

Messages ¢ | Results H Schedule || Time Off

Filter exceptions by day [
- [— oty ]
Sa03103 10.0 hourfs) reparted exceed 8.0 Standard Daily Houris) for the day Warning it
2003003 Fri 03/09 322 hour(s) reported is less than 40.0 Standard Weekly Hours for the week. Warning
[ Mon 03105, Man 03/12(2) 55 hour(s) reporced s less than 8.0 Standard Daiy Hours for the day. Warning

Tue 03006 1.1 hourfs)reported i less than .0 Standard Daily Hours for the day. Warning
Each exception message shows the:

e Date of the exception
e Exception message describing the problem
e Severity of the exception (Informational, Error, or Warning)
e Any action that may be required
Exception messages are color-coded to identify the level of severity:
e White: No exceptions or only informational messages present
e Yellow: Warnings present
e Red: Errors present

By default, exception messages are displayed in decreasing order of severity.

The rank of severity codes, from highest to lowest, is as follows:

Severity Level Field Options
Error — entire timesheet not paid/held

Error — record not paid

Most Severe

Warning — paid differently than entered

Warning

Informational message — action may be required

Least Severe Informational message — no action required
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Time entries associated with exceptions appear on the timesheet marked with a colored pin.

07:07 am P
12:00 pm

1. Click the pin to display the exception message.

0707 am
12:00 pm

ﬁ In time is more than 5 minute(s) late.

Time Off Tab

For any given bank, notice the interface functions in the following example:

1. Click the Show Details link in the lower right corner of a bank to see more details about the

period’s bank transactions.

Initial Balance Sat 03/03 | 113.42
Credits 0.83
Debits 0.00

Ending Balance Fri 03/16 | 114.25

2. Click the Hide Details link to return to the summary view.

Sat 03/03 113.42 | Balance Forward

Fri 03/09 . 114.25 | Accrual

15
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Results Tab

The Results Tab shows the calculated results of the data input on the main timesheet, including
overtime, shift premiums, etc. User-controlled grouping capabilities are provided on this tab. All
columns will be available for grouping, by default the data will be grouped by Pay Code.

The Results tab reports the calculated results of the data input on the main timesheet,
including overtime, shift premiums, etc.

Messages || Results ” Schedule ” Time Off ]

Work D... A| Pay Code | Hours | Amount | Department | Project Work Order Rate Gross Pay | Case ID
04/16/2018 Regular 9.00 0.00 ADCTPES 15.29 137.61
04/17/2018 Regular 9.00 000 ADCTPES 15.25 137.61
04/18/2018 Regular 9.00 000 ADCTPES 15.29 137.61
04/19/2018 Regular 9.00 000 ADCTPES 15.25 137.61
04/20/2018 Regular 4.00 0.00 ADCTPES 15.29 61.16
04/20/2018 Overtime 4.00 0.00 ADCTPES 2294 91.74
04/23/2018 Regular 9.00 0.00 ADCTPES 15.29 137.61
04/24/2018 Regular 9.00 000 ADCTPES 15.29 137.61
04/25/2018 Regular 9.00 000 ADCTPES 15.25 137.61
04/26/2018  Regular 9.00 000 ADCTPES 15.29 137.61
04/27/2018  Overtime 5.00 000 ADCTPES 2294 114.68

Total| | s | | | | | 1368 |

e You can sort the data according to any column. By default, the data is sorted by Work Date.
Click a column title to display the sorting arrow and sort in increasing order. Click it again to
sort in decreasing order. All columns can be sorted.

e Click and drag the line separating two columns to modify the width of the left-hand column.

e Click and drag a column title to change the display order of the column.

e Click the arrow on top of the right-hand scroll-bar to display the menu that allows you to
show/hide columns by checking or un-checking the appropriate check boxes.
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Basic Time Entry

To enter time into timesheets, follow these steps.

