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Time & Labor for Hourly Employees

Accessing Your Time Sheet

1) Goto
Top Logins WOrking@Chapma n‘

your Chapman email from
your

s Manager Self-Service
Tile under Top Logins

Q- —— Click the Employee/

Login



https://working.chapman.edu/

Time & Labor for Hourly Employees

W Homepag X +

Accessing Your Time Sheet

Welcome to the New Employee/Manager Self-Service
Similar to the My Self-Service and Manager Self-Service functions previously in my.chapman, this page allows you to manage your time and timesheets, view your b
approve timesheets and more
The toggle above allows you to jump between employee and manager actions

Why the change? Visit our training page at chapman.edu/W@C to learn more
Looking for faculty, advisor and student self-service? Visit my.chapman.edu
Looking for additional faculty/staff resources, tools and Visit the new hapman.edu

3) Go to Employee Self
s Service

Leave Balances (current) 4 S I M T'
84.78 144.78 e eCt y lme
Vacation Sick
Personal Holiday: 8 Family Sick: 40

(]

232022

&




Time & Labor for Hourly Employees

Timesheet . .
View of a blank timesheet.
Sa”y Servicedesk Employee ID 9999991
Technical Admin | Empl Record 0
Actions - Earliest Change Date 02/06/2017

Select Another Timesheet
*\fiew By | Week M Previous Week  MNext Week
*Date 01232017 |5 %

Reported Hours 0.00 Print Timesheet

From 01/23/2017 to 01/29/2017. NOTE: Set the '2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

ég;‘m s DY Date Fseleapt‘l’l;‘“' In MealOut  Mealln out P‘T'gtca’} Time Reporting Code Quantity g;:ggﬂe 2nd Meal Waiver  Date

@] Mon 1123 New v 4 WAIVE 4 123 + -
®) Tue 1724 New v 4 WAIVE 4 124 + -
@] Wed 1/25 New v 4 WAIVE d 125 + -
@] Thu 1/26 New v 4 WAIVE 4 126 + -
@ Fri 127 New v 4 WAIVE a4 2T + -
@ Sat 1/28 New v 4 WAIVE 4 128 + -
@] Sun 1129 New v 4 WAIVE 4 129 + -

Submit Clear

Summary || Exceptions || Payable Time

Reported Time Summary Personalize | Find | £V | 1-2 of 2
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Time and Labor Launch Pad View of the launch pad
Sally Servicedesk Employee ID 9999991
Technical Admin | Empl Record 0
%g:;ﬁaw *Month | 01- January v 2017 v Reported Hours v View
Selection In View Reported Hours Previous Month Next Month
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 6 7
MNew Year's
8 9 10 11 12 13 14
16 9.00 16 9.00 17 9.00 18 700 19 10,00 20 21
MLK P3 P3 P3 P3
22 23 24 25 26 27 28
29 30 31
TEST
HOLID

Forecast Payable Time

Links v Go
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Timesheet . . .
Navigating Your Time Sheet:

S_a_”y:_g_e_[wg?qe_s_k Emplu-,-‘ec—ID 9999991

Technical Admin | Empl Record 0

Actions ~ Earliest Change Date 02/06/2017 View By — Lets you ChOSG hOW to

Select Another Timesheet

< *View BY Week r > Previous Week Next Week Vi eW a n d S u b m it yo u r Ti m e S h eet
“Date 011232017 o 10 .
(Day, Week, Calendar Period)

Y

Reported Hours 0.00 Print Timesheet

From 01/23/2017 to 01/29/2017. NOTE: Set the '2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

ég;‘m s DY Date Fseleapt‘l’l;‘“' In MealOut  Mealln out P‘T'gtca’] Time Reporting Code Quantity g;:ggﬂe 2nd Meal Waiver  Date

@] Mon 1123 New v 4 WAIVE 4 123 + -
®) Tue 1724 New v 4 WAIVE 4 124 + -
@] Wed 1/25 New v 4 WAIVE d 125 + -
@] Thu 1/26 New v 4 WAIVE 4 126 + -
@ Fri 127 New v 4 WAIVE a4 2T + -
@] Sat 1/28 New v 4 WAIVE 4 128 + -
@] Sun 1129 New v 4 WAIVE 4 129 + -

Submit Clear

Summary || Exceptions || Payable Time

Reported Time Summary Personalize | Find | & | L 12 of 2
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Timesheet . . .
Navigating Your Time Sheet:

