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Logging in to UA-eTime from myBama for Nonexempt eTime Approvers
1. Loginto myBama
2. Gotothe Employee Tab
3. Click “UA-eTime Icon

Time and Attendance

¢Time

Logging in to UA-eTime from myBama for Exempt eTime Approvers
1. Loginto myBama
2. Gotothe Employee Tab

3. Click “UA-eTime Administrative System” in the Administrative Systems box.

myBama - Employee

ﬂ Banner Self Service

No information 1s currently available in Banner for you to view.

‘ Home

-
Jl Academics

':'] Admissions/Scholarships Administrative SyStems

Enterprise Systems
@ Campus Life

* Employee
Q Library

anner Production System (INB - PROD)

Banner Test Links

ARGOS Web Viewer
ARGOS Desktop Client

print
Banner INB Recertification Application
A Research UA Imaging System - OnBase
INB Security (GZASECR)
UA-Box

g Student

Academics, Admissions and Scholarships

O ASAS - Alabama's Scholarship Awarding System

Distance Learning Appeals
Faculty Photo Listing
ORS Administrative Application

Scholarship Application Administration
University Registrar Administrative Applications
Bb Learn Admin Section Maintenance

.
.
.
.
® UA Room Scheduling System
.
.
.
.

Graduate Administrative Services
Finance and Human Resources
e Budget Preparation
® P-Card WORKS

HR Online Emplovment System
UA-eTime Administrative System )
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You will be directed to the UA —eTime administrative system. Log
in with your myBama User name and Password.

T D

The University of Alabama

The University of Alabama

User ID: |

Password: !

[

Copyright ® 1833 - 2010 WorkForce Software, Inc. All rights reserved.
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UA-eTime Approver Dashboard

UA_ # Home

Enter My Hours

Go 0 Web Clock
EditEmployee Time
Edit Time for Groups

Approve Time Sheets

View Reports

Change My Password
l Reporting
Manage Delegations

© Hep -~

Home

My Time Off
Review Time Off Requests
Assign Schedules

Manage Group Schedules

ﬂi Settings

@ Time Entry

Edit Employee Time

e Review and Edit time for your
employees

e View time off balances

e Preview the timesheet
Edit Time for Groups

e Edit Time for Groups of Employees
Approve Time Sheets

e Approve Timesheets for Your
Employees

E Reporting

View Group Reports

e Run Reports for Your Employees

%1 Schedules

Review Time Off Requests

e Review and Approve Employee Time
Off Requests

Assign Schedules
e Assign Schedules Templates
Manage Group Schedules

e Add and Edit Daily Schedules for
Groups of Employees

S settings

Change My Password
Manage Delegations

e Delegate Assignment Groups to
Other Approvers




UA eTime Approver and Timekeeper’s Guide _

Manager Time Entry

The Manager Time Entry screen allows managers to edit employee timesheets prior to approval.
Managers can also view an employee’s time off balances and preview their timesheet for a pay period.

1. To access the Manager Time Entry screen click 5 EditEmplovee Time on the Dash Board.

Enter My Hours

0 to Web Clock

_

[ Edit Employee Time

Edit Time for Groups

Approve Time Sheets

Pt
[~ W]
L

|~/ Reporting

View Reports

Wy Time Off

Review Time Off Requests
Assign Schedules

Manage Group Schedules

11§ settings
Change My Password

Manage Delegations
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2. The Manager Time Entry Window will be displayed. A manager or timekeeper may have multiple
groups assigned for review. Click the Assignment Group name to display the list of employees in
the group.

UA—_ ‘ Home 9 Help ~

Monday August 22, 2016
4 (Loading defauk period) >

Manager Time Entry

i

As:

4 Prev. » Next Q Find ¥ Sortw

» UA Supenvisor Employees (16)

3. The employees in the Assignment group will be displayed. Click the name of the employee
whose timesheet you want to view. If an employee has more than one position, select the
position to view. You can also search for employees by clicking Q, Find the Find button.

UA—

Manager Time Entry

Monday August 016
‘ e G >

(Loading default period)

v UA Supervisor Employees (16)

UA Employee 1 (CWID #)
UA Employee 2 (CWID #)
UA Employee 2 (CWID #)
UA Employee 3 (CWID #)
UA Employee 4 (CWID #)
UA Employee 5 (CWID #)
UA Employee 6 (CWID #)
UA Employee 7 (CWID #)
UA Employee 8 (CWID #)
UA Employee 9 (CWID #)
UA Employee 10 (CWID #)
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4. Find Employees allows you to search by Last Name, First Name, or CWID. Note: the name fields
are case sensitive. If you are unsure of the spelling enter as much of the name as you know and

“uxn

an as a wild card.
Search Criteria (-]

Assignment Description: l |

Employse Number: ‘

Last Name: [ /
First Name: |u* ‘
Hire Date: ‘ =

¥ Exclude inactive employees

goarhey WwiCroal

Search Results |

5. The employees will be displayed based on the search criteria. Click the name of the employee

whose timesheet you want to view. If an employee has more than one position, select the
position to view.

% Find Employees x
Search Criteria [+
Search Results gl
Your Role Employee Nu.., First Name Last Name Assignment D... Hire Date

i | CWID # | UA | Employee 1 [ | 11122015

T | cwip 2 Tua |Employee 2 | [ 111272015
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6. The timesheet for the selected employee and position will be displayed. The timesheet will open
in the current pay period.

‘ Home 9 Help ~

- Manager Time Entry: UA Employee (CWID #) - Position # & Title
Work Period | «f| kdsave »  Morevr  ListView v
4 08/14/2016-08/27/2016 [ P | Timesheet || Schedule
SMTWTFS SMTWTF S
4 Prev  » Next Find Sortw
= q i it sehze Date Pay Code Clock Pay Code Hours Start Ti... End Time
~ UA Supervisor Employees (16 Sun "W  Clock Time -
; poysesin) os/1¢ | lnullnd
| ua Employee (cWID %) | =g e . 09:00am  01:30 pm
Mon ki
08/15 W% Regular - 4.50
1 Clock Time v 09:40 am 01:00 pm
Tue b
08/16 “orummn Regular B 328
i
lr e Clock Time ~ 08:00 am 09:45 am
Wed [ra"
08/17 I Regular Y 175
FW  Clock Time ~  REG 01:51 pm 05:00 pm
thy | sl
08/18 S Regulsr - 3.25
FPS  Clock Time ~ REG 08:13 am 09:42 am
sl
Fri W Clock Time ~  REG 02:37 pm 03:57 pm
os/10 | lnallnd
f i Regular v 2.75
ekl
Sat W Clock Time -
08/20  Wnalid

7. Previous or future timesheets can be displayed by clicking in the date range field under the Work

Period. Click any day in a pay period to view the timesheet for the pay period, click the “Default
Period” button to select the timesheet for the current pay period.