1. From the Home Screen, select the My Timesheet link to open your timesheet.

2. Display the body of your timesheet using the default view or the view of your choice.

& List View

Table View

3. Ensure that the correct pay period displays.

4 03/31/2018 - 0471372018 [ B

4. Click anywhere in the row in which you want to enter or modify time.

Time Entry ACT Balances
5 5 M T W T F 5 5 M T W T F
31 2 3 4 5 6 7 8 9 10 11 12 13

Mar 31. 2018 Show All Weeks
Date Pay Code Hours Amount. Department Project Work Order Case D Comments Total
Sat 03/31 +* - Please Select
Sun 04/01 + - Please Select
Mon 04/02 | wfe w Please Select
Tue 04/03 P + - Please Select
Wed 04/04p o w Please Select
Thu 04/05 + - Please Select

Fri 04/08 +* - Please Select

5. Record your time and attendance information (see Entering In/Out and Elapsed Time
below).

6. Click Save after every timesheet change.
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Entering In/Out and Elapsed Time
A pay code is the category to which your hours are assigned. Different categories of employees
have access to different pay codes.

1. Click in a Pay Code cell to see the drop-down list of pay codes you can access.

Please Select

Admin Leave

Comp Time Banked
Extended Sick Leave
FMLA With Pay

Jury

MNatural Disaster -

If a pay code cannot be modified, it will appear with a shaded grey background and the cursor
will change into a “Stop” symbol when placed over that row:

Note: A Pay Code is the category to which your hours are assigned. Different
categories of employees have access to different pay codes.

Y

2. Select a pay code. Enter the time in the Hours column.

e For pay codes associated with elapsed time (if applicable), simply enter the number of
hours. For example: Paid Leave Unscheduled, comp time, etc.

Pay Code Hours
Paid Leave Unscheduled 5.00

e For pay codes associated with In/Out times, enter the In time on the first row of the
Hours column and the Out time on the second row.

o In/Out times can be entered in a variety of ways, for example:

= Enter “5” on the first row and click outside the cell. The system will
interpret the time as 5 a.m. and enter it on the timesheet in the correct
format.

= Enter “Xp” (where X is a number from 1 to 12) to enter p.m. times.

= 5 p.m.can also be entered as “17”".

Note: Paid leave scheduled is automatically entered on the timesheet once the manager
approves the request through the Request Time Off function.
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o The system prevents you from entering out times that are before in times or in
times that are after out times. The system will highlight the error and display a
warning message:

In/QOut Hours
8.00

08:00 am

07:00 am

[out time cannot be befare in time. |

e For shifts which start on the previous day, type in “=“ (the minus sign) before the time;
for shifts that end the next day, type in “+” (the plus sign).

08:00 am
07:00 am

Monthly employee paid by supplemental payment

If you are a monthly paid employee that does work for another department and they pay you
with a supplemental payment on the monthly payroll, you will need to enter the elapsed hours
that you worked on your timesheet, select the department you did the work for and add a
comment that explains what the extra work was.

Date Pay Code Hours Amount Department Project Work Order Comments
+ v Worked Elapsed 2.00 \CENISE Grading for ISE Prof
Industrial & Systems

Engr.

Thu 03/01

- Worked Elapsed B.00 ACENECE

Electrical &
Computer Engineer

Activity Tracking

If you perform separate tasks, you can differentiate the hours worked as long as your
department has requested this functionality for your area. In Workforce, Activity Tracking
(sometimes referred to as “Labor Distribution” or “LD”) is used to charge worked hours to labor
categories. Fields are present on the timesheet for capturing Activity Tracking information.
Employees may enter values directly in the fields or select from pull down lists. Entries are
validated when saving the timesheet.

Department Project Work Order
ADAE 13-07
Architectural & Imhoff Road
Engineering Reconstruction

19
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Comments Field

Use the Comments field to enter additional information related to a particular time entry. Click
the field to enter text.

Comments

Comments go here

In the Table View, the comments are accessible for a selected row by clicking the arrow.

Thuo3/22 ./ Frio3e3

07:00 am
1200 pm

@ Another method of accessing the Comments field is to press Shift + Enter. This hotkey
toggles the field open and closed.

The Comments field in Table view:

Pay Code sat 03/17 Sun 03/18 Mon03/19 ./ Tue03/20 ,/ Wed03/21 ./ Thu3/22 . Frio323
+ « Please Select

+ » Worked In/Qut 07:07 am 07:00 am 07:00 am
12:00 pm 1200 pm 1200 pm
Monday
Comments

The Comments field in List view:
+ - Please Select

+ - P Worked InfOut 07:07 arm
12:00 prm

Comments

Mon 031592
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Comp Time vs Overtime

Depending on your departmental policies, most overtime worked is accrued as Comp Time at a
1% rate. You can store earned overtime by using the pay code “Comp Time Banked”. To do so
enter Comp Time Banked on your timesheet on the Friday of the week in which overtime was
earned (make sure to use the value the system provides to fully bank all overtime), as this is the
last day of the weekly schedule.

