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(120) Time and Leave — Timekeepers

State of Hawaii

Time and Leave
Timekeeper

Course 120

Recommended for users assigned the Timekeeper role |
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Duration

Course Duration

This course will take approximately 5 - 6 hours.

You can complete it all today or by
sections as needed.

It's really up to you!

You can take the training % l-'f:h: "‘3:

how it best fits in your e
schedule.

Select ‘Next’ to continue.

This course will take approximately 5 - 6 hours.
You can complete it all today or by sections.
It's really up to you.

You can take the training how it best fits in your schedule.
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Preparation

HA\MN ‘ Infor
‘I

Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next’ to cantinue.

It is recommended that you avoid distractions during your training session. You
should close all other applications including your email while taking the course
and silence your cell phone.
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Help Desk Information

HAWN ‘ pEm——

Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal
Time Keeper

= How-To Use the HIP Ticket System:
http://ags.hawaii.gov/hip/files/2019/07/Using-the-HIP-Ticket-Center-042419.pdf

= HIP Ticket System: https://hipservice.hawaii.gov/s/

= HIP Security Access Request Form for Time/Leave & Payroll-Deployed Departments:
https://docs.google.com/forms/d/e/1 FAIpQLSdBn_vtESRUIOIMgCTAWODaTObLafDLbrSsI3i-

TMauonZnecw/viewform
| |
Select 'Next’ to continue. q,‘g;

¢ How-To Use the HIP Ticket System:
http://ags.hawaii.gov/hip/files/2019/07/Using-the-HIP-Ticket-Center-042419.pdf

¢ HIP Ticket System: https://hipservice.hawaii.gov/s/

¢ HIP Security Access Request Form for Time/Leave & Payroll-Deployed
Departments:
https://docs.google.com/forms/d/e/1FAIpQLSdBn vtESRUIOMgCTfWODaTObLafDLbr
SI3i-TMgU0On2necw/viewform
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o HAWAe

Time and Leave - Timekeepers

Course Objectives | Key Terminology | Timekeeper Overview
Time and Labor WorkCenter | Working with Exceptions | Adjust Reported Time
Report Rapid Time | Report Time and Add Comments

SELECT A TOPIC FROM ABOVE TO LEARN MORE!

SELECT ATOPIC FROM
ABOVE TO LEARN MORE!

AFTER COMPLETING THE SECTIONS ABOVE, SELECT ‘NEXT’' TO COMPLETE THE COURSE.

Time and Leave — Timekeepers

Table of Contents
= Course Objectives
= Key Terminology
= Timekeeper Overview
= Time and Labor WorkCenter
=  Working with Exceptions
= Adjust Reported Time
= Report Rapid Time
= Report Time and Add Comments
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Course Objectives

After completing this course, you will understand the following:

= |Jsing the Time and Labor WorkCenter
= Working with Exceptions

= Reporting Time and Adding Comments
= Adjusting Reported Time

= Using Rapid Time Entry

Select 'Next’ to continue.

Course Objectives

After completing this course, you will understand the following:

Using the Time and Labor WorkCenter
Working with Exceptions

Reporting Time and Adding Comments
Adjusting Reported Time

Using Rapid Time Entry
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l i HAWA| | formator Key Terminology
Elapsed Time Time Reporting Code Rapid Time
(TRC)
Punch Time Entry Time Administration Reported Time
Positive Time Reporter Timesheet Exception Payable Time
Click on any Term listed

above to learn more!

When finished, select ‘Next’ to complete this section.

Key Terminology

Elapsed Time Entry

Punch Time Entry

Positive Time Reporter
Time Reporting Code (TRC)
Time Administration
Timesheet Exception

Rapid Time Entry

Reported Time

Payable Time

Click on any Term listed above to learn more!
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HAWA "o, Key Terminology

Punch Time Entry

Definition:
When entering time, employees who use this method enter specific In
and Out times for the workday.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Punch Time Entry

Definition:
When entering time, employees who use this method enter specific In and Out
times for the workday.
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HAWA™ Key Terminology

Elapsed Time Entry

Definition:
When entering time, employees who use this method enter the total
number of hours worked for each day.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Elapsed Time Entry

Definition:
When entering time, employees who use this method enter the total number of
hours worked for each day.
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el HAWAI e Key Terminology

Time Reporting Code
(TRC)

Definition:

A Time Reporting Code (TRC) is a code that identifies the type of time
worked.

To close the box, click the red circled X’ in the upper right-hand corner.

Time Reporting Code (TRC)
Definition:

A Time Reporting Code (TRC) is a code that identifies the type of time worked.
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HAWA||"rerener Key Terminology

Rapid Time Entry

Definition:
The Rapid Time Entry page allows the user to enter time for employees in
a fast manner.

To close the box, click the red circled ‘X’ in the upper right-hand corner.
Rapid Time Entry
Definition:

The Rapid Time Entry page allows the user to enter time for employees in a fast
manner.
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HAWA "o, Key Terminology

Timesheet Exception

Definition:
An exception is a condition that exists regarding time that requires

further review. For example, OT recorded on the timesheet that was not
pre-approved will be marked as an exception.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Timesheet Exception

Definition:

An exception is a condition that exists regarding time that requires further review.
For example, OT recorded on the timesheet that was not pre-approved will be
marked as an exception.
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HAWA™ Key Terminology

Positive Time Reporter

Definition:
Positive time reporters report all time worked. Depending on the setup,
this type of reporter can report either punched or elapsed time.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Positive Time Reporter

Definition:
Positive time reporters report all time worked. Depending on the setup, this type
of reporter can report either punched or elapsed time.
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HAWA "o, Key Terminology

Time Administration

Definition:
Time Administration is a batch process that runs nightly and applies the
rules for processing time.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Time Administration

Definition:
Time Administration is a batch process that runs nightly and applies the rules for
processing time.
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Sl HAWA e Key Terminology
.

Reported Time

Definition:

Time that has been entered into HIP and submitted but not yet
processed through Time Administration. Or the submitted time has
been processed through Time Administration and has at least one
exception.

To close the box, click the red circled *X' in the upper right-hand corner.
Reported Time

Definition:

Time that has been entered into HIP and submitted but not yet processed
through Time Administration. Or the submitted time has been processed through
Time Administration and has at least one High severity exception.
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HAWA "o, Key Terminology

Payable Time

Definition:
Time that has been validated by the Time Administration process and
does not have any High severity exceptions. It is ready to be approved by

the employee’s manager. Once approved, Payable Time is ready for
payroll processing.

To close the box, click the red circled ‘X’ in the upper right-hand corner.

Payable Time

Definition:

Time that has been validated by the Time Administration process and does not
have any High severity exceptions. It is ready to be approved by the employee’s
manager. Once approved, Payable Time is ready for payroll processing.
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Timekeeper Overview

Lesson Scenario

In this lesson, you will learn the duties
of a timekeeper.

Select ‘Next’ to continue.

Timekeeper Overview

Lesson Scenario

In this lesson, you will learn the duties of a timekeeper.
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Timekeeper Duties

Each unit or department at the State of
Hawaii (SOH) has an assigned timekeeper.

++ The primary function of the timekeeper is
to resolve exceptions.

% Also, the timekeeper views payable time
and follows up with the manager to ensure
all payable time is approved.

% In addition, the timekeeper works with the
manager to get overtime requests
approved in order to avoid exceptions.,

Select ‘Next’ to continue.

Timekeeper Duties

Each unit or department at the State of Hawaii (SOH) has an assigned
timekeeper.

+« The primary function of the timekeeper is to resolve exceptions.

% Also, the timekeeper views payable time and follows up with the manager to
ensure all payable time is approved.

++ In addition, the timekeeper works with the manager to get overtime requests
approved in order to avoid exceptions.
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el HAWAIIrermten

The WorkCenter

The timekeeper's most
important tool is the Time
and Labor WorkCenter in
HIP.

This page is used to
complete the timekeeper’s
main tasks — resolving
exceptions and working
with the manager to
ensure payable time and
overtime requests are
approved.

[ase——

You'll learn more about the
Timekeeper's job in the
other topics in this course.

Select 'Next’ to continue.

The WorkCenter

The timekeeper’'s most important tool is the Time and Labor WorkCenter in HIP.
This page is used to complete the timekeeper’'s main tasks - resolving exceptions
and working with the manager to ensure payable time and overtime requests are

approved.

You'll learn more about the Timekeeper’s job in the other topics in this course.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Time and Labor WorkCenter

Lesson Scenario

In this lesson, you will learn about the WorkCenter.
Timekeepers use the Time and Labor WorkCenter to

view and resolve exceptions and view payable time.
Occasionally they also use it to view overtime requests.

Select ‘Next’ to continue.

Time and Labor Workcenter

Lesson Scenario
In this lesson, you will learn about the WorkCenter.
Timekeepers use the Time and Labor WorkCenter to view and resolve

exceptions and view payable time. Occasionally they also use it to view overtime
requests.
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* Employee Self-Service

Click the drop-down arrow. Begin by navigating to the Time and Labor

-

WorkCenter in Manager Self Service.

If the Manager Self Service home page does not
display by default, click the drop-down arrow to

select it from the list of options.

W-2W-2¢ Consent

Last Pay Date 12/20/12019

Classic Home

E

Security Setup Required

Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

Begin by navigating to the Time and Labor WorkCenter in Manager Self
Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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MLI"

AW ._|| oI ¥ Employee Self-Service

Employee Self-Service i\.rimw-sz-zc Forms

Click Manager Self Service
from the list of options.

Pay Statements

Last Pay Date 12/20/12019

Classic Home Security Setup Required

E Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

Click Manager Self Service from the list of options.
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i* Manager Sell Service |

Monitor Approvals

Team Time

Click the Time and Labor
WorkCenter tile.

14 Exceptions

Click the Time and Labor WorkCenter tile.
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Favoriles ™ Main Menu ™ b wjer Self Senio »  Time and Lahar WerkGCentar > Manage Group Excaptions #& Home Sign Out
\;L H AW AddTo = @
v
Time and Labor WorkCer % ] New Window | Help | Personalize Page | £ =
Main | RepurlsProcesses | OHErE— T | Wllcom. i

Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and
provide more space in the work area.

» Filtering Options

Exceptions ()

B Q
Overview Delails Demographics (3
Allow Last Name First Name Empl ID Rs

Allow Excaptions (7)

Select All Deselect All |

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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Favoriles ~ Main Manu =

:;ELHAt.u

Welcome

> Manager Self Serce

IExcapt'rom | Fayabls Time

¥ Employee Selection

¥ Filtering Options

Exceptions (&
H Q
Overview Detals
Allow Last Name

Allow Exceptions (7

Select All

> Time and Lahar WearkCentar > Manage Group Exceptions #& Home Sign Qut
AddTo = @
New Window | Help Personalize Page sl =
Crvertime Requestsl
e
The Welcome page on the Time and Labor WorkCenter displays.
Timekeepers use the three tabs on the Weleome page — Exceptions,
Payable Time, and Overtime Requests — to do most of their work.
Select ‘Next’ to continue.
>,
Demagraphics | e
Empl
First Name Empl ID Record Job Title
1]
Deselect All |

The Welcome page on the Time and Labor WorkCenter displays.

Timekeepers use the three tabs on the Welcome page — Exceptions, Payable
Time, and Overtime Requests — to do most of their work.

March, 2020 — Version 1

Page 26



HAWA| Informatiorl Course 120 — Time and Leave
Porta

Timekeepers Course

HAWAI™55

The Exceptions Tab

The Payable Time Tab

The Overtime Requests Tab

Select any button above to learn more!

Select ‘Next’ to continue.

* The Exceptions Tab

* The Payable Time Tab

= The Overtime Requests Tab

Select any button above to learn more!
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Time and Labor WorkCenter
Exceptions Tab

The Timekeeper for each unit or department is
responsible for resolving any exceptions on the
employees’ timesheets.

In this section, you will learn to search for
exceptions using two features on the
Exceptions tab - Employee Selection and
Filtering Options.

Select ‘Next’ to continue.

Time and Labor WorkCenter Exceptions Tab

The Timekeeper for each unit or department is responsible for resolving any
exceptions on the employees’ timesheets.

In this section, you will learn to search for exceptions using two features on the
Exceptions tab - Employee Selection and Filtering Options.
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Favoriles ™ Main Manu ~ > Mianager Self Sanvice > Time and Labor WerkCenter > Manage Group Excaptions #& Home Sign Out
1— | Add To v o
! HAH Add To Q
New Window | Help Personalize Page sl =
Welcome
' N
N e et By default, the Exceptions tab displays when you
navigate to the WorkCenter.
¥ Employee Selection
To view exceptions, you can search using either the
Employee Selection or Filtering Options.
¥ Filtering Options :
Select ‘Next’ to continue.
Exceptions (& b )
H Q
Overview Detals Demagraphics | e
Empl
Allow Last Name First Name Empl ID Record Job Title
L 1]
Allow Exceptions (7
Select All Deselect All i
< >

By default, the Exceptions tab displays when you navigate to the WorkCenter.

To view exceptions, you can search using either the Employee Selection or
Filtering Options.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
1— | Add To v o
! HAH Add To Q
New Window | Help Personalize Page sl =
Welcome
One way to search for exceptions is
SO R e using the Employee Selection feature.
mployee Selection
Click the arrow to the left of
Employee Selection.
|
Overview Detals Demagraphics | e
Empl
Allow Last Name First Name Empl ID Record Job Title
L 1]
Allow Exceptions (7
Select All Deselect All i
< >

One way to search for exceptions is using the Employee Selection feature.