‘ Home 9 Help ~

Manager Time Entry: UA Employee (CWID #) - Position #

Work Period <l |Jsave v Morev  ListView ~

4 08/28/2016-09/10/2016 >

I Timesheet H Schedule ]

Assignments July 2016 4 August 2016 ¥ » September 2016

4‘Prev bNext"QF'nd ?Sottv | S M T W 7 & S S M T W 7T & S S M T W 7 F S

et s 3 22058 4 5| 6 1 2 3

WA Suparvisor Easloyoos (10} 7 8 9 10 om a2 13 |EARETE e onaa)|

UA Employee (CWID ¥) 14 15 16 17 18 19 20| 11 12 13 14 15 16 17
21 22 23 24 25 26 27 (18 19 20 21 22 23 24
|28 29 30 31 25 26 27 28 29 30

A
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The Timesheet
Sections of the Timesheet:

1. Function Icons — Clickable images that provide short cuts to certain program functions.
e Select a previous pay period to view
e  Print the timesheet
e Change the format in which a timesheet is displayed

2. Time Entry Tabs
o Timesheet Tab- Enter time on the timesheet
e Schedule Tab - View the employee’s schedule
e Select the pay week to review

3. Information Tabs
e Exceptions — View errors or warnings that may affect your pay
e Timesheet Preview — View the timesheet summary for the pay period by type of earnings

e Time Off Balances — View Annual, Sick, and Comp time balances as of the end of the previous pay
period.

e FMLA — View FMLA hours available to you (not used at this time)
e Military — View Military or State Emergency Leave used in the current calendar year.
e Detail — View any comments entered on your timesheet

’ b save ~

More »

—

Timesheet ” Schedule ]

’ S MTWTF S
i2 15 16 17 18 19 20 21 22 23 24 25 2

S MTWTTE S

Aug 14, 2016

« Show All Weeks

Clock Time

Regular

J Exceptions

|| Timesheet Preview || FmLa |

4.50

09:00 am

Clock Time 09:40 am 01:00 pm
Tue v
08/16 Regular 3.25
Clock Time 08:00 am 09:45 am e
Wed
08/17 Regular 1.75
Clock Time REG 01:51 pm 05:00 pm
Thu
08/18 Regular 3.25
Clock Time REG 08:13 am 09:42 am
Clock Time REG 02:37 pm 03:57 pm

Filter exceptions by day |
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Function Icons on the Timesheet

13

4 09/11/2016-09/24/2016 5 ’?Hs‘" _Morcvol:kt\ﬁew.v%v

Change Pay Period

Save- Save changes to your timesheet

More - Print employee timesheet

Change the display format of your timesheet
Switch Assignments

ik wN e

Timesheet Tabs

1. Timesheet - View and change the employee’s timesheet
2. Schedule - View the Schedule

PP

SEM: T WoT FE S MW R

14 15 16 17 18 19 20 :: 22 23 24 25 26 27 Av914,2016 B Stiow: AR Weiaks
Date Pay Code Clock Pay Code Hours Start Ti... End Time
Sun i Sgled] Clock Time v
08/14

-—“—:—T ClOCleme - T 05:00 am 01:30 pm
Mon w
08/15 W Regular v 4,50

m Clock Time v 09:40 am 01:00 pm
Tue
08/16 i‘—"—‘ Regular - 3.25

s Clock Time v 08:00 am 09:45 am

wed s
08/17 l—‘“—ri Regular v 1.75

o Snfec Clock Time b REG 01:51 pm 05:00 pm
Thu w
08/18 = Regular v 3.25

I—h— i_l Clock Time - REG 08:13 am 09:42 am
Fri CEgFE Clock Time v REG 02:37 pm 03:57 pm
08/19  Nnsind

4}
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Columns on the Timesheet
1. Date — Days in the pay period.

2. Pay Code — Identifies the type of pay.

3. Clock Pay Code — This column is used to identify Call Out or Event pay.

4. Hours—This column is used to record an employee’s In and Out times for the Clock Time pay code.
i. Itisalso used to record employee’s Leave Hours for all other Pay Codes.

5. Amount — Not used at this time.

6. Comments — Column for timekeepers and managers to enter comments related to an

employee’s time for the day. Column for employees to enter comments when using leave
time.
7. Total — Displays total daily hours by Pay Code.

| Timesheet || schedule |

s_ HOTEWITEE S. S 4 T Vf = Aug 14, 2016 | Show All Weeks

15 16 1

~
-
o«
—
o
'
'
"
N
~N
r
o
'
r
n
ra
o
'

End Time 5 Amount 6 Comments [ Total

b
W Clock Time v ~09:00 am 01:30 pm
Mon M
08/15 0 Regular v 4,50
ki 82
5 Clock Time v 09:40 am 01:00 pm
Tue W
08/16  gmrugmm  Regular v 3.25
e i
ST = Clock Time v 08:00 am 09:45 am
Wed it 2
08/17  prwmmm  Regular v 1.75
FO Clock Time v REG 01:51 pm 05:00 pm
Thlrl ; sk 05
08/1 7 Regular v 3.25
| | |
T Clock Time v  REG 08:13 am 09:42 am
i
Fri W Chck Time v REG 02:37 pm 03:57 pm
08/15 | Wnalihd
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Information Tabs on the Timesheet

e Exceptions — View warnings and errors that may affect an employee’s pay.

e Timesheet Preview — View total hours by pay code for the current pay period.

e Time Off Balances — View annual, sick, and comp time balances.

e FMLA — View available FMLA time (not used at this time).

e Military — View Military and National Guard Time used in the current calendar year.

Exceptions r*|| Timesheet Preview || Time Off Balances || FMLA || Military |

Timesheet Exceptions Tab

This tab displays Errors and Warnings that may affect an employee’s pay.
e Exceptions in red show when there is an error on the timesheet.

e Exceptions in yellow show as a warning to information on the timesheet, such as, a clock in
time more than 7 minutes before or after their scheduled time.

Exceptions 2 H Timesheet Preview ” Time Off Balances ” FMLA ” Military ” Detail
This infermaticn may be cut of date, Click to reload
Date Exception Message Severity ~ Action Required
Thu 0210 Comp Time balance has reached 0 hours. Error (not paid)
Sewveral, Punch entered more than 7 minutes before or after schedule. VWarning
ranging: Fri
El 0911 - Thu
0917 (3)
..... Fri 0811 Punch entered more than ¥ minutez before or after =chedule. Warning
..... Tue 0915 Punch entered more than 7 minutes before or after schedule. Warning
..... Thu 09M7 Punch entered more than 7 minutes before or after echedule. Warning

Timesheet Preview Tab

The Timesheet Preview tab displays the total hours by pay code an employee will be paid for a pay

period.

