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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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About This Guide

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

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

Objectives
This guide will help you learn how to:

Log in to Workforce and navigate through the application as a manager
Edit employee timesheet information

Review bank balances and pay calculations

Approve and amend employee timesheets

Process time-off requests

Perform end-of-period activities as a manager

Delegate privileges to others

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.

University time system:
http://time.ou.edu
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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

Password

2. The first time you log into Workforce, the following dialog appears. Click OK.
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Welcome to the Customizable Home Page! x

Y

You can customize the links on this page using the icons
described below. These icens 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 < . This will move the link back to its original
category.

You can reorder links by dragging and dropping them to a
new location.

QK
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3. The Manager Home Screen appears. The following is a sample of the employee Home
Screen.

HKAOMA g Home @ Help =

Home Screen

s Case Tracking Leave Balances

My Timesheet Manage Cases Banked Holidays 000
Extended Sick Leave 0.00 Hours
Edit Employee Time Leave Regulations Map Paid Leave 125.00 Hours

Edit Time for Groups

Schedules Employee Leave Requests
Approve Timesheets

My Calendar

M Reporting Emplayee Calendars

View Reports My Time OFf
Group Calendars
Review Time Off Requests
Assign Schedules

Manage Group Schedules

N,I Settings

Manage Delegations

Workforce Manager 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

e My Timesheet: View, enter or update timesheet data.

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

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

e 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 Timesheet

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 Timesheet

(=1

Go to Web Clock

Removing a Function from Favorites

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

My Timesheet K My Calenda
Remeye Fram favortes |

(© Time entry )
Assign Sche

Go 1o Web Clock

Riamasa fon

The function returns to its original category.



Time and Attendance—Manager Functions

Online Help

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

oxtanoss g Home @ Help ~ |[RERE | Absence Compliance

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

« = Q@ (@ @& hitps://uofoklahoma-testworkforcehosting.eu, ses | Q search I O =

WorkForce Time Documentation

Online Help

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

® To access product documentation, click Documents.
® To access WorkForce Software Knowledge Base articles, click Articles.

work{&rce

Copyright © 2000-2018 WorkForce Software, LLC- wkPorce Softeare Confe Do Not Duplicate
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The Manager Dashboard

The functions available on the Workforce dashboard depend on the type of role of the user.
The manager’s dashboard offers functions not available to non-management employees to
assist managers in handling the time and attendance data of their employees. Managers can
use these options to perform such functions as editing and approving employee timesheets,
assigning schedules, or reviewing employee time off requests.

le NVERSTYf KLUV f Home @) Help ~

Loggedina

Home Screen

@ Time Entry g Case Tracking Leave Balances

My Timesheet Manage Cases Bankad Holidays 000

Extended Sick Leave 0.00 Hours

Edit Employee Time Leave Regulations Map Paid Leave 125.00 Hours

Edit Time for Groups

E Schedules Employee Leave Requests
Approve Timesheets

My Calendar
B Reporting Employee Calendars

View Reports My Time Cff

B

Group Calendars
Revizw Time OFF Requests
Assign Schedules

Manage Group Schedules

m Settings

Manage Delegations

Manager Functions

The functions available on the dashboard are arranged in groups of related tasks. See below for
a description of each of the links on your dashboard.

Time Entry

e My Timesheet: View, enter or update timesheet data through the timesheet.

e Edit Employee Time: View and edit employee timesheets.

e Edit Time for Groups: Add and edit time entries for a group of assignments at once.

e Approve Timesheets: Approve timesheets for groups of employee assignments. Instead of

approving timesheets individually, you can approve the timesheets for all employee
assignments in a group.

Reports

e View Reports: Generate general reports to view timesheet information for a certain period,
delegated roles, or comments on timesheets.
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Schedules

My Calendar: View your calendar.

Employee Calendars: View your employee calendars.

Group Calendars: View your groups calendars.

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

Review Time off Requests: Approve or reject employee time off requests.

Assign Schedules: Assign schedules or schedule cycles to employees.

Manage Group Schedules: Enables the adding and editing of schedules for an entire group
of assignments at once. Managers should use this window for one-time schedule
modifications.

Settings

Manage Delegations: The roles for an assignment group can be delegated to another user.
When delegating assignment group roles, the owner can delegate only those roles that are
at or below the owner’s role for the group; i.e., an owner with manager role for a group
cannot delegate the Payroll administrator role to the group. The owner delegating the roles
can indicate if the recipient of the delegation is allowed to re-delegate the role to another
user. Once an owner has delegated a role, that owner can also cancel the delegation.
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Timesheet Components

When viewing and editing individual employee timesheets or schedules, the work area of the
manager’s window resembles the work area of an employee’s window, and includes buttons
that perform similar tasks. No preferred names will appear in Workforce for any employee.

Timesheet Window Buttons

The Minimize button lets you hide the assignment tree. When
hidden, the button toggles to a Maximize button.

The Prev and Next buttons move you to the previous or next
record available, respectively, based on your selection criteria.

The Find button locates records based on a common set of
search criteria. To sort your search results, click the top of any
column in the Find Employees window.

The Sort button arranges employee records in a specific
order.

The Work Period button, in Table and List view, displays the

timesheet’s period. In Day View, this button indicates the date
4 03/31/2018 - 04/13/2018 »

displayed in the timesheet. This button opens a pop-up
calendar from which you can select a pay period.

1. Click an assignment in the assignment tree on the left side of the window to reveal the
group’s employees.
2. Click a name to open the employee’s timesheet.

» ACA Reporting Exempt Monthly (2025)
» Biweekly Hourly (2637)
» Faculty Exempt Monthly (1137)



Time and Attendance—Manager Functions
I S —————————————————

Setting Date and Save Options
You can specify date and save options that help you locate and process employee timesheets or
schedules more efficiently. The options you select remain valid for the current session only.

1. To set the date and save options, click the Pay Period button to access a pop-up calendar.
2. Select the period from the calendar by doing one of the following:

e Click the desired date. The period containing that date appears.

e Click the Current Period button to specify the current period.

e Click the Today button to specify the period containing today’s date. The selected
period appears in yellow.

3. Click the arrow in the Save button to access its drop-down menu, and choose what the
system will do whenever you save an employee’s timesheet. By default, the system saves
just the employee’s timesheet and performs no further action.

e Select Save and Next to direct the system to save the employee’s timesheet, then close
it, and display the timesheet of the next employee in the group.

e Select Save and Find to direct the system to save the employee’s timesheet, then close
it and open the Find Employees pop-up window.

Finding Timesheets
Use the Find button to quickly locate the timesheet for an employee or a set of employees
based on specific search criteria.

1. Click the Find button to display the Find Employees pop-up window.

2. Enter your search criteria. For example, you may enter a Last Name or Employee ID. You can
also use a character string and or the wildcard character (*) to retrieve a list of employees
matching the characters you enter.

3. Click Search to find the records, or click Cancel to exit the pop-up without searching.

When the search completes, the results expand within the Find Employees pop-up window
and appear in a table. You are able to sort your search results by clicking the top of any
column in the Find Employees pop-up window.

4. Click a row in the table to display the record for that employee. To refine your search, click
the plus button % to expand Search Criteria, make any changes, and click Search.

Sorting Timesheets
Use Sort to specify the order in which to arrange records.

e To sort records, click the Sort button to display the Sort drop-down list.
e Select the option by which you want the records sorted.

10



Time and Attendance—Manager Functions

Navigating Timesheets
1. To select a pay period for viewing or editing, click the Work Period button to access the
pop-up calendar, and select a pay period.

AHOMA ik Home @ Help ~
Manager Time Entry:

Waork Periad [« Hsavel~ More- | Listview ~

03/03/2018 - 03/16/2018
& »

‘ (Loading default period)

4 Prev | b Next Q Find ¥ Sortw

S M T wW T F 5 5 M T W T F 5 5 M T W T F 5
1 2 3 1 2|/3|1 2 3 4 58 7|

» Dep
4 5 6 7 8 9 10|4 5 6 7 & 9 108 9 10 11 12 13 14 Al
» Dep
» Dep 1112 13 14 15 16 17 (11 12 13 14 15 16 17 15 16 17 18 19 20 21
» Dep 18 19 20 21 22 23 24 |18 19 20 21 22 23 24 22 23 24 25 X6 27 2
* Dep 25 26 27 28 25 26 27 28 29 30 3N 29 30
» Dep Default Period Today
» Dep Tue 03/06 -+ - Please Select ad

2. Use the Minimize and Maximize buttons to collapse or expand the left panel.
3. Use Tab or Shift + Tab to move between fields on the timesheet.