1. If you work more than 40-hours during the work week you will receive an exception
message explaining that overtime has been earned for the pay period and can be banked as
Comp Time.

Fri 03/02 Overtime has been earned and can be banked as Comp Time. Up to 4.5 hours can be banked by entering or adjusting the Comp Warning
Time Banked pay code from 2018-02-24 to 2018-03-02

2. Add a new row to Friday of that week and select pay code Comp Time Banked and enter the
number of hours in the exception message.

+ = Please Select

+ - Worked InfOut 08:00 am
Frig/21 P 1200 pm
+ = Comp Time Banked 4.50

-
+ - Please Select

3. In this example, the overtime worked was 3hrs but accrued as Comp Time at the 1 % rate
which is 4.50hrs.

4. Comp time to be banked must be approved/acknowledged (check box checked) by the
manager for the time to accrue into their bank. If the manager does not approve, the hours
are paid as overtime.

5. Comp time to be banked must be approved/acknowledged (check box checked) by the
manager for the time to accrue into their bank. If the manager does not approve, the hours
are paid as overtime.

Using Banked Comp Time

1. To Enter banked comp time, select the pay code Comp Time and enter the number of hours

taken.
+ = Comp Time 4.00
Mon 03705 + - Worked In/Out 01:00 prm
05:00 prn
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2. If you have multiple assignments, you can only take comp time used with the department
where the hours were accrued.
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Holiday and Administrative Leave

When the University is closed due to Holiday or Administrative Leave (bad weather, icy roads,
etc.) the number of hours, based on your FTE, will automatically be entered onto your
timesheet.

+ - Please Select

Wed 0221
+ - Admin Leave 8.00

If you are required to work over a Holiday, depending on your departmental policies, you can
bank the Holiday hours on your timesheet to use at a later date.

1. Leave the Holiday hours populated and add your hours worked for the day.

+ - Please Select
o + = Worked InfOut 08:00 am
Mon 05/282 cat
00 pm
+ ~ Holiday 8.00

2. After adding daily time entry you will be prompted in the “messages” tab to acknowledge
the time transfer to your Holiday leave bank. Check the Acknowledge box and save the
timesheet, if you do not check the message and save your timesheet you will be paid in
addition to your holiday hours and the holiday time will “not” be banked.

| Acknowledge |

M

Using Banked Holiday Time

1. To use banked Holiday Time, select Banked Holiday and enter the number of hours taken.

+ - Banked Holiday 4.00
Mon 03/05 + - Worked In/Out 01:00 prn
053:00 prn
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Other Timesheet Tasks

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 02701 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.

3. Select Create New Favorite From Row.

+ = Please Select

+= [
Jo Cut >

Mon 03/052 Ijj Copy >

+ - Paste

+ - [ Duplicate Row

. 3 Delete Row
Tue 03/06 2

.l. - o Create Mew Favorite From Rqu{"'_")

L IR [ Change Work Date b

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

‘ Favorite Lapel

Fleld Name Value
¥ Pay Code worked Eiapsed
ADAE
<) Department Architectural & Engineering
12:16
westheimer Alrport - Infrastructure for Hangar Land Lease
Work Order (blan}

Y Pproject

comments Diank)

Creats Favorite Cancel

e If 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 Label: | Westheimer

Field Name Value
¥ PayCode  Worked Biapsed

ADAE
v Department
g Architectural & Engineering

12:16

v project
! westheimer Alrport - Infrastructure for Hangar Land Lease

Work Order 2nk)

< Comments (plank)

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 02/01 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 ¥
Imhoff Rd
Westheimer
Please Selecx
Admin Leave
Banked Holiday
Banked OT
Class Hours
Extended Sick Leave
FMLA 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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Reusing Timesheet Data

Copying Data
1. Click the drop-down arrow next to the green plus sign that represents the Insert icon.

!