S_a_”y:_g_e_[wg?qe_s_k Emplu-,-‘ec—ID 9999991

Technical Admin | Empl Record 0

Actions = Earliest Change Date 02/06/2017 Date — LEtS you ChOSE the date

Select Another Timesheet

wView By Woek ; Previous Week  Next Wesk range for your time sheet search.
& ate 11232017 ) YD

Reported Hours 0.00 Print Timesheet

From 01/23/2017 to 01/29/2017. NOTE: Set the '2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

ég;‘m s DY Date Fseleapt‘l’l;‘“' In MealOut  Mealln out P‘T'gtca’} Time Reporting Code Quantity g;:ggﬂe 2nd Meal Waiver  Date

@] Mon 1123 New v 4 WAIVE 4 123 + -
®) Tue 1724 New v 4 WAIVE 4 124 + -
@] Wed 1/25 New v 4 WAIVE d 125 + -
@] Thu 1/26 New v 4 WAIVE 4 126 + -
@ Fri 127 New v 4 WAIVE a4 2T + -
@ Sat 1/28 New v 4 WAIVE 4 128 + -
@] Sun 1129 New v 4 WAIVE 4 129 + -

Submit Clear

Summary || Exceptions || Payable Time

Reported Time Summary Personalize | Find | £V | 1-2 of 2
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Timesheet . . .
Navigating Your Time Sheet:

S_a_”y:_g_e_[wg?qe_s_k Emplu-,-‘ec—ID 9999991

Technical Admin | Empl Record 0

Actions = Earliest Change Date 02/06/2017 Date — |f YOU cha nge the date

Select Another Timesheet

iewBy(Weck g ’ Previous Week  Next Wesk range, you must refresh the
el search by clicking on the < icon.
Reported Hours 0.00 Print Timesheet

From 01/23/2017 to 01/29/2017. NOTE: Set the '2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

ég;‘m s DY Date Fseleapt‘l’l;‘“' In MealOut  Mealln out P‘T'gtca’} Time Reporting Code Quantity g;:ggﬂe 2nd Meal Waiver  Date

@] Mon 1123 New v 4 WAIVE 4 123 + -
®) Tue 1724 New v 4 WAIVE 4 124 + -
@] Wed 1/25 New v 4 WAIVE d 125 + -
@] Thu 1/26 New v 4 WAIVE 4 126 + -
@ Fri 127 New v 4 WAIVE a4 2T + -
@ Sat 1/28 New v 4 WAIVE 4 128 + -
@] Sun 1129 New v 4 WAIVE 4 129 + -

Submit Clear

Summary || Exceptions || Payable Time

Reported Time Summary Personalize | Find | £V | 1-2 of 2
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Timesheet . . .
Navigating Your Time Sheet:

S_a_”y:_g_e_[wg?qe_s_k Emplu-,-‘ec—ID 9999991

Technical Admin | Empl Record 0

Actions = Earliest Change Date 02/06/2017 PfEViOUS & Next Week VIEW —

Select Another Timesheet

*\fiew By | Week M Previous Week  MNext Week
< — Allows you to move back or
*Date 01/23/2017  |[51] 7 .
Date PU2VVTT_ R forward 1 week at a time.

Reported Hours 0.00 Print Timesheet

From 01/23/2017 to 01/29/2017. NOTE: Set the '2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

ég;‘m s DY Date Fseleapt‘l’l;‘“' In MealOut  Mealln out P‘T'gtca’} Time Reporting Code Quantity g;:ggﬂe 2nd Meal Waiver  Date

@] Mon 1123 New v 4 WAIVE 4 123 + -
®) Tue 1724 New v 4 WAIVE 4 124 + -
@] Wed 1/25 New v 4 WAIVE d 125 + -
@] Thu 1/26 New v 4 WAIVE 4 126 + -
@ Fri 127 New v 4 WAIVE a4 2T + -
@ Sat 1/28 New v 4 WAIVE 4 128 + -
@] Sun 1129 New v 4 WAIVE 4 129 + -

Submit Clear

Summary || Exceptions || Payable Time

Reported Time Summary Personalize | Find | £V | 1-2 of 2
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Timesheet

Sally Servicedesk

Actions =
Select Another Timesheet
*View By| Week v

*Date 01/232017 |5} &

Reported Hours 0.00

Ald s Doy Dae  Reported In MealOut  Mealin out
] Mon 1723 New
] Tue 1724 New
] Wed  1/25 New
) Thu  1/26 New
] Fri 127 New
@] Sat  1/28 New
@) Sun 1129 New

Submit Clear

Summary || Exceptions || Payable Time

Reported Time Summary

Employee ID 9999

Empl Record 0

Navigating Your Time Sheet:

991

Earliest Change Date 02/06/2017 Print Timesheet — For printing

Previous Week  Next

Week

Print Timesheet

From 01/23/2017 to 01/29/2017. NOTE: Set the '2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

Punch
Total

Time Reporting Code

your timesheet. Used for
delegate approvers.