4. Click the Schedule tab to display the employee’s work schedule.

(Wessoges [ Resuis || scheaute || tmeor |

S S M TWTTF 5§ S MTWT
e Feb20,2018  [J/] Show All Weeks

17 2021 22 23| 24|25 26 | 27 | 2B
Date Pay Code Start Time Total
Schedule InfOut
Sat 02/17 + -
ool + - Schedule In/Out
un

0.00

5. Click the Exceptions tab on the bottom panel to display system-generated messages related
to the timesheet.

6. Click the Time Off tab to view the employee’s bank balances.

11
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7. Click the Results tab to view a pay summary of the timesheet.

8. Select and click the Print item from the More button to print the timesheet.

blSave ~ Morer  ListView ~

f‘.‘ Cra » Print
) % Print Preferences
< = =
= & Reload Data
I Time Entry
i Employee Reports p =

S S MEEWTY T 5 s m

9. Click the Save icon to save any changes you make.

e Select and click the Save and Find option from the Save button to save the timesheet
and automatically open the Find Employees window.

e Select the Save and Next option to save the timesheet and automatically open the
timesheet of the next employee in the group.

Save - More~- ||

kl, Save and Find |

k& Save and Neﬁh-q

“¥ Find Employees x

Search Criteria a

Employee ID:
Last Mame:
First Mame:
Middle Mame:

Exclude inactive employees

Search Cancel

Search Results 0

12
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Working with Employee Timesheets

Editing Employee Time

The Manager Time Entry window enables you to:

e Edit employee timesheets
e View an employee’s time off balances and pay preview

1. Select Time Entry > Edit Employee Time in the dashboard. The Manager Time Entry
window appears.

Select an assignment group if you have been delegated more than one group of employees.
Select an employee from that assignment group. The employee’s timesheet appears.

w N

Editing the timesheet for an assignment in the Manager Time Entry window is the same as
working in the Personal Time Entry window.

CAUTION: It is always recommended for a supervisor to return a timesheet to an
employee and have the employee make the correction/change. There are some
instances where the employee is unable to make the correction (ex. Time/web clock
punches) and the supervisor must update the employee’s timesheet. In these
instances, be sure to note in the comments why you are making the change and keep
back up for your records.

13
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Using Pay Codes

A pay code is an entry-type identifier required for every transaction recorded on a timesheet or
schedule. Each pay code has an entry type such as amount, elapsed time, or in/out time.
Managers may have access to certain pay codes which are unavailable to employees and can
modify employee timesheets by selecting from a number of additional pay codes.

Pay codes such as vacation, paid leave scheduled or paid leave unscheduled will decrease time

off banks.

1. Open an employee’s timesheet.

2. Select the needed pay code.

Ldsave - More- | Listview

Time Entry

0.00 total hours.

S SMTWTE s sMTwWTEF
- RAREE > TN DT wazms () showallweeks

Date Hours Amount Department Project
w003 M w
sunosis (o w
Mon03/0sp o w

Tue03né P 4w

Wed 0307 |fp x| Meal Break
Thuo3/08 P [ ¥

Fiosos @ [dew

k|

Work Order Combo Code Rate Comments Total

3. Enter the hours for the pay code or the elapsed time.

14



Time and Attendance—Manager Functions
I S —————————————————

Entering Timesheet Details

The Comments field can be used to enter details about an infrequently used pay code to a
timesheet entry or to enter any additional information related to a particular time entry. If a
timesheet entry contains any details, a Comment Indicator appears in the field associated with
the comment.

1. Click the small black arrow to expand and collapse the Comments field.

Thuo22 ./ Frio3e3 M

0700 am
12:040 pm

An alternative method is to press the Shift and Enter keys at the same time.

Comments

Comments go here

By default, when the Comments field contains data, the comment indicator and comment
toggle are green. If the Comments field contains any invalid data, such as an invalid date format
or too many characters, the comment indicator is red.

8.00 [} 8 12
12 Q

| Additional data exists for this row. Expand details to see it.

2. To hide the Comments field, click the small black arrow.

2 —

15
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Exception Handling

An exception is a conflict noted between time and attendance information and the rules under
which the timesheet is processed. Exceptions generate messages which appear in the
Exceptions tab on the Time Entry window. 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.

The Exceptions tab presents exceptions. Each exception 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 which may be required

If a time entry has a related exception, a color-coded exception pin appears which, when
clicked, displays the Exception tab. The exception messages are also color-coded to identify the
level of severity, and sometimes the system is configured to automatically send e-mail
notification of the exception to you or another appropriate party. To view exceptions for a
specific day, select the Filter exception by day checkbox.

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 lowest to highest, is as follows:

Severity Level Field Options

Informational message — no action required

Informational message — action may be

Warning

Warning — paid differently than entered

Error — record not paid

Error — entire timesheet not paid/held

17
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1. Select any column header (Date, Exception Message, or Action Required) to reorder the list.

2. Click the arrow which appears next to the column name to select a different sort order.

Filter exceptions by day

Date
Tue 0320

3. Time entries associated with exceptions appear on the timesheet marked with a colored
pin.

e - Worked In/Out 01:00 prn ADCTI
iLsleizt # More than 24 hours of time has been reported in a day. fyra
nple

25.0 hour(s) reported exceed 8.0 Standard Daily Hour{s) for the day.

r
¥ 46.0 total heuris) entered on timesheet are more than 9.0 scheduled hour(s).
Wed 03/21
P

Mo recorded time entered on a scheduled day.

* - FIEdsE SEIELL

Deleting a Time Entry

You can delete a row of time, a time transaction commonly called a slice, in Table View.

1. Switch to Table view if necessary.
2. To delete a time slice, select the time slice to delete.

3. Right-click and select Delete Entry.

18
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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. Inthis 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.

When an employee banks comp time, the supervisor will notice a warning on the employees
timesheet requesting acknowledgement by the supervisor.

Fri 03/30 Comp Time banked by employee. Approval is needed. Warning Fl

Once the supervisor click the acknowledgement indicator and saves the page, the exeption
message changes to informational and is no longer highlighted.

Fri 03/30 Comp Time has been banked. Info. M

19
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5. Comp time to be banked must be approved/acknowledged (check box checked) by the
employees manager for the time to accrue into their bank. If the manager does not
approve the comp time, 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. The system will require an employee to use any hours accrued in their
Comp Time Bank prior to using paid or extended sick leave.

+ - Comp Time 4.00
Mon 03705 + = Worked In/Out 01200 prn
05:00 prm

2. If you have an employee that has multiple assignments, they can only take comp time
used with the department where the hours were accrued.

20
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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 02521
+ - 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 |

A
Using Banked Holiday Time

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

21
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+ - Banked Holiday 4.00
Mon 03/05 + - Worked In/Out 01:00 prn
05:00 prm

Winter Break PTO Rules — Editing Employee Leave

Each winter break there are 2 days in which Paid Time Off (PTO) is used to complete the time
period. In Workforce the each benefits eligible employees’ timesheet will be pre-populated
with the pay code “Paid Leave Scheduled” in accordance to the empoyees FTE for these days.

This may cause an error to be displayed for any employee that has a “comp time” bank balance,
Comp Time must be exhausted prior to using Paid Leave. If this happens, there will will be a red
error in the “messages” tab in that states the “comp time” must be used prior to scheduled
paid leave, this error must be corrected by the manager or timekeeper in order for the
timesheet to pay.

f Messages 9” Results ” Schedule ” Time Off ]

| Exception Message
Comp Time must be used before Paid Leave may be taken.

Comp Time must ke used before Paid Leave may be taken.
Comp Time must be used before Paid Leave may be taken.

To correct this the timekeeper will need to “edit” any affected employees’ time by using any
available comp time balances prior to paid leave scheduled. To edit an employees’ time please
reference the following steps:

1. Select Time Entry > Edit Employee Time

My Timesheet
Edit Employee Time
Edit Time for Groups

Approve Timesheets

2. Select the employee group.
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f OKLAHOMA ik Home 9 Help -

Manager Time Entry

Monday April 9, 2018
¢ (Loading defauit period) ﬁ L4

4 Prev » Next QFind ¥ Sortw

* v v T YT ¥ w

Choose the hourly employee whom has an error that needs correction and select their
timesheet.

Select the day you are correcting leave for on the timesheet. In the drop down, select
the pay code Comp Time on a new line and enter either the full hour value for the day
or the amount of comp time to be use prior to Paid Leave Scheduled.

Comp Time |

Thu + -
05/24 + v Paid Leave Scheduled 8.00

Enter 1.5 hours of Comp Time to exhaust the bank, for the remainder of the day you can
use 6.5 hours of Paid Leave Scheduled to removed the error pin.

Comp Time Hours
Initial Balance 5at 05412 1.50
Credits 0.00
Debits 0.00
Ending Balance Fri 05/25 1.50
Mo Details

You will see now that the error message and red pin have been removed from the
timesheet and the messages tab. The results will also be reflected in the “time off” tab
below the timesheet for the current changes.