2. Select Copy, and one of the following:

e Copy Row
e Copy Entire Day
e Copy Entire Week

. Regular Schedule 100100 AL00 L
Mon 11/30 Project Alpha Analysis 04:04
. ( do Cut b | A100 08:07
Tue 12/01 | ® Aloha Analsis 03:59
) {|Eh co » Copy R 08:08
W i py oW
wed 12/02 | o y 05:00
) ) 1 Paste Copy Entire Day 07:59
Thu 12/03
! i Duplic ate Row Copy Entire Week DULB:DUUU
- 1o ina : = -
Fri12/0 | @ Delete Row Blpha Analysis 11:05
. i I AlDD 07:59
Sat 12/05 | Alpha Analysis 11:57

w@ Create Mew Favorite From Row

%y Delete Favorite ‘Regular Schedule’

12 Manage Favorites

@ Change Work Date »
L o ._‘] L et L

Navigate to where you want to paste the copied information. From the drop-down arrow next
to the Insert icon, select Paste 1 Entry.

= Cut 3
B Copy b

(T Paste 1 Entry ,\IF_n;
i)

3 Delete Row

v Create New Favorite From Row

[ change Work Date 3

The Paste event is acknowledged.

1 entry pasted.
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Cutting and Pasting Data
1. Click the drop-down arrow next to the Insert icon.

)

2. Select Cut, and one of the following:

e Cut Row
e Cut Entire Day
e Cut Entire Week

r Wark iooioo AlDO
Mon 11/30 Project )’-'4.||:||'|a Analysis
Tue1z/01 || Cout » Cut Row
Sl » i
wed 12/02 i L Cut Entire Day
. Paste Cut Entire Week
Thu12/03 | ) Duptcate Row T .
e .00 A100
Frii2/04 i @ Delete Row ct Alpha Analysis
. .on AlDO
e i L& Create New Favorite From Row ct Alpha Analysis
@ Change Work Date 13

3. Navigate to where you want to paste the cut information. From the drop-down arrow next
to the Insert icon, select Paste 1 Entry.

= Cut 3
Copy 3

() Paste 1 Entry {5
i

@ Delete Row

L Create New Favorite From Row

™ Cchange Work Date 3

The Paste event is acknowledged.

1 entry pasted.
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Printing the Timesheet
You can print the information from all of the tabs in your Time Entry window.

1. Inthe Time Entry window, click the More button and select Print.

More= | List View -

= Print

<4 Print Preferences K{b
Y Reload Data

! @ Employee Information

A Print Preview window and Print dialog box appear.

My Time Entry:

Saturday March 3, 2018 to Friday March 16, 2018

I Print p [F550
Ly
Prirter
Time Entr‘y Mame: [HF‘ Lagerlet 4250 vl [ Properties... ]
Saturday Marcn 3. 2018 to Friday March 9, 2018 Status: Ready
Date Pay Code Type:  HP LaserJet 4250 PCLE
Please Select Where:  10.200.40.15
53t 03/03 wiorked In/out Comment: [ Prirt to file
vices
Please select | Prirt range Copies |
5un 03/04 Worked In/Out @ Al MNumber of copies: 1 z
_ vices
) ) Pages  from: 1 to: 1 |
Please Select 2 3 2 3 Collate
1 Selection 1 1 -
Worked In/Cut
Mon 03405 vices
Worked In/Out [ oK ] [ Cancel ]
vices
Please Select 4

If the Print dialog does not open, click the Print link in the upper right area of the Print Preview

window.
Erint close

2. Select your print options and click OK.

3. Click the Close link to close the Print Preview window.
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Amending Timesheets

Based on your configuration, employees can amend, or change timesheets after they have been
approved by a manager. Amended timesheets must be approved by a manager (or Payroll) in
order for them to be included in end of period processing and, therefore paid.

Your system configuration determines the number of pay periods in arrears you can view. Any
changes you make must be approved by your manager to be considered for recalculation. Your
system configuration may also require your approval, but submitting the timesheet will most
likely be sufficient.

Any changes made to a timesheet for which you have already been paid will cascade through all
timesheets up through the current pay period. The difference will be applied to your current
pay and bank balances.

If you amend a past timesheet to account for a vacation day that you entered as a workday,
then that change — because it affects your vacation bank — is used to recalculate your bank
balances for each successive timesheet up through the current pay period.

1. To amend a closed timesheet, use the Pay Period icon to select a prior pay period.
If the timesheet can be amended, an Amend button appears in the functions toolbar.

E} Amend

2. Click Amend to access your prior timesheet for editing.

Your prior timesheet will contain the time and attendance information you originally
submitted.

Make your changes to the prior timesheet.

4. Save and Submit your amended timesheet.

w

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

You can submit time off requests, track the status of your requests, and view the history of past
requests using the My Time Off function. When employees request time-off, an e-mail is sent
to notify the manager that a request was made.

