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Time Clock Time Entry — Users Guide

Punch In

1. If the screen saver time is displayed on the clock, press any button on the time clock to turn off the

screen saver and display the Welcome screen.




3. Verify that “Punch: Punch In” is displayed at the top of the clock. Slide your Action Card in the card
reader with the magnetic stripe to the right.
Note: Press the “Cancel” button at any time to return to the Welcome screen.

4. The confirmation screen will be displayed with the time of the “In Punch”. Press the “Save” button to
save your time. The Welcome screen will be displayed. You have successfully punched in. Note: Press
the Cancel button at any time to return to the Welcome screen.




Punch Out

1. If the screen saver time is displayed on the clock, press any button on the time clock to turn off the

screen saver.

2. Press the button next to “Punch Out” I”m'"”’"I




3. Verify that “Punch: Punch Out” is displayed at the top of the clock. Slide your Action Card in the card
reader with the magnetic stripe to the right.
Note: Press the “Cancel” button at any time to return to the Welcome screen.

4. The confirmation screen will be displayed with the time of the “Out Punch”. Press the “Save” button to
save your time. The Welcome screen will be displayed. You have successfully punched out. Note: Press
the Cancel button at any time to return to the Welcome screen.




View Your Timesheet

1. Loginto MyBama
2. Click the Employee Ta
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4. Click the “Home” button

a[ Home @ Help
’ The University of Alabama

04/07/2010 10:57:31 am

995539-00 Accounting Specialist

Timesheet

Pay Code

I

5. Select “Enter My Hours”

® Time Entry @ Schedules

%) Enter My Hours [N RequestTime Off
& GotoWeb Clock

Ve Settings
u Reports
@ Change My Passward

s View General Reports




6. Your timesheet for the current pay period will be displayed.
To view your totals for the pay period, select the “Timesheet Preview” tab. This will display your time by
day for a pay week and the totals for which you will be paid for the pay period. To change pay weeks
click a day in the week. To view a different pay period click the calendar.

My Time Entry: !

| More v | | List View = |
Jan 24, 2010
Date Pay Code Clock Pay Code Hours Start Time  End Time A t C ts Total
@ T Annual Leave
Mon 01/25 @ | Clock Time 08:02 am 05:02 pm
@ | Regular 8.00 8.00
| @". Annual Leave
Tue 0126 | @',. Clock Time 08:00 am 05:00 pm
| @". Regular 8.00 2.00
@ = Annual Leave
wed 01/27 @ |w Clock Time 08:00 am 03:05 pm
@ 1= Regular 8.00 2.00
& =
Exceptions 1” Timesheet Prev... H Time Off Balances H FMLA H Military H Detail
Assignment Pay Code Banner Code Shift Hours Amount Comments
995539-00 Acco... Regular 020 1 58.00 0.00
995538-00 Acco...  Sick Leave 180 1 5.00 0.00 Dr. Jones
Total 64.00 0.00




Enter Leave Time to Be Paid

1. Loginto UA-eTime from MyBama. Go to the timesheet as explained above.

2. Click o on the day to enter leave time to be paid. This will insert a new timesheet “row” on that day.

Click the “drop down arrow” = next on the timesheet row just inserted and select the appropriate

leave pay code.

35539-00 Accounting Specialist

My Time Entry:

< 01/24/2010 - 02/06/2010 [T [» | (o8] | More » | | ListView |
Timesheet ” Schedule l
s nid

WTFS5 5 M
1

Jan 26, 2010
24 25 26 27 28 29 30 31

Date

Pay Code Clock Pay Code Hours StartTime  End Time Amount Comments Total
Sun01/24  [(@[«| Annual Leave
@‘v Annual Leave
Maon 01/25 @‘v Clock Time 08:02 am 05:02 pm
Dlv| Regular 8.00 8.00
o-
Tueorze (@fr (I ~ 08:00sm  05:00pm
on Sick Leave b s
g Comp Taken
Ol Birthday
_ Q- Bersavement 08:00am  05:05pm
wed 01/27
Ol Jury Duty 8.00 2.00
Admin Leave =
Exceptions [ [_T Milicary Used ” Military H Detail
State Emergency Used
Assignment pay ( Unpaid Leave Hours Amount Comments
995533-00 Acco... Regu| AT Annual Leave b 59.00 0.00
EMI 4=
§95538-00 Acco Sick Leave 180 1 5.00 0.00 Dr. Jones

3. Enter the number of leave hours to be paid in the “Hours” column.

[l save ||
Click

to save your changes.