Quantity g;:ggﬂe 2nd Meal Waiver  Date
v 2 [WAIVE 2123 + -
v 2 [WAIVE 2 14 + -
v 2 WAIVE 2 125 + -
v 2 WAIVE J 126 + -
v 2 [WAIVE 2127 + -
v 2 WAIVE a 128 + -
v 2 [WAIVE 2129 + -
Personalize | Find | £V | 12 of 2
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Navigating Your Time Sheet:

Summary — Allows you to see each submitted time in a week view

Exceptions | Payable Time

Reported Time Summary Personalize | Find | & | [ 1-30f 3
Category fotaf e i 1718 s 10 121 3
Regular-NTO 39.00 8.00 8.00 8.00 6.00 5.00
Total Reported Hours 39.00 8.00 8.00 8.00 6.00 9.00

Time with no Category
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Navigating Your Time Sheet:

Exceptions — Allows you to see if any system alerts were generated after submitting times.

- Attempting to use benefit hours during the first 90 days of employment (Not Eligible)
- Attempting to use “Sick” time directly before or after a holiday. (Requires Manager Approval)
- Attempting to submit benefit hours totaling more than 8 hours in a single day. (Must Correct)

Summary Payable Time

Exceptions Personalize | Find | Y | I 1 of 1

Date Exception ID Exception Source Status Exception Severity

Update Exception
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Navigating Your Time Sheet:

Payable Time — Allows you to see the details of a submitted timesheet.

Summanry Excepticrm( Payable Time )

FPayable Time Viewing Option

By TRC and Status
By TRC, Status and Day

® Show In Detail WView Full Detail

Fayable Time (% Personalize | Find | &
Date TRC Description TRC Type Payable Status

011682017 011 Holiday Pay Hours MNeeds Approval

01M16/2017 031 Hours Worked Hours Meeds Approval

01172017 031 Hours Worked Hours Meeds Approval

01182017 031 Hours Worked Hours Meeds Approval

01192017 031 Hours Worked Hours Meeds Approval

0172002017 Doz Crvertime Hours Meeds Approval

0172002017 031 Hours Worked Hours Meeds Approval

1-7T of 7

Cluantity
8.00
8.00
8.00
8.00

1.00
8.00
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Employee ID 4023

Tchrice ST O e

Actions = Earliest Change Date 01/23/2017

Select Another Timesheet

*View By | Calendar Period v
*Date |01/16/2017 |3 o

Previous Period MNext Period

Reported Hours 0.00 Print Timesheet
From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to WAIVE if you have not exceedec
Add Reported

Time Reporting Code

Comments Day Date Status In Meal Qut Meal In Qut
] Mon 116 MNew
4D Tue 117 New
] Wed 118 MNew 016 - JUF}' Dut‘}'
Q Thu 1119 New 021 - Bereavement
o Fri 1120 New 031 -Hours Worked
() sat 1021 New 041 - Special Holiday
O sun 122 New 101 - Vacation Pay
g -\ i i i Tl
o S P New 119 '-.gcatmn in lieu of Sick
o e s Ivew 121 - Sick Pay
e 12 ew : :
126 - Sick-Family Pay
Wed 1125 MNev A
O il & FCI - Facilities Call-In
o Thu (126 [New PHEFT - Personal Holiday &
o Fri 1127 New ' | v
! sat 128 New | v]
o Sun 129 New | v]
Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Personalize | Find I@ I-I—-I 1-2 of 2

Week 1 Week 2
(1116-1/22) (1/23-1129)

Reported Time Summary

Category Total

Total Reported Hours

Time with no Category

What are Time Reporting
Codes (TRC)?

= TRCis used to classify your
hours on your timesheet.