1. From the Home Screen, select Actions =» My Time Off.
The Request List window appears.

9 Help -

KLAHOMA .‘. Home

My Time Off

If,]:l Create New Request

Current Past

Type Start Da... & | End Date | Amount Requested | Status Case ID

If you have multiple assignments, Time Off Request first displays the list of assignments
and you must select the assignment into which you are requesting time.

2. Click Create New Request.

3. Review the types of leave and select the appropriate group of time that you are requesting
by clicking Continue.

I need to request time off for...

FMLA and/or State Leave Absences Time Off for Sick, Vacation, and Other

Reason for Leave: Time off Request:

* Serious Health Condition * Paid Time Off

« Serious Health Condition of Family Member * Extended Sick Leave

* Parental Care (Newborn, Adoption, Foster Care Placement) * Comp Time

* Military - Service Member Family Leave * Banked Holiday Time

+ Military - Veteran Family Leave « Jury Duty

 Military - Exigency Family Leave o Unpaid Time

* Military Leave
Link to HR Information
Link to HR Information

Continue Continue
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The Create Time Off Request window appears.

Create Time Off Request

Pay Code: Paid Leave Scheduled W
Dates: 04/05/2018 M To 04/05/2018 M4
Comments:

B Next

4. Choose the type of time off from the Pay Code drop-down list.

Faid Leave Scheduled W
Banked Holiday

Comp Time

Extended Sick Leave

Jury

Military Leave

Military Leave Without Pay

Paid Leave Scheduled

Note: Banked Holiday or Comp Time hours must be used before Paid Leave can be taken.

5. Enter the day on which you want to begin your time off in the Start Date field, or click the
Calendar icon on the right of the date field to display a calendar from which you can choose
the date. Ensure that the Start Date is today’s date or later.

6. Enter the day on which you want to end your time off in the End Date field, or use the
Calendar icon.

7. If necessary, enter a note to accompany your request in the Comments field. Caution:
Comments are accessible by everyone and should be office appropriate.

8. Click Next to display the details of your time off request.

The Request Details window appears. The hours request defaults to the scheduled hours
for that day. You can modify the hours requested and also select another pay code from the
Pay Code column.
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Request Details

Action | Date | Pay Code Value
E',:',J “ Thu 04/05/2018  Paid Leave Scheduled 9.0 Hours
Comments
@ Back 29 Submit

9. Click the Insert icon Ell:'lj in the Action field of a row to add another row for that day, select
the Pay code and enter the hours for that type. Remember to adjust the other hours for
that day accordingly, if necessary.

10. If exceptions prevent you from submitting the request, do one of the following:

e Click the Back button to return to the previous window and make a different selection,
or

e Reduce the hours selected by the clicking the Delete icon K in the Action field of a
row to remove the hours from that row, and then click the Update button.
.,?;7 Update

11. If no exceptions prevent you from submitting the request, click the Submit button to submit
your request. You are notified of a successful submission.

Status x

The request has been successfully submitted

Ok

Click OK. You are returned to the Request List window. Your new request appears in the
Request List window as Pending. A request email is sent to your manger.

When your manager approves the Time-Off Request, the requested time posts to your
timesheet as time off. You receive an email message when your manger approves or
rejects your request.
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If you do not have enough leave in your bank to cover the time off requested, the system will
notify you some days will be without pay. Submitting the request is acknowledgement that
your pay will be reduced by the overage.

Cancelling a Time Off Request
You can cancel a time off request before or after it has been approved.

1. Go to Schedules = My Time Off.

2. Select the Current tab.

3. Select the respective time off request.
The View/Cancel Time Off Request window appears listing the details and history of the
request.

4. Click Cancel Request button to withdraw your request.

AHOMA ‘. Home 9 Help ~

My Time Off
=|View Request List “ Cancel Request

ReqUESt Summary J Exceptions (1) =] " History (1) ” Bank Usage

Pond) Date Message Severity
= Pending .

2 04/05/2018 9.0 houn(s) reported exceed 8.0 Standard Daily Warning
Hour(s) for the day.
Datn| Pay Code Value |

Thu 04/05/2018 Paid Leave Scheduled 9.0 Hours

The Reason for Cancellation window appears. Enter your reason for cancellation, if

necessary.