Click the arrow to the left of Employee Selection.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut

\;LHAW | AddTa ~

You can click the Get Employees button to generate a list of all employees ~
o in your unit or department with unresolved exceptions.

Alternately, you can use the Selection Criteria below to search for
Exceptions | Payable|  employees with unresolved exceptions.

Select ‘Next’ to continue.

\ ——

* Employee Selection "

Employee Selection Criteria

Selection Criterion Selection Criterien Value

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record Q
Lasi Mame Q
First Name Q
Diepartment Q
Supenvisor |0 Q

v
< >

You can click the Get Employees button to generate a list of all employees in
your unit or department with unresolved exceptions.

Alternately, you can use the Selection Criteria below to search for employees
with unresolved exceptions.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ &
i VLA |[Informatic i et )
ol HAWAIl e it~ @
» New Window | Help Personalize Page sl =
Wealcome

Exceptions | Fayabls Time Orvertime Requests

* Employee Selection

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterien Value

Clear Criteria
Time Reporter Group Q ~

Save Criterig |
Employee 1D Q ]
Empl Record Q
Last Name

Click below the scroll bar to
FEENamS move down the page.
Department
Supervisor [D Q | el
v
< >

Click below the scroll bar to move down the page.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
1— | Add To v o
! HAH | Add To Q
(]
Supervisor 1D Q
Workgroup Q
A second way to search for exceptions
is using Filtering Options.
E iitering Options
Click the arrow to the left of
Filtering Options. =
' Empl
Allow Last Name First Mame Empl ID Record Job Title
I o
Allow Exceptions 3
Select All Deselect All
Save
W
< >

A second way to search for exceptions is using Filtering Options.

Click the arrow to the left of Filtering Options.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
:— A g .
"‘ avbar
i Complete one of more of the Filtering Options to search for exceptions. For 3

Bt example, if you enter ‘'MTLX0001’ in the Exception ID field and then click the Select

button, you will get a list of employees who have an Overtime Exception.
Workgroup

Select ‘Next’ to continue.
i~ Filtering Options
"Date Filter | equal to b Start Date
Employee Filter | equal io 1| Employes ID
“Exception Filter | equal o | Exception |D
Severity hd
Rumn Control ID Select
Exceptions (@
H Q
Overview Details Demagraphics | ||»
Alow  LastName First Name Empl ID Empl b Title
Record v
< >

Complete one of more of the Filtering Options to search for exceptions. For
example, if you enter ‘MTLX0001’ in the Exception ID field and then click the
Select button, you will get a list of employees who have an Overtime Exception.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut

Lll:gLH A | foriTatn AddTo = )
S

A'i'h

A
Supervisor 1D Q
Workgroup Q
Click above the scroll bar to
move to the top of the page.
i~ Filtering Options
"Date Filter | equal to b Start Date | bt
Employee Filter | equal io 1| Employes ID
“Exception Filter | equal o | Exception |D
Severity hd
Rumn Control ID Select
Exceptions (@
= Q
Overview Details Demagraphics | ||»
Alow  LastName First Name Empl ID Empl b Title
Record v
< >

Click above the scroll bar to move to the top of the page.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\;LHAW | AddTo = @
New Window | Help Personalize Page sl =
Welcome
Exceptions | Fayabls Time Orvertime Requests
, For instructions on resolving or allowing exceptions, refer to the
¥ Employee Selection L. . . . =
topic titled “Werking with Exceptions”.
— : Select ‘Next’ to continue.
¥ Filtering Options
Exceptions (&
H Q
Overview Detals Demagraphics | e
Allow  LastName First Name Empl ID R_'i':r'ﬂ Job Tile
[ 1]
Allow Exceptions (7
Select All Deselect All i
< >

For instructions on resolving or allowing exceptions, refer to the topic titled
“Working with Exceptions”.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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HAWAI 5]

The Timekeeper works with the manager to
ensure all payable time is approved.

In this section, you will learn to search for
employees with pending payable time using the
Employee Selection feature.

Select ‘Next’ to cantinue.

Time and Labor WorkCenter Payable Time Tab

The Timekeeper works with the manager to ensure all payable time is approved.

In this section, you will learn to search for employees with pending payable time
using the Employee Selection feature.
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Main Menu = > Manager Seif Servioe > Time and Labhar WorkGCentar > Manage Group Exceptions #& Home Sign Qut

AddTo =

New Window | Help Personalize Page sl

Welcome
Begin by navigating to the Time and Labor WorkCenter.

By default, the Exceptions tab displays.

Exceptions | Fayabls Time Orvertime Requests

Select ‘Next’ to continue.

¥ Employee Selection

¥ Filtering Options

Exceptions (&

HF Q
Overview Detals Demagraphics | e
Allow  LastName First Name Empl ID Empl | joh Title
Record
[ 1]
Allow Exceptions (7
Select All Deselect All i
< >

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ -
I-I_'_ || A formatic Add Ta «
s ! HA'i"‘FJL‘ | Parts Add To
» New Window | Help Personalize Page sl =
Welcome
Exceptions || Fayabls Tim | Cvertime Requests
¥ Employee Selectio :
Click the Payable Time tab.
¥ Filtering Options
Exceptions (&
H Q
Overview Detals Demagraphics | e
Empl
Allow Last Name First Name Empl ID Record Job Title
[ 1]
Allow Exceptions (7
Select All Deselect All i
< >

Click the Payable Time tab.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Time by Group . Home Sign Qut
[ WA AddTo =
\ELHAW e st O
: . ; =
Timekeepers work closely with their managers to ensure ~
| Welcome | payable time is approved.

You can use this page to determine which employees in
Exceptions | Payable Time | Ovedime Reaul vy unit or department have payable time that needs to
be approved. You can then follow up with the manager
to make sure all payable time gets approved.

¥ Employee Selection RSy g PP

Select 'Next’ to continue.

Change Time in View

Start Date  01/25/2020  [i3:] End Date 030172020 [&2| %

Employees For i

H Q 1-1 of 1|

Time Summary Demographics |3

¥ Empl
Select Last Name First Mame Employee ID Record Job Title Total

LI Last Mame il

Timekeepers work closely with their managers to ensure payable time is
approved.

You can use this page to determine which employees in your unit or department
have payable time that needs to be approved. You can then follow up with the
manager to make sure all payable time gets approved.
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Sl HAWAII =5z
0

Excepfions | Payable Time | Owverlime Reguests

mployee Selection

Click the arrow to the left of

Employee Selection. End Date 03012020 [ %
Employees For @
HF Q
Time Summary Demographics |3
Select Last Name First Mame Employee ID
L Last Name
<

Click the arrow to the left of Employee Selection.

Favoriles = Main Menu =~ > Manager Seif Senioe » Time and Lahar WerkCentar ¥ Approve Time by Groug

#& Home

AddTo =

MNew Window lelp

Empl
Recorg “oE Title

1-1 of 1|

Sign Out

Total
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar »  Approve Time by Group B . Home Sign Qut

Lll:gLH AW | Add Ta_

You can click the Get Employees button to generate a list of all employees in ~

o your unit or department with payable time.

Alternately, you can use the Selection Criteria to search for employees with
Excepfions | Pal  payable time.
Select ‘Next’ to continue.

\ ——

i¥|Employee SeletHoN

Employee Selection Criteria

Selection Criterion Selection Criterien Value

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record Q
Lasi Mame Q
First Name Q
Diepartment Q
Supenvisor |0 Q

v
< >

You can click the Get Employees button to generate a list of all employees in
your unit or department with payable time.

Alternately, you can use the Selection Criteria to search for employees with
payable time.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar »  Approve Time by Group B . Home Sign Qut
\ -
p..l:'_ W formati AddTa =
GQ’HAINJH' | Porta HavBar
» New Window lelp | B
"~
Welcome
Excepfions | Payable Time | Owverlime Reguests
{¥Employee Selection
Employee Selection Criteria Get E'"F'“i'ﬂsll
For this example, click the
Selection Criterion Selectid Bt
Get Employees button. Clear Criteria
Time Reporter Group
Save Criteria
Employee 1D Q
Empl Record Q
Lasi Mame Q
First Name Q
Diepartment Q
Supenvisor |0 Q
W
< >

For this example, click the Get Employees button.
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Main Menu = > Manager Seif Senioe »  Time and Lahar WarkCenter »  Approve Time by Group B . Home Sign Out
AddTo v @
Nolfcation  Maviar
New Window jelp | B
[ad
Welcome
Excepfions | Payable Time | Owverlime Reguests
¥ Employee Selection
Gl T In Vi At this point in time, there is one employee in your unit or
department who has payable time that needs to be approved.
Start Date 01262020 [
Select ‘Next’ to continue.
Employees For @
HF Q 1-1 of 1)v] Wiew All
Time Summary Demographics 103
Select Last Name First Name Employes |D Reilzf:: Job Title Total Payable Hours
O Dioe John 0 78.00
@ o
< >

At this point in time, there is one employee in your unit or department who has
payable time that needs to be approved.
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Main Manu = > Manager Self Serce > Time and Lahar WerkCentar > Apprave Time by Group [ #& Home Sign Out
Add Ta = P @
Motmcaton MNavDar
New Window jelp | B 2
Welcome
Excepfions | Payable Time | Owverlime Reguests
' N
Timekeepers don’t take any action on payable time; however,
¥ Employee Selection you will work with the manager to get this payable time
approved so the employee gets paid.
Changa Time in View
Select ‘Next’ to continue.
Start Date 01262020 [
N >,
Employees For @
HF Q 1-1 of 1)v] Wiew All
Time Summary Demographics 103
Select Last Name First Name Employes |D REE;':: Job Title Total Payable Hours
= Doe John 0 78.00
@ o
< >

Timekeepers don’t take any action on payable time; however, you will work with
the manager to get this payable time approved so the employee gets paid.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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The Timekeeper occasionally uses this tab to
determine whether employees have any
pending overtime requests.

In this section, you will learn to search for
pending overtime requests using the Employee
Selection feature.

Select ‘Next’ to cantinue.

Time and Labor WorkCenter Overtime Requests Tab

The Timekeeper occasionally uses this tab to determine whether employees
have any pending overtime requests.

In this section, you will learn to search for pending overtime requests using the
Employee Selection feature.
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Main Menu = > Manager Seif Servioe > Time and Labhar WorkGCentar > Manage Group Exceptions #& Home Sign Qut

AddTo =

New Window | Help Personalize Page sl

Welcome
Begin by navigating to the Time and Labor WorkCenter.

By default, the Exceptions tab displays.

Exceptions | Fayabls Time Orvertime Requests

Select ‘Next’ to continue.

¥ Employee Selection

¥ Filtering Options

Exceptions (&

HF Q
Overview Detals Demagraphics | e
Allow  LastName First Name Empl ID Empl | joh Title
Record
[ 1]
Allow Exceptions (7
Select All Deselect All i
< >

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ &
i VLA |[Informatic i et )
ol HAWAII e it~ @
» New Window | Help Personalize Page sl =
Wealcome

Exceptions | Fayable Time || OmmeRquesTs

¥ Employee Selection
Click the Overtime Requests tab.
¥ Filtering Options
Exceptions (&
HF Q
Overview Detals Demagraphics | e
Allow  LastName First Name Empl ID Empl | joh Title
Record
[ 1]
Allow Exceptions (7
Select All Deselect All i
< >

Click the Overtime Requests tab.
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Favoriles ~ Main Menu = > Manager Self Senioe >  Time and Lahar WerkCenter

:;ELHAt.u

> Approve Overtime Requeats #& Home Sign Qut

AddTo = ?- @

Hotmcaton MavBar

Welcome

Exceptions | Payable Time | Owvertime Requests

mployee Selection

Click the arrow to the left of
Employee Selection.

New Window | Help Personalize Page ]

Click the arrow to the left of Employee Selection.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests . Home Sign Qut

Lll:gLH AW | Add To = e @

You can click the Get Employees button to generate a list of all employees in ~

Welcome your unit or department with overtime requests.

Alternately, you can use the Selection Criteria to search for employees with

Exceptions | Pal overtime requests.
\ m—

{¥ Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterien Value

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record Q
Lasi Mame Q
First Name Q
Diepartment Q
Supenvisor |0 Q

v
< >

You can click the Get Employees button to generate a list of all employees in
your unit or department with overtime requests.

Alternately, you can use the Selection Criteria to search for employees with
overtime requests.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests . Home Sign Qut

LA e
S

Hotmcaton MavBar

New Window | Help Personalize Page sl
"~

Welcome
Exceptions | Payable Time | Owvertime Requests

{¥Employee Selection

Employee Selection Criteria Get Emnlweesll
LR el For this example, click the
Get Employees button. Clear Criteria
Time Reporter Group
Save Criteria
Employee 1D Q
Empl Record Q
Last Name Q
First Name Q
Diepartment Q
Supenvisor D Q
W
< >

For this example, click the Get Employees button.
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LA e
S

NolMcation  Navbar
New Window | Help Personalize Page ]

| Welcome

Exceptions | Payable Time | Owvertime Requests

At this point in time, there is one employee in your unit
F Employee Selection P d ploy! Y

or department who has a pending overtime request.