(Ex: Sick, Vacation, Jury
duty, etc.)
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Employee ID 4023
Tachical Sta A Offs Empl Record 0

Actions = Earliest Change Date 01/23/2017

Select Another Timesheet

*View By | Calendar Period ~ Previous Period  Next Period
*Date [01/16/2017 |5 &

Reported Hours 0.00 Print Timesheet

From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to WAIVE if you have not exceedec ] . i When reco rd i ng a norma | Iy
gg:mwnts Day  Date F;fﬂ‘iﬂ;‘e" In MealOut  Mealln Out Time Reporting Code f ”
- —— - scheduled shift, you wi
O Tue 117 New always use TRC
D e e 016 - Jury Duty 031 — Hours Worked
) Thu 119 New —
o Fri 1120 New /
] Sat 1121 New " 5
O sun 122 New 101 - Vacation Pay
O T 119 - Vacation in lieu of Sick
o oo |12e New 121 - S?Clu Pay _

126 - Sick-Family Pay
® Wed 125 [New FCI - Faciliies Call-In
o Thu (126 [New PHEFT - Personal Holiday &
o Fri 1127 New | v
! sat 28 New | ]
o Sun 1129 New | v]

Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ I-I—-I 1-2 of 2
Week 1 Week 2
Caizgony Total 11116-1/22) (1723-1129)

Total Reported Hours

Time with no Category
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Employee ID 4023

Empl Record 0

Earliest Change Date 01/23/2017
Select Another Timesheet
*View By | Calendar Period ~ Previous Period Next Period
*Date 01/16/2017  |[3 o
Reported Hours 0.00 Print Timesheet
From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (? Wh e n re CO rd i ng a ”N eW”
gg:mwms Day Date g?ﬂﬁz:ecl In Meal Out Meal In Out P#zfﬂhl Time Reporting Code Quantity Billable . .
time on your time sheet,
o Mon 116 New [ v] O
' Tue A7 New 8a 12p 1p 5p [ 031 — Hours Worked <] O Sim ply enter the number
O Ned |18 |New ' ] O and A or P after.
! Thu 119 New | v| O
o Fri 1120 New [ v] O
! sat 1021 New | v| O
—— Select the correct TRC
o sun 1122 New | v| O
I = T | = o 031 - Hours Worked
o Tue 1124 New | | O .
o TR | J 5 (Normally Scheduled Shift)
o Thu 128 New | | O
o Fri 1127 New | v| O
o sat 128 New | | O
o Sun 1129 New | v| O
Submit Clear
Summary Leave / Compensatory Time Exceptions Payable Time
Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Vieek 2
ELELT L (116-1122) (1123-1129)

Total Reported Hours

Time with no Category
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Employee ID 4023

Technical Staff |A Office Empl Record 0
0

Earliest Change Date

Select Another Timesheet

*View By | Calendar Period v Previous Period  Next Period
*Date 01/16/2017  |[3 o

Reported Hours 0.00 Print Timesheet

From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to W.

VE if you have not exceeded 12 hours of work and wish to waive your second meal period. |2 For those Who prefer

ggﬂmems Day  Date Efﬂﬂzge" In MealOut  Mealln out P#zfﬂhl Time Reporting Code Quantity  Billable . .
- —— | = Military time format, please
®) Tue 1M7  New 8a 12p 1p 5p [ 031 — Hours Worked M 0 feel free to do so.
) Wed 118 New 0800 1200 1300 1700 031 — Hours Worked ~ O
) Thu 119 New | v] |
2 o[ |New : : 0 Remember to select TRC -
o) sat 121 New v O
o P P | - o 031 -Hours Worked
) Mon 1123 New | v] |
) Tue 1124 New | v| |
) wed 1125 New | v] |
) Thu 1126 New | v| |
) Fri 1127 New | v] |
) sat 128 New | v| |
) Sun 1129 New | v] |
Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Vieek 2
ST Total {1146-1122) (1123-1129)

Total Reported Hours

Time with no Category
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Actions =

Select Another Timesheet

Employee ID 4023
Empl Record 0

Earliest Change Date 01/23/2017

*View By | Calendar Period

hd Previous Period Next Period

*Date 01/16/2017  |[3 7

Reported Hours 0.00

Print Timesheet

From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (2

Add Reported

Comments ey e Status I

Mon 116 MNew

Tue 7 MNew 8a
0800

Wed 118 MNew

Thu

Fri

Sat

Sun

Maon

Tue

Wed

Thu

Fri

[ORRORNCIRCRNOAROARO RO RRORRORRORRORRO RO

Clear

Summary Leave / Compensatory Time Exceptions
Reported Time Summary

Category

Total Reported Hours

Time with no Category

Meal Qut Meal In Out P#z:ﬂhl Time Reporting Code Quantity
| v]
12p 1p 5p | 031 — Hours Worked |
1200 1300 1700 031 — Hours Worked v