Comp Time 1.50
Thu + - :
05/24 + - Paid Leave Scheduled 6.50

Save the timesheet. You may now approve time if necessary and the timesheet will pay,
so long as there are no further error messages that need to be addressed.
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Supplemental Payments

Supplemental payments may be added to hourly employee timesheets that are working in your
department. No supplemental payments may be added to any monthly employee timesheets.
Follow these steps to add a supplemental payment to an hourly employees timesheet for the
current pay period:

8. Select Time Entry > Edit Employee Time

My Timesheet
Edit Employee Time
Edit Time for Groups

Approve Timesheets

9. Select the employee group.

OKLAHOMA ‘ Home 9 Help ~

Manager Time Entry

Monday April 9, 2018
4 (Loading defautt period) ﬁ ’

4 Prev » Next QFind ¥ Sortw

v v v v v v w

10. Choose the hourly employee you are entering the supplemental payment for and select
their timesheet.

11. Select the day you are entering the payment for on the timesheet. In the drop down,
select the pay code supplemental payment.
Time Entry

5§ 5 M TWTF 5 S MTWTF
3 4 5 6 7 8 9 10 11 12 13 14 15 15

Mar 5, 2018 Show All Weeks

By Hours Amount. Depart:
Sat03/03 P == w Please Select

Sun 03/04 + = Please Select

Mon 03/05 + - Please Select
Please Select
Tueoz06 @) (SIS Comp Time Banked
Wed 03/078 s w  |Non Cash Benefit
Supplemental Paj
Thuo3/os P [ e w PP Y {r_,.)
Vehicle

Frio3/0s P == w Ficase Jeiet
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12. The Hours, Combo Code, Rate and Comments field will be open for entry.

5§ S M T WTF 5 § MTWTF

512 BEl & 4 15 1g Mars.2m8 [¥] Show All Weeks

Pay Code Hours Amount Department Project. ‘Work Order Combo Code Rate Comments Total
Sat03/03 P [ w  PleaseSelect

suno3/04 | [dfelw]  PleaseSelect
Monosgs e w  SupplementalPay

Tucoz06 P (e  Please Select

Wed 03/07 | wfm w  PleaseSelect

13. Enter the appropriate Hours, Rate and Combo Code for the payment. Add any
necessary comment and save the timesheet.

Time Entry

S S MTWTF S S MTWTF

S 0 5 5 7 3 8 0 1 i3 13 4 s g Mar9.2018  [7] Show All Weeks

Date Pay Code Hours Amount Department Project ‘Work Order Combo Code Rate Comments Total
Sot03/03 @ | v  FPleaseSelec

Sun 03/04 + - Please Select

+ - Supplemental Pay 3.00 105415600-631105 15.00 Extra work done
Mon 03/052

LEADERSHIP

ACADEMY
Tue03/06 P | oy  PleaseSeleat

14. Supplemental payments do not require approval above your access. Make sure that
you have all the necessary documentation and a signed supplemental payment form

on file to justify the supplemental payment. In an audit, you will be asked to provide
the documentation.

For a prior pay period, you will need to Amend the timesheet before entering the
supplemental payment details. Adding a supplemental payment to a prior pay period
may cause the employee to be owed overtime.
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Group Time Entry

The Group Time Entry window enables managers to perform bulk time entry tasks for groups of
employees. You can edit an entire or partial group of employees. For example, you can add a
week of training to a group of employees in a division or add a holiday for an entire unit.

1. To display the Group Time Entry window, select Edit Time for Groups from the Time Entry

area of the dashboard.

My Timeshest
Edit Employee Time
Edit Time for Groups

Approve Timesheets

The Group Time Entry window appears. The Group Time Entry window enables you to
select and edit entries for multiple timesheets. Your window may also contain buttons for
other tools, depending on the system configuration.

Q| The UNIVERSITY of OKLAHOMA o Home @ Help ~

Group Time Entry Window

_ Groug Entry Daily Entry
Date:  04/06/2018 7 | | £ Clear Selection | [ ada || (2 Edic | | [ add | [ ede

Assignment Group: Select One... |L] B Find ;{msmfmployees E{'Ednfxcem-ons Fllter: Employee or assignment..

Groups marked '*' contain too many results; only 25 will be displayed.

2. To select group entries, select the appropriate assignment group from the Assignment
Group drop-down menu. Once the relevant information loads, a grid displays employee
names, days, and dates.

Q’.ﬂ.v\nw! IV OKAIONA i Home @) Help ~

Group Time Entry Window
- Group Enry DaiyEry
Date: 027242018 | | £/ Clear Selection | (3 ada | (7 eae | | [ ada | |2 £ar

Assignment Group: - Bokind || g sorsemployees | (27 Eait Exceptions | | Filter: Empioyee or assignment
Groups marked " contain 100 many results; only 25 will be displayed
el sat sun Mon Tue Wed Thu Fri
ployee 02724 o225 02126 o227 o028 0z01 03102

Worked INVOUT 07:00 am - 1200 pm Worked INVOUL D7:00am - 12:00 pm  Worked In/OUE 07:00 am - 1200 pm_ Worked IN/OUT 07:00 am - 1200 pm
Worked In/GUE 01:00 pm - 0500 pm Worked In/OUE 01:00 pm - 05:00 pm  Worked In/OUE 01:00 pm - 03:00 pm Worked I/GUE 01:00 pm - 05:00 pm

Worked In/OUT 08:30 am - 11:30am  Worked INVOUL D8:05am - 11:30 am  Pald Leave Unscheduled 500 Paid Leave Unscreduled 600 Paid Leave Unscheduled 600
Worked InVOUT 12:45 pm - 0300 pm  Worked In/OUt. 12:30 pm - 03:00 pm

Worked In/GUE 06:00 pm - 10:00 pm  Worked IN/OUE 06:00pm - 10:03 pm Worked In/OUE 06:00 pm - 10:05 pm Worked IN/GUE 06:00 pm - 08:00 pm  Worked In/OUE 06:00pm - 11:59 pm

= Selectindividual cells by clicking in the cell itself; deselect by clicking again.
= Select a column by dicking the column header or an entire row by clicking on the cell to the left of the row.
= You can also select multiple cells by clicking and dragging or by clicking the cell at one eomer and shift-clicking the cell at the opposite corner.
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For large groups, only the first 25 members display. Use the filter button to refine your
results.

i=i Time entries associated with warning and error exceptions appear with a shaded
background. Yellow indicates exception warnings, while red indicates error exceptions. If your
system has been configured to include cross-period exceptions, a cross-period exception button
appears to the right of the employee name.

1. In most cases, the grid’s default view displays the current pay period. To choose a different
pay period, select a date that falls within that pay period by doing one of the following:

e Enter a date in the Date field. Use the following format: MM/DD/YY, including the
slashes or dashes.

e Alternatively, click the Calendar button (if available) and select a date. After selecting a
new date, the grid automatically updates to that date.

2. Select entries to modify by clicking the appropriate cells in the grid.

e To select all dates in the time period, click the cell containing the employee
(assignment) name.

e To select a specific date for all members in the group (i.e., a column), click the cell
containing the date (the column header).

e To select specific dates for specific members, click the cells you would like to edit.

e To select a range of cells, click the first cell in the range, and then press SHIFT while
clicking the last cell in the range.

e To select multiple concurrent cells, click a cell and drag the mouse across additional
cells while holding down the mouse button.

e Click the Clear Selection button to start over.

3. Select the Daily Entry Add/Edit option to apply different changes to individual employees.
Daily Entry
nd Add | [ fdit

4. Edit the timesheet as you would in the Manager Time Entry window.

Employee (Assignment) T Date ¥ Action Pay Code Hours StartTime  End Time Amount Department Project Work Order Combo Code Rate  Comments

| ClosedLocked I I I I I
Date  Exceptlon Message Severtty
Fri 02/02 26.0 NoUI(S) reparted Is ess than 40.0 Standard Weekly Hours for the week. Warning
3102 NN 6 hours of expected weekly worked hours. Currenty 36.0 houFS are logged fo tis week Warming
|z Closed/Locked I I T T T
Dae  Exception Message severny
FrI03/02 1.1 nour(s) reported s less tan 30.0 Standard Weekly Hours for the week. Warning
¥ satoa/2e ClosedLocked I I T T T

Date  Exceptlon Message Severtty
Fri 03402 20.2 NOUI(S) reported excesd 20.0 Standard Weekly Hour(s)for the week warning
02/02 WItnin & hours of expected weekly warked Rurs. CUrTentyy 20 2 nours are logged Tor This week Warning
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You can use the drop down menu to switch between the Daily Entry and the Group Entry.

