Reporting Time — Time Worked or Leave Taken
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This Job Aid walks through the process of entering hours on a time card for Exempt Employees.
Due to changes in the way GUS Cloud operates this Job Aid will allow employees to enter leave
taken from a screen different than the calendar view.

Audience: Exempt Employees

Important Changes:

Calendar view is no longer working when inputting time.
Report 1 day of time from the calendar view.

-
L

[Data Exchangs

My Dazhboard

Step

Action

Click Time. Note that the Time icon may also be found under the “About Me” icon on the
springboard page.
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2. | Click on a time type and drag it to a day. (Ex: Click Vacation and drag and drop on 11/19)

_<\ Today  11/18/18 - 1112418

W - Vacabon Bick Comp Time [aken Luscreonany Uy Bhared Leave

e Caand 11718418 - 121118 Tols! Hours: 8 Absence Hows 8 Scheduled Hours 84

Sun 1118 Mon 1118 Tue 11120 Wed 1121 Thu 11122 Fri 11123
o 01 0@ 8 00

Thank:sgiving Dy Thanksgiiny Day

Time

b = ¢ > Today 11/18/18 - 11/24/18

Drag to Report Time | : Vacation - Sick - Comp Time Taken - DiscretionaryDay - Shared Leave

Entered Time Card 111818 -121M18 Total Hours 8 Absence Hours 8 Scheduled Hours 64

3un 1118 Mon 1119 Tue 11420
00 0 0 (8)

Vacat[/\@

Date Created: 12/4/2018 2



Job Aild

Reporting Time — Time Worked or Leave Taken

GUScloud

+| new:stable.secure.gus

3. | Complete the report time dialog box. Select the Assignment Number. Verify the Start Date and
End Date are correct. Input the daily hours. Click Save and Close.

*Only enter 1 day of time from the calendar view. You will complete your time card from the
reported time view.

Report Time Saveand Close  Cancel

* Assignment Number - -

Start Date  11/20/18

End Date 11/20/18 fa
Daily
Hours
Daily Hours 3.00
Hours Selector = | |+ |« | [ 0 [ 0o 0o Cop |+
0 1. 2 3 4 5 8 T L g 10
]

4. | Select Edit.

eview and Submit

Fri 11/23 Sat 11124
00 0 (0]
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5. | If you need to change the Absence Type click the down arrow and search for the appropriate
absence type.

Job Injury Leave

Discretionary Day

Time Entry  Time Totals
[ Vacation

Disaster Vol Leave Absence Hours  8.00

Comp Time Earned |
Actions w View w Format w Admin Leave Iz im | Detach
Shared Leave Days

* Assignment Leave Without Pay
Number

Sun,Nov Mon,Nov

I,Mov 22 Fri,Nov 23 Sat,Nov 24 2% 2%

Jury Duty |
Search... duantity Quantity Quantity Quantity Quantity

1 E0348047 w Vacation' v l 8.00

6. | Continue to fill out the rest of the time card with leave taken adding rows as needed + Add Row

Below.
Adions v View v Formatw H ¥ H & v & iw' Detach
*Assignment * Sun,Nov Mon,Nov  Tue,Nov Wed,Now . !
Number Absence Type 18 19 20 7 Thu,Nov 22 Fri,Nov 23 Sat,Nov 24 .

Quantity Quantity Quantity Quantity Quantity Quantity Quantity

1 - v CompTime w 8.00

Daily Totals Hours:8.(

Rows Selected 1

7. | Select Save

Next Save and Close Cancel

8. | Select OK
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& cConfirmation X

Your changes were saved.

OK

9. | Select Next

ﬂ Save  Save and Close Cancel

10. | Review Time Card Details.

Regorted Time  Time Tetals

Reparted Hours - 00 Azsance Hours .00 Sechaduse Hows 64,00
Adfioes w View w Tormal v 7 Tree " Datach
Days
;‘rg'l"""“‘ * Abenoe Type :;"'"“‘:;""""‘" .In""""' :""""‘ ThuMov 22 Friflow 23 Sotbov 24 ;""'""' MonNow g0 biow 27 ‘;“"'"“' ThuMov 28 Frilovdd SatDecti  Comments 1';31"::“":

Cuan®, Quantity Quantity Quantity Ouanty  Ouantty Quanty Cusnity Ousnfity  Quantily  Quantty  Ouantty  Cusntity  Cuantly

v B - wm " a00

Daily Totals Hours 4 00

Caloulated Time  Tims Totaia

Raported Hours .00 Atsance Houm s« BO0 Schadusd Hows  S4L.00
Adigns v View v Fomalw T o Detach
Duys
" ssignment . SunMov  MonMov TweMov  WedMov ThuMow Fiillov  SsuMov  SunMov  MonMov TueMov  WedMov Thulov  FiiNov ; Time Entry
Number st Trpe " n n n B u b ] a b1 ] 30 CRDniL: S Total Hours

Quantity Quantity Cuantity Quantity Quantity Quantity Quantity OQuantity OQuwantity CQuantity Quantity Quantity Cuantity  Ouantity

Daily Totals Hours:3.00 00

11. | If the information is correct, select Submit.

Submit

12. | Select OK.

0K
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