Reason for Cancellation

3 Cancel Request Do Not Cancel Request

5. Select Cancel Request.

The My Time Off window appears again, showing the status of the request as cancelled.
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%;:-.—r.':;l'.'z RSITY of OKLAHOMA ik Home 9 Help ~

My Time Off

I:',]:! Create New Request

Current Past

Type Start Da... & | End Date | Amount Requested Status Case ID
Time off - Paid Leave Scheduled  04/05/2018 04/05/2018 S Hours Cancelled nfa

An email message is sent when a time off request is cancelled. The following table shows when
the e-mail is sent, who will receive it, and the content of the message.

Table 1: Cancelled Time Off Request Emails, Triggering Events and Recipients

Event triggering email Day and time to send email Recipient(s) Message

Time Off Request — Submission of time off Supervisor and “Employee Namée’ has requested time off. Please
Pending request Delegates review.

Xi;;)foeijequest B Approval of time off request Employee Your time off request has been approved.
E{g:ctc; zf Request - Rejection of time off request =~ Employee Your time off request has been rejected.

Time Off Request — Submission of time off Supervisor and “Employee Namée” has cancelled his or her

Cancelled request Delegates request for time off.
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Generating Reports

Workforce supports report generation for employees and managers. Employees can access
general reports to view timesheet information for a certain period, roles delegated to them,
time spent by project, or comments on timesheets.

1. To generate a report: from the Home Screen, click View Reports.
A list of report categories appears.

J’ All Reports ” Favorites " Recently Viewed ” My Scheduled Reports
<3 Search

{.J Reports About Me ~+ * ) Schedule Reports =
{.J Time Off Reports =
. Timesheet Reports

2. Do one of the following:
e Select a report category to display the respective reports
or

e Search for the report by entering the name or part of the name of the report in the
Search field. Reports with the search criteria in their name appear in the Search Results
pane as you type.

3. Click the name of the report you want to generate.

J All Reports ” Favorites ” Recently Viewed ” My Scheduled Reports ]

& Search

J Reports About Me ~+ “ {3 Schedule Reparts + |£] Employee Absence History

i) Time Off Reports ~  [£) Employee Accrual History
1) Timesheet Reports
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A second pane appears in which you specify report criteria.

% The UNIVERSITY of OKLAHOMA b Home 9 Help ~

Reports

J All Reports ” Favarites ” Recently Viewed ” My Scheduled Reports

¥ Search
J Reports About Me . * i Schedule Reports > * |4) Employee Absence History | -
J Time Off Reports ~  [£] Employee Accrual History
G Timesheet Reports

Report: Employee Absence History

Report Parameters

Start Date: @ 04/05/2018 &

F sl | pefore | T ate
End Date: @ 04/05/2018 &

" | [ pefore | ! ate
Absence Pay Code: Filter Values Select All | Deselect All

[T Intermittent Leave of Absence

[ Jury

[ Loa

[7] Leave Without Pay

[ sick

[T vacation

0 selected:
Language for Report Output: English b

4. Complete the respective fields and click Run Now.

[ED Run Now
5. Select your preferred output format:
Run Report Mow x
Delivery Method: | View Now o
@ PDF ) Excel ) HTML
Cancel Run Mow

e Excel to view/print the report as a Microsoft Excel spreadsheet.

e HTML (the default) to view the report in the browser window as a Web page.

e PDF to view/print the report in Adobe Acrobat PDF format.
Adobe Acrobat Reader is required to view this format. The Reader is available at:
http://get.adobe.com/reader/.
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6. Click Run Now to generate the report.

The following figure shows a sample report in PDF format.

% The UNTVERSITY of OKLAHOMA

Employee Timesheet for Period Ending on 03/02/2018 Standard Product

Employee Assignment Timesheet Version Work Date Pay Code In Time Out Time Hours
0

02/20/2018 Holiday 8.00

02/21/2018 Admin Leave 8.00

02/22/2018 Admin Leave 8.00

Data from an amended timesheet will not be included in reports unless the amended
timesheet has been approved or approved and locked.

Scheduled Reports

A scheduled report runs on a schedule that you define.
1. Open the Reports window and select a report.