Daily Entry v|

Daily Entry

Select the Group Entry Add/Edit option to apply a single change to all employees.
After you’ve made the desired edits, select Save and Return to save the changes and return
to the main Group Time Entry Window.

HSal.reandREturn HS-EWE @Eﬂtk

e Select Save to save changes and remain on the same page.
e Select Back to return to the main window without saving the changes.

To edit the assignments of employees in a different group, select a different group from the
Assignment Group drop-down menu.

Adding and Editing Group Entries
You can add and edit entries for just a few records or a large number of records.

1.
2.
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To add or edit group entries, select the cells for which entries are to be added or modified.
Choose the task and method to be performed.

e In the Group Entry area, click Add or Edit to add or edit large groups of entries. This is a
good choice when you have selected dates for entire groups of assignments.

Group Entry
o Add || [ Edit

e In the Daily Entry area, click Add or Edit to add or edit daily entries. This is a good
choice when you have selected just a few assignments or an individual assignment.

Draily Emtry
oA Add || [ Edit

The Group Time Entry window opens in either Group Entry view or Day view for adding
and editing group entries.

HSaveandR!tum HSave @Bafk Group Entry = %
Employee (Assignment) Date Action Pay Code Hours StartTime  EndTime  Amount Department Project Work Order

Sat 02/24, Sun 02/25, Mon 02/26, Tue 02/27,
Wed 02/28, Thu 03/01, Fri 03/02

Sat 02424, 5un 02/25, Mon 02/26, Tue 02/27,
Wed 02/28, Thu 03/01, Fri 03/02 Q

0 v v v
Sat 02/24, Sun 02/25, Mon 02/26, Tue 02/27,
Wed 02/28, Thu 03/01, Fri 03/02

Sat 02424, 5un 02/25, Mon 02/26, Tue 02/27,
Wed 02/28, Thu 03/01, Fri 03/02

Comments
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Hsmmandﬂzmm Hsave Q@B DayEmy -
Employee (Assignment) ¥ Date ¥
sat0zi2s
Sun02/25
Mon 02125
Tue 02727
Vied 02128

Thu03/01

Frioanz

Action  Pay Code

1)

©0

o0

1]

©0

o0

©0

Hours  StartTime End Time Amount  Department Project Work Order ‘Comments

When you select one or more assignments for editing, the window displays the pay code for the
in and out times, and groups consecutive in and out times with the same pay code. In and out
times are grouped even if there are gaps between them, provided the times are not separated
by another in and out time with a different pay code.

For example, in the Group Entry view, the Regular pay codes are grouped together in one row,
and the OVERTIME pay code is grouped in a different row, similar to the Table View in the Time
Entry Window. The Day View lists each employee’s worked days in a separate row, similar to

the List View in the Time Entry Window.

3. Make the necessary changes or additions.

« © Click the Insert button to add time or schedule entries.

« O Click the Delete button to delete time or schedule entries.
e Use Tab or Shift + Tab to move between fields.

4. Save your work.

e C(lick the Save button to save your changes.
e C(lick the Save and Return button to save your changes and go back to the entry grid.
e Click the Back button to exit the window without saving your changes.
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Using Other Group Time Entry Tools

In addition to the standard tools used for working with multiple entries, you can use the
following options if your system has been configured to include them.

N
I%SM Employeesl Arranges your records in a specific order.

Lets you take action on exceptions.

Sort Employees
1. Inthe list of sort options, arrange the options in the order by which the records will sort. For
example, you can sort first by hire date, then by last name, etc.

2. Click Sort to use the sort hierarchy you have specified, or click Close Window to exit the
pop-up without sorting.

Edit Exceptions
1. Select exceptions to modify by clicking the appropriate cells in the grid.

e To select all dates in the time period, click the cell containing the employee
(assighnment) name.

e To select a specific date for all members in the group (i.e., a column), click the cell
containing the date (the column header).

e To select specific dates for specific members, click the cells you would like to edit.

e Select arange of cells, click the first cell in the range, and then press the Shift key while
clicking the last cell in the range.

e To select multiple concurrent cells, click a cell and drag the mouse across additional
cells while holding down the mouse button.

2. Click the Edit Exceptions button. A new window opens for addressing and resolving
exceptions. Depending on your configuration, the appearance of this window can vary.

3. To select certain exception types, do the following:

a. Click the Exception Filter button. The Exception Filter dialog box opens to let you select
specific exceptions and to filter exceptions by severity level.
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Minimum Exception Severity Level

Info. (@ction may be required) L}

Exception Codes

UDK_HOL_BAMNK_BEFORE_COMP

MISSING_SCHEDULE IN_OR_QUT

SYSTEM_ERROR

UOK_EXCEPTIONS_ELAPSED PAY CODE_INCORRECT_INCREMENT
UDK_ACT_PAID_LEAVE_REQUIRED_FOR_EXTEMDED SICK

3

b. From the Minimum Exception Severity Level drop-down list, select the lowest level
exception you want to view or edit.

c. In Exception Codes, select the specific exceptions you want to view or edit. By default,
the system selects all exception codes.

d. Do one of the following:

i.  To save your changes, click Save. The Exception Filter dialog closes and the Group
Time Entry window displays the filtered results.
ii. Todisplay all exceptions, click Reset to Default. The Exception Filter dialog closes
and the Group Time Entry Window displays unfiltered results.
iii.  To cancel any filter changes, click Close Window. The Exception Filter dialog closes
and the Group Time Entry Window display does not change.

4. Make the necessary changes or additions.

a. Click the Insert button to add time or schedule entries.
b. Click the Delete button to delete time or schedule entries.
c. Select the Acknowledged checkbox to acknowledge the exception.

5. Save your work.

a. Click the Save button to save your changes.
b. Click the Save and Return button to save your changes and go back to the entry grid.
c. Click the Back button to exit the window without saving your changes.
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Working with Schedules

There are a variety of ways to assign schedules, develop, or edit them in Workforce. This
chapter describes each of the methods available to you.

Standard Schedule Assighment

Workforce has basic scheduling functionality for departments to utilize when it is beneficial for
their organization. Once schedules and schedule cycles (optional, for rotating schedule needs)
have been created, managers can easily assign them to individuals or to groups of employees.

1. To assign either a permanent or temporary schedule template, begin by selecting Assign
Schedules from the Schedules area of the dashboard. The Schedule Maintenance window
appears.

Choose an Action:

Permanent Changes

Assign Schedule Cycles

Assign Schedule Templates

Temporary Changes

Assign SChedule Templates

2. Choose Assign Schedule Templates from the Permanent Changes section or Assign
Schedule Templates from the Temporary Changes section.

Assigning Permanent Schedule Templates

An administrator may develop schedule templates for employees with work activities that
follow a regular pattern from pay period to pay period. Managers can then assign the schedule
template once and have it applied on a permanent basis to successive pay periods.

1. Inthe Permanent Changes area of the Schedule Maintenance window, click Assign
Schedule Templates.
Select an assignment group from the assignment tree on the left. A window appears listing
the employees in the selected group.
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2. For a Mass Edit, select the checkbox next to the names of the employees you wish to
change.
3. Click on the Mass Edit checkbox.

4. From the Schedule Template drop-down list, select the correct schedule template.

5. Enter the date on which to begin the schedule in the Effective Date field. The date must fall
within the period defined in the Valid Date Range field.

Q’ml\'1‘.3u:iv‘ﬂ:"..w..‘.\m.u.l." 4 Home © Help -

Permanent Schedule Template Assignment

Employees Active On b Ssve (D7Reset @Back “f ChangeFilter &7 Current filter:none

["] Asof Current Period

Assignments Name Schedule Generation Source | Manager Override | Schedule Template Effective Date Valid Date Range
+ _All(13650
{ J Schedule Template O 02/17/2018 - 03/02/2018
+ _Exempt
7] N7/2018 -
* _NonExempt Schedule Template s 02/17/2018 - 03/02/2018
+ .ACA Reporting Exempt Monthly (2550) Schedule Template ] 02/17/2018 - 03/02/2018
+ _Biweekly Hourly (2526) Schedule Template & 02/17/2018 - 03/02/2018
+ _Faculty Exempt Monthly (1135)
v J A Schedule Template ] 02/17/2018 - 03/02/2018
# .Non-Contract Exempt Monthly (2127)
+ .Peak Hourly (184) =
L Mass Edit Hourly 8amto5pm-1Hr | 03/24/2018 (7] | Applytoall checked rows
+ Temporary Hourly (5128)
# Lewis Starkey's Employees (5)