Employee Overtime Requests (& ,
Py 9 Select ‘Next’ to continue.

m Q
Reguest Summary ' Demographics 113
. Empl Date On |
Select Last Name First Name Employee ID Record Job Title Request Reque:
O Doe Anne 0 02/28/2020 Neesds
Approval (7

Select All Deselect All Approve Deny Pusk

< >

At this point in time, there is one employee in your unit or department who has a
pending overtime request.
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Main Menu = > Manager Seif Servioe > Time and Labhar WorkGCentar > Approve Overtime Reguests #& Home Sign Qut

AddTo = ?- @

NolMcation  Navbar
New Window | Help Personalize Page ]

| Welcome
Exceptions | Payable Time | Owvertime Requests

¥ Employee Selection

You may need to scroll to the right to see all

Employee Overtime Requests (@
the information about the overtime request.

m Q
Reguest Summary Demographics 113
. Empl Date On |
Select Last Name First Name Employee ID Record Job Title Request Reque:
O Doe Anne 0 02/28/2020 Neesds
Approval (7 . .
Click to the right of the scroll bar |
Select All Deelect All view additional information. / Pust
< [I' |‘l

You may need to scroll to the right to see all the information about the overtime

request.

Click to the right of the scroll bar view additional information.
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AddTo = ?- @

Hotmcaton MavBar

New Window | Help | Personalize Page | K

In this example, the employee has requested
three hours of overtime on 02/28/2020.

Select ‘Next’ to continue.

1-1 0f 1]

Empl Date On Requested OT  Actual OT Hours Projected OT Hours in
Recorg “oP Title Request R loiatic Hours in Period Paricd
0 0212872020 Needs Approval 300
Approve Deny Push Back
< >

In this example, the employee has requested three hours of overtime on
02/28/2020.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests . Home Sign Qut
‘_ ! HA'IIH Add To = ' @
WA NolMcation  Navbar
New Window | Help | Personalize Page | K
'8 N

Timekeepers can’t take any action on overtime requests;
however, you can work with the manager to get overtime
requests approved to avoid an exception.

Select ‘Next’ to continue.

N >,
1-1 0f 1]
Empl Date On Requested OT  Actual OT Hours Projected OT Hours in
Recorg “oP Title Request R loiatic Hours in Period Paricd
0 0212872020 Needs Approva 300
Approve Deny Push Back
< >

Timekeepers can’t take any action on overtime requests; however, you can work
with the manager to get overtime requests approved to avoid an exception.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Working with Exceptions

Lesson Scenario

In this lesson, you will learn to:

1. Identify and Resolve Exceptions

2. Allow Exceptions

Select ‘Next’ to continue.

Working with Exceptions

Lesson Scenario
In this lesson, you will learn to:

1. Identify and Resolve Exceptions

2. Allow Exceptions
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Identify and Resolve Exceptions
Allow Exceptions

Select any button above to learn more!

Select ‘Next’ to continue.

» I|dentify and Resolve Exceptions

= Allow Exceptions

Select any button above to learn more!

March, 2020 — Version 1 Page 60



HAWA| Informatlo Course 120 — Time and Leave
Porta .

Timekeepers Course

Identify and Resolve Exceptions @HAWA||'”WE}FE§

Lesson Scenario

In this lesson, you will learn to identify and resolve
exceptions.

The Timekeeper identifies and resolves

exceptions to generate payable time and pay
employees for time reported.

Select ‘Next’ to continue.

Identify and Resolve Exceptions

Lesson Scenario
In this lesson, you will learn to identify and resolve exceptions.

The Timekeeper identifies and resolves exceptions to generate payable time and
pay employees for time reported.
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What are Exceptions?

An exception is a kind of notification generated by the system when reported time is
incorrect or when reported time does not comply with a rule.

A process called Time Administration runs every night in HIP. This process applies the
rules for processing time. If the rules are not applied correctly, the system creates an
exception that must be resolved or allowed in order for the time to be approved by
the employee’s manager and sent for payroll processing.

Select ‘Next’ to continue.

What are Exceptions?

An exception is a kind of notification generated by the system when reported time
is incorrect or when reported time does not comply with a rule.

A process called Time Administration runs every night in HIP. This process
applies the rules for processing time. If the rules are not applied correctly, the
system creates an exception that must be resolved or allowed in order for the
time to be approved by the employee’s manager and sent for payroll processing.
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Sl HAWA e Exception Statuses

Each exception has a
Status and a Severity
level.

_ :
\i‘_ -gt-. ;ﬁl

Each exception has a Status and a Severity level.
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Exception Statuses Unresolved

Statuses help you work with
exceptions.

Resolved
Possible exception statuses
are Unresolved, Resolved,

and Allowed. Allowed

When an exception is resolved,
it is automatically removed

from the list of exceptions.
Roll your mouse over a

status on this page to
view more information.

When finished, select ‘Next’ to continue.

Exception Statuses

Statuses help you work with exceptions.
Possible exception statuses are Unresolved, Resolved, and Allowed.

When an exception is resolved, it is automatically removed from the list of
exceptions.

= Unresolved- When an exception is created, the status of the exception is
Unresolved.

= Resolved- When the exception condition no longer exists, the status of
the exception changes to Resolved.

= Allowed- Indicates the timekeeper allowed the exception, which
generates payable time without resolving the exception.
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What does the Severity Level of an Exception mean?

Severity Level What it means

High The exception must be resolved or allowed in order
for the reported time to become payable time.

Medium or Low The exception will become payable time, but it also
remains an exception until it is resolved or allowed.

Select ‘Next’ to continue.

What does the Severity Level of an Exception mean?

Severity Level What it means

High The exception must be resolved or
allowed in order for the reported time to
become payable time.

Medium or Low The exception will become payable
time, but it also remains an exception
until it is resolved or allowed.
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What are some examples
of exceptions?

Select ‘Next’ to continue

What are some examples of exceptions?
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Examples of Exceptions

Overtime Exception Employees are required to get overtime pre-
approved. If there is no pre-approval, the system
creates an exception.

Invalid TRC This is a configuration issue and should happen
very rarely. The timekeeper should communicate
with the Central Time and Administration Team.

Quantity Exceeds TRC The employee has entered more time than

Limits allowed for a specific TRC. The timekeeper should
talk to the employee and either the employee or
the manager should make an adjustment.

Select ‘Next’ to continue.

Examples of Exceptions

Overtime Exception: Employees are required to get overtime pre-approved. If
there is no pre-approval, the system creates an exception.

Invalid TRC: This is a configuration issue and should happen very rarely. The
timekeeper should communicate with the Central Time and Administration Team.

Quantity Exceeds TRC Limits: The employee has entered more time than
allowed for a specific TRC. The timekeeper should talk to the employee and
either the employee or the manager should make an adjustment.
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How do exceptions
get resolved?

Select ‘Next’ to continue

How do exceptions get resolved?
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When an exception is generated for reported time, the timekeeper
addresses the issue.

Depending on the specific exception, the timekeeper may work with the
employee or the manager to make adjustments to the employee’s
timesheet. In some cases, it may be necessary to work with the Central
Time and Payroll Administration Team to make a configuration change in
the system.

Once the adjustment or the configuration change is made:
= |f the exception condition no longer exists, the status is Resolved.

= |f the exception condition still exists, the status remains as Unresolved.

O The next run of the Time Administration process clears any
resolved exceptions.

Select ‘Next’ to continue.

When an exception is generated for reported time, the timekeeper addresses the
issue.

Depending on the specific exception, the timekeeper may work with the
employee or the manager to make adjustments to the employee’s timesheet. In
some cases, it may be necessary to work with the Central Time and Payroll
Administration Team to make a configuration change in the system.

Once the adjustment or the configuration change is made:
= If the exception condition no longer exists, the status is Resolved.

= If the exception condition still exists, the status remains as Unresolved.

o The next run of the Time Administration process clears any resolved
exceptions.
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* Employee Self-Service

To identify and resolve exceptions, begin by
navigating to the Time and Labor WerkCenter in
Manager Self Service.

Click the drop-down arrow.

-

If the Manager Self Service home page does not
display by default, click the drop-down arrow to

W-2/W-2¢ Consent Time select it from the list of options.

Classic Home

E

Last Pay Date 12/20/12019

Security Setup Required

Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

To identify and resolve exceptions, begin by navigating to the Time and Labor
WorkCenter in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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AW ._|| oI ¥ Employee Self-Service

Employee Self-Service i\.rimw-sz-zc Forms

Click Manager Self Service
from the list of options.

Pay Statements

Last Pay Date 12/20/12019

Classic Home Security Setup Required

E Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

Click Manager Self Service from the list of options.
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i* Manager Sell Service |

Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favoriles ™ Main Menu ™ b wjer Self Senio »  Time and Lahar WerkGCentar > Manage Group Excaptions #& Home Sign Out
\;L H AW AddTo = @
v
Time and Labor WorkCer % ] New Window | Help | Personalize Page | £ =
Main | RepurlsProcesses | OHErE— T | Wllcom. i

Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and
provide more space in the work area.

» Filtering Options

Exceptions ()

B Q
Overview Delails Demographics (3
Allow Last Name First Name Empl ID Rs

Allow Excaptions (7)

Select All Deselect All |

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut

\;LH AW | AddTo = @

New Window | Help Personalize Page sl

Wel
come The Welcome page on the Time and Labor WorkCenter displays.

Exceptions | PayableTime | Overim| One way to search for exceptions is using the Employee
Selection feature.

mployee Selection

Click the arrow to the left of

Employee Selection.
P
Overview Detals Demagraphics | e
Allow  LastName First Name Empl ID Empl | joh Title
Record
| 1]
Allow Exceptions (7
Select All Deselect All i
< >

The Welcome page on the Time and Labor WorkCenter displays.
One way to search for exceptions is using the Employee Selection feature.

Click the arrow to the left of Employee Selection.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ &
i VLA |[Informatic i et )
ol HAWAIl e it~ @
» New Window | Help Personalize Page sl =
Wealcome

Exceptions | Fayabls Time Orvertime Requests

* Employee Selection

Employee Selection Criterla e sll
Selection Criterion Click the Get Employees button.

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record q
Last Mame Q
First Name Q
Department Q
Supenvisor D Q

W
¢ >

Click the Get Employees button.
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Tima and Lascr WorkCanies anage Grous Emowtors )

Wieloome
In this example, one employee has an exception that needs to be
Emcmplicen | Puysbis Toms | Ousctimes Recgues
resolved or allowed.
i The timekeeper reviews the details to determine what action to take.
k¥ ing €
Ezcepl

Cwarview || Celals Comegmphics | IF

Mlow  LastMame Firzt Name Empi 1D R Joio Tl Expeption 1D Desarigtion Cake Savartty
Dice Camms [ TLREMED ?r:,\':"”“""ﬂﬁ" MERRT | High
ARow Excaplicns
Scluct AN Dosolect All

In this example, one employee has an exception that needs to be resolved or
allowed.

The timekeeper reviews the details to determine what action to take.
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Réarcager Sa Semvics Tima and Lascr WorkCanies anage Grous Emowtors )

Excmplices | Paysbis Toms | Overtime Reguests

¥ Employes Selection

Cwarview || Celals Comegmphics | IF

Mlow  LastMame Firzt Name Empi 1D R Joio Tl Expeption 1D Desarigtion Cate
- Camms [ TLREMED ?r:,\':""”“m"?ﬁ" BT 2

Allow Excuplions

Sovarfty

High

Saluci AR Donedect All
The Allow checkbox is grayed out, which means the exception

cannot be allowed, it must be resolved.

The Sewverity is High, which means the employee will not be
paid until the exception is resolved.

Select ‘Next’ to continue.

The Allow checkbox is grayed out, which means the exception cannot be
allowed, it must be resolved.

The Severity is High, which means the employee will not be paid until the
exception is resolved.
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Réarcager Sa Semvics Tima and Lascr WorkCanies anage Grous Emowtors )

Excmplices | Paysbis Toms | Overtime Reguests

¥ Employes Selection

Cwarview || Celals Comegmphics | IF

Mlow  LastMame Firzt Name Empi 1D R Joio Tl Expeption 1D Desarigtion Cake Savartty
Diom Crares [ TLAIRMED Quartity scnein TRC Bpowomen | High
it
Bllow Excaplions F
r N
Selucd AB [ ———]

The exception is “Quantity exceeds TRC limits”. To resolve this
exception the timekeeper works with either the employee or
the manager to enter the correct quantity.

Select ‘Next’ to continue.

The exception is “Quantity exceeds TRC limits”. To resolve this exception the
timekeeper works with either the employee or the manager to enter the correct

quantity.
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For this example, the timekeeper works with the manager. They review the employee’s
timesheet and discover the employee reported two (2) portions of Stand By Pay, but the
employee only worked one (1) portion.

Week10f3 »
Scheduled 40.00 | Reported 2.00 | Unapproved Time 0.00
Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday  Wednesday
Ehecalls 16 17 18 18 20 21 22

Scheduled § prheduled B Scheduled OFF | Scheduled OFF  Scheduled & Scheduled § Scheduled 0
Feporled I feported 0 Reporied 0 Reporied 0 Reporied 0 Reporied [ Reported 0
oy
STOBY - Stand By Par|v E 2.00 4+ =
Comments (::\' q_:" (_:

Note: Stand By Pay is reported in portions,
not hours. The limit is two (2) portions.

Select ‘Next’ to continue.