- 995539-00 Accounting Specialist

| 4 01/24/2010- 02/06/2010 77 |

[ Timesheet " Schedule W
s M /WTFS 5 MTWTFS Jan 26, 2010
24/25/26 27 28 29|30/ 31 1 2 3 4 5 &
Date Pay Coda Clock Pay Code Hours StartTime  End Time Amount Comments Total
Sun01/24 [ (@|r| Annual Leave
@ | Annual Leave
Men01/25 [ (@r Clock Time 08:02 am 05:02 pm
@'v Regular 200 8.00
T RETITT [ e
Tuzo01/26  [@[+ Clock Time 08:00 am 05:00 pm
Qlr R=gular 8.00 8.00
@ |= Annual Lezve
Qlr Clock Time 08:00 am 05:05 pm
wed 01/27
Ql Regular 8.00 8.00
[ Exceptions P " Timesheet Prev.., " Time Off Balances " FMLA H Military H Detail
[This information may be out of date. Click to reload
Assignment Pay Code =~ Banner Code Shift Hours Amount Comments
995539-00 Acco... Regular 020 1 £5.00 o.00



Request Time Off for a Future Pay Period

1. Logonto UA-eTime from MyBama

2. Click the “Home” button

3. Select “Request Time Off”

The University of Alabama

® Time Entry 12| Schedules
i) Enter My Hours [[E Reguest Time Off ]

@ GotoWeb Clock

Settings

u Reports
@ Change My Password

lad View General Reports

4. Select “Create new Time Off Request.

% Home ® Help

Time Off Request Summary

Current Requests

@ Create new Time Off Request.
Dizplay previous Time Off Requests.
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5. Select the leave type from the Paycode dropdown list.
Enter the Start Date for the leave. Enter the End Date for the Leave.
Click “Enter Details for this date range”.

e[ Home @ Help

Create Time Off Request

Create Time Off Request

Paycode
v

Start Date

@ Enter details for this date range.
@ cancel this Time Off Request.

6. The “Edit Time Off Request Details” page is displayed with your normal daily scheduled hours
automatically filled in in the Hours Requested column.
You have the option to change the Paycode and number hours for any day listed.
Click “View and Confirm details for this Time Off Request”

Edit Time Off Request Details

Mon 0412

Annual Leave Vl

Bereavement

Annual Leave .vl

Tue 0413

wp 3 Wed 04114

@ View and confirm details for this Time Off Request.
G Create new Time Off Request.
@ Cancel this Time Off Request,
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7. The Review/Finish Time Off Request page is displayed that shows:

The Leave Request Summary
Your Estimated Leave Balances for the days requested

Review/Finish Time Off Request

Request Summary

Date <& Paycode Hours Requested

Mon 0412 Annual Leave 8.0
Tue 04/13 Bereavement 4.0
Wed 0414 Annual Leave 2.0

Adjusted Bank Balances

Assignment & Bank Description Initial Balance  Ending Balance

Aggregate
Assignment -
A _BIWEEKLY
Aggregate
Assignment - Sick Leave 190.08 190.08
& BIWEEKLY

Aggregate

Assignment - Military Used 0.00 0.00
& BIWEEKLY

A 4

FMLA Military

Available 1,040.00 1,040.00

8. Scroll to the bottom of the page to:
Enter Comments to Manager about the leave request
Actions to take: Select “Submit this Time Off Request” to your manager
Select “Enter details for this date range” to make changes to the request
Select “Cancel this Time Off Request” do cancel the request.

Comments to Manager

Take daughter to beach

Exceptions

&) submit this Time Off Request.
'@ Enter detailz for thiz date range.
@ cancel this Time O1f Request,
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9. After submitting your time off request the Time Off Summary page will be displayed. When the request
is approved by our Manager, the requested time off will be inserted on your timesheet for the days

requested.

Time Off Request Summary

Your time off request was successfully created.

Current Requests

Action Employee ID & Approval Status Employee Name Assignment Description Start Date  End Date
@ *ending 15539-00 Accounting Specialist)  Mon 0412 Wed 04/14

@ Create new Time Off Request.
0 Dizplay previous Time Off Reguests.
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