Payable Time

Personalize | Find I@ | ] 1-2 of 2
Week 1 Week 2
Total (116-4122) (1123-1129)

Billable

|

Ooooano

Oooooogaod

Click Submit when you have
completed your time entry.
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Employee ID 4023

Techica 1A e el Record 0
i}

Actions = Earliest Change Date
Select Another Timesheet

*View By | Calendar Period v Previous Period  Mext Period
*Date |01/16/2017 |3 ]

Reported Hours 0.00 Print Timesheet

From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (#

gg:mwnts Day  Date F;fﬂ‘iﬂ;‘e" In Meal Qut  MealIn out P#z:ﬁ"l Time Reporting Code Qual . .
) Mon 116 New | ] When recordlng d Shlft
& Tue 1T New I ] without a meal period, you
Wed 1 Jew -
L : = will need to use the
) Fi 120 New | ~] fO”OWing StepS.
o sat 1121 New | v]
] Sun 1022 New | ]
o Mon 1123 New | v]
! Tue 124 New | ]
o Wed 1125 New | v]
! Thu 1126 New | ]
o Fri 1127 New | v]
! sat 28 New | ]
o Sun 1129 New | v]
Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ IJ 1-2 of 2
Week 1 Week 2
Caizgony Total 11116-1/22) (1723-1129)

Total Reported Hours

Time with no Category
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Employee ID 4023

Empl Record 0
Earliest Change Date 0

Select Another Timesheet

*View By | Calendar Period v Previous Period  Next Period
*Date 01/16/2017 |[5] ‘&

Reported Hours 0.00 Print Timesheet

IWE if you have not exceeded 12 hours of work and wish to waive your second meal period. 2 1) Enter you r Sta rt ti me in

From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to W

Ag:mwnts Day Date Rf;ﬂgecl In Meal Qut Meal In Out Puztcﬂh Time Reporting Code GQuantity Bil .
((:3 Man 116 :Ja-v ' I| | the Mln” fleld
O Tue  1MA7 New 8am 12pm | v|
o Wed 113 New | v] . .
O Thu 119 New | <] 2) Enter your endlng time
o Fi__[120  [New | ] in the “Out” field
) sat 121 New | v|
] Sun 122 New | v|
®) M 1123 Nev v .
S e P : : (No “meal out” or “in”
o Wed 125 New | < needs to be entered unless
g Tu_[126 e : V: you work more than 5

Fri 127 MNew w
o ot |128  |New | o consecutive hours)
) Sun 1129 New | v|

Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | =] 1-2 of 2
Week 1 Week 2
EIEEE Total (1116-4122) {1123-1129)

Total Reported Hours

Time with no Category




Time & Labor for Hourly Employees

Employee ID 4023

Technical Staff |A Office Empl Record 0
0

Earliest Change Date

Select Another Timesheet

*View By | Calendar Period v Previous Period  Next Period
*Date 01/16/2017  |[3 o

Reported Hours 0.00 Print Timesheet

VE if you have not exceeded 12 hours of work and wish to waive your second meal period. |2 3) Select TRC #031 - Hours

From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to W.

Add Reported Punch _. - - -
Comments Day Date Status In Meal Qut Meal In Out Total Time Reporting Code Quantity Billa
o Mon 1186 New [ | [ WO s ke d
] Tue 117 New 8am 12pm [ 031 — Hours Worked v L
o Wed 118 New [ v| [
! Thu 119 New | v| L
@) Fri 1120 New [ v| [ o .
(This will tell the system that

! sat 1021 New | v| L ] i
o s 122 New | 7] : you worked during this
o on [123  [New : ": [ entire time frame without a
4D Tue 1124 New v L
o wed 1725 New | v| L meal break')
) Thu 1126 New | v| [
o Fri 1127 New | v| L
) sat 128 New | v| [
o Sun 1129 New | v| L

Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Vieek 2
ST Total {1146-1122) (1123-1129)

Total Reported Hours

Time with no Category
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Employee ID

Empl Record 0

Actions = Earliest Change Date

Select Another Timesheet

*View By | Calendar Period v
*Date 01/16/2017  |[3 7

Previous Period Next Period

Reported Hours 0.00 Print Timesheet

4023

01/2312017

From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (2

22:1ments Day Date gfﬂ'iﬂgecl In Meal Qut Meal In Out P#z:ﬂhl Time Reporting Code Quantity
o Mon 1186 New [ |
®) Tue A7 New 8am 12pm [ 031 — Hours Worked v
o Wed 118 New [ v|
) Thu 119 New | v]
o Fri 1120 New [ v|
) sat 121 |