S Y~ W S W o S S W
For this example, the timekeeper works with the manager. They review the

employee’s timesheet and discover the employee reported two (2) portions of
Stand By Pay, but the employee only worked one (1) portion.

Note: Stand By Pay is reported in portions, not hours. The limit is two (2)
portions.
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The manager or the employee adjusts the quantity, re-submits the timesheet, and clicks OK
to the message that displays.

Week 10f3 »
Schaduled 40.00 | Reported 1.00 | Unapproved Time 0.00

Time Reporting Code | Time Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Details 16 17 18 18 20 21 22
Scheduled & Cheduled & Scheduled OFF | Scheduled OFF || Scheduled B Scheduled & Scheduked &
Regorted 1 Reportad 0 Reporled @ Repated 0 Reporad 0 Reported 0 Raported 0
'
=
STORY - Stand By Pa(w | &, 100 + | -
Comments G=: {:, - ) {1 =3 =

Rules have successfully been applied.
Press OK to refresh your timesheet with updated payable time

OK

Select ‘Next’ to continue.

The manager or the employee adjusts the quantity, re-submits the timesheet,
and clicks OK to the message that displays.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
l‘ ! H All'” | AddTo = @
{fal VI
Time and Labor WorkCer £ « New Window | Help | Personalize Page | B
Main RepuritsProcessas Olhers Wel 4

Exceptions | Payable Time | Owertime Requests

} Employee Selection

There were no employees found based upon your selection critena

¥ Filtering Options

After the adjustment is made to the employee’s timesheet, a search for Exceptions
shows there are currently no exceptions for this unit or department.

Select ‘Next’ to continue.

After the adjustment is made to the employee’s timesheet, a search for
Exceptions shows there are currently no exceptions for this unit or department.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Lesson Scenario

The system generates an exception when reported
time is incorrect or when reported time does not
comply with a rule.

Exceptions may be generated through a validation
process or through rules applied when the Time

Administration process runs.

In this lesson, you will learn to allow exceptions.

Select ‘Next’ to continue.

Allow Exceptions

Lesson Scenario

The system generates an exception when reported time is incorrect or when
reported time does not comply with a rule.

Exceptions may be generated through a validation process or through rules
applied when the Time Administration process runs.

In this lesson, you will learn to allow exceptions.
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For certain exceptions, the timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

* |f the employee works overtime that was not pre-approved, the system generates an
exception.

= |f the manager wishes to allow the overtime, the timekeeper uses the Allow functionality.

» Allowing the exception will enable the time to be included in the paycheck processing.

O After the timekeeper allows the exception, the next run of the
Time Administration process generates payable time for the
manager to approve.

Select ‘Next’ to continue.

For certain exceptions, the timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

= If the employee works overtime that was not pre-approved, the system
generates an exception.

= |f the manager wishes to allow the overtime, the timekeeper uses the Allow
functionality.

= Allowing the exception will enable the time to be included in the paycheck
processing.

After the timekeeper allows the exception, the next run of the Time
Administration process generates payable time for the manager to approve.
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* Employee Self-Service

Click the drop-down arrow. Begin by navigating to the Time and Labor

-

WorkCenter in Manager Self Service.

If the Manager Self Service home page does not
display by default, click the drop-down arrow to

select it from the list of options.

W-2W-2¢ Consent

Last Pay Date 12/20/12019

Classic Home

E

Security Setup Required

Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

Begin by navigating to the Time and Labor WorkCenter in Manager Self
Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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AW ._|| oI ¥ Employee Self-Service

Employee Self-Service i\.rimw-sz-zc Forms

Click Manager Self Service
from the list of options.

Pay Statements

Last Pay Date 12/20/12019

Classic Home Security Setup Required

E Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

Click Manager Self Service from the list of options.
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i* Manager Sell Service |

Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favoriles ™ Main Menu ™ b wjer Self Senio »  Time and Lahar WerkGCentar > Manage Group Excaptions #& Home Sign Out
\;L H AW AddTo = @
v
Time and Labor WorkCer % ] New Window | Help | Personalize Page | £ =
Main | RepurlsProcesses | OHErE— T | Wllcom. i

Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and
provide more space in the work area.

» Filtering Options

Exceptions ()

B Q
Overview Delails Demographics (3
Allow Last Name First Name Empl ID Rs

Allow Excaptions (7)

Select All Deselect All |

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
o ! \ A )
HAH | Add To Q
New Window | Help Personalize Page sl =
Welcome & %
The Welcome page on the Time and Labor WorkCenter displays.
Exceptions | Fayable Time | Cverim| One way to search for exceptions is using the Employee
Selection feature.
mployee Selection
Click the arrow to the left of
Employee Selection.
|
Overview Detals Demagraphics | e
Empl
Allow Last Name First Name Empl ID Record Job Title
L 1]
Allow Exceptions (7
Select All Deselect All i
< >

The Welcome page on the Time and Labor WorkCenter displays.
One way to search for exceptions is using the Employee Selection feature.

Click the arrow to the left of Employee Selection.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ &
i VLA |[Informatic i et )
ol HAWAIl e it~ @
» New Window | Help Personalize Page sl =
Wealcome

Exceptions | Fayabls Time Orvertime Requests

* Employee Selection

Employee Selection Criterla e sll
Selection Criterion Click the Get Employees button.

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record q
Last Mame Q
First Name Q
Department Q
Supenvisor D Q

W
¢ >

Click the Get Employees button.
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At the current time, two employees in this unit or department

Excoplioes | Payabis Tims | Overtine Requesis g
sesllsSS have exceptions that need to be resolved or allowed.

¥ Employes Selection

Select ‘Next’ to continue.

¥ Filtering Options

Ezceplions [

m q 1-2 of 2]

Cwarview || Celals Comegphics | Ik

Mllow  LastName Firct Mame Empl I Rl Job Title Exception 1D Deserigtion D Savarty
| b ek 0 ML Ovemme Cemepton TRERNE  Hagh
Do Batus [} TLAm0e% puertiy exceecs TRG  Nozcoonie | Hgh

Allow Freeptions (7
‘Beieot AN Deseleat All

Bave

At the current time, two employees in this unit or department have exceptions
that need to be resolved or allowed.
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Réarcager Sa Semvics Tima and Lascr WorkCanies lanage Grous Eroapbors

' N
Wieloome
The first exception below is an Overtime Exception for Mark Doe.
Excuplicos Pyl Tomes Dhwrartimee Fmaguisst
. o Overtime must be pre-approved before the employee works the
¥ Cmployes Selection
extra hours, but Mark's time has not been pre-approved.
k¥ ing €
Encapisns Select ‘Next’ to continue.
o 9 N JE e
Cwarview || Celals Comegphics | Ik
Mllow  LastName Firsi Mame Emwl 1D Rl Job Title Exception 1D Deserigtion D Savrity
O I Do ark o ML Owerime bxoeption I'|'r_'d\'_\-2l|'k Hgh
Dk R o TLz0es eriyewees TG izooome  |Hgh

beieot AR Deseleat Al

The first exception below is an Overtime Exception for Mark Doe.

Overtime must be pre-approved before the employee works the extra hours, but
Mark’s time has not been pre-approved.
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It is possible that Mark submitted an overtime request
R T R that is in the manager’s pending approvals queue.

e The timekeeper can check for a pending request on the
Overtime Requests tab.

Excuplians 3 ¢ :
St Select ‘Next’ to continue.
| 1 f 2|
Cwarview || Celals Comegphics | Ik b -
Mllow  LastName Firct Mame Empl I Rl Job Title Exception 1D Deserigtion D Savrity
0 Diow ark (~] MTLEDR Owerime bxoeption TEesmne Hagh
1. Bt o TLio0es cleriyeeses TRG | opoome | Hgh
Allnw Freept
Geleot AR Descleot Al
Bave

It is possible that Mark submitted an overtime request that is in the manager’s
pending approvals queue.

The timekeeper can check for a pending request on the Overtime Requests tab.
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Réarcager Sa Semvics Tima and Lascr WorkCanies lanage Grous Eroapbors

Bt |, Popnlis Ty

Click the Overtime Requests tab.

¥ Employes Selection

¥ Filtering Options
Exceplicns [}
= 0 1.2 of 2|
Cwarview || Celals Comegphics | Ik
Mllow  LastName Firct Mame Empl I Rl Job Title Exception 1D Deserigtion D Savarty
| D Mark 0 ML Overmme Cemepton TEERNE  Hagh
Do Batus [} TLm0e% cleriyeeses TRG | opoome | Hgh
Allow Freeptions (7
‘Beleot AR Descleot Al
Bave
{ ]

Click the Overtime Requests tab.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests . Home Sign Qut

\;L H AW AddTo = @

New Window | Help Personalize Page ]

| Welcome

Search for employees in this unit or department

Exceptions | Payable Time | Owertime Requests who have pending overtime requests.

mployee Selection

Click the arrow to the left of
Employee Selection.

Search for employees in this unit or department who have pending overtime
requests.

Click the arrow to the left of Employee Selection.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests . Home Sign Qut
\ &
i VLA || Informatic aTe )
ol HAWAIl e hiaTs v A
» New Window | Help Personalize Page sl
"~
Wealcome

Exceptions | Payable Time | Owvertime Requests

{¥Employee Selection

Employee Selection Criterla e sll
Selection Criterion Click the Get Employees button.

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record q
Last Name Q
First Name Q
Department Q
Supenvisor D Q

W
¢ >

Click the Get Employees button.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests . Home Sign Qut

\;L H AW AddTo = @

New Window | Help Personalize Page ]

| Welcome

e e e e e ey (e If there is a pending overtime request for the
employee, the timekeeper should work with
the manager to get the request approved.

¥ Employee Selection g g a PP

There are no active overtime requests requiring your approval. Once the request is apprcwed, the exception

will be resolved.

Select ‘Next’ to continue.

If there is a pending overtime request for the employee, the timekeeper should
work with the manager to get the request approved.

Once the request is approved, the exception will be resolved.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Approve Cvertime Requests .- Home Sign Qut

\;L H AW AddTo = "E%ar

New Window | Help Personalize Page bl

| Welcome
Exceptions | Payable Time | Owvertime Requests

¥ Employee Selection

There are no active overtime requests requiring your approval.

-

If there is no pending overtime request for the employee, as in this example,
the timekeeper should talk to the manager to see whether he or she wants
to approve the overtime.

If the manager does not want to approve the overtime, the timekeeper takes
no further action and the employee will not be paid for the overtime.

Select ‘Next’ to continue.

If there is no pending overtime request for the employee, as in this example, the
timekeeper should talk to the manager to see whether he or she wants to
approve the overtime.

If the manager does not want to approve the overtime, the timekeeper takes no
further action and the employee will not be paid for the overtime.
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Main Menu = > Manager Seif Sanioe v Time and Lahar WerkCentar »  Approve Overtime Regueats . Home Sign Qut
AddTo = @
New Window | Help Personalize Page ]
'8 N

Exceptions | Payable Time | Owvertime Requests If the manager wants to approve the

overtime, the timekeeper returns to the
: Exceptions page to allow the overtime.
¥ Employee Selection

L el 3
There are no active overtime requests requiring your approval. Select ‘Next’ to continue.

If the manager wants to approve the overtime, the timekeeper returns to the
Exceptions page to allow the overtime.
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Favoriles = Main Menu = > Manager Seif Sanioe

:;ELHAt.u

»  Time and Lahar WarkCenter

> Approve Overtime Requeats #& Home Sign Qut

AddTa = @

| Welcome

Click the Exceptions tab.

New Window | Help Personalize Page ]
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ &
i VLA |[Informatic i et )
ol HAWAII e N )
» New Window | Help Personalize Page sl =
Wealcome

Exceptions | Fayabls Time Orvertime Requests

mployee Selection

Click the arrow to the left of

Employee Selection.
P
Overview Detals Demagraphics | e
Allow  LastName First Name Empl ID Empl | joh Title
Record
[ 1]
Allow Exceptions (7
Select All Deselect All i
< >

Click the arrow to the left of Employee Selection.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
\ &
i VLA |[Informatic i et )
ol HAWAIl e it~ @
» New Window | Help Personalize Page sl =
Wealcome

Exceptions | Fayabls Time Orvertime Requests

* Employee Selection

Employee Selection Criterla e sll
Selection Criterion Click the Get Employees button.

Clear Criteria
Time Reporter Group Q

Save Criteria
Employee 1D Q
Empl Record q
Last Mame Q
First Name Q
Department Q
Supenvisor D Q

W
¢ >

Click the Get Employees button.
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Tima ard Laaos WorkCarier

Mew WVrrow | Help | Personslos Page

Enmcmplicen | Puysbis Toms | vt Reguests

¥ Employes Selection

¥ Filtering Options

Ezceplions [

Cwarview || Celals Comegphics | Ik

Mllow  LastName Firct Mame Empl I Rl Job Title Exception 1D Deserigtion D Savrity
Diow ark (~] MTLEDR Owerime bxoeption TEesmne Hagh
Ciow Ba s o TLxo0es cleriyeeses TRG | opoome | Hgh
Click the Allow checkbox to allow
Mark Doe's overtime.
{ ]

Click the Allow checkbox to allow Mark Doe’s overtime.