Exceptions P ” Timesheet Prev... " Time Off Balances " FMLA " Military ” Detail
Assignment Pay Code Banner Code «  Shift Hours  Amount Comments
9975585-00 Accounting Specialist Regular 020 1 &7.00 0.00
9975585-00 Accounting Specialist Owvertime 030 1 2.00 0.00
9975585-00 Accounting Specialist Holiday 150 1 2.00 0.00
S997585-00 Accounting Specialist Annual Leave 170 1 1.00 0.00
5597586-00 Accounting Specialist Sick Leave 1&0 1 4.00 0.00
557866-00 Accounting Specialist Cal-Out Minimum 240 1 2.00 0.00
5597586-00 Accounting Specialist Call-Out 241 1 2.00 0.00
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Time Off Balances Tab

The Time Off Balances tab displays current leave balances.
e Initial Balance — Balance at the end of the previous pay period
e Credits — Estimated accrual for the current pay period
e Debits — Leave time to be paid in the current pay period
e Ending Balance — Estimated balance as of the end of the current pay period

Exceptions r;'” Timesheet Preview ” Time Off Balances H FMLA, H Military H Detail
Annual Leave Hours Sick Leave Hours
Initial Balance Sun 05%/06 51.45 Initial Balance Sun 0%/06 154.99
Credits 2,75 Credits 2.65
Debits (1.00] Debits [4.00]
Ending Balance Sat 09/19 54,20 Ending Balance Sat 03/19 154,644
Show Details == Show Details ==
Comp Time Hours
Initial Balance Sun 03/06 0.00
Credits 0.00
Debits 0.00
Ending Balance Sat 09/19 0.00

Military Leave Tab

Displays Military Leave used and State Emergency Leave used for the calendar year for employees who
are in the National Guard or Military Reserve.

Exceptions 7 ” Timesheet Preview ” Time Off Balances ” FMLA ” Military H Detail
Military Used Haours State Emergency Used Haours
Initial Balance Sun 03/06 0.00 Initial Balance Sun 03/06 0.00
Credits 0.00 Credits 0.00
Debits 0.00 Debits 0.00

Ending Balance Sat 09/15 0.00 Ending Balance Sat 09/19 0.00
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Review and Edit Employee Time

After selecting the employee timesheet to edit, changes or additions can be made to the time
reported on the timesheet.
e Select the day to edit.

e Enter the correct time for a missed In or Out punch in the Start-Time or End-Time
column. Changing an existing In or Out punch made by the employee should rarely occur and
should not be made without notifying the employee.

e C(Click Save to save any changes.

The time must be entered as 8:15a with the colon between hours and minutes and “a” for AM on morning
times or “p” for PM on afternoon times. Click Save to save your entries for the day.

——
I Timesheet ” Schedule ]
._s_. I::i j'_l'ﬁ 1\'; j'_l's 1Fg :5: :5_ 2“2 ;I's 3 :TE :l; :5_ Aug 14, 2016 |#f| Show All Weeks
Date Pay Code Clock Pay Code Hours Start Ti... End Time Amount
Sun Clock Time hd
08/14 -
Clock Time = [W_
Man [RS——
08/15 Regular - 4,50
e
Clock Time & 09:40 am 01:00 pm
Tue i
08/16 Regulsr - 3.25
mSsasssssss s
Clock Time - 08:00 am 09:45 am
Wed i
08/17 Regular - 1.75
mSsasssssss s
Clock Time - REG 01:51 pm 05:00 pm
Thu i
08/18 Regular - 3.25
 messassassa wasas
Clock Time A REG 08:13 am 09:42 am
 messassassa wasas
Fri 08/19 Clock Time hd REG 02:37 pm 03:57 pm
 messassassa wasas
Regular - 2.75

I o )
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Adding Paid Leave to an Employees Time

Supervisors will use this for Annual Leave, Sick Leave, Birthday leave, Admin Leave, Funeral
Leave, Comp Time, etc. To Add Benefit Hours to an employee’s timesheet a new timesheet
“row must be inserted in the timesheet:

o Select the day to edit. Click - the on the last timesheet row for the day. This will
insert a new timesheet row.

e C(Click the drop down arrow I next to the row inserted in the Pay Code column.
e Select the type of benefit pay to insert in the Pay Code column from the drop down list.

e Tab to the Hours column and enter the number of hours to pay for the day. Make any other
necessary changes to the employee’s timesheet and click Save.

S M TWTTFS S MTWTF &
a3 - mEaleae Aug 3, 2016 [/] Show All Weeks

Clock Pay Code Start Ti... End Time Amount Comments
Sun 07/31 Clock Time -
i

Clock Time -
Maon 08/01 -
Tue 0B/02 Clock Time -
wed 09/03 Sick Leavd - l l 0.00

Clock Time o
Thu 08/04 Regular E|

Extra Straight Time
Fri 08/05

Lunch Cwverride

Sat 08/06
Sick Leave

0.00

Administrative Day Worked purs Start Ti... End Time Amount Comments

Sun 08/07 Call-Out
— Call-Out Minimum

Mon 08/08 - Comp Earned

Comp Taken &7

Tue 08/09
i —

wed 08/10 Clack Time -
i

Thu 08/11 Clock Time -
-

Eri 0B/12 Clock Time -
i —

Sar 08/13 Clock Time -
-
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Employee Schedules

To review an employee’s schedule select the Schedule tab. There are 2 types of standard schedules
which allow for handling of lunch periods depending on your departmental policy. To change an
employee’s schedule, see Managing Schedules instructions on page 31.

1. Employee records time off for lunch. Employee clocks “out” when they leave for lunch
and “In” when they return from lunch. Time off for lunch will be based on the actual time
elapsed between punches.

Save - Kaore - List View -

Timesheet || Schedule |

5§ M TWTFS5 5§ MTWT F &
Aug 5, 2016 Show All Weeks
211 2 3 4 5 6 7 8 9 1011 12 13 9% ==
Date Pay Code Start Ti... End Time Hours Total

Sun 07/31 Clock Time

Clock Time 08:00 am 12:00 pm 4.00
Man 08/01 _

Clock Time 01:00 pm 05:00 pm 4.00

Clock Time 08:00 am 12:00 pm 4.00
Tue 08/02 .

Clock Time 01:00 pm 05:00 pm 4.00

Clock Time 08:00 am 12:00 pm 4.00
wed 08/03 _

Clock Time 01:00 pm 05:00 pm 4.00

Clock Time 08:00 am 12:00 pm 4.00
Thu 08/04 .

Clock Time 01:00 pm 05:00 pm 4.00

Clock Time 08:00 am 12:00 pm 4.00
Fri 08/05 :

Clock Time 01:00 pm 05:00 pm 4.00
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Employee does not clock out for lunch. The employee clocks In at the beginning of the work day
and Out at the end of the work day. A lunch period is automatically deducted from the
employee’s total time for the day if they work at least 6 hours. If the employee takes more or
less time off for lunch than they are scheduled for the supervisor can adjust the time using the
Lunch Override Pay Code on the employee timesheet. These schedules are identified by a
“Lunch” Pay Code with the number of hours an employee is normally scheduled for a lunch
break. To change an employee’s schedule, see Managing Schedules instructions on page 31.