6. Forindividual edits, select the Manager Override checkbox to make the Schedule Template
field active.

Assignments

0 Schedule Generation Source = Manager Override | Schedule Template Effective Date Valid Date Range
+ LAl (13650] =
(S0 B Schedule Template Hourly gamto 5pm-1Hr | P3/24720018 [l  02/17/2018 - 03/02/2018
+ _Exempt _
o Non-Exempt B Schedule Template A | 0211712018 - 03/02/2018
+ .ACA Reporting Exempt Monthly (2550) B Schedule Template [ | 021712018 - 03/02/2018
# .Biweekly Hourly (2526) B Schedule Template ] 02/17/2018 - 03/02/2018
+*
EaodtyPxemptiMonh ly(L13%) ] Schedule Template @] 02/17/2018 - 03/02/2018
# .Non-Contract Exempt Monthly (2127)
+ _Peak Hourly (184)
Mass Edit Apply to all checked rows
+ Temporary Hourly (5128)
# Lewis Starkey's Employees (5)

7. From the Schedule Template drop-down list, select the correct schedule template.

8. Enter the date on which to begin the schedule in the Effective Date field. The date must fall
within the period defined in the Valid Date Range field.

e The recommended best practice is to select the first date in the pay period whenever
possible.

e Asecond recommended best practice is to select the first date in the work week.
9. After completing your permanent schedule template assignments, choose how to proceed.

e Click the Save icon to save your changes.

e Click the Reset icon to clear your changes and start again.
Click the Back icon to return to the Schedule Maintenance window without saving your
changes.
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Assigning Temporary Schedule Templates

An administrator may develop schedule templates for employees to follow on a temporary
basis; i.e., within a specific pay period or for a limited length of time. Managers can then assign
the schedule template on an “as needed” basis.

1. Inthe Temporary Changes area of the Schedule Maintenance window, click Assign
Schedule Templates.
Select an assignment group from the assignment tree on the left. A window appears listing
the employees in the selected group.

2. For a Mass Edit, select the checkbox next to the names of the employees you wish to
change.

3. Click on the Mass Edit checkbox.

4. From the Schedule Template drop-down list, select the correct schedule template.

5. Enter the date on which to begin the schedule in the Effective Date field. The date must fall
within the period defined in the Valid Date Range field.

Q’M oKLAHOMA @ Home @ Help =

Permanent Schedule Template

Employees Active On L Save (Z7Reser <JBack 7 ChangeFifter| &7’ Current filter: none
7] Asof current Period

Assignments Name Schedule Generation Source | Manager Override | Schedule Template Effective Date Valid Date Range
+ LAl (13650}
{issa) Schedule Template = 02/17/2018 - 03/02/2018
+ .Exempt
S Schedule Template ] 02/17/2018 - 03/02/2018
+ _ACA Reporting Exempt Monthly (2550) Schedule Template o 02/17/2018 - 03/02/2018
*+ .Biweekly Hourly (2526) Schedule Template i} 02/17/2018 - 03/02/2018
# _Faculty Exempt Monthly (1135
SsultyExempMonthly/(1128) Schedule Template ] 02/17/2018 - 03/02/2018
+ Non-Contract Exempt Monthly (2127)
# _Peak Hourly (184) =
Y Mass Edit Hourly 8amto Spm-1Hr | 03/24/2018 2] | Applyto all checked rows
# .Temporary Hourly (5128)
# Lewis Starkey's Employees (5)

6. Forindividual edits, select the Manager Override checkbox to make the Schedule Template
field active.

Q’”’ AHOMA i Home @ Help +

Permanent Schedule Template Assignment

Employees Active On bdSave Reset @ Back | 7 ChangeFilter &7 Current filter:none
["] Asof Current Period

L) 0 Name Schedule Generation Source = Manager Override = Schedule Template Effective Date Valid Date Range
® _All (13650 =
(13650 =l Schedule Template Hourly 8amto5pm-1Hr | 372472018 [F] = 02/17/2018 - 03/02/2018
* _Exempt
7 A 1712018 -
P T — B Schedule Template el [ 021772018 - 03/02/2018
4+ _ACA Reporting Exempt Monthly (2550) B B Schedule Template [ 02/17/2018- 03/02/2018
* .Biweekly Hourly (2526) & Schedule Template ] 02/17/2018 - 03/02/2018
+ Faculty Exempt Monthly (1135
A O SRR o Schedule Template ] 02/17/2018 - 03/02/2018
+ .Non-Contract Exempt Monthly (2127)
+ _Peak Hourly (184)
v Mass Edit Apply to all checked rows
# .Temporary Hourly (5128)
# Lewis Starkey's Employees (5)

7. From the Schedule Template drop-down list, select the correct schedule template.
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8. Enter the date on which to begin the schedule in the Effective Date field. The date must fall
within the period defined in the Valid Date Range field.

e The recommended best practice is to select the first date in the pay period whenever
possible.

9. A second recommended best practice is to select the first date in the work week.

10. After completing your temporary schedule template assignments, choose how you want to
proceed.

I save || Reset | 48 Back

e Click the Save icon to save your changes.
e Click the Reset icon to clear your changes and start again.

e Click the Back icon to return to the Schedule Maintenance window without saving your
changes.

Schedule assignments using this method will remain in effect for exactly one pay period.
After that, the employee will revert back to his or her normally assigned schedule.

Assigning Schedules to Dates Outside of Current Pay Period

Managers can schedule employees for assignments to dates outside of the current pay period.
Examples are employees with schedules different from other assignments, or for employees
who will be temporarily working on a project or schedule that is outside of their normal duties.

1. To assign either a permanent or temporary schedule template, begin by selecting Assign
Schedules from the Schedules area of the dashboard. The Schedule Maintenance window
appears.

2. In the Permanent Changes area of the Schedule Maintenance window, click Assign
Schedule Templates.

3. Click the checkbox below Employees Active On and select the week you want to assign
from the calendar. The range in the Valid Date Range column at the right of the screen will
change to a pay period that includes the week you’ve just selected.

Employees Active On

[7] As of Current Period

Assignments

L Employees (4)

4. Select an assignment group from the assignment tree on the left. A window appears that
lists the employees in the selected group.
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5. For a Mass Edit, select the checkbox next to the names of the employees you wish to
change.
6. Click on the Mass Edit checkbox.

7. From the Schedule Template drop-down list, select the correct schedule template.

8. Enter the date on which to begin the schedule in the Effective Date field. The date must fall
within the period defined in the Valid Date Range field.

Q’ml’\'1‘.3u:iv‘ﬂ:"..w..‘.\m.u.l.\ & Home @ Help ~

Employees Active On

Permanent Schedule Template Assignment

b Ssve (D7Reset @Back “f ChangeFilter &7 Current filter:none
["] Asof Current Period

Assignments Name Schedule Generation Source | Manager Override | Schedule Template Effective Date Valid Date Range
+ _All(13650
{ J Schedule Template O 02/17/2018 - 03/02/2018
+ _Exempt
7] N7/2018 -
* _NonExempt Schedule Template s 02/17/2018 - 03/02/2018
+ .ACA Reporting Exempt Monthly (2550) Schedule Template ] 02/17/2018 - 03/02/2018
+ _Biweekly Hourly (2526) Schedule Template & 02/17/2018 - 03/02/2018
+ _Faculty Exempt Monthly (1135)
v J A Schedule Template ] 02/17/2018 - 03/02/2018
# .Non-Contract Exempt Monthly (2127)
+ .Peak Hourly (184) =
L Mass Edit Hourly 8amto5pm-1Hr | 03/24/2018 (7] | Applytoall checked rows
+ Temporary Hourly (5128)
# Lewis Starkey's Employees (5)

9. For individual edits, select the Manager Override checkbox to make the Schedule Template
field active.

Assignments 0 Schedule Generation Source = Manager Override | Schedule Template Effective Date Valid Date Range
+ LAl (13650] =
(S0 B Schedule Template Hourly gamto 5pm-1Hr | P3/24720018 [l  02/17/2018 - 03/02/2018
+ _Exempt _
o Non-Exempt B Schedule Template A | 0211712018 - 03/02/2018
+ .ACA Reporting Exempt Monthly (2550) B Schedule Template [ | 021712018 - 03/02/2018
# .Biweekly Hourly (2526) B Schedule Template ] 02/17/2018 - 03/02/2018
+*
EaodtyPxemptiMonh ly(L13%) ] Schedule Template @] 02/17/2018 - 03/02/2018
# .Non-Contract Exempt Monthly (2127)
+ _Peak Hourly (184)
Mass Edit Apply to all checked rows
+ Temporary Hourly (5128)
# Lewis Starkey's Employees (5)

10. From the Schedule Template drop-down list, select the correct schedule template.

11. Enter the date on which to begin the schedule in the Effective Date field. The date must fall
within the period defined in the Valid Date Range field.