) Sun 1022 |

® Mon 123 |

) Tue 1124 |

o Wed 1125

o Thu 128

o Fri 1127

o sat 128

o S 1129

Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | ]

Week 1

FETE (116-1122)

Total

Total Reported Hours

Time with no Category

1-2of2
Week 2
(1/23-1129)

Billable

|

(|
|
(|
|

Oooooogaod

4) After all information has
been entered, Click
Submit.
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Employee ID 4023

Technical Staff |A Office Empl Record 0
Earliest Change Date 01/23/2017
Select Another Timesheet
*View By | Calendar Period v Previous Period  Next Period

*Date 01/16/2017  |[3 7

Reported Hours 0.00 Print Timesheet

From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period

22:1ments Day Date gfﬂ'iﬂgecl In Meal Qut Meal In Out P#z:ﬂhl Time Reporting Code Quantity Billa . .
D Mon 116 New | v| L 1) Enter your Sta rt tlme In
o) Tue 117 New | ] [ the “In” field
o Wed 118 New [ v] L
! Thu 119 New | v| L
o Fri 1120 New [ v] L
! sat 1021 New | v| L
O sn 22 New | ] [ 2) Enter your ending time
] Mon 123 New | v] [ . “« »” c:
o Tue 1124 New | | L In the OUt fleld
o wed 1725 New | v| L
o Thu 128 New | | L
o Fri 1127 New | v| L
o sat 128 New | | L
o Sun 1129 New | v| L
Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Week 2
ELELT Total {1146-1122) (1123-1129)

Total Reported Hours

Time with no Category
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Employee ID 4023

Technical Staff |A Office Empl Record 0
Earliest Change Date 01/23/2017
Select Another Timesheet
*View By | Calendar Period v Previous Period  Next Period
*Date 01/16/2017  |[3 o
Reported Hours 0.00 Print Timesheet
From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. |7 3) Se I ect TRC #031 -_— Hou rs
‘égﬂmwms Day  Date F;fﬂ'iﬂ:e" In MealOut  Mealln out P#z:ﬂhl Time Reporting Code Quantity  Billa k d
o Mon 16 New L WO IRE
®! Tue A7 New 8am 12pm L
4D Wed 118 MNew [
] Thu 119 New [
4D Fri 120 MNew [
] Sat 121 MNew [
O sun 22 New . (This will tell the system that
il 123 lew o o o
o - you worked during this time
O Wed 1125  New r frame on Iy)
4D Thu 1126 New L
] Fri 127 MNew [
4D Sat 128 MNew [
] sun 1129 New [
Submit Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Week 2
ELELT Total {1146-1122) (1123-1129)

Total Reported Hours

Time with no Category




]

Reported Hours 0.0

0

Time & Labor for Hourly Employees

Employee ID 4023
Empl Record 0
Earliest Change Date 01/23/2017

Previous Period Mext Period

Print Timesheet

leal Waiver to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (2

Meal Qut

s Payable Time

Total

Meal In

Punch _. . .
Out Total Time Reporting Code Quantity

12pm 031 — Hours Worked ] 4.00

| ~ |

Personalize | Find I@ | & 1-2 0f 2

Week 1 Week 2
(1116-1/22) (1/23-1/29)

Billable

|

Ooooooooooooao

Override
Reason

I.O I.o I.o I.o I.o I.o I.o I.o I.o I.o I.o I.o I.o I.o

Date

116

[=]
®J the = =
[+]
[+]
[+]
[+]
[+]
[+]
[+]
[+]
[+]
[+]
[+]

4) Scroll all the way over to
the right until you see

5) Click on the + to have
another row added to
the same day.
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From 01/16/2017 to 01/22/2017. NOTE: Set the ‘2nd Meal Waiver to WAIVE if you have not exceeded 12 hours of work and wish to waive your second me 6) On the newly created
Add Punch

Comments Day  Date gfﬂﬁﬂ:&d In Meal Qut  Mealln Out Total Time Reporting Code row, leave all of the
0 Mon 115 New , fields blank.
D Tue A7 New 8am 12pm 031 — Hours Worked ¥
7) Select the correct TRC to
New 121 — Sick Pay v
record the absence.