HSEWE *  Morer ListView -

| Timesheet ” Schedule |

5 M T WT F 5 S5 M T WT F §
311 2 3 4 5 6 7 8 9 1011 12 13 AHu932010 [V] Show All Weeks
Date Pay Code Start Ti... End Time Hours Total
Sun 07/31 Clock Time
Clock Time 08:00 am 05:00 pm 0.00
Meon 08/01
Lunch 1.00 {1.00)
Clock Time 08:00 am 05:00 pm .00
Tue 08/02
Lunch 1.00 {1.00)
Clock Time 08:00 am 05:00 pm 0.00
Wed 08/03
Lunch 1.00 {1.00)
Clock Time 08:00 am 05:00 pm 0,00
Thu 08/04
Lunch 1.00 {1.00)
Cleck Time 08:00 am 05:00 pm| .00
Fri 08/05
Lunch 1.00 {1.00)
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Approve Timesheets

1. From the Dashboard select Approve Timesheets

UA—_. " Home 9 Help ~

Enter My Hours Iy Time Off

Go to Web Clock Review Time Off Requests
Edit Employee Time Assign Schedules

Edit Time for Groups Manage Group Schedules

Approve Time Sheets

e 11} settings
Change My Password
I Reporting
Manage Delegations
View Reports

2. Select the Assignment/Approval Group to review and approve.

# vome @ Hep ~

Approve Time Sheets for UA Approver Employees
Employees Active On uSaveApprovah aAppfoveAl '&Fmsmr! All Time Sheets v
| | As of Current Period

s Approve Current Time Sheet for Period Ending 08/27/2016

¢ UA Approver Employees (16) o
ve

Hrs

Total Reg Ovt
Hrs Hrs Hrs

Ex
Straight
Hrs

Name Assignment

CWID# UA Empl Postion 170, 170 00| 0.0| 0.0
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3. The list of employees in the assigned to the Approver is displayed for review.

ek seve spprovals | G spprove Al S5 Find, Show:| All Time Sheets C

Approve Current Time Sheet for Period Ending 10/08/2016

Total Reg Ex Leave Other

Assignment Hrs

995356-00
Athletc Fiald 00 00 00 0.0 0.0 00 0.0 No [Japprove
Tech Work Lead Eemas—
993897-00

Athletic Field 00 00 00 00 00 00,  00No [Capprove
Tech Work Lead | ‘ , P——
905828-00

Athletic Figld 00 00 00 00 00 00 0.0 No [Clapprove
Tech Sr i
994470-00
Athletic Field 00 00 00 0.0 0.0 00 0.0/No Cappeove
| T_eqh s[ | | | | | | ' ' | L M:s oly)Ae
923322-00

Athletic Field 00 00 00 0.0 00 00 0.0 No
Tech Sr

993324-00

Athletic Field 00 00 00 00 0.0 0.0 0.0/ No
Tech Sr

973007-00

Athletic Field 00, 00 00 0.0 0.0 0.0 0.0'No
| Tec_n

972198-00

Basebal’Softballl 00 00 00 0.0 0.0 0.0 0.0 No
Fleld Mgr

4. Review a timesheet for an employee by clicking on the employee’

e Anew window is opened displaying the employee’s timesheet.
e Make any required changes to the timesheet, then click Save and close the

window.
4 08/14/2016 - 08/27/2016 b | k- save ]k Save and Close | Close Time Shest  More~  List\View -
Timesheet ” Schedule ]
S M T WT F 5§ S M T WTF 5§ —
Show All Weeks

14 15 16 17 18 19 20 21 22 23 24 25 26 27 ug 15,2016 L4 ee
Date Pay Code Clock Pay Code Hours Start Ti... End Time Amount
Sun 08/14 E I ‘ Clock Time v

Clock Time - 09:00 am 01:30 pm
Mon D8/15 e—— = :

Regular - 4,50

Clock Time - 09:40 am 01:00 pm
Tue 08/16

Regular - 3.25

Clock Time - 08:00 am 09:45 am
Wed 08/17

Regular - 1.75

Clock Time - REG D1:51 pm 05:00 pm
Thu 0B/18

Regular - 3.25

Clock Time hd REG 08:13 am 09:42 am

 —— =l ] ew—— P ~nrea- ™™™ e - ™" e
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5. To approve a timesheet, scroll to the right and click the Approve box for each employee.

Alternatively, click the Approve All button to select all employee timesheets on the screen. After
the timesheets have been approved click Save Approvals to submit the timesheets to payroll for
processing.

e seve ppeovals G Approve Al [SFind Show: AllTime Shests v |
Ex
Total Reg Owvt Event/CO Leave Other Managet's

SRy eme | Assimmentl UHe) B B a e e Hrs  Hrs EXceplions o oval
995356-00 ——
Athletic Field 00 00 00 0.0 0.0 00 00 No
Tech Work Lead | | | | | ' | !
993807-00 | =
Athletic Fleld 00 00 00 00 0.0 00, 00 No = )
Tech Work Lead | ‘ | . ‘ ; | Mapprove.
906828-00 .
Athleb Fleld 00 00 00 00 00 00 00 No CJappro
Tech Sr =i
994470-00 [
Athletic Field 00 00 00 0.0 0.0 00 00 No Approve.
(TechSr | e
993322-00 —
Athletic Field 00 00 00 0.0 0.0 00 00 No Favsrove.
Tech Sf .8
893324-00
Athletic Field 00 00 00 0.0 0.0 00 DO No , (ov
Tech Sr . . . _ | _ ‘ ' —
973907-00
Athletc Field 00 00 00 0.0 00 00/ 00 No Dapprove.
|Tech L_iAper
972198-00
Basebal’Sofwalll 00 00 00 00 00 00 00No [lapprove.
:Fleld Mgr
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Review Time-Off Requests

Employees can enter time off requests for current or future pay periods. Requests are forwarded to
the employee’s manager for review. If a time off request is made for a future pay period the system
estimates the employee’s annual or sick leave balance on the future date based on the employee’s
current leave balance and the employee’s regularly scheduled hours.

e To review time off requests submitted by your employees, select the Review Time off
Requests link on the dashboard. Approved time off requests will be inserted into the
employee’s timesheet for the day requested. No further action is required to record the time
off on the employee’s timesheet.

‘- Home 9 Help -
Enter My Hours My Time Off
Go to Web Clock Review Time Off Requests
Edit Employee Time Assign Schedules
Edit Time for Groups Manage Group Schedules

Apprave Time Sheets
c 13§ settings

Change My Password

|~ Reporting

View Repaorts

Manage Delegations
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e Alist of time off requests for your employees is displayed. Select the employee leave request
to be reviewed.

—-_—
UA’ # Home 0 Help ~
Time Off Review Summary

Time Off Review Summary

| Pending Requests | Tme Off Request History |

Current filter: none
Employee 1D Employee Name Approval Status  Start Date End Date Hours Requested ‘ Last Modified
UA Employee (991888-00 Prog... | Pending 09/30/2018 10/03/2018 16 09/21/2016 09:22

e The date and number hours requested by the employee are displayed in the Request
Summary section. Estimated leave balances as of the date of the request are displayed in the
“Adjusted Bank Balances” section.

The Time Off Approval Review page displays:
1. Exceptions shows if the request exceeds the leave balance
2. History shows the previous requests and approval status
3. Bank Usage shows available and prior usage

After reviewing the request, select an action to take:
4. Approve this Time Off Request
5. Reject this Time Off Request

‘ Home 9 Help ~
: == )
| View RequestList () Approve Request J Reject Request

Time Off Review Summary

S . 2
e su(g‘sl:'sassr-yoo Program Asst) -
Date/Time Approval Status User Comments
09/21/2016 09:22 arr!}_Pending | ~ Beach Trip
Fri 09/30/2016 _ Annual Leave ‘ 8.0 [
sat10012006, TS |

| Sun 1010212016 | s ‘
| Mon 10/03/2016 | Annual Leave
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e After the request is “Approved” or “Rejected” the request moves to Request History.