March, 2020 — Version 1 Page 103



HAWA| Informatio Course 120 — Time and Leave
Porta

Timekeepers Course

Tima and Lascr WorkCanies lanage Grous Eroapbors

Excmplices | Paysbis Toms | Overtime Reguests

¥ Employes Selection

¥ Filtering Options
Excuplians 3
= 0 1.2 of 2|
Cwarview || Celals Comegphics | Ik
Mllow  LastName Firct Mame Empl I Rl Job Title Exception 1D Deceription D Savrity
=] i Mark o ML Cverme Cemepton 1RERNE  Hgh
1. Bt o TLio0es cleriyeeses TRG | opoome | Hgh
Allow Freeptions (7
Beleot AR Descleot Al
Click the Save button.
{ ]

Click the Save button.
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Tima ard Lascr WorkCarier lanage G Erptons

Wirlcome
Notice that the Allow checkbox is gone since the overtime
Excuplices. | P T L WRTI S— .
& ; exception has been allowed.
Cmploye terh
When the page is refreshed, the allowed row will be removed.
¥ Filtering O
Excmpl
- o 1-2 of 2|
s Detuils Cumogpmpcs | [
Al Last Mama First Mame Emngpl ID R:l";: Job Trie Exception ID Decoription Dans Savorty
E.’x ark "] MTLEDNET Uwvefime Exoepion TaRsng High
Doe Bartura 0 L0250 uerety eee= TR | jzoozmte | b
Al Esieip
‘Beleci AN Descheat All
_same

Notice that the Allow checkbox is gone since the overtime exception has been

allowed.

When the page is refreshed, the allowed row will be removed.
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Wieloome
Emcmplicen | Puysbis Toms | Cusctime Reguests
¥ Cmployes Selection - -
b Filtering Cptions Note: Once the exception is allowed, the next scheduled run
el of the Time Administration process will generate the payable
m a time for the Supervisor to approve. The process is scheduled 12erziv
ownviow || oo || ool tO run nightly.
i ' -
Al | Lact o Select ‘Next’ to continue. | — i
Doe “-m AT un!lﬂ?émmm TERERNE  Hgh
Dum Bata TL00es Cleriyeese TRG | opoome | Hgh
Allow Froept
beieot AR Deseleat Al

Note: Once the exception is allowed, the next scheduled run of the Time
Administration process will generate the payable time for the Supervisor to
approve. The process is scheduled to run nightly.
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Réarcager Sa Semvics Tima and Lascr WorkCanies lanage Grous Eroapbors

' N
Wieloome
The second row is a ‘Quantity exceeds TRC limits’ exception for Barbara Doe.
Emcmplices | Puysbis T
. o Notice that the Allow checkbox for the second row is grayed out. This means
¥ Cmployes Selection
the timekeeper cannot use the allow function for this exception. The
b Filtering Ctions timekeeper will research the issue to determine how to resoclve it.
Ezeeplions
m q Select ‘Next’ to continue.  feazi
= Dwiails
L w,
Mllow  LastName Firsi Mame Empl D il Job Title Exception 1D Deserigtion D Savrity
Do Llark "} ML Owverime bxoeption TaRene High
bos Bacbacs o TLio0es puarfiy exceec TRC Noocoonie | Hgh

beieot AR Deseleat Al

The second row is a ‘Quantity exceeds TRC limits’ exception for Barbara Doe.

Notice that the Allow checkbox for the second row is grayed out. This means the
timekeeper cannot use the allow function for this exception. The timekeeper will
research the issue to determine how to resolve it.
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The timekeeper reviews Barbara's timesheet and discovers she entered “10° as the quantity
for the MEAL1 TRC instead of ‘1"

After the employee or the manager adjusts the quantity and re-submits the timesheet, the
exception is resolved.

Week10f3 »
Scheduled 40 00 | Repoded 10 00 | Unapproved Time O 00

Time Reporting Code | Time Monday Tuesday  Wednesday Thursday Friday Saturday Sunday
Details 18 17 18 19 20 21 2
Seheduled 8 Scheduled B Scheduled & Seheduled & Echeduled & i peneduled OFF Seheduled OFF
Reported O Heporiec U Heported 0 Heported O Feported 10 feporied 0 Reporied O
'y
MEAL - Meal - Break [v| | B 1000 | -
Comments P ] L) o ¢ ) o

Select ‘Next’ to continue.

The timekeeper reviews Barbara’s timesheet and discovers she entered ‘10’ as
the quantity for the MEAL1 TRC instead of ‘1°.

After the employee or the manager adjusts the quantity and re-submits the
timesheet, the exception is resolved.
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Farvoriles Main Menu =~ > Manager Seif Sanioe »  Time and Lahar WerkCentar > Manage Group Exceptions . Home Sign Qut
l‘ ! H All'” | AddTo = @
{fal VI
Time and Labor WorkCer £ « New Window | Help | Personalize Page | B
Main RepuritsProcessas Olhers Wel 4

Exceptions | Payable Time | Owertime Requests

} Employee Selection

There were no employees found based upon your selection critena

¥ Filtering Options

After the adjustment is made to Barbara Doe's timesheet, a search for Exceptions
shows there are currently no exceptions for this unit or department.

Select ‘Next’ to continue.

After the adjustment is made to Barbara Doe’s timesheet, a search for
Exceptions shows there are currently no exceptions for this unit or department.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Adjust Reported Time

Lesson Scenario

In this lesson, you will learn to adjust reported time for an
employee. Specifically, you will change the Combination
Code on an employee’s timesheet in order to ensure the
employee’s time is charged to the correct UAC.

Select ‘Next’ to continue.

Adjust Reported Time

Lesson Scenario

In this lesson, you will learn to adjust reported time for an employee. Specifically,
you will change the Combination Code on an employee’s timesheet in order to
ensure the employee’s time is charged to the correct UAC.
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Why is it necessary to enter a Combination Code on the timesheet?

This allows the flexibility for certifying hours worked and charging to a specific
funding source. For example, if the department needs to allocate the time spent on a
project to a specific UAC for federal funds, you can search for that UAC so the time
will be charged appropriately.

What if the Combination Code is not entered?

If the combination code field is blank, the time will be charged to the UAC that is set
up for the employee on the HR record in Job Data.

If necessary, imekeepers can adjust employees’ timesheets to enter a missing
combination code or to make an adjustment if the value in this field is incorrect.

Select ‘Next’ to continue.

Why is it necessary to enter a Combination Code on the
timesheet?

This allows the flexibility for certifying hours worked and charging to a specific
funding source. For example, if the department needs to allocate the time spent
on a project to a specific UAC for federal funds, you can search for that UAC so
the time will be charged appropriately.

What if the Combination Code is not entered?

If the combination code field is blank, the time will be charged to the UAC that is
set up for the employee on the HR record in Job Data.

If necessary, timekeepers can adjust employees’ timesheets to enter a missing
combination code or to make an adjustment if the value in this field is incorrect.
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|

Click the drop-down arrow. To adjust or enter a combination code, begin by

navigating to the employee’s timesheet in Manager
(m Self Service.

If the Manager Self Service home page does not

display by default, click the drop-down arrow to select
it from the list of options.

r_...-r-"lu,._‘
«©

Last Pay Date 12/20/2019

W-2/W-2¢ Consent Time

Classic Home Security Setup Reguired

E Enter your state email address

Set up your passwaord securty question

Direct Deposit Frequently Asked Questions

To adjust or enter a combination code, begin by navigating to the employee’s
timesheet in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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Employee Self-Service i\.rimw-sz-zc Forms

Click Manager Self Service
from the list of options.

Pay Statements

Last Pay Date 12/20/12019

Classic Home Security Setup Required

E Enter your state email address

Set up your passwond securty question

Direct Deposit Frequently Asked Questions

-

Click Manager Self Service from the list of options.
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i* Manager Sell Service |

Time and Labor WorkCenter

Click the Team Time tile.

Click the Team Time tile.
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< Manager Self Service Team Time “_ - ®
o Timesheet o Enter Time
Enter Time Use hilters to change the search crilena or Get Employess o apply the detault Manager Ssarch Ophans

Time Summary ’ GEt Employees g i

@ Report Time

] Weekly Tine Ertry Since you know which employee needs the adjustment,

you use the Filter option to search for the timesheet.
[ Weekly Time Summary
Select ‘Next’ to continue.
(&) Payable Time

8 Leave f Comp Time n

@ hanage Exceptions

Since you know which employee needs the adjustment, you use the Filter option
to search for the timesheet.
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< Manager Self Service Team Time “_ - ®
o Timesheet o Enter Time
Enter Time Use hilters to change the search crilena or Get Employess to apply the detault Manager Ssarch Ophans

Time Summary GEtEmPlDYEEE -

@ Report Time

& | Weekiy Time Entry Click the Filter button.

[ Weekly Time Summary
(&) Payable Time

8 Leave f Comp Time n

(3 Manage Exceplions

Click the Filter button.
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Supervisor ID .

Workgroup

Click in the Employee ID field.
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Supervisor ID .

Workgroup

Type ‘00022000’ in the Employee ID field and press the Tab key.
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Supervisor ID .

Workgroup .

Click the Done button.
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< Manager Salf Service Team Time ﬁ ’." E @

oy Timesheet - Enter Time

Select the row for the employee
a a a 1 row
whose time you will adjust.

Era ?_eleft Employee

Time Summary

Wamei Title Exceptions Hours to be Approved
@ Report Time
Karen Doe g
5 | Weekly Time Enfry II P
[ Weekly Time Summary r\
(&) Payable Time

n For this example, click the row

8 Leave f Comp Time for ‘Karen Doe’.

@ hanage Exceptions

Select the row for the employee whose time you will adjust.

For this example, click the row for ‘Karen Doe’.
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< Manager Self Service Team Time
o« Timesheet A Enter Time
' N
Enter Time In this example, Karen Doe worked her scheduled 40 hours for the
week for her department. In addition, she was called back to work
Tme Samaiary two hours for a special project that receives federal funding.
= Report Time
Karen entered the two hours and the appropriate comments on
571 Weekly Time Entry her timesheet, but she did not select a value for the Combination I
Cede field. Unless corrected, these hours will be charged to the
[ Weeky Time Summary UAC set up in Job Data.
& Payabie Time Select ‘Next’ to continue.
|§! Leave [ Comp Time n
|i| Request Absence Srheduled | Scheduled §| Scheduled || Scheduled | Scheduled | Scheduled ¢ Schedulsd |

Feported ( Reported © Reporizd (| Reporied  Repored [ Reported [ Reporzd (

I Cancel Absences
cLBkz - call [ | BT 200 &

I View Requesls
Comments (; {:) f:-:' (:, q—h-' {.:‘ f:__)

|8} Absence Balances

@ Manage Excephons

T Workforce Availability

In this example, Karen Doe worked her scheduled 40 hours for the week for her
department. In addition, she was called back to work two hours for a special
project that receives federal funding.

Karen entered the two hours and the appropriate comments on her timesheet,
but she did not select a value for the Combination Code field. Unless corrected,
these hours will be charged to the UAC set up in Job Data.
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€ Manager Self Service Team Time ® ()
+ Timesheet A Enter Time
Enter Time In order to correctly report Karen’s hours, the timekeeper must

enter the combination code.
Time Summary

) r 8
= Rt Select ‘Next’ to continue.

i ] Weekly Time Entry

Wiew Legend Save for Later Submit |

= (=
[} Weekly Time Summary Week1of3 »

Scheduled 4000 | Reported 2 00 | Unapproved Time 0.00
() Payable Time

Time Reperting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
n Code | Time Details 18 17 18 19 20 2 29

|§! Leave { Comp Time

|i| Request Ahsence Srheduled | Scheduded | Scheduled || Scheduled | Scheduled | Scheduled ¢ Scheduled |
FReported [ Repormed | Repori=d (| Repored ( Reperted [ Reported (| Repared

1! Cancel Absences
CLEK2 - Call [+ E’ 200 + -

1P View Requests
Comments (: {:) ] (:h' (;_:} 'L =
18! Absence Balances

@ Manage Excephons

T Workforce Availability

In order to correctly report Karen’s hours, the timekeeper must enter the correct
combination code.
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< Manager Self Service Team Time
o« Timesheet A Enter Time
Previous Mext
Enter Time
Reurn 1o Selecd Employes
Time: Sumimary q 16 March - 31 March 2020 v
HI Semi Monthly
Erberatinne Scheduled 96.00 | Reportsd 2.00 | Unapproved Time 0.00
il | Weekly Time Entry e Save for Later Submit |
[F Weekly Time Summary ek ata s
Scheduled 40 00 | Reported 2 00 | Unapproved Time 000
) Payable Time

Time Reporting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
n Code | Time Details 18 17 18 19 20 M 22

|§! Leave [ Comp Time

M) Reguest Absence Seheduled | Seheduted || Schedulad || Scheduled | Scheduied | Scheduled ¢ Schaduisd §
Feported ( Reported © Reporizd (| Reporied  Repored [ Reported [ Reporzd (

I®! Cancel Absences

I View Requesls

I Absence Balances
: Click the Time Details icon. s

@ Manage Excephons

T Workforce Availability

Click the Time Details icon.
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< Manager Salf Service Team Time

Enter Time "
i Enter the correct Combination Code based on
Qs

the special project the employee worked on.
Business Unit | STATE

Combination Code

Click Lookup icon for the
Combination Code field.

Enter the correct Combination Code based on the special project the employee
worked on.