2. Click the Schedule button at the right of the report toolbar.

Report: Employee Timesheet [> Run Now [ Schedule

3. A window similar to the following appears:

Create New Schedule

x

To:
Subject:

Body:

@ PDF @) Excel @ sV

Scheduling

Report Runonceon | 04/05/201% @] at  10:30 pm w CET

Frequenc
:! i [] Retain this report schedule after end date
@ Once

© Daily
) Weekly
© Monthly
© Yearly

Report will next run on 04/05/2018 with the parameter(s): Pay Period End Date: 04/05/2018

Report Schedule Name Employee Timesheet

Cancel Create Schedule
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4. Inthe Report Parameters area, use the controls to specify dates, employee ID or name,
report language, and other items.

5. The report schedule name can be changed in the Report Schedule Name field.

6. Inthe Scheduling area, use the controls to specify the frequency on which the report is

to run:
Scheduling

Report
Frequency

i@ Once

= Daily

i) Weekly
™ Maonthly
i Yearly

7. Astart date is required, but the end date can be left open-ended by selecting the No
end date checkbox.

8. A message appears in yellow at the bottom of this area to verify the options selected.

Scheduling

Report Runonceon | (04/05/2018 @/ at 10:30 pm » CET

Frequency o
- [] Retain this report schedule after end date

@ Once

i Daily

) Weekly

= Monthly

= Yearly

Report will next run on 04/05/2018 with the parameter(s). Pay Period End Date: 04/05/2018

9. Inthe Delivery area, use the controls to specify the means of delivery. The sample
shows that a PDF of this report will be sent to an email address.

To:
Subject:

Body:

@ PDF ) Excel @ Csv

10. Click the Create Schedule button.

Create Schedule
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Report Favorites

Report favorites give you quick access to frequently run reports by letting you store those
reports in a top-level folder. You have the ability to specify and store your own report favorites.

Creating a Report Favorite

1. From the Home Screen, select View Reports.

2. The Report window appears.

3. Navigate to and select the report you want to designate as a favorite.
4. Click the Favorites icon (the star). The star color changes to yellow.

9 Help ~

OKLAHOMA ik Home

Reports

I All Reports ” Favorites ” Recently Viewed ” My Scheduled Reports ]
% Search

J Reports About Me _+ * ) schedule Reports “ ] Employee Timesheet \,{b’
§J Time Off Reports [£] Employee Timesheet Approval History i
) Timesheet Reports ~+  [£) Employee Timesheet Audit

The report is now listed in the Favorites tab.

All Reports Favorites ” Recently Viewed ” My Scheduled Reports

%2 Search

Employee Timesheet

Removing a Report Favorite

1. To remove a report favorite, highlight the report name to be removed from the Favorites
tab.

2. Click the yellow star to turn the star to gray.

All Reports Favorites ” Recently Viewed ” My Scheduled Reports

%% 5earch

Employee Timesheest o

3. The report is removed from the Favorites tab and the star icon turns gray.

4. The report is still available under the All Reports tab.
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Conversion Chart
The below conversion chart is used for all timesheet calculations. The time conversions may be
different than what you are used to.

NOTE: The following chart must be followed in converting all fractional hours from
minutes to tenths for entry of time on the hourly time record. Fractions of an hour less
than 6-minutes do not count.

Minute  Tenths Minute Tenths Minute | Tenths
01 .0 21 4 41 7
02 .0 22 A4 42 i
03 .0 23 A4 43 i
04 .0 24 4 44 i
05 .0 25 4 45 .8
06 1 26 A4 46 .8
07 1 27 .5 47 .8
08 N 28 .5 48 .8
09 2 29 .5 49 .8
10 2 30 .5 50 .8
11 .2 31 .5 51 .9
12 2 32 .5 52 9
13 2 33 .6 53 9
14 .2 34 .6 54 .9
15 3 35 .6 55 9
16 3 36 .6 56 9
17 3 37 .6 57 1 hour
18 3 38 .6 58 1 hour
19 3 39 i 59 1 hour
20 3 40 i 60 1 hour

Note: Time entry rounds based on each completed in/out punch enter to define time totals
throughout a workday, time in excess of a whole hour is measure using the chart above.

Example: An employee returns from lunch at 11:26am and finishes for the day at
2:27pm. The total time would equal 3.0 hours worked after the lunch break.
11:26a —12:00p = 34 minutes
12:00p — 2:00p =120 minutes
2:00p — 2:27p = 27 minutes

Total time logged after lunch = 181 minutes = 3 hours and 1 minute:
Using the chart above any time between 01 minute and 05 minutes registers as a
0.0; therefore, the total time after the break is 3.0 hours.