L
UA- ‘ Home e Help v
Time Off Review Summary

Time Off Review Summary

f Pending Requests ][ Time Off Request History ]

Current filter: none

Employee Name Approval Status  Start Date End Date Hours Requested Lmnmd -
} ‘ (991686-00 Prog... | Approved 09/30/2016 | 10/03/2016 16 08/21/2016 09:22 am

Edit Time for Groups

The Group Time Entry screen allows managers to add and edit time for an entire group of
employee assignments at one time. An example of this is Administrative Leave time for
employees when the University suspends normal operations during the work day.

e To display the Group Time Entry screen select the Edit Time for Groups menu option on the

Dashboard.
G) Time Entry Schedules
Edit Employee Time Review Time Off Requests
[ Edit Time for Groups ] Assign Schedules
Approve Time Sheets Manage Group Schedules

View Reports Manage Delegations
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e The Group Time Entry Window will be displayed. Select the Assignment Group to work with
from the drop down list.

UA—_- M tHome @ Hep ~

Group Time Entry Window
Daily Entry

2 e Group Entry
Date: 09121120167 | | £/ Clear Selection | iy pga | [ et | | |cada [ Eat

Assignment Group: Select One... v | <& Find %Son Employees B,)jdit Exceptions !Filter: Employee or assignment
Select One...
Employees (16)

Please select a group.

Employees in the Assignment Group

From this window the options are:

e Change the work week to review by entering any day in the work week or by

clicking the calendar in the “Date “ field. | Date: 11/29/2009 =

e Edit time for a group of employees from the Group Entry options. | q}- ; : ™ Edit |
e Edit by day for a group of employees from the Daily Entry options. o Add @ Edit |
A Clear
e Erase all changes on the window and start over by selecting the Clear Selection option. Selection

. . . - N - i
e Retrieve a list of employees matching a specific set of criteria. | ‘ﬁ E'l';‘;lr < |

e Arrange the employees on the window in a specific order. % Sort ‘
Employees

e Highlight days with entry exceptions for easy identification. i Eggeptiﬂns
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Add or Edit time for multiple days for a Group of Employees with a Single Entry

1. Select the days to edit by clicking in the days to update for eachemployee
2. Click the Group Entry Add or Edit button

UA™ A tome | @ Heip ~

Date: 00118720167 | </ clear seecton | 2, ae”

Group Time Entry Window

v Daily Entry
7 Edt | qpadd [ Edt

Assignment Group: Employees (1) « ‘ 3o Find hs«m ploy EK)“ i !Fiter. Employee or assignment

Sun Mon Tue Wed

Clock Time 08:03 am -

991685-00 Office Associate

Clock Time 08:03 am -
991785-00 Office Associate Sr.

Clock Time 08.03 am -
991985-00 Program Asst.

Clock Time 08:03 am -
991695-00 Accounting Asst

Clock Time 08:03am-
991655-00 Marketing Asst.

3. The employees and days to add time will be displayed.

4. Select the Pay Code to update from the drop down list and enter the time to pay. If Clock
Time is selected enter the Time In and Time Out for the day. If a Benefit Hours pay code
is selected enter the number of hours to pay for the day. Add any necessary comments.

5. Click the Save or Save and Return button to save your changes.

Hs-vunaﬂmn Hsave {@Back GroupEntry +

Employee (Assignment)
UAEmployee
UAEmployee
UAEmployee
UAEmployee
UAEmployee
UAEmployee
UAEmployee

Action Pay Code Amount Comments

Sun 09/18 00
ST Oy =<0
o Catin 00 FMLA Military- Comp
Sun 09/18 o0 FMLA Military Intermittent
Sun 09/18 00 FMLA Military Intermittent- First Day
Sun 09/18 o0 FMLA Military- Sick
Sun 09118 00 ¥ ol
Holiday Adjust
Sun 09/18 o0 Ny By
Lunch Override
Military Used
Workmens Comp
On Call - Pay Hours =
Retroactive E
Sick Leave i
Unpaid Leave
m]nplld Suspension J
h - 4

6. The changes will be recorded on the Group Time Entry window and on the employee’s
timesheet.
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7. If Save and Return is selected you are returned to the employee list which will display
the changes that were made to the timesheet.

UA»_ M Home @ Hep ~

Group Time Entry Window

DTN = n Ent
Date: 09/18/201675] | |~/ Clear Selection |‘#$E§ym \ :ﬂ-m é}'m
[Assigniment Grong: | Sorna Yggson [P eanexceptons |Fiter: £y or assignment

Tue Wed Thu
0920 09/21 0922
Admin Leave 8.00 Clock Time 08:02 am -
891686-00 Program Asst

® Selectindividual cells by clicking in the cell itself, deselect by clicking again.
® Select a column by clicking the column header or an entire row by clicking on the cell to the left of the row.
® You can also select mulfiple cells by clicking and dragging or by clicking the cell at one corner and shift-clicking the cell at the opposite corner.

Add or Edit time for multiple days for a Group of Employees by Day

1. Select the days to edit by clicking in the days to update for each employee.
Click the Daily Entry Add or Edit button.

3. Selecting the Save Option will display the employees selected with the
changes to their times. You have the opportunity to make any changes for

exceptions.

UA—_- # Home | @ Hep |~

Group Time Entry Window

S = Group En
Date: 00/18/201677 | £ Clar Selecton || aga’ 3 £at | || ade 3 eat
Assignment Group: Employees (1) ‘ FoFind ‘ SodEnploymEdiExwptnons ll-'iter. Employee or assignment..

Sun Mon Tue
EREyes 09118 09119 09/20

991685-00 Office Associate

991785-00 Office Associate Sr.

991985-00 Program Asst.

991695-00 Accounting Asst.

991655-00 Marketing Asst.
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4. The employees and days to edit will be displayed.
For each employee and date listed, select the pay code from the drop down
list, enter the time to be paid and comments if needed.

6. Click Save and Return or Save to save the changes and update the employee
timesheets for the days changed.

.
I
tedlls e 'me Group Time Entry Window
Hs-nmnmm HSM @em Daily Entry [¥]  You have made changes that must be saved to be effective
Employee
(Assignment) Date Action Pay Code Hours In Out Amount Cornments
Sat 09724 ()
On Ca¥ - Pay Hours E 40
Office Axsocimate
Sat 09724 o
(PI3034 On Colt - Pay Hours [~] 40
Office Associmte 0
Sat 0924
8 l Admin Leave Twl I' 4 3. Inclement weather
T ——— -
Program Asxt. FMUA Mitary- Comp
FAALA Mitary Intermittent
Sat 0924 FMUA Militaey Intermmittert- First Day
O | PAMEty Sk
(97943500 O |nnasa 40
Accomnting Asst. Hobdsy Adut
Jury Outy
Sat 0924 Luach Overnide
o Mitary Used T
(973222-(!) o Wadomens Comp
Marketing Asxt. On Call - Pay Mours
Sat 0924 O |Reontve k
(P90852-00 o SekLeave 40
Ofice Pool Unpaud Lesve
Urpand Suspension -
Sat 0924
(GXNSO1- %)
3 On Calt - Pay Hours I~ 40
S NANA.
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7. If Save and Return is selected you are returned to the employee list which
will display the changes that were made to the timesheets.