Click Lookup icon for the Combination Code field.
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anen)

Search far: Combination Code
¥ Search l.'lri"tel_'ia_
w Search Results

Only the first 200 results can be displayed.

—

P =

Payroll  Fiscal

Combination Dou.:nnhn Object N I Year Fg'ld I'époud E'I"El.l!'ﬁral'lﬂ F'I:O].d

=

0001E4E72

For this example, select ‘000164668°.
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Business Unit STATE

Time Details

Q| State of Hawai

Combination Code 000154668

» Q

If necessary, scroll to the right to view the Done button.
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Time Details

Click the Done button.
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< Manager Salf Service Team Time ﬁ

@

< Timesheet ~ Enter Time

Previous Mext
Enter Time
Retum o Sedect Employes

Time Summary ‘ 16 March - 31 March 2020 v

HI Semi Monthly
Scheduled 96.00 | Reported 2.00 | Unapproved Time 0.00

5 | Weekly Time Enfry Wiew Legend Save for Later -
¥ Weekly Time Summary Neek 1 af% / I

Scheduled 40 00 | Reported 2 08

@ Report Time

(&) Payable Time . o
Time Reporting  Monday Tuesday Wednesd: Click the Submit b n.
Code / Time Details 186 17 18
|§! Leave f Comp Time
|l Reguest Absence Scheduled | Scheduled {| Scheduled | Scheduled | Scheduled || Scheduled §| Scheduled |

Reported [ Reported | Repored ( Repored  Reporbed [ Reported (| Reporied

1B Cancel Absences e
CLBEZ - Call [» | = 2.00 L

I*® View Requests
Comments

0

<L 1R |19 |92 |
|8} Absence Balances

@ Manapge Excephons

T Workforce Availability

Click the Submit button.

March, 2020 — Version 1 Page 129



HAWA‘ \ﬂformatm Course 120 — Time and Leave
Porta .

Timekeepers Course

Rules have succezsfully been applied.
Press OF to refresh your imesheet with updated payable time.

Click the OK button.
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< Mmaglr Self Servic Team Time
o+ Timesheet A Enter Time
Previous Mext
Enter Time
Redurn o Selecd Employe:
i ™

Time Summary
At this point, the timesheet has been adjusted and the timekeeper's

= Report Time task is complete.
EpYCEKIy LN Eniny However, the timekeeper may want to see the UAC to which the

v time is charged, based on the combination code adjustment.
[ Weekly Time Summary

) Payable Tims Select ‘Next’ to continue.
T T TH v i) ril 7T

|§! Leave [ Comp Time n

|i| Request Absence Srheduled | Scheduled §| Scheduled || Scheduled | Scheduled | Scheduled ¢ Schedulsd |

Feported ( Reported © Reporizd (| Reporied  Repored [ Reported [ Reporzd (

I Cancel Absences
ciekz -cat [v| BE 200 + -

I View Requesls
Comments () L f:-:' (:. L {-:" C
|8} Absence Balances

@ Manage Excephons

T Workforce Availability
At this point, the timesheet has been adjusted and the timekeeper’s task is
complete.

However, the timekeeper may want to see the UAC to which the time is charged,
based on the combination code adjustment.
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Team Time
o Timesheet = Enter Time
Previous Mext
Enter Time
Time Summary To view the UAC for this combination code, begin by navigating
to the Payable Time Detail page.
= Report Time
o ) Select ‘Next’ to continue.
i | Weekly Time Entry

[ Weekly Time Summary Week 10f3

Scheduled 40 00 | Reported 2 00 | Unapproved Time 000
() Payable Time

Time Reporting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
n Gode ) Time Detalls. 44 17 18 19 20 2 22

|§! Leave [ Comp Time

M) Reguest Absence Seheduled | Seheduted || Schedulad || Scheduled | Scheduied | Scheduled ¢ Schaduisd §
Feported ( Reported © Reporizd (| Reporied  Repored [ Reported [ Reporzd (

I Cancel Absences
ciekz -cat [v| BE 200 + -

I View Requesls
Comments (‘:‘r {:) ] (:,‘ q‘) {.:‘ C__)
|8} Absence Balances

@ Manage Excephons

T Workforce Availability

To view the UAC for this combination code, begin by navigating to the Payable
Time Detail page.

March, 2020 — Version 1 Page 132



HAWA| | Informatio Course 120 — Time and Leave
Porta

Timekeepers Course

Manager Saif Service Team Time

- Timesheet ~ Enter Time

Enter Time Click the NavBar icon.

Retumn o Sedect Employes

Time Summary | 16 March - 31 March ¥

- HI Semi Monthly
@ Report Time Scheduled 96.00 | Reported 2.00 | Unapproved Time 0.00

Save for Later Submit

f | Weekdy Time Entry View Legend J

i) Weekly Time Summary Week 1of3

Scheduled 4000 | Reported 2 00 | Unapproved Time 000
(&) Payable Time

Time Reporting Monday Tuesday Wednesd:Thursday Friday Saturday Sunday
n Code / Time Details 16 17 18 19 20 2 29

|§! Leave f Comp Time

|l Reguest Absence Scheduled | Scheduled {| Scheduled | Scheduled | Scheduled || Scheduled §| Scheduled |
Reported [ Reported | Repored ( Repored  Reporbed [ Reported (| Reporied

I Cancel Absences .
CLBEZ - Call [» | = 2.00 L

I*® View Requests
Comments

Ol |L] [P 9] |9 |9

0

|8} Absence Balances
@ Manapge Excephons

T Workforce Availability

Click the NavBar icon.
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Click the Navigator icon.
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NavBar: Navigator

wlmiy | State Of Hawaii >

&)

Nawvigator

Administration >

Payroll for North America 3

Global Payroll & Absence Mgmt

Set Up HCM »
Enterprise Components > .
Worklist 3
Reporting Tools ]

Click the Manager Self Service button.
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NavBar: Navigator

Sy & | Manager Self Service

Review Transactlons

Click the Time Management button.
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NavBar: Navigator

i Aal | Time Management i|

e
RocontPiaces |  Manage Schedules L

E Approve Time and Exceptions 3

Nawvigator

Report Time 3

Click the View Time button.
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NavBar: Navigator

e L | View Time ) |

- -

-

Q] B
TCAE Monthly Time Calendar n

E Weekly Time Calendar

Nawvigator

Daily Time Calendar

Time and Labor Launch Pad

Payable Time Summary

Click the Payable Time Detail button.
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Main Menu = > Team Time > Payabie Time Dekail #& Home Sign Out
AddTa = @
New Window | Help Personalize Page sl =
Payable Time Detail
Select Employee Search for the employee whose time you adjusted.
= Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employes 1D I Q I
Empl Record Q
Ll e Click in the Employee ID field. @
First Name - Q
Department Q
Supervisor ID Q
Workgraup Q
W
nrtr a3z hin R e kb e FESIPL VR HRMG 2 b >

Search for the employee whose time you adjusted.

Click in the Employee ID field.
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Main Menu = > Team Time > Payabie Time Dekail #& Home Sign Out
AddTo = @
New Window | Help Personalize Page sl =
Payable Time Detail
Select Employee
* Employee Selection
Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employes [0 I I
Empl Record Q
Last Name Type ‘00022000’ in the Employee ID field
and press the Tab key.
First Name
Department Q
Supervisor ID Q
Workgraup Q
W
1 >

Type ‘00022000’ in the Employee ID field and press the Tab key.
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Fawoiiles ™ Main Menu =~ »  Team Time » Payable Time Detail

Sl HAWAII =5z

Payable Time Detail
Select Employee

* Employee Selection

Employee Selection Criteria

Selection Criterion
Time Reporter Group
Employes [0 DHE2 00
Empl Record

Last Name

First Name

Department

Supervisor ID

Workgraup

Click the Get Employees button.

Selection Criterion Value

#& Home
AddTo = @

Sign Out

New Window | Help Personalize Page sl =
L Get Employees |J
Clear Criteria
Click the Get Employees button. TO—
'
Q
Q
Q
Q
Q
Q
v
>
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Favoriles = Main Menu ™ > Team Time » Payable Time Detail

Sl HAWAII =5z

#& Home Sign Out

AddTa = @

Payable Time Detail
Select Employee

* Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group

Employes [0 DHRIZH00

Empl Record

Last Name

First Name

Department

Supervisor ID

Workgraup

Click below the scroll bar to move down the page.

New Window | Help Personalize Page sl =
Get Employees

Clear Criteria

Q
Save Criteria

Q|

Q

Q

Q =

Q

Click below the seroll bar to
move down the page.

i
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Favoriles = Main Menu = > Team Time > Payabie Time Dekail #& Home Sign Out
o ! \ A )
HAH | Add To Q
Empl Record Q &
Last Name Q
Firzsl Name Q
Department Q
Supervisar ID Q
Wo Q
Click the Last Name link for the employee
you are searching for.
Emplo
B Q
Time Reporters Demographics [k
Last Name First Name Employea ID Employment Record .
Karen 00022000 0E
Manager Se For this example, click ‘Doe’.
Time Manag
W
< >

Click the Last Name link for the employee you are searching for.

For this example, click ‘Doe’.
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Favoriles ~ Main Menu =~ »  Team Time » Payable Time Detail "‘ Home Sign Out

SeL HAWAII=z o -

| NewWindow | Help Personalize Page sl

"~
Payable Time Detail
Employee ID
Employment Record 0
Achons -
Start Date (3182020 r‘
EndDate DaZz2020 [a]
¥ Payable Status Filter
Payable Time (%
Overview Time Reporting Elements Task Reporting Elements Cost and Approval [
Date Status Reason Code F—I\M -
Click the Task Reporting Elements tab.
Q3162020 Closad Mat Sent to Payrall
Q31772020 MNeeds Approval CLBKZ 2.00 Hours
Q3182020 Closed Mat Senl 1o Payrall REGOD 800 Hours
031192020 Closed Mot Sent to Payroll REGOD 800 Hours
W
4 E 2 = T - >

Click the Task Reporting Elements tab.
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Favoriles ~ Main Manu = > Team Time » Payable Time Detail #& Home Sign Out
\ &
i VLA |[Informatic Add To v )
ol HAWAII e nuavs v DS
| NewWindow | Help Personalize Page sl =
Payable Time Detail
Employee ID

Employment Record 0
Actions -

Start Date | O3MAE2020 ‘::-?‘
End Date 03222020 ]| ™

» Payable Status Filter

Payable Time (%

Cveriew Twne Reporting Elements Task Reporting Elements Cost and Approva 13
Time Reporting f Business
Date Status Reason Code Code Quantity Taskgroup Unit Comr
03162020 Closed Mat Sent to Payroll REGOO 800 DAGS STATE Q004
031712020 Needs Approval CLBKZ 200 DAGS STATE 0004
Q3182020 Closed Mat Senl 1o Payrall Click to the ﬁght of the scroll bar. STATE 000
03192020 Closed Mat Sent to Payroll REGOD STATE 0004
W
S— g = o e S— bJ

Click to the right of the scroll bar.
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Favoriles = Main Menu = > Team Time > Payabie Time Dekail #& Home Sign Out
- A formatic a T o
e ! H A'I,‘ll‘ﬂ._,' | sl Add Ta O
Kew Window Help Personalize Page | i 3
Employee ID
Employment Record 1)
s Cost and Approval [
Click the ChartFields link for the
ting Quantity Taskgroup E:I:I"“" item you want to view. s
8.00 DAGS STATC 000458522 ChartFields
200 DAGS STATE 000458522 ChartFields
500 DAGS STATE 000488522 CharlFwedds
500 DAGS STATE 000488522 ChartFields
L
< ROV el = 5 >

Click the ChartFields link for the item you want to view.
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ChartField Common Component

Help o
ChartField Detail [i B
View the ChartField details for the combination code you
selected on the timesheet.
Combinati
If necessary, scroll to the right to view additional fields.
Se
Select ‘Next’ to continue.
\ J
ChartField Deatail
Payroll Humber Fund Fiscal Year Appropriation Department Subdivision/A«

View the ChartField details for the combination code you selected on the
timesheet.

If necessary, scroll to the right to view additional fields.
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ChartField Common Component

Help o
ChartField Detail
Search Options
Combination Code 000468522 o
® Combination Codes
S
ChartField Detail
Payroll Number Fund Fiscal Year Appropriation Department Subdivision/Ax

Click the Return button to close the ChartField box.
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Favoriles ~ Main Manu =

Sl HAWAII =5z

> Team Time » Payable Time Detall

# Home

Add lo = @

MavBar

Sign Out

Kew Window Help Personalize Page | i 3
Click the Home button to return to
the Manager Self Service page.
Employee ID
Employment Record 1)
s Cost and Approval [
ting Quantity Taskgroup E:I:IH'”' Combination Code ChartFields
8.00 DAGS STATE 0004608522 ChartFields
2.00 DAGS STATE 000458522
800 DAGS STATE DO0468522 CharlFelds
8.00 DAGS STATE 000468522 ChartFields
W
< ROV el =0 >

Click the Home button to return to the Manager Self Service page.
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i* Manager Sell Service |

Approvals Time and Labor WorkCentar

Q)

3 Exceptions

You have successfully adjusted the combination code on an
employee’s timesheet and viewed the corresponding UAC.

Select ‘Next’ to continue.

You have successfully adjusted the combination code on an employee’s
timesheet and viewed the corresponding UAC.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Report Rapid Time @HAWA||'WW@§EE§

Lesson Scenario

In this lesson, you will learn to use rapid time entry.

