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This Job Aid walks through the process of entering hours on a time card for Hourly Employees.

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

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

x} Today  11/18/18 - 11/24/18

me - Regular Vacation Sick Call Back Compensatory Time Taken

Time Card 11118118 - 1211118 Total Hours 80 Absence Hours 0 Scheduled Hours 64

Sun 11718 Mon 1119 Tue 11/20 Wed 1121 Thu 11/22
0(0) 2(8) B(3) 2(3) 2(0)
Thanksgiving Day
Time

B o= < > Tday 11/18/18 - 11/24/18

Drag to Report Time Regular WYacation Sick Call Back Compensatory Time Taken

Submitted | Time Card 1118118 - 121118 Total Hours 80 Absence Hours 0 Scheduled Hours 64

Sun 1118 Maon 11/19 Tue 11/20
0 2(8) 3(8)

Rtgular
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Complete the report time dialog box. Select the Assignment Number and Position. Remember
to select Overtime or Comp Time to match the other time types reported for the week. 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 _ -
* Position v
Overtime/Comptime v

Start Date  11/20/18

End Date 11/20M18 i

Daily Hours 3.00

= +
Hours Selector — | | | 0

0 1 2 3 < 5 8 7 L 9 10
]

Select Edit.

e\riew and Submit

Fri 11723 Sat 11/24
0(0) 0 (0)

Once you are at the Time Entry View you will select row 1 (click by the number 1). The row
will appear BLUE.
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Approval History &=

Time Entry  Time Totals

Reported Hours ~ 8.00 Absence Hours  0.00
Actions w View v Formatw B ¥ 4 < AddRowBelow v =4 Detach
Days
* Assignment x . . . P Sun,Nox Mon,Nov ~ Tue,N Wed,Nov . Sun,Nov
Number Position Overtime/Comptime Time Type 18 19 20 21 Thu,Nov 22 Fri,Nov 23 Sat,Nov 24 25

Quantity Quantity Quan Quantity Quantity Quantity Quantity Quantity

Daily Totals Hours:8.00

6. | Select + Add Row Below

Approval History &

Time Entry  Time Totals

Reported Hours ~ 8.00 Absence Hours  0.00
Adions w View v Formatw [ ¥ [ # | 4 AddRowBelow v =4
Days
*Assignmenl x . . . P Sun,Nov Mon,Nov  Tue,N Wed,Nov . Sun,Nov
Number Paosition Overtime/Comptime Time Type 18 19 20 7 Thu,Nov 22 Fri,Nov 23  Sat,Nov 24 25

Quantity Quantity Quan  Quantity Quantity Quantity Quantity Quantity

1 - -v v Regular v 8.00

Daily Totals Hours:8.00

<

7. | Select Assignment Number, Position, Overtime/Comptime and search Time Type for
Holiday Credit.

*Assignment Sun,Nov Mon,Nov  Tue,N Wed,Nov

Number Position Overtime/Comptime Time Type 18 19 20 1 Thu,Nov 22 Fri,Nov 23
Quantity Quantity Quan  Quantity Quantity Quantity
2 - - -v Comp Time »  Holiday Credil v 8.00 8.00

8. | Continue to fill out the rest of the time card with time worked and leave taken.

* Time Type f!';“'""‘ M9°“'"°" ;ge’mz“:‘*d’""" Thu,Nov 22  Fri,Nov 23  Sat,Nov 24 g;“'""" g“s"“’""“ Tue,Nov 27 ‘2"‘;‘*‘1’""" Thu,Nov 29  Fri,Nov 30 Sat,Dec 01

Quantity Quantity Quan  Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity

Regular v 8.00 8.0 8.00 8.00 8.00 8.00 8.00 8.00

Holiday Credil - 8.00 8.00

Hours:8.00 Hours Hours:8.00 Hours:8.00 Hours:8.00 Hours:8.00 Hours:8.00 Hours:8.00 Hours:8.00 Hours:8.00
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9. | Select Save

Hext Save and Close Cancel

10. | Select OK

& Confirmation X

Your changes were saved.

OK

10. | Select Next

Save  Save and Close Cancel

11. | Review Time Card Details.

Days
Ovestime/Complime * i Typer ‘slf'"‘""‘ :'9“"'"“ ;‘;E‘"::M"“" TheMow 72 Frilow 33 SatNow 24 ;:"""“" ;“"'"‘" T Mo 21 ;“‘"w ThiNow 29 Frifov0 SalDec0l  Comments '[;:rl::‘"rz
Quantity Quantity GQuan  Quantity Quantity  Cuanlity Quantity  Cuanty  Guanlity  Guanlity  Guantty  Guantty  Guantily — Ouantity
Comp Time Ragular 800 E00 1) 800 800 800 00 200 ] 6400
Comp Time Holiday Creait 800 800 e 1660
Hourss8.00 Hours Hours-8.00 Hourss0.00  Hours:0.00 Hours:8.00  Hours:8.00  Howrs:8.00  Howrs:8.00  Hours:8.00 .00
Repoted Hows  80.00 Azsence Hows 0,00 SeheculedHours 6400
» 40 @ Detach
Days
. . SunMov  MonMov TueMNov  WedMov ThuMov FriMov  SatMov  SunMov  MonMov TueNov WedMov ThuMov  FriNov Time Emry
Time Trpe Postion Overtma/Compd 1y 19 m n i 7 M I3 ® # i ] 30 SotDec#  Comments Total Hours

Quantity CQuantity OQuantiy Quantty Quantlty Quanty Quantdty Quantity Cuantty OQuantiy Quantity Quandty Quandty  Quantiey

Regular Comp Time 800 200 200 200 200 200 200 a0 =} 8400
Holkday Credn Comp Time w00 500 -] 16.00

Hours8.00 Hours:2.00 Howrs:200 Houwrs:8.00 Hours:8.00 HoursE.00 Howrs:2.00 Hows:8.00 Hours:8.00 Hours:8.00 B0.00

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

Submit
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13.

Select OK.

OK