~eTime

Date: 09182016 7

Group Time Entry Window AL

S Cenrselocton | Gpgs Pea | Bacs P ew

Assignment Group: 89)  [=] Sorme YgmsonEmpoyees |2 EatExceptions | Filter:

Groups marked ' contain 100 many results; only 175 will be displaved.

Sun Mon Tue Wod Thu Fri Sat
B | & | wh | o

Inclement weather 4.00

PE004.00 Tutor

Inclement weather 4.00
P55084-00 Tutor
PB9054.00 Tutor Inclement weather 4.00

Inclement weather 4.00
979435.00 Environmental Safety Asst

Inclement weather 4.00
973222-00 TV News Reporter Il

Inclement weather 4.00

PB0892.00 Office Pool

Inclement weather 4.00
GXNSO1-00

Inclement weather 4.00
973595.00 Radiclogic Technologist

Inclement weather 4.00
GXNS21-00

Inclement weather 4.00
983216-00 Recreation Field Technician

Inclement weather 4.00
994084-00 Trafhic Maint Field Coord

8. If Save is selected, this will display the employees selected with the changes
to their times. You will have the opportunity to make any changes for
exceptions.

_eTime

bd soveoncretm  Ldsove @Bk DaiyEntry [F]  You have made changes that must be saved to be effective

Group Time Entry Window

m) Date Action Pay Code Hows I Out Amount Cormments
Sat 09724 o
On Cat - Pay Hours =] 40
Office Associate o
Sat09d O 4 . R b o
(P39084 o | Cloa Time v (08:00 am 0500 pm forgot o doax in
Ofiice Associmte
Date Lromeoon Uenage Severty Azcn Reguired
Th 1108 Punch entered mor 2an 7 minytes etone o afer schedle. Wareing Nose
Sat 0924
(97943600 8 On Cat - Pay Hours [ s
Accomnting Asst.
Sat 0924
(97322200 g O Cat - Pay Hours I~ 40
Marketing Asst.
Sat 0924 [+
(P90892-00 o On Cat - Pay Hours E 49

Ofice Pool
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Managing Schedules

Maintain Employee Schedules

Schedules are used in the system to allow for comparison of actual time to scheduled time and aid in
your work force management. They can also be used to aid in employee discipline by tracking tardy
employees. Employees are not penalized if they do not clock in or out according to schedule.

Schedules should be assigned to regular full time and regular part time employees. Students, temporary
and contingent on call employees do not require schedules. The system also uses schedules to identify
employees who should be paid holiday pay when the University suspends normal operations for a holiday
period and administrative leave when the University suspends normal operations for any other reason
(inclement weather, power outages, and any other unscheduled closure).

Schedule templates will initially be assigned to all employees in an organization based on the standard
schedule selected by the department manager. However, employees can be assigned any schedule that is
established in the system in order to properly cover your department. The system allows for schedule
templates to be assigned on a permanent or temporary basis. Temporary schedules are valid only for a
current pay period.

Change an employee’s permanent schedule

1. Select the Assign Schedules option from the Dashboard.

UA-—_- ‘ Home e Help -~

Home

Enter My Hours Wy Time OFF

Go to Web Clock Review Time Off Reguests
Edit Employee Time Assign Schedules

Edit Time for Groups Manage Group Schedules

Approve Time Sheets
{1f settings

Change My Passward

E Reporting

View Reparts

Manage Delegations
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2. The Schedule Maintenance screen will be displayed. In the Permanent Changes section select the
Assign Schedule Templates option.

UA"- # Home 9 Help ~

Assign Schedules

Choose an Action:

Permanent Changes

Assign Schedule Cycles

Assign Schedule Templates

Temporary Changes

Assign Schedule Templates

3. Select the Assignment Group to update.

UA—— ‘ Home 9 Help ~

Permanent Schedule Template Assignment

_ FAeset {MBack 7 Change Fiter k7 Current filter: none

Schedule
0 Name Generation = panad®’ schedule Template
@ UA Supervisor Employees (16) Source o
s Schedule -
—! 11| UA Employee Name Template -

Mass Edit
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4. This will display the employees in that assignment group with their current schedule template.

m Schedule

b save Res=i {@Back 7 Change Fiter &y Current filter: none
| Schedule | \
Name Generation gsnagi;:r Schedule Template
Source cle
| Schedule V p
UA Employee Name Template Monday to Friday 8am to
" Schedule g
UA Employee Name Template Monday to Friday 8am to
ch | =
UA Employee Name ?—em%?:t: Monday to Friday 8am to
' Schedule ' ' 2
UA Employee Name Template Qonday to Friday Bamyl

5. The schedule template change screen allows a manager or timekeeper to change the schedule
for any employee displayed on the screen. If all employee schedules are to be changed to be the
same, check the box at the top of the screen titled “Make the values for all assignments the
same as the first one”.

To make a Permanent change to an employee’s schedule:
1. Check the Manager Override box for the employee to be changed.
2. Select the Schedule Template from the dropdown box.

3. Enter the effective date of the change. The date of the change must be in the Valid Date Range
column.

4. If all employee schedules are to be changed, check the box titled

"

Make the values for all az=ignments the =ame as the first one.

5. Before saving the changes they can be reversed back to the original templates by clicking % Reset

the option.

6. Click the H save | to save the schedule template changes.

7. The schedules are effective for the current and future pay periods. The new schedule will be
displayed in the Schedule Tab on the employee timesheet.

Ldsave (7Reset {uBack 7 ChangeFiter &7 Current filter: none

IMake the values for all assignments the same as the first one.

headul

Name Generation Manager Schedule Template Effective Date Valid Date R
s Override
ource
Schedule " = B ] 142046 -
7 mpidie ] 5 Qosiidrote
Friday to Tuesday 2:50 pm - 11:00 pm with lunch X
Mass Edit

Friday to Tuesday 5:50am-2:00pm, 10 min lunch
Friday to Tuesday 6:00 am-2:10 pm with lunch
Friday to Tuesday 6:50 am - 3:00 pm with lunch
Friday to Tuesday 8:00am to 4:10pm with No Lunch {SR)

Friday to Tuesday 9:50pm-6:00am 10 min lunch

Friday to Tuesday, 10:50 pm - 7:00 am with lunch

MF, 4a-12p, TT, 8a-12p, 2p-6p, W, 9a-5p, 15 min lunch

Mon 6:00 am-2:00 pm, Tues, Wed,Thurs 8:15 amto 12:15 pm -
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Change an employee’s schedule on a temporary basis for the current pay period

The process to make a temporary change to an employee’s schedule for the current pay period is the
same as making a permanent change, but temporary schedules are valid only for a current pay period.

