Time Tracking: Reporting Hours Worked (Timesheet) Employee

ENTER TIME BY WEEK
From the Time application:

1. Click Select Week under Enter Time.

Enter Time

2. Select a date corresponding with the week.

View Time Select Week

Date % MM/DD/YYYY [

3. Click OK.

N

workday. | EDUCATION

4. On the upper right of the timesheet, click the Actions button.
Select Enter Time by Week.

Overtime Reguests
Reguest Absence
Review Time

Review Time by Week

Run Calculations

5. Enter time for each day worked. Note that the Enter Time by
Week option allows you to enter time on a weekly basis, not by
pay period. Click Next after completing entire week.
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6. To add more line items in each given day, click the plus sign.
(This is recommended for employees who work partial hours and
have time off hours in one day).
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Note: Workday defaults the “Out Reason” to Meal on the
first line and Out on the second line of each given day.
Meal is used when you leave for your meal break. Out is
used when you leave for the day. You can edit the out
reason by clicking on the box and choosing either Meal or
Out.

Out Reason

Meal v

Out

7. If you have multiple jobs on campus, you will need to specify what
job you are reporting hours for. You can do this by clicking on the
“Position” box and clicking on the appropriate position.

juantity

Catering Worker -
Adobe Lodge, Auxiliary
Services Department

Student Worker -
HRADM (+), HR Service
Unit i Operations Department Worktags

0 Hours

search
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8. Next page- Confirmation of entered time. Click Save.

Enter Time - Confirmation

Daily Totals Week Totals
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9. Once hours are saved, click the Review button in the lower right of the
timesheet.
< > Feb21-27,2021 Week *  Actions * Summary
.....

Note: Before hours are submitted, theyare in a Saved
status and are marked as Not Submitted. If your hours
are in a Saved status, your supervisor will not be able to
approve the hours. You must Submit the hours in order
for them to be approved and run through payroll.
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10. From the Submit Time window, click on the orange Submit
button. (If you are entering time for multiple pay periods, you will
be prompted to choose one pay period to submit time for.You will
not be able to submit time for multiple pay periods at onetime.)

Submit Time

By clicking SUBMIT, | certify that the time | have entered is accurate and true. | also certify that | have received
all meal and rest breaks to which | am entitled.

Following date range will be submitted for approval.

February 16 - 28, 2021 : 8 Hours Total

Total for February 16 - 28, 2021

Regular 8
Overtime 0
Double Time 0
Time Off 0
Holiday/Closure

Other

° ‘ enter your comment

11. Once the hours have successfully been submitted, the You Have
Submitted window will appear. Click on the X in the upper right to
close the window.

You have submitted

Up Next: Primary Manager (TT Only), Approval by Primary
Manager (TT Only) or Timekeeper (Supervisory), Due Date...
View Details

N

workday. | EDUCATION

Note: From the Action button, you may auto-fill time
worked from a prior week. If you choose to auto-fill time
worked from a prior week, you can always modify any
time entries.

Worker

Start Date 02/21/2021

End Date 02/27/2021

Auto-ill from Prior Week
Select Week * | 02/07/2021 - 02/13/2021

select one

Enter Time by Week

. ) ne 02/14/2021 - 02/20/2021

My Team's Overtime Requests N

- : Ti BGS| 02/07/2021 - 02/13/2021
ertime REqUESIS

01/31/2021 - 02/06/2021
Request Absence

I 01/24/2021 - 01/30/2021
Review Time by Week

01/17/2021 -01/23/2021

12. Once all time entries have been completed, you can view a
weekly summary of the hours on the right hand side of the
timesheet.

Today ¢ > Feb21-27,2021 v i Summary

sun, 2121 Mon, 2022 Feb 21-27,2021
Hours:0 Hours:8. Hours:0 H
Reguiar
Overtime
Double Time
Time Off
Holiday/Closure
Other

Hours
&00am - 400pm
8Hours.

Submitted
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VIEW DETAILS OF SUBMITTED TIME

From the Time Entry Calendar:

1.

o~ 0D

Select a time block to view detailed information about your time
entry.

Click the View Details button.
Click the Reported tab to view reported work time.
Click the Calculated tab to view calculated time

Click the History tab to view the process history of a particular
time entry.

ime Block 5 Hours on 07/01/2019 sctions [x]

Worker

Date 07/01/2019

Status  Submitted

Reported Calculated History

Shift Date 07/01/2019

Calculated Date 07/01/2019

Calculated Time In 07/01/2019 07:00 AM GMT-08:00 Pacific Time (Los Angeles)
Calculated Time Out ~ 07/01/2019 12:00 PM GMT-08:00 Pacific Time (Les Angeles)
Calculated Quantity S

Time Calculation Tag  Regular
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MODIFY PREVIOUSLY REPORTED TIME

From the Time application:

1. Click Select Week under Enter Time.

2. Select a date corresponding with the week.

3. Click OK. Your reported time displays on the calendar. Approved
items display with a green bar on the left side of the time block

and an Approved status.

Worked Time
5:00am - 9:00am
4 Hours

+ Approved

Worked Time
5:00am - 9:00am
4 Hours

+ Approved

4. Click the particular time block. Edit the details of the time block

and click OK or Delete.

Note: You may need to re-submit hours.
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