12. After completing your future dated schedule template assignments, choose how you want
to proceed.

e Click the Save icon to save your changes.

e Click the Reset icon to clear your changes and start again.

e Click the Back icon to return to the Schedule Maintenance window without saving your
changes.
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Edit an Assigned Schedule

Employees are occasionally asked to deviate from their normal schedule for a very short
amount of time, perhaps a single day or one week. When that happens, it can be easier to
change the schedule from the Manager Time Entry window. This method works well for
assignments with schedules that are different than most other assignments or for employees
who temporarily work on a project or schedule outside of their normal duties.

1. Use the Schedule tab from the Edit Employee Time window.
2. Select an assignment group.
3. Select an employee to develop individual schedules for employee assignments.

[ Messages ” Results ” Schedule ” Time Off ]
T F 5 5§ M T W T F 5 5 M T W T F 5 5 M T W T F 5 5§ M T W Fab 3 2016 to Esb §, 2018 [ sh All week
1.2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 15 19 20 21 22 23 24 25 26 27 28 - - ow eeks
Pay Code Sat 02/03 Sun 02704 Mon 02/05 Tue 02/06 Wed 02/07 Thu 02/08 Fri 02/09 Total
+ » Schedule In/Out 08:00 am 08-00 am 08:00 am 0800 am 08:00 am 20.00
12-:00 pm 12:00 pm 12-:00 pm 12:00 pm 12-:00 pm
+ « Schedule Inf/Out 01:00 pm 01:00 pm 01:00 pm 01:00 pm 01:00 pm 20.00
05:00 pm 05:00 pm 05:00 pm 05:00 pm 05:00 pm
0.00 0.00 8.00 8.00 8.00 8.00 8.00 40.00

Schedule changes using this method will remain in effect only for the dates affected.
After that, the employee will revert back to his or her normally assigned schedule.

Other Manager Functions

Managers have responsibilities to perform other tasks in Workforce such as assigning schedules
or approving timesheets. Each of those additional functions is described in this chapter.

End-of-Period Reminders

At the end of each pay period, most time entry employees will submit their timesheets, and
managers will review and approve employee timesheets using the Approve Timesheets
function. Reminder messages are sent to remind employees that timesheets need to be
entered and submitted near or at the end of a work period. Reminders are sent to remind
managers to approve employee timesheets. Reminders are sent only to managers who have
not approved all of their employee timesheets. Reminder e-mails are sent as indicated in the
following table.

Biweekly Reminders

e ] e

Monday of the payroll week Employee email 1 —8am

Monday of the payroll week Employee email 2 - Noon

Monday of the payroll week Manager Reminder 1 — 3pm

Tuesday of the payroll week Manager Reminder 2 — 8am
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Monthly Reminders

Date/Time

Last working day of the month Employee email 1 - Noon

5t day of new month Employee email 2- Noon
6" day of the new month Manager Reminder 1 — 8am

7th day of the new month Manager Reminder 2 — 8am

Approving Timesheets

Managers can approve hours for individual employees or for an entire group. When you review
employee hours, the system allows you to see whether an employee’s timesheet contains any
exception messages.

Timesheets with errors need attention before approval. You can choose to open and edit
timesheets to correct any condition causing an exception, to reject timesheets and direct
employees to correct them, or approve them despite exceptions. If there is a mixture of error-
free timesheets and timesheets with exceptions, you have the option of approving the error-
free timesheets immediately. The primary focus of approving or rejecting hours is to correct
timesheets to eliminate exceptions.

CAUTION: It is always recommended for a supervisor to return a timesheet to an employee
and have the employee make the correction/change. There are some instances where the
employee is unable to make the correction (ex. Time/web clock punches) and the supervisor
must update the employees timesheet. In these instances, be sure to note in the comments
why you are making the change and keep back up for your records.

1. To approve or reject employee time, select Time Entry = Approve Timesheets.
The Approve Timesheets window appears.

2. From the assignment tree, select the group for which you want to approve or reject hours.

Employees Active On

|| s of Current Period

Assignments

* Employees (4)
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3. The Approve Current Timesheets window appears. The names of the employees in the
group populate the main window.

| save Approvals| & Approve All| <5:Find | Show: Al Timesheets - %, You have made changes that must be saved to be effective.

Approve Current Timesheet for Period Ending 05/11/2018

Employee & Name Regular Hours Overtime Hours Absence Hours Other Hours Total Hours Exceptions Submitted Approval
0.0 00 0.0 00 0.0 No No [Mapprove|

0.0 00 00 00 0.0 No No [MAapprove|

Approve Current Timesheet for Period Ending 05/11/2018
Approval

Employee =~ Name Regular Hours Overtime Hours Absence Hours. Other Hours Total Hours Exceptions Submitted

0.0 00 00 0.0 0.0 No No Mapprove| f
0.0 00 00 0.0 00 No No approve|  f
0.0 Yes No [Fapprove| . f

0.0 00 0.0 0o

| Open timesheet |

4. You can view an employee’s timesheet by clicking on the row of the respective employee.

5. If you would like to view timesheets ending on a different date than the default (the current
date), do the following:
a. Select the checkbox in the Employees Active On field. A pop-up calendar appears.

Employees Active On

Monday April 9, 2018 ,

L > M T W T F 5 =5 (4)
1 2 3 4 5 & 7

g /9 10 11 12 13 14
15 16 17 18 19 20 2
22 253 24 35 2 27 28

29 30 1 2z 3 4 5
6 7 8 9% 10 11 12
Today

b. Select a different date. The window updates with timesheet information for the period

containing the date you selected.
c. If you would like to return to the current date, deselect the checkbox in the Employees

Active On field.

6. To approve employee timesheets, do the following:
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a. To approve an individual employee’s hours, select the Approve checkbox in the
Manager’s Approval field. The Approve button for an accepted timesheet includes a
green check mark.

Approval
MApprove . f
AApprove . f

This is a toggle; you can click it again to undo the approval.

b. If the timesheet data indicates that all timesheets have been submitted without any
errors or exceptions that will prevent you from approving them, you can approve them
at once using the Approve All button.

c. If the timesheet data indicates a mixture of error-free timesheets and timesheets with
exceptions, you can approve the error-free timesheets immediately by checking the box
for Manager’s Approval. Of course, you may choose to correct all timesheet errors first,
and then approve all employees at once.

7. Click Save Approvals.
The hours for the applicable employees are saved for the specified work period. When
employees access their timesheet for that work period, a note appears informing them that
the hours have been approved. They will not be able to enter changes to their timesheet for
that work period.

Notice: Falsification of timesheets, whether submitting or approving, can be grounds for
immediate termination.
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Rejecting Timesheets
To reject an employee timesheet, do the following:

1. Click the Reject timesheet button in the Manager Approval field.

MApprove . f
[ ]Approve < ]Flejecttimesheet

2. The Reject Timesheet window appears.

Reject Timesheet x

Employee:
Time Period Ending: 05/11/2018
Notify:

Email Subject Your 05/11/2018 timesheet was rejected.

Email Message

Send| Undo | Close Window

3. If the employee has an email address on file you can send an email notification to the
employee about their rejected timesheet. Complete the fields in the Reject Timesheet
dialog, using the following table as a guideline.

s | e

Notify The employee to be notified about the rejected timesheet.

The subject title of the email to be sent to the employee. (The email
subject can be changed.)

Email subject

Email
message

A message to convey to the employee about the rejected timesheet.

(o] 111 Additional information about the rejected timesheet.

4. Do one of the following:

e Click Reject to reject the timesheet and send the e-mail message.

e Click Close Window to quit the Reject Timesheet window without rejecting the
timesheet.
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e Click Undo to rescind the previous rejection of a timesheet. This option is enabled only
if you previously rejected the timesheet.

Note: Clicking Undo moves the timesheet to a neutral status. You can also undo a
rejected timesheet by selecting the checkbox on the Approve button and clicking Save
Approval. This method will save the timesheet as “approved.”

5. If you have rejected the timesheet, the Approve button is “grayed out.” Click Save
Approvals. Once saved, the Approve button for a rejected timesheet is no longer “grayed
out”.

Wiperove | @2

6. Click the History button to view the approval or rejection history for an employee
timesheet.

B Approve | || 2

7. The Approval History for Employee window appears. The Approval History window
displays the action taken, who took action, the date and time of the action, any e-mail
messages sent, and comments made.

8. Review and click Close Window.
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Amending Timesheets

Managers can amend timesheets for past pay periods for employees in assighment groups
delegated to them. How far back in the past amendments are permitted is determined by your
organizational rules and can differ by role.

Data from amended timesheets are not included in reports unless the amended timesheet

has been approved or approved and locked.

Amended timesheets must be approved by a manager, or a higher role, to be included in

end of period processing and paid.