The Rapid Time Entry page is used by the Timekeeper
to quickly report time for a group of employees. The
Timekeeper selects employees, and then enters the TRC
(Time Reporting Code) and the gquantity of hours.

Select ‘Next’ to continue.

Report Rapid Time

Lesson Scenario
In this lesson, you will learn to use rapid time entry.
The Rapid Time Entry page is used by the Timekeeper to quickly report time for

a group of employees. The Timekeeper selects employees, and then enters the
TRC (Time Reporting Code) and the quantity of hours.
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" A l:_' Tald -y IS - - |
q.gL‘I AWAIe * Payroll Processing

Online PCS Personal Data

[ Begin by navigating to the Rapid Time page.

I T r

General Deductions Report Manager
|
X tal CHiRACLE
& FEOPLERDFT
Query Viewer Employee Tax Data

RACLE
SEQPLESDFT 4
|
LA

PCS Approvals

Click the NavBar icon.

Job Data

Contact Us

Begin by navigating to the Rapid Time page.

Click the NavBar icon.
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Click the Navigator icon.
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NavBar: Navigator

i Fusion Integration 3

Recent Places

Il & Absence Mgmt

Workforce Development >

Organizational Development 5

Administer Tralnlng 3

Click Time and Labor on the list of options.
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NavBar: Navigator

4= | Time and Labor

OPA Integration

Time and Labor Set Up Center

Click Report Time on the list of options.
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NavBar: Navigator

Recent Places |

LS | Report Time i|

Time Entry for Open Assignment

Staffing Time

Mass Assignment Rate Changes

Timeshest Lockdown

Click Rapid Time on the list of options.
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Sl HAWA/

Rapid Time

Main Menu =~ > Payrell Processing > Rapld Time

#& Home
AddTo = ?' @

Hotmcaton MavBar

Sign Out

The Rapid Time search page displays.

New Window | Help =]

Enter any information you have and click Search. Leave fields blank for a lisl of all values

Find an Existing Value I Add a New Session I

Click the Add a New Session tab.

* Search Criteria

Session Number = b
Description  begins wath |

User D | beqgins with ||

[ Case Sensitive

| Search | Clear | Basic Search B Save Search Criteria

Find an Existing Value Add a Mew Session

The Rapid Time search page displays.

Click the Add a New Session tab.
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Favoriles « Main Manu = » Tmeandlahor ~ > RepiTime= >  Rapld Time "‘ Home Sign Out

LRI -

Hotmcaton MavBar

MNew Window | Help Personalize Page =] 5

Rapid Time iFrocess Manifor}
Rapid Session Information
*Description Session Mumber 5058009599
*Template Type = Punch Time Reporter [»] Session Status Mot Submitted
“Template a Last Updated  (1£30/20 12-23:08FM
“Processing Mede  Replacement bl User ID
Rapid Detall Information
mH Q The Rapid Time page displays. 1-1 0l 1[v]
e Complete the Rapid Session Information section.
0 Select ‘Next’ to continue.
Add or Remove Rows
Rows to Add q ¥ Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selectad Rowis)
L
< >

The Rapid Time page displays.

Complete the Rapid Session Information section.
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Farvoriles Main Menu =~

Sl HAWAII =5z

Rapid Time

Time and Labor = >  Repori Time = > Fapld Time

#& Home
AddTo = ?' @

Hotmcaton MavBar

Sign Out

Enter a Descriptien for this session of up to

) Help | PersonalizePage | 5 3
30 alphanumeric characters.

Rapid Session Information

“Descripion r I S
Click in the Description field.
*Template Type Punch Time Reporter :i
“emnplate Q Last Updated  01/30/20 12:23:08PM
“Processing Mede  Replacement bl User ID
Rapid Detall Information
H Q 1-1 0l 1[¥]
Delete “Empl ID Empl Record “Date
O Q oa
Add or Remove Rows
Rows to Add q ¥ Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selectad Rowis)
W
1 >

Enter a Description for this session of up to 30 alphanumeric characters.

Click in the Description field.
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Farvoriles Main Menu =~ > Timeand Laher = > HReport Time > Fapld Time . Home Sign Out

= formatic il T )
EQ:HAH'!"!A | "Porta B Nnn::-aum NE._EEI

MNew Window | Help Personalize Page =]

(&)
Rﬂpld Time Process Monitor
Rapid Session Information
*Description I I Session Mumber 5058009599
*Template Type Punch Time Reporter | Session Status Mot Submitted
“Remplar 08P
For this example, type ‘Test Rapid Time' in
TPrschsslng Mode: | RopkercH the Description field and press the Tab key.
Rapid Detall Information
B Q 1-1of1[v]
Delete “Empl ID Empl Record “Date
O Q oa
Add or Remove Rows
Rows to Add q ¥ Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selectad Rowis)
W
1 >

For this example, type ‘Test Rapid Time’ in the Description field and press the
Tab key.
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Farvoriles Main Menu =~

Sl HAWAII =5z

Rapid Time

Time and Labor = >  Repori Time = > Fapld Time

#& Home
AddTo = ?' @

Hotmcaton MavBar

Sign Out

Select a Template Type of either Elapsed
Time Reporter or Punch Time Reporter.

Help | PersonalizePage | 5 3

Process Monitor

Rapid Session Information

*Description  Test Rapid Time Session Number Gf95049509

*Template Type I-P“l"l'-h Time Reporter |i] I Session Status  Not Submitted

*Template Q

Last Updated  01/30/20 12:23:08PM

“Processing Mode Replacement

Click the Template Type drop-down arrow.

Rapid Detall Information
o Q 1-1 0l 1[¥]

Delete “Empl ID Empl Record “Date

m Q 0

Add or Remove Rows

Rows to Add 1 ¥ Copy Down Values from Last Row Add Row(s)

Select All Deselect All Delete Selectad Rowis)

Select a Template Type of either Elapsed Time Reporter or Punch Time
Reporter.

Click the Template Type drop-down arrow.
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Favoriles « Main Manu = » Tmeandlahor ~ > RepiTime= >  Rapld Time "- Home Sign Out
!-._":'. HAWA|rors % ®
= i . Molficaton  Mavbar
MNew Window | Help Personalize Page =] 5
Rﬂpld Time Process Maonitor
Rapid Session Information
*Description Session Number 8099999599
“Template Type Session Status  Not Submitted
“emnplate ted  01/30/20 12:23:08PM
“Processing Mode Replaceme Select E'.P“d Time Reporhr from the kD
list of options.
Rapid Detall Information
H Q 1-1 0l 1[¥]
Delete “Empl ID Empl Record “Date
O Q oa
Add or Remove Rows
Rows to Add q ¥ Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selectad Rowis)
W
1 >

Select Elapsed Time Reporter from the list of options.
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Sl HAWAII =5z

Rapid Time

Time and Labor = >  Repori Time = > Fapld Time

#& Home
AddTo = ?' @

Hotmcaton MavBar

Sign Out

Select a pre-defined Template for simplified
data entry.

Help | PersonalizePage | 5

Rapid Session Information

*Description  Test Rapid Time Session Number Gf95049509

*Template Type Flap=ed Timea Heporter Ll Session Status  Not Submitted
“lemple |I Last Updated  01/30/20 12:23:08PM
“Processing Mode Replacement v

Click the Search icon (magnifying glass).

Rapid Detall Information

W Q
- Empl x
Delete Empl ID Record Name Date Punch T
a a 0Q |
Add or Remove Rows
Rows to Add ] ¥ Copy Down Values from Last Row Add Row(s)
Select All Desalect All Delete Selectad Row|s) >

< >

Select a pre-defined Template for simplified data entry.

Click the Search icon (magnifying glass).
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Look Up Template

Template Type Elapsed Time Reporer

Rapid Time Template | begins with v [|

Description |begi15.wim|7|||

-' Clear [ Gancel | Basic Lookup

Search Resulis

4 of1[] »

Description
efault Template for Ex Hry

For this example, click the DEFEXHRLY link.
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Rapid Time

Main Manu = Time and Labor = > Repori Time = »  Rapld Time

#& Home
AddTo = ?' @

Hotmcaton MavBar

Sign Out

Select the Processing Mode. For this example,
select Addition to create new time entries.

Help | PersonalizePage | 5 =

Process Monitor

Rapid Session Information

*Description  Test Rapid Time Session Number Gf95049509

*Template Type FElapsed Time Reporter [l Session Status Mot Submitted
“Template |DEFEXHRLY x & Last Updated 01130120 12:23:08PM
“Processing Mode LReplacmnt E] User ID
Rapid Detall Information
m Qq Click the Processing Mode 11
drop-down arrow.
- Empl -
Delets Empl ID Record Date TRC
| Q 0Q [
Add or Remove Rows
Rows to Add 1 I Copy Down Values from Last Row Add Row{s)
[T Increment Date
Select All Deselect All Delete Selected Row
v
< >

Select the Processing Mode. For this example, select Addition to create new
time entries.

Click the Processing Mode drop-down arrow.
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Favoriles ~ Main Manu = » Timeand Lahor = > RepoaiTime = Rapid Time #& Home Sign Out

- formatic il
LQ’H Al',‘ll"Jn':'.' | i Porta ND!I‘II‘IZ.!'D'JI‘I rl(ar:?iar

MNew Window | Help Personalize Page =]

"~
Rapld Time Process Monitor

Rapid Session Information

*Description  Test Rapid Time Session Number Gf95049509

*Template Type FElapsed Time Reporer

[

Session Status  Not Submitted

*Template [Efddition Last Updated  (1/30¢20 12-23:08PM

“Processing Mode User ID

Click ‘Additien’ on the list of values.

Rapid Detall Information

5 Q 11
- Empl -
Delets Empl ID Record Name Date TRC
N Q 0 =

Add or Remove Rows

Rows to Add 1 I Copy Down Values from Last Row Add Row{s)
[ Increment Date
Select All Deselect All Delete Selected Row
L
< >

Click ‘Addition’ on the list of values.
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Favoriles ~ Many ~

Time and Labor = > Repor Time =

»  Rapld Time #& Home Sign Out

-

Hotmcaton MavBar

Rapid Time

Rapid Session Information
“Descripion

“Template Type

Test Rapid Time

Flap=ed Timea Heporter

MNew Window | Help Personalize Page =] 5

Process Monitor

Session Number 5$985599599

[

Session Status  Not Submitted

q

The system displays the Session Number as 9999999999
until you save the page, at which time it automatically
assigns a session number.

Last Updated 01730020 12-23- 03P "

; 1-1
Select ‘Next’ to continue.

*Template DEFEXHRLY
“Processing Mode  Addition
Rapid Detall Information
5 Q
- L.
Delete Empl ID Record
_ Q 0
Add or Remove Rows
Rows to Add 1
Select All Deselect All

artr (a2 i, i e e hrh e FESIPL VR HRMG b

I Copy Down Values from Last Row Add Row{s)

[T Increment Date
Delete Selected Row

L

The system displays the Session Number as 9999999999 until you save the
page, at which time it automatically assigns a session number.
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» Tmeandlahor * > RepowiTime= »  Fapld Time #& Home Sign Out

Add To = ?- @
HodMcation MavBar

MNew Window | Help Personalize Page =] 5
Rapld Time Process konitor
Rapid Session Information
*Description  Test Rapid Time Session Number 9039999599
*Template Type FElapsed Time Reporer Jlad Session Status  Not Submitted
*Template DEFEXHRLY Q Last Updated  (1/30¢20 12:23:08PM

“Processing Mode

Enter the appropriate data in the Rapid Detail Information
section. First, enter the Empl ID and the Empl Record for the

Rapid Detall Information employee whose time you are entering.

5 Q 1
Delets  “EmplID Reanbl Name “Date TRC
| I_ QI 0Q =

Add or Remove Rows

Click in the Empl ID field.

Rows t opy Down Values from Last Row Add Row{s}
crement Date
Select All | Deselect All | Delete Selected Row
w
At hal 3 i, el 3o s hohsS ERPLCYEE HRMS S, | >

Enter the appropriate data in the Rapid Detail Information section. First, enter
the Empl ID and the Empl Record for the employee whose time you are
entering.

Click in the Empl ID field.
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Favoriles « Main Manu = » Tmeandlahor ~ > RepiTime= >  Rapld Time "‘ Home Sign Out

LRI -

Hotmcaton MavBar

MNew Window | Help Personalize Page =] 5
Rapld Time Process konitor
Rapid Session Information
*Description  Test Rapid Time Session Number Gf95049509
*Template Type FElapsed Time Reporer Jlad Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated  (1/3020 12:23:08P1
“Processing Mode  Addition v User ID
Rapid Detall Information
m Q 11
- Empl -
Delets Empl ID Record Name Date TRC
o ) . . &
For this example, type 00011000’ in the
Empl ID field and press the Tab key.
Add or Remove Rows
Rows to Add 1 W Copy Down Values from Last Row Add Row{s}
[T Increment Date
Select All Deselect All Delete Selected Row
W

1 >

For this example, type 00011000’ in the Empl ID field and press the Tab key.
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Favoiiles ~ Main Menu = » Timeand Lahar = > ReporiTime™=  : Rapld Time .- Home Sign Qut

S HAWAIl e, v

Hotmcaton HavBar

MNew Window | Help Personalize Page =] =
Rapid Time

Process Monitor

Rapid Session Information

*Description  Test Rapid Time Session Number 5f85099509
*Template Type Flap=ed [mea Heporter | Session Status Mot Submitted
*Templ dated  01f30¢20 12:23:08PM
The Empl Record field defaults to ‘0" '

“Processing

Confirm the Empl Record is correct and change it e
it needed.
i ’ E
Rapid Detall Information Select ‘Next’ to continue.
o Q 1-1
Delets  “EmplID Reanpl Name “Date TRC
| 00011000 .Q] Mancy Doe !:l

Add or Remove Rows

Rows to Add 2 ¥ Copy Down Values from Last Row Add Row{s)
[ Increment Date
Select All Deselect All Delete Selected Row
W
< >

The Empl Record field defaults to ‘0.