1. Select the assign schedules option from the Dashboard

UA—-_ # Home 9 Help ~

Enter My Hours My Time Off

Go to Web Clock Review Time Off Requests

Edit Employee Time [ Assign Schedules ]
Edit Time for Groups Manage Group Schedules

Approve Time Sheets

$f settings

Change My Passward
I Reporting
_ Manage Delegations

“View Reports

2. The Schedule Maintenance screen will be displayed. In the Temporary Changes section select the
Assign Schedule Templates option.

‘- Home 9 Help ~

Assign Schedules

Choose an Action:

Permanent Changes

Assign Schedule Cycles

Assign Schedule Templates

Tempaorary Changes

[ Assign Schedule Templates ]




UA eTime Approver and Timekeeper’s Guide

To make a Temporary change to an employee’s schedule:

1. Select the Schedule Template from the dropdown box. Note: for temporary changes the
Manager Override check box cannot be selected.

2. Enter the effective date of the change. The date of the change must be in the Valid Date Range
column. Note: schedule will revert back to the employee’s regular schedule at the end of the
current pay period.

3. If the schedule for all employees is to be changed check the box titled “

Make the values for all az=ignments the =ame a= the firstone.  »

4. Before saving the changes they can be reversed back to the original templates by clicking the

option. @ Reset

5. Click the H 3ave | to save the schedule template changes.

b Save Resel @ Back  “y ChangeFiter &7 Currentfilter:none

[Z] 1axe the vaies for all assignments the same as the first one.

[ Name Schedule Generation Source | Manager Override = Schedule Template Effective Date Valid Date Range ‘
|| (991686-00 Program Asst)  Schedule Template ] Monday to Friday 8am to & 09/11/2016 - 09/24/2016
Mass Edit 0 Apply to all checked rows ‘

Note: schedule changes can also be made by clicking on Edit Employee Time and then on the Schedule Tab.

Manage Group Schedules

The Manage Group Schedules option allows managers and timekeepers to edit schedules for an entire
group of employee assignments at one time. This screen should be used for one-time schedule
modifications and not for recurring or temporary changes.

1. To access the Group Schedule Window select the Manage Group Schedules option from the
Dashboard.

‘ Home 9 Help ~

Enter My Hours Iy Time Off

Go to Web Clock Review Time Off Requests
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2. Select the Assignment Group to work with from the drop down list.

‘ Home 9 Help v

Group Schedule Window

—_——— X Group Entry __ Daily Entry
Date:| 08212016 %] || 2 Clear Selection | | pga || [P Eat | | | dhaca | (2 Eat

Assignment Group: (1) v |] ] &% Find ‘Filter:iiif iployee or assignment

The employees in that Assignment group scheduled in the current pay week will be displayed. From

this window the options are:

1. Change the work week to review by entering any day in the work week or by clicking the

calendar in the “Date “ field. | Date: 11/23/2009 7| |

2. Erase all changes on the window and start over by selecting the Clear Selection option. gﬁg{mm
d f f employees from th .
3. Edit time for a group of employees from the Group Entry options.
group ploy p Entryop | e Aca [ Eait|
Draihy Entry

4. Edit by day for a group of employees from the Daily Entry options. dh add [ Edit |

L

5. Retrieve a list of employees matching a specific set of criteria. | Filter: Empioyee or ass

=]
]
[45]

elim

.

" ' e G Schedule Window

no.m 09182016 ia:%cusu«m EL:;”E;,ea :f:m‘}ea
Assignment Group: Empoyees(5)  [v] | Dor

Groups marked ™ contain 100 many results. only 175 will be dsplayed

m—“—-m

Cocv me 0600 am + 04:00 pm C«(Tm 00:00 am - NOOM\ Ciock Time 08:00 am - 0200 pm  Clock Time 06:00 em » OSNM Clock Time 030C
1.00 Lunen 100 Luneh Luneh

292016.00 Payroll Assistant |
Clock Time 0800 8w - 0400 pm Clock Tima D800 am - 0800 g | Clock Time 08:00 am - 0500 g Clock Time 03:00 am - 0500 pm  Clock Time 0200
953244.00 Payroll Assistant If Lanch 1.00 [Lomeh 1007 Lunch 100 Lunch 100 Lunch
Clock Tme 0700 am - 0400 pm  Ciock Tire 0700 am - 0400 pm  Clock Time 0700 am - 040 pm  Clock Time 0700 am - 0400 pm  Clock Time 070K
S95605.00 Payroll Speciskist Lunch 100 Lumch 100 Lunch 100 Luncn 100 Lunch
Clock Tme 05:00 s « 00.00 pm | Clock Time 08:00 am « 0800 pen | Clozk Time 08:00 am - 0500 pan  Clock Time 08:00 am < 05:00 pm Clock Tume 03 0C
Lunch 1.00 Lunch 1.00' Lunen 100 Luneh 100 Luneh

906633.00 Payroll Specishist

WS5982-00 Work Study Assistant
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e To make a schedule change for a group of employees select the cells for which entries are to be

Group Entry
changed and click the Edit in the Group Entry block. ”7 add [# Edit

Group Schedule Window

elime

P Oady Enry
Date: 03182016 %) | </cuerselecson | @ipse Zeaw | Sags e

Assignment Group: Employees (5) [x] | SorFnd |Filter:

Groups marked ™ contain 00 many results. only 175 will be displayed

_-“__

Clock Tme 0500 am - MOOW cb«‘l‘m 08:00 am - Clock Time 06:00 am - D:DDM Clock Time 02:00 am - 05:00 pm Clock Time 0300

e 1
902916.00 Payroll Assistant | - Lunen 100 Lunen 00 Lumeh

Clock Trme D800 o - D800 g  Clock Tive D800 am - 0200 pen | Ciotk Tima 0800 am - 0500 pn  Clock Time CS:00 am - 05.00 pm  Clock Time 023 0C

98324400 Payroll Assistant It bunch 100 | Lunch 100 Lunch 100 Lunch 100 Lunch

Clock Tme 0700 am - 0400 pm Ciock Tire 0700 om - 0400 pm  Clock Time 0700 am - 04N pm  Clock Time 0T 00 am - 0400 pm  Clock Time 070
995605-00 Payroll Specialist L 100 . inan 100 Lunen 100 Lunch 100 Lunch

Clock Time 05.00 sm - 08:00 pm | Clock Time 00:00 am « 0800 pen | Ciozk Time 08.00 am - 05:00 pm  Clock Time 03:00 am - 05:00 pm Clock Time C30C
Lunch 1,00 [Lumeh 100| Luneh 100 Lunen 100 Lunch

99E633.00 Payroll Specislist

WSF9E2-00 Work Stugy Assistant

e Make the changes to the schedule by entering the new In or Out time of day for the schedule.
Select Save and Return or Save Schedule to make the changes effective.

eflime

Group Schedule Window s 104

HSmeM Hsavos-:m "‘auu Group Entry[®]  You have made changes that must bo saved 1o be offectve

(316,00 Pyl g o B

Mon 0919
00 Payroll Assistant Il)

W\W'g o " Tene - 0800 am v 0 v

(99663300 (Y 82 o e

Payroll Specialist)