Any changes made to a timesheet that has already been paid will cascade through all

timesheets up through the current pay period. The difference
pay and bank balances.

will be applied to the current

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

pay period.
1. To amend a timesheet, click the Amend button for the timesheet in the pay period that
needs to be modified.
Amend | |More~ | ListView - |T"5 timesheet was already processed. Press amend button to make changes.

2. The timesheet opens for edits. Edit and Save the timesheet. The Other Versions button

appears.

HS-al.re * | |More~ | Other Versions

List View -

3. Click the Other Versions button. The Timesheet Versions window appears.

Other Versions

Timesheet Versions

Employee
Period 02/03/2018 - 02/16/2018

Open version
® Created On: 04/09/2018 08:05 pm

Version #1
e Created On: 02/21/2018 04:55 pm
e Paid with period ending: 02/16/2018

View This Version

Compare To Open
version

Close
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4. Click View This Version to display the original version of the timesheet.
5. Click Compare To Open Version to list the differences between the two versions. A pop-up
window displays the results of the comparison.

Timesheet Comparison Report

Employee:
Period: 02/03/2018 - 02116/2018

\ersion #1 = Open version
0272172018 04:55 pm ~ 04/09/201 8 08:05 prry

2 pay Code Start Time :End Time éHnurs ECnrnments

&g 02/08/2018 :Admin Leave 18,00
Legend
Example Meaning
An unchanged value Mo change
...... . .
Ay & Data changed
;’ul'alue in open ve r5iun§
E,'}E;ﬂ..dded :,ﬁ.dded T.c:--::ptjnversic-n . .
iln open version, but not in version #1)
""" Deleted f i
; e : n:um open w:rfsmn .
{In versicn #1, but not in open versicn)

6. After viewing the comparison, you can print the results, or close the window to return to
the timesheet.

Comp Time Banked & Amending Timesheets:

Please Note: When amending a past timesheet in Workforce any Comp Time that has
previously been banked and approved must be ‘re-acknowledged’ by a supervisor after the
amendment has been made; otherwise, the previous banked comp time will be paid out as
overtime and subsequent pay period leave bank balances will be updated respectively.

In addition, if an amendment increases or reduces the amount of hours worked - the previous
‘banked’ comp time will need to be updated in accordance to the new weekly total.
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Rejecting Amended Timesheets
All timesheet amendments will remain on the 'Approve Timesheets' screen until approved and

processed during an active payroll cycle.

When an amendment is 'rejected’, the amended timesheet must be modified by the employee
to correct the amendment for processing. When this is not an option the department may
make the necessary changes to correct the amendment for processing; however, when doing
so the department must retain sufficient documentation for why the change was not
performed by the employee directly.

After the amended timesheet has been modified and approved changes to the original
timesheet (if any) will be processed during the following payroll cycle and the amendment
will no longer be shown on the Approve Timesheets screen.
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Approving Time Off Requests

When an employee submits a time off request, the request is forwarded to the employee’s
manager for review. The manager can then approve or reject the request.

1. Toview a listing of the time off requests that have been submitted by employees, select
Schedules =» Review Time Off Requests on the dashboard. The Time Off Review Summary
window appears, listing pending requests, if any, and a history of past requests.

View Group Calendar

Pending Requests || Time Off Request History

Current fiter: none 7 Change Fiter| 37

Employee D | Employee Name | approval tatus | startpate | endpate | Amount Requested | case 1D Last Modified a |
Pending 04/23/2018  04/27/2018  40Hours nfa 04/09/2018 08:28 pm

2. Select an employee. The request for that employee appears, including the hours requested,
remaining bank balances, and history of the request.

Notice that the Request Summary window includes a link to the Group Calendar window
(Open the Group Calendar), which enables you to ensure that staffing needs will be met
during the time period affected by the request. The Group Schedule window also displays
any other time off requests already approved.

=| View Request List (@ Approve Request | 3 Reject Request

Request Summary { Exceptions (0) ” History (1) ” Bank Usage

Date/Time Approval Status  User Comments
04/09/2018 08:28 pm Pending Vacation

2 Pending
Date | Pay Code Value
Mon 04/23/2018 Paid Leave Scheduled 80 Hours
Tue 04/24/2018  Paid Leave Scheduled 80 Hours
Wed 04/25/2018 Paid Leave Scheduled 8.0 Hours
Thu 04/26/2018  Paid Leave Scheduled 80 Hours
Fri04/27/2018 Paid Leave Scheduled 80 Hours

3. Select Approve this Time Off Request. Use the Manager Comments field to forward
comments about the request to the employee.

Manager Comments

@ Approve Request Cancel

4. The Request Summary window appears again. The previous request now appears on the
Time Off Request History tab.

Pending Requests Time Off Request History ]

Current filter: From: 10/11/2017

Empl D Empl Name roval Status | Start Date End Date Amount uested | CaseID Last Modified -
ROV RO
. Approved 04/23/2018 04/27/2018 40 Hours n/a 04/09/2018 08:33 pm
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Cancelling an Approved Time-Off Request
1. To cancel an approved time off request, select a request from the Time Off Request History
tab. The Request Summary window appears.

=|View Request List u Cancel Request
REqUESt Summaw Exceptions (0) History (2) ” Bank Usage ]
Date/Time Approval Status User Comments
04/09/2018 08:28 pm Pendin Vacation
& Approved P E
04/09/2018 08:33 pm Approved Approved
Date | Pay Code Value
Mon 04/23/2018 Paid Leave Scheduled 8.0 Hours
Tue 04/24/2018 Paid Leave Scheduled 8.0 Hours
‘Wed 04/25/2018 Paid Leave Scheduled 8.0 Hours
Thu 04/26/2018 Paid Leave Scheduled 8.0 Hours
Fri 04/27/2018 Paid Leave Scheduled 8.0 Hours

2. Click Cancel Request. The Reason for Cancellation window appears.

Reason for Cancellation

3 Cancel Request Do Mot Cancel Request

3. Enter areason for cancellation, if necessary. The cancellation is in effect after you select
Cancel Request. A confirmation message displays.

Status x

The request has been successfully canceled

(81,4

4. The status of the request on the Time Off Request History tab is changed from “Approved”
to “Cancelled”.

Pending Requests Time Off Request History }

Current filter: From: 10/11/2017

Employee ID Employee Name ‘ Approval Status | Start Date End Date | Amount Requested | Case ID Last Modified v| |
. Cancelled 04/23/2018 04/27/2018 40 Hours n/a 04/09/2018 08:45 pm

47



Time and Attendance—Manager Functions

5. Click the cancelled request to see a detailed history of the request.

=|View Request List

Request Summary Exceptions (0) || History (3)

Date/Time Approval Status User Comments
04/09/2018 08:28
o Cancelad pm Pending Vacation
04/09/2018 08:33
Date | Pay Code Value o Approved Approved
Mon 04/23/2018  Paid Leave Scheduled 8.0 Hours P
) 04/09/2018 08:45 blackout
Tue 04/24/2018  Paid Leave Scheduled 8.0 Hours Cancelled .
pm period
Wed 04/25/2018 Paid Leave Scheduled 80 Hours
Thu 04/26/2018 Paid Leave Scheduled 8.0 Hours
Fri 04/27/2018 | Paid Leave Scheduled 8.0 Hours
Delegation

Delegation is the act of granting another member of the organization authority over a group of
employees (an assignment group) when the typically assigned person is not available. For
example, a manager going on vacation for a week can delegate authority over his or her
employees to another manager to ensure timesheets are reviewed and approved in his or her
absence.

A user can delegate an assignment group and grant the delegation recipient his or her role to
define the delegation recipient’s access to the group. When delegating, the owner can delegate
only those roles that are at or below the owner’s role for the group; i.e., someone with
manager role for a group cannot delegate the Administrator role to others.

First, delegation is restricted such that only users of designated roles are permitted to receive
delegations. This was described in the User Role section above.

Second, when you delegate responsibility for an assignment group to another user, you can
only delegate the set of responsibilities associated with your own user role, and optionally
“lower” roles in the user role hierarchy.

1. To delegate roles, select Settings =» Manage Delegations from the dashboard. The Manage
Delegations window appears.

Delegate Authority

View/Revoke My Delegations
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2. Click Delegate Authority. The Enter Search Criteria window appears which lets you search
for one or more assignment groups.

Enter Search Criteria

Group Description:

Cancel Search

You may use * as a wildcard. For
instance, ab™* would motch abc or
abbey.

3. Enter your search criteria. You can enter a the employee group and/or the wildcard
character (*) to retrieve a list of groups you have delegation rights too.

4. Click Search. A window lists the assignment groups matching your search, along with the
roles you are granted for each group.