0 Wed 148  New v
0 o 13 New (Ex: Sick, vacation, jury duty,
0 Fi 120 New v etc.)
0 Sat 121 New Y
0 s 122 New v Reminder:

(TRCs will determine where
benefit hours will be
deducted)
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Naiver to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. %

Punch

Meal Out Meal In Out Total Time Reporting Code Quantity
! 8) Enter the amount of
12pm 031 — Hours Worked Y benefit hours you wish
a o" e )
121 - Sick Py . @ tp use, in the “Quantity
field.
T
T
v The quantity field will only
Y autofill when using the
“Hours Worked” TRC
T

(Note: You will only be allowed
what ever remaining hours are
left within the 8 hour day)




Time & Labor for Hourly Employees

From 0411672017 to 0172272017, NOTE: Set the "Znd Meal Waiver to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (7

égﬁun&nts Day Date Et?tﬂgted In Meal Qut ~ Mealln Qut Pm Time Reporting Code Quantity
0 Mon 116 New Y
0 Tug 14T New 800:00AM 1200:00PN 031 - Hours Worked '
New 121 - Sick Pay T L0 10) After all information has

been entered, Click
Submit.
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Actions «

Select Another Timesheet

*View By | Calendar Period v
*Date |01/16/2017 |3 o

Reported Hours

From 01/16/2017 to 01/29/2017. NOTE: Set the 2nd Meal Waiver to WAIVE if you have not exceedec

‘gcolﬂmwnts Day Late 2;3:13;‘9(' X M Gut
] Mon 116 MNew
4D Tue 117 New
] Wed 118 Mew
9D Thu 119 New
] Fri 1120 Mew
9D Sat 121 MNew
] Sun 122 MNew
9D Mon  1/23 New
] Tue 14124 MNew
9D Wed 1125 New
] Thu 1126 MNew
9D Fri 1127 New
] Sat 1128 Mew
9] Sun /29 New
Submit Clear

Summary Leave / Compensatory Time Exceptions

Reported Time Summary

Category Total

Total Reported Hours

Time with no Category

Employee ID 4023
Empl Record 0
Earliest Change Date 01/23/2017

Previous Period MNext Period

0.00 Print Timesheet

Time Reporting Code

Meal In Out

016 - Jury Duty

021 - Bereavement

031 -Hours Worked

041 - Special Holiday

101 - Vacation Pay

119 - Vacation in lieu of Sick
121 - Sick Pay

126 - Sick-Family Pay

FCI - Facilities Call-In
PHEPT - Personal Holiday 8

Payable Time

Personalize | Find I@ IJ 1-2 of 2

Week 1 Week 2
(1116-1/22) (1/23-1129)

When recording time off for
scheduled shift, you will
need to use the appropriate
TRC in order to receive the
correct benefit hours.

Examples:

016 — Jury Duty
101 — Vacation Pay
121 - Sick Pay
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Technical Staff |A Office

Select Another Timesheet

*View By | Calendar Period

*Date 01/16/2017  |[3 7

From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal

Reported Hours 0.00

Employee ID 4023
Empl Record 0
Earliest Change Date 0

Previous Period Next Period

Print Timesheet

if you have not exceeded 12 hours of work and wish to waive your second meal period. 2 EX: User Was On Va Cation on

Add Reported Punch _. - - -
T Day Date atus In ota Time Reporting Code Quantity Billable
‘;3 = :J“ “'| | Wednesday & Thursday. No
vion o New ~
o Tue T oW o time should be entered,
Wea wis  New 101 - Vacation Pay O however the correct TRC is
[ 101 — Vacation Pay O
o | 5 heeded
! sat 1021 New | v| O
) Sun 1022 New | v| |
! Mon 1123 New | v| O
) Tue 1124 New | v| |
@) Wed  1/25 Mew | v| O
) Thu 1126 New | v| |
o Fri 1127 New | v| O
) sat 128 New | v| |
o Sun 1129 New | v| O
Submit Clear

Summary Leave / Compensatory Time Exceptions

Reported Time Summary
Category
Total Reported Hours

Time with no Category

Personalize | Find I@ | ] 1-2 of 2

Week 1 Week 2
(1/16-1122) (1/23-1129)
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Employee ID 4023