Mon 09/19 o
00 Payroll Specialist) o == 2] 1o

8 Clock Time i~ o100sm ¥ catopm ¥




UA eTime Approver and Timekeeper’s Guide

e The Save and Return saves the schedule changes on the Group Schedule window and

updates the Schedule tab on the employee timesheet.

eflime

Group Schedule Window

2 Geaup Entry Dady Emry
Date: 09:'18/2016:‘:] < Ciear Selaction @ ada 7 eam P age e

Assignment Group:

Employees (5)

Groups marked "™ contain 100 many results; only 175 will be displeyed

_
S02016.00 Payroll Assistant |

933244.00 Payroll Assistant I

$95605-00 Payroll Specialist
SOE633.00 Payroll Spacialist

WSHE2-00 Work Study Assstant

Lunch

Clock Tme 0800 am »

[*] | Sores Filter:

08:00 pm | Clock Time 08:00 am

Lomeh

« 0800 g | Clock Time 06:00 am - 08:00 pm

Luneh

Clock Time D500 amn -
Lynch

Clock Time 0700 amn -

Lunch

Clock Tme 0500 amn -

Lunch

0800 pm | Ciock Tive 08.00 am -

100 [Lunch

C400pm Ciock Time 0700 om -

100 Lunch

08.00 pm | Clock Time 00:00 am -«

1.00 | Lusch

0200 pen | Ciozk Tisve 0800 am - 0500 pen  Clock Time CS:00 am -

100 Lunch 100 Lunch

40 pm Clock Time 0700 am - 04D pm  Clock Time OT00 am -

100 Lunch 100 Lunch

0800 pem | Clozk Time 08.00 am - 05:00 pmn  Clock Time 03:00 am -

100 Lunen 100 Luneh

00 Lunch

Clock Time 0300
Luneh

Ciock Time 080

Clock Time 0700
Lunch

Clock Time C30C
Lunch

e The Save Schedule option saves the schedule changes on the Group Schedule window and on the
Schedule tab on the employee timesheet and returns a window that allows for the manager to
make changes by exception. Enter changes to the In or Out times for a day for an employee and
select Save and Return or Save Schedule to save the changes.

~eTime

) Mon 0919

(992916-00 Payroll
Assistant 1)

Mon 0919
00 Payroll Assistant 1)

Mon 019

(996533-00

Payroll Specialist)

Mon 0919
00 Payroll Specialist)

bof soveancressn ko save schecte @l Back | Group Entry[+]
Employee (Assignment)  Date

Group Schedule Window

You have made changes that must be saved to be effectve

Action Pay Code Hoss  in Out Amount  Commeants
8 Lurch =] 10
8 ook Trme ~l waoem ¥ cocopm ¥
8 Lumen [=] 10
8 Clock Time :ﬂ T am v L4200 pm ¥
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Manage Delegations

Approval authority can be delegated to another user in eTime. This is helpful for times when the original
Approver is not available to review and approve timesheets by the stated deadline.

Delegate Authority

1. Loginto UA-eTime.
2. From the Settings block click Manage Delegations.

UA—- ‘- Home 9 Help ~

Enter My Hours My Time Off

Go to Web Clock Review Time Off Requests
Edit Employee Time Assign Schedules

Edit Time for Groups Manage Group Schedules

Approve Time Sheets

& H.i Settings
~’ Reporting

IManage Delegations

Wiew Reports

3. Click Delegate Authority.
UA—- #& vome @ nep ~

Delegate

a-h Manage Delegations

Delegate Authority

View/Revoke My Delegations

4. Click Search for a list of Assignment Groups.

UA—- ‘ Home 9 Help ~

Delegate

Enter Search Criteria

Group Description:

- =)

You may use * as a wildcard. For
instance, ab®would match abc or
abbey
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6. Click the check box next to the Assignment Group to Delegate.

7. Enter the Effective Date and End Effective Date for the delegation to be effective. The screen
defaults the current date into Effective Date with the End Effective Date set to 1 week later. If
the time period for the delegation is until further notice enter 01/01/2999 in the End Effective
Date field.

Click Next.

M Home 9 Help ~
Delegate

Role to Delegate ective Date d Effective Date

= Manager Group |~ 09/21/2016 || 09/28/2016 ,
| Concel W tiext |

5. Search for the person to receive the delegation. The person can be searched by any field in the
Search for Delegation Recipients box. Click Search

-- ‘- Home 9 Help ~

Delegate

Enter Search Criteria

‘Group Description:

e )

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

“uxn

6. Select the person to receive the delegation. Use the wild card to narrow the search. Click

Select.

lUA—_. ‘ Home 9 Help ~

Delegate
Search Results
Search for Delegation
Recipients Select |
UserID:
Name Last Name UseriD
First Name: ® Patterson
® Patterson
Last Name: ® Patterson
Patt* 3] Patterson
Only those who can receive one : Palterson
of the selected roles will be Patterson
shown. ® Patterson
® Patterson
. Cancel | { Search | ® Patterson
Patterson
® Patterson
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7. Delegation is complete.

UA“-_ " Home 9 Help |~

Delegate

Status Message

Role(s) successfully delegated to user Hubbard,
Heather Lynn

Role Manager Group on assignment group Teresa
Faulkner Employees (1)

Revoke Delegation

1. Loginto UA-eTime.
2. From the Settings block click Manage Delegations.

‘ Home 9 Help -

Enter My Hours iy Time Off

Go to Web Clock Feview Time Of Requests
Edit Employes Time Assign Schedules

Edit Time for Groups Manage Group Schedules

Approve Time Sheets
® 11{ settings

Change My Password

|~/ Reporting

View Reports

N—

[ Manage Delegations
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3. Click View/Revoke Delegations.

UA—-_ A tome @ Hep ~

Delegate

View/Revoke My Delegations

Fh Manage Delegations
Delegate Authori

4. All current and previous delegations will be listed. Inactive delegations will be “grayed out”.
Click Revoke All next to the delegation to be ended.

4 vome @ Hep ~

UA=

Delegate

Eh Delegations

Effective Date
08/26/2016

Assignment Group Recipient

Hubbard, Heather Lynn

End Effective Date Delegated Role
09/28/2016 Manager Group

Role After Delegation

Teresa Faulkner Employees Manager Group

My Current Role
Manager Group

Actions

5. Select immediately or a specific date to end the delegations. Click Revoke Delegations.

Revoke Delegated Roles

x

Assignment Group Recipient Effective Date End Effective Date Delegated Role My Current Role

e

0S/26/2016 08282016 T_MANAGER_GROUP T_MANAGER_GROUP

I Revoke Effective () Immediately

@ Atendofdayon 08/21/2016 [

l RevuloeDeiegaﬁun(s)l

Cancel

6. Delegation has been revoked.

UA—-_ ‘ Home 9 Help -

Delegate

Operation performed successfully.

£h Delegations

Assignment Group
Teresa Faulkner Empl e

Recipient
Hubbard, Heather Lynn

Effective Date
09/26/2016

Actions
Maothing to revoke.

End Effective Date Delegated Role
09/20/2016|Manager Group

Role After Delegation
Manager Group

My Current Role
Manager Group