Choose Delegate Options

Assignment Group Role to Delegate Effective Date End Effective Date Allow Re-delegation
] I Manager, Group I 04/09/2018

Cancel Mext

5. For each assignment group being delegated, choose your delegation options.

e In the Assignment Group column, select the checkbox next to the assignment group
name.

e Inthe Role to Delegate column, use the drop-down menu to select the roles to be
delegated for the assignment group.

e In the Effective Date and End Effective Date columns, enter the dates during which the
assignment group roles will be delegated.

o Effective Date defaults to today.

e End Effective Date defaults to one week from today. To make a delegation
permanent, enter an End Effective Date of 12/31/3000.

e If you are delegating many groups and entering many dates, you can omit the
slashes. The system will insert them for you as you exit the date fields.

e In the Allow Re-delegation column, place a checkmark in the checkbox to allow the
delegation recipient to delegate the assignment group to another user.

IMPORTANT! Allowing redelegation lets the delegate share authority over the
\ assignment group with another user. If that happens, the system will not automatically
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\ notify you and employee information could be inadvertently shared with others who
should not see it. Best practice is to never check the Allow Re-delegation checkbox.

6. Click Next to display a search window for selecting the user who will be delegated that
assighment group.

7. Inthe search window, enter your search criteria. You can also use a character string, the
wildcard character (*), or a combination to retrieve a list of users matching the characters
you enter. If you are including a wildcard, use the Max Results field to limit the number of
displayed records.

Search for Delegation
Recipients

User ID:
First Name:

Last Name:

Only those who can receive one
of the selected roles will be
shown.

Cancel Search

Max Results: 100
You may use * as a wildcard. For
instance, ab* would match obc or
abbey.

8. Click Search. A window appears with the results of the search.

Search Results

Select

Select

9. Select a delegate.
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10. Click Select. A confirmation message appears that indicates a successful delegation.

Status Message

Operation performed successfully.

Continue

If any delegations fail, a status message appears listing the unsuccessful delegations and
why they failed. For example, a delegation could fail because the assignment group is
already delegated to the selected delegate.

11. Click Continue to return to the Manage Delegations window.

Cancelling or Revoking a Delegated Role
Once an owner has delegated a role, that owner can also cancel the delegation.

1. Select Settings =» Manage Delegations in the in the Dashboard.

2. Inthe Manage Delegations dialog box, click View/Revoke Delegations.
The Enter Search Criteria window appears.

Enter Search Criteria
Group Description:
EE—
First Name:
Last Name:
User ID:
As Of Date:

2|

Cancel Search

You may use * as a wildcard. For
instance, ab™wouwld match abc or abbey.
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3. Enter your search criteria. A window appears that lists the roles currently delegated within
your assignment groups, along with your role for each group.

Fh Delegations

Assignment Group Recipient Effective Date  End Effective Date  Delegated Role  Role After Delegation My Current Role Actions
04/05/2018 04/04/2018 Timekeeper, Group  Manager, Group Manager, Group Nathing to revoke.
04/00/2018 04/16/2018 Manager, Group Manager, Group Manager, Group Revoke

Back

4. If an assignment group contains more than one delegated role, click the Expand Group
button displayed next to the Assignment Group name to see all of the delegated roles.

t Delegations

Adions. Mark Dwect Team Members Zyla

(f}f\dkms Mark Indirect Team

_Members o ”“
| Expand group

5. Inthe Actions column, select the delegation to be cancelled.

e Selecting Revoke cancels only the delegation appearing in a single row.

My Current Role Actions

Manager, Group Mothing to revoke.
Manager, Group Revoke
Figure : Actions — Revoke.

e Selecting Revoke All (if shown) cancels all delegations for that assignment group.
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My Current Role Actions

Delegator (Group
Role) Revoke

Delegator (Group Revoke All '
Role)

Figure : Action — Revoke All.
A new window appears listing the delegated right to be cancelled.

Revoke Delegated Roles x
Assignment Group | Recipient Effective Date End Effective Date | Delegated Role My Current Role
04/09/2018 04/16/2018 MAMNAGER_GROUP MANAGER_GROUP
Revoke Effective () Immediately (g Atend of day on 04/09/2018 | &
Revoke Delegation(s) Cancel

6. Choose the date on which the revocation is to be in effect or select the Revoke Immediate
checkbox.

7. Click Confirm to proceed with the cancellation.
A message appears verifying the cancelled delegation.

Status Message
Operation performed successfully.

8. Click Continue to return to the Delegations window.
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Generating Reports

General Reports

Managers access reports to view information including about timesheets, schedules, and
employees—many of the reports with information restricted to their assignment groups. See
the Workforce Time & Attendance Report Reference Guide for more information.

View Reports
Reports provide specific information about select groups of employees.

1. To view a group report, click View Reports from the Reporting area on the dashboard.

2. Alist of report categories appears.

% The UNIVERSITY of OKLAHOMA ik Home 9 Help ~

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

%2 Search

) Administrator Reports p -
) Manager Reports
. Reports About Me

3. Do one of the following:

e Scroll to the name of the report you want to generate.
e View reportsin a report category.

4. Select the category; for example, Manager Reports. The right field populates with the
various reports or subcategories in that category.
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% The UNIVERSITY of OKLAHOMA ik Home 9 Help -

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

<% Search
¢J Administrator Reports » * @ Accrual Reparts p -
iLJ Manager Reports —» 1 Employee Information Reports
1 Reparts About Me y 1 Exception Reports

m

i Financial Reports
i@ Schedule Reparts
i@ Time Off Reports

- -
=) Ticnocckons Docoes

i.  Select a subcategory if necessary.
ii.  Inthe right-most field, select the name of the report to generate.

e Search for the report.

i.  Enter the name or part of the name of the report in the Search field.
ii.  Press the Enter key.

5. Reports with the search criteria in their name appear in a Search Results pane.

Search x

Search names (Reports, Schedules) Time o

J' Reports (19) " My Scheduled Reports (0)

Amended Timesheets - Amenders - Al
Amended Timesheets - Currently Open

Amended Timesheets - Exceptions

Amended Timesheets - Processed

Employee Timesheet

m

Employee Timesheet Approval History
Employee Timesheet Audit

Recorded Time Off

Time Off Request

Timesheet

Timesheet Approval History
Timesheet Audit

Timesheet Audit for Date Range

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

7. A second pane appears, allowing you to specify report criteria. Complete the various fields.
Click Run Now.
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M meperes | et | e ewsa | Mot s |
I X Search
@ Adminstrator Reports - @ Actrual Reports
& Manager Reporss
& Reports Abour e

~ ) Absance History
2) Absence Summary

| B Recorded Time o

©| ) Time off Request

B unmblow ™) Scheduie

Report: Time Off Request
Szart Date: o 0372272018 |8

End Date @ 037222018 |43

Select All | Deselect All

Time O Request Status: Select All | Desesect All

Employee I
Employee Last Name:

Language for Report Qutput.  English

8. Select your preferred output format:

Run Report Mow

Delivery Method: | View Now b
i@ PDF i) Excel i CSV i@ HTML
| Cancel Run Mow

e Excel to view/print the output in an Excel spreadsheet.
e HTML to view the report in the browser window as a web page.
e PDF to view/print the output in Adobe PDF format.

9. Click Run Now to process the report. Workforce displays the report in a separate window.

Managers can audit timesheets to see who entered information onto the timesheets. On the
All Reports tab, click Manager Reports > Timesheet Reports > Timesheet Audit Reports >

Timesheet Audit.
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J All Reports ” Favorites ” Recently Viewed ” My Scheduled Reports ” All Scheduled Reports ]

& Search
ﬂ Administrator Reports - v o ‘Q Amended Timesheet Reports > = Timesheet Audit >
@) Employee Information Reports v
) Manager Reports =7 &) Exception Report i) Timesheet Audit Reports = Timesheet Audit for Date Range <
xception Reports v
ﬂ Payroll Processing Reports P ) P | Hours by Pay Code o Timesheet Audit for User Who Changed 24
@l Financial Reports v Timesheet
1 Reports About Me Timesheet o
@l Schedule Reports »
) Timesheet Approval History o
@ Time Off Reports »
__I[) Timesheet Detail Query "
- ) Timesheet Reports - o .

Report: Timesheet Audit

Report Parameters

Pay Period End Date: @ 04/10/2018 &
0 v | run date
Assignment Group List: Filter Values Select All | Deselect All
[C] Aca Reporting Exempt Monthly i

[a] Biweekly Hourly

[7] Facuity Exempt Monthly

[C] .Non-Contract Exempt Monthly
[C] Peak Hourly

[ Temporary Hourly

] Dept. ADCTPES's employees

[ Dept. ADHRPAY's employees L
[”] Dept. ADHRPES's employees

1

0 selected:
Employee ID:

Language for Report Output: English id
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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.
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