Empl Record 0

Earliest Change Date 01/23/2017
Select Another Timesheet
*View By | Calendar Period v Previous Period  Next Period
*Date 01/16/2017  |[3 o
Reported Hours 0.00 Print Timesheet
From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (? N ext’ yo u Wi ” ] eed to
Add Reported Punch _. - - -
Day Date In Meal Qut Meal In Out Time Reporting Code Quantity Billable
Comments Status Total
manually enter the number
o Mon 116 New [ v] O
) Tue A7 New 8am 12pm 1pm 5pm [ 031 — Hours Worked <] O of benefit hours you wish to
) Ned 1118 New [ 101 — vacation Pay | 8 O use.
) Thu 1119 New [ 101 — Vacation Pay ] 8 O
o Fri 1120 New [ v] O
R ' = - IMPORTANT NOTE!
@) Sun 1722 New | v| O °
M i 23 ew w . . .
® Won 123 |New | | O The Quantity field will only
o Tue 1124 New | | O .
o Wed 125 New | 8 o Ppopulate when using the
“ ”
®) Thu 126 New | v] O Hours Worked” TRC
o Fri 1127 New | v| O
o sat 128 New | | O
o Sun 1129 New | v| O
Submit Clear
Summary Leave / Compensatory Time Exceptions Payable Time
Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Week 2
ELELT Lot (116-1122) (1123-1129)

Total Reported Hours

Time with no Category
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Employee ID 4023

Technical Staff |A Office Empl Record 0

Actions = Earliest Change Date 01/23/2017
Select Another Timesheet

“View By  Calendar Period v Previous Period  Next Period
*Date [0116/2017 |5 &

Reported Hours 0.00 Print Timesheet

From 01/16/2017 to 01/29/2017. NOTE: Set the "2nd Meal Waiver' to WAIVE if you have not exceeded 12 hours of work and wish to waive your second meal period. (2

‘égﬂmwms Day Date F;fﬂ'iﬂ:e" In MealOut  Mealln out P#z:ﬂhl Time Reporting Code Quantity  Billable . .

o wn s Inew | o o After all information has
O Te 17 New gam | 12pm | | 1pm | 5pm 031 — Hours Worked v] O been entered, Click Submit.
] Wed 1118 New [ 101 — Vacation Pay | O

) Thu 1119 New [ 101 — Vacation Pay v| O

o Fri 1120 New [ v| O

) sat 1121 New | v|

) sun 1022 | O

) Mon 1023 | |

o Tue 1024 O

o Wed 1125 O

o Thu 1126 O

o Fri 1127 O

] Sat 128 |

o S 1129 O

Clear

Summary Leave / Compensatory Time Exceptions Payable Time

Reported Time Summary Personalize | Find I@ | ]| 1-2 of 2
Week 1 Week 2

ELELT Lot (116-1122) (1123-1129)

Total Reported Hours

Time with no Category
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The Rules:

1) Employees are required by law to take a 30 meal minute meal
break for every 5 hours of consecutive work.

2) Employees may waive the 2"4 Meal Period if they have note
exceeded 12 hours of labor hours in a day.

3) Employees have the right to not waive the 2"d Meal Break,
which will create a meal period violation.

Departments are charged a penalty for all meal period violations.
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How it works:

1) The default setting is set to “Waive”

2) What does it mean

1) To Waive = To not get paid for the second meal period
2) Not Waived = Employee will receive a 1 hour meal period

penalty pay
have not exceeded 12 hours of work and wish to waive your second meal period
Punch . ; = Override : .
Ot Total Time Reporting Code Quantity Reason 2nd Meal Waiver Da

4 4 4 4 L 4 4
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How it works:

4) To change the default to “Not Waived” click on
the spy glass icon on the shift you are changing.

have not exceeded 12 hours of work ana myaive your second meal period

Out pﬁ[g[c:l Time Reporting Code Quantity g;ae;g;le 2nd Meal Waiver Date
v P 1
v 2, [WAIVE @
We
Look Up Rule Element 2 h &, WAIVE ) |1
shel Search by: |Rule Element 2 v |begins with T A, WAIVE a1
| v 3 [WAIVE Yk
rsof | Look Up Cancel |Advanced Lookup v 2, [WAIVE R 1
| |- -
i ™ Soarch Results [ Meal Waiver  Date
View 100 First 4 1-20f2 |, Last WAIVE Q@
R EETET 2 Description e
NOT_WAIVED DO NOT Waive 2nd Meal Period ﬁ W - " e 1/ s
< ~ Do N1 ave 2o I ——— 5) Select the “Not Waived” option.
WAIVE X
WAIVE @
WAIVE X
| WAIVE @,

v & WAIVE 'y
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How it works: eriod
Cluantity g;aegr[lﬂe 2nd Meal Waiver Dat
6) The shift will now display the “Not Waived” ___ WAIVE
status change.

7) Click “Submit” submit when you are done. L WAIVE
WAIVE

WAIVE

¢ . WAIVE

WAIVE

Submit Clear
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