Confirm the Empl Record is correct and change it if needed.
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Main Menu ™ » Timeand Labor = > ReporiTime > 3 Rapld Time .- Home Sign Out

- Hﬁ",“ﬂ'\ | pATER Add To ~ v O]
LLLY I3 Notmcaton NavBar
New Window | Help Personalize Page = -~
Rapid Time Process Monitor
Rapid Session Information
“Description Test Rapid Time Session Number G099009599
“Template Type Flapsed Tme Reporer b Session Status Mot Submitted
“Template (20 12:23:.08PM

The employee’s name displays based on the Empl ID you
‘Processing Mede|  antered and the Empl Record number.

Select ‘Next’ to continue.
Rapid Detall Information

E o } 1-1
- Empl !
Delete Empl ID Record MName Date TRC
] 00011000 Q : 0Q | Mancy Doe D

Add or Remove Rows

Rows to Add 2 | Copy Down Values from Last Row Add Row{s)
[T Increment Date
Select All Daselect All Delete Selected Row
b
< >

The employee’s name displays based on the Empl ID you entered and the Empl
Record number.
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Favoriles Miin Mar ~ > Timeandlahor * > ReporiTimea= > Rapld Time #& Home Sign Out

! HAWAI[-rorrs Add To ) v ®
Vi g Hodfcation NawvBar

New Window | Help | Personalize Page | & =
Rapi{! Time Process Monitor
Rapid Session Information
“Description Test Rapid Time Session Number £0850409509
*Template Type Flapsed Time Reporter | Session Status  Not Submitted
'd "
“Templ . 2113020 12:23:08PM

Next, enter the Date, the TRC, and the Quantity of hours
‘FrocessingMd  for the time you are entering for this employee.

For this example, the employee was called back to work

S L for three hours on January 21, 2020.

H Q 11
Select ‘Next’ to continue.
Delete “Empl ID “Date TRC
| 00011000 Q j 0Q | Mancy Doe D

Add or Remove Rows

Rows to Add 7 ' Copy Down Values from Last Row Add Rowis)
["] Increment Date
Select All Dassalect All Delete Selected Row
w
< >

Next, enter the Date, the TRC, and the Quantity of hours for the time you are
entering for this employee.

For this example, the employee was called back to work for three hours on
January 21, 2020.
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Favoriles Miin Mar ~ > Timeandlahor * > ReporiTimea= > Rapld Time #& Home Sign Qut

Sl WA =55 r®

Hodification HawBar

New Window | Help | Personalize Page | &

[a]
Rﬂpld Time Process Monitor
Rapid Session Information
“Description  Test Rapid Time Session Number  S008399509
*Template Type Flapsed Time Reporter | Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated  (1/30:20 12:23:08PN
“Processing Mode  Addition ~ (i G
Rapid Detail Information
H Q 11
- Empl -
Deleta Empl ID Record Name Date TRC
.| 00011000 iq, | 0Q | Mancy Doe
Add or Remove Rows
Rows to Add 2 | Copy Down V. dlck the Cl'-ll'ldll' 1con. Rows)
[] Increment Da
Select All Dassalect All Delete Selected Row
v
< >

Click the Calendar icon.
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Porta
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Timekeepers Course

Favorilizs = Main Menu =

L HANA s

Rapid Time

Rapid Session Information
*Description

“Templata Type

“Template

“Processing Mode

Rapid Detail Information
m Q
Delets “Empl ID

H| 00011000

Add or Remove Rows

Rows to Add 2

Select All

Tima and Labar =

Rapon Time = Rapid Tima #& Home Sign Out
.
Hodification HavBar
New Window | Help | Personalize Page | & =
Process Monitor
Test Rapid Time Session Number £985399599
Flapsad [me Reporter [l Session Status Mot Submitted
DEFEXHRLY Q Last Updated (173020 12:23:08FN
Addition [l User ID
Calendar
Janisry %] 2020 |w
J — 14
$§ M T WT F S
Empl
Recerd Hame T2 3 4 E
5 1
Q, 0Q  Mancy Doe %8 b & % Ak
18
25
Click ‘21’ to select 1/21/20
as the date. 5
B
Desslect All | Row
[
>

Click ‘21’ to select 1/21/20 as the date.
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Favoriles Miin Mar ~ » Tmeandlahor * > ReporiTime= > Rapid Time #& Home Sign Out
o HANA i+ B
b g Noffication  NavBar
Mew Window | Help Personalize Page e -
Process Monitor
‘est Rapid Time Session Number §995595599
-lapsed Tme Reporler L% Soccion Statuc  Rlod Cobeaitied
' ™

JEFEXHRLY Select the appropriate Time Reporting Code for the
\dditian hours you are entering.

Note: You may need to scroll to the right side of the

page to see the remaining field on this row.

\ ’ |i Ve Al
Empl Name “Date TRC Quantity
Record
Q 0Q | MancyDoe o1r21/2020 =]

= — Click the Search icon (magnifying glass) for
dd 2 -

= the TRC (Time Reporting Code) field.

Increme:
Daselect All
W
€ >

Select the appropriate Time Reporting Code for the hours you are entering.

Note: You may need to scroll to the right side of the page to see the remaining
field on this row.

Click the Search icon (magnifying glass) for the TRC (Time Reporting Code)
field.
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Look Up TRC

Time Reporting Code hegins‘wim| ||

_ Clear Cancel Hasic Loakup

Search Resulls

View100 4 4 | 1320f32(% b ¥

Time Reporting Code

Click ‘CLBK1’ from the list of options.
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Timekeepers Course

Favoriles « Main Manu = Time and Labar = > Repor Time = Rapid Time "- Home Sign Out
- £ P 1
o] HAWAIro N
= Wi i Notmcaton NavEar
Mew Window Help FPersonalize Page | ]
Process Maonitor
est Rapid Time Session Number 9999083509
Slapsed Time Reparler | Session Status  Not Submitted
EFEXHRLY Q Last Updated 0173020 12:23:08PM
sddition || User ID
1-1 of 1]¥| View All
Empl “D TRC i
Record 'ame ate Quantity
Q [11=% Mancy Doe 01/21/2020 :I CLBK1 Q :l
1d 2 ¥ Copy Down Values from Last Row Click in Quantity field.
[T Increment Date
Deselect All
'
< >

Click in Quantity field.
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Favoriles « Main Manu = » Tmeandlahor ~ > RepiTime= >  Rapld Time "‘ Home Sign Out
ol HAWAIl"=%: aty R
= Wi 1 Notmcaton NavEar

Mew Window | Help | Personalize Page | = =

Process Maonitor
est Rapid Time Session Number §995595609
lap=ed hime Reporler | Session Status  Not Submitted
EFEXHRLY Q Last Updated 0173020 12:23:08PM
sddition || User ID
1-1 of 1]¥| View All
H._E:r:rp:: Name “Date TRC Quantity
Q [11=% Mancy Doe 01/21/2020 :| CLBK1Q, :
Type '3 in the ntity field
id 2 W Copy Down Values from Last Row \"F; ¥ h Tq:.k
[T Increment Date anc press the MBkCY.
Deselect All
'
< >

Type ‘3’ in the Quantity field and press the Tab key.
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Favoriles = Main Menu = > Tmeand Lahar = > ReporiTime=  » Fapld Time #& Home Sign Out
’Il: HA'I,H.E',' | s AddTo = - ©)
= Wi - Molficaton  Navbar
Mew Window | Help Personalize Page = -
Process Maonitor
est Rapid Time Session Number §995595609
lap=ed hime Reporler LY Soccion Stotuc  Rlot Cokbscithod
'EFEXHRLY Mast TRCs are set up to accept hours as input. There are a few
\ddition TRCs, such as Uniform Pay, that accept an amount as the input.
Select ‘Next’ to continue.
1-1 of 1|¥| View All
Hirzrdl Name “Date TRC Quantity
Q 0Q | Mancy Doe D1212020 ICLEK'IQ | | :sl
id 2 ¥ Copy Down Values from Last Row Add Row(s)
[ Increment Date ———————
Desslect All L. Delete Selected Rowis)
v
< >

Most TRCs are set up to accept hours as input. There are a few TRCs, such as
Uniform Pay, that accept an amount as the input.
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Main Menu = » Tmeandlahor ~ > RepiTime= >  Rapld Time "- Home Sign Out
Add To = ?- @
Motmcaton MavDar
MNew Window | Help Personalize Page =] 5
Rapld Time Process konitor
Rapid Session Information
*Description 1951 Rapid Time Session Number 6490069009

“Template Type Use the Add or Remove Rows section to add additional time

*Template entries for this employee or other employees. 5P

“Processing Mode

For this example, Nancy Doe was also called back on 1/29/2020.

Rapld Detall Information Select ‘Next’ to continue.
H Q b . 1-1
- Empl -
Delets Empl ID Record Name Date TRC
u| 00011000 qQ 0Q | Nancy Doe 0172172020 CLEK1

Add or Remove Rows

Rows to Add 2 | Copy Down Values from Last Row Add Row{s)
[T Increment Date
Select All Daeselect All Dalete Selected Rov
L
nftris: ks 32, hin.hawnii.aov/ mss hohsSe EMPLOVEE AHRMS 5 k >

Use the Add or Remove Rows section to add additional time entries for this
employee or other employees.

For this example, Nancy Doe was also called back on 1/29/2020.
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Farvoriles Main Menu =~

Time and Labor = >  Repori Time = > Fapld Time

#& Home Sign Out

AddTo = 4 @

Sl HAWAII =5z

Rapid Time

Rapid Session Information
“Descripion

“Template Type

*Template

“Processing Mode

Rapid Detall Information
T Q

Delete “Empl ID

L1 00011000

Add or Remove Rows

Rows to Add E

Select All

hitois: /Thahs32. hin hawaii aoe/nsn/hohs52

MNew Window

Test Rapid Time Session Number
Flap=ed Timea Heporter 1 Session Status
DEFEXHRLY Q Last Updated
Addition |
For this example, add one additional row.
Empl
Record Hame
Q 0Q | NancyDoe
Double-click the number ‘2’ in
the Rows to Add field.
last Row
T T TETIET Lrae
Daeselect All

ERPL OV EE/HRMSSS k

For this example, add one additional row.

Double-click the number ‘2’ in the Rows to Add field.

Hotmcaton MavBar

Help | PersonalizePage | 5 =

Process Monitor

5908049599
Mot Submitted

01730620 12:23:08PM

11
“Date TRC

0172172020 CLEK1

Add Rowis)

Delete Selected Row
W
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Porta

120 — Time and Leave

Timekeepers Course

Favoriles ™ Main Menu = > Tmeandlahor ~ > ReporiTime™~ »  Rapld Time

#& Home Sign Out

AddTo = 4 @

Sl HAWAII =5z

Rapid Time

MNew Window

Rapid Session Information

*Description  Test Rapid Time Session Number

*Template Type FElapsed Time Reporer | Session Status
*Template DEFEXHRLY Q Last Updated

“Processing Mode  Addition v

Rapid Detall Information
H Q
. Empl
Delets Empl ID Record Name
L] D000 Q 0Q | NancyDoe
Add or Remove Rows Type ‘1’ in the Rows to Add field

SN and press the Tab key. t Row

Select All Desslect All T

hitns /(hohs32 hio hawaii.aoe/osn/hohsS2 ERPLOYEE/HRMS k

Type ‘1’ in the Rows to Add field and press the Tab key.

Hotmcaton MavBar

Help | PersonalizePage | 5 =

Process Monitor

5908049599
Mot Submitted

01730620 12:23:08PM

11
“Date TRC

0172172020 CLEK1

Add Rowis)

Delete Selected Row
W
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Favoriles = Main Menu ™ Time and Lahar =

Sl HAWAII =5z

Report Time = &

#& Home
™

Hotmcaton MavBar

Rapid Time Sign Qut

Add To =

MNew Window | Help Personalize Page =] 5
Rapld Time Process Monitor
Rapid Session Information
*Description  Test Rapid Time Session Number Gf95049509
*Template Type FElapsed Time Reporer | Session Status Mot Submitted
“Templatp—REELc a 3:08PM
“Processing Med|  If most of the fields from the previous row have the same values
as the row you are adding, make sure the Copy Down Values
from Last Row box is checked.
Rapid Detail Information Select 'Next’ to continue.
m Q 11
Delets  “EmplID Reanpl Name “Date TRC
L] 00011000 qQ, oQ Nancy Doe 0172112020 CLEK1
Add or Remove Rows
Rows to Add 1 I ¥} Copy Down Values from Last Row I Add Row{s)
[T Increment Date z
Select All Deselect All Dalete Selected Row
L
< >
If most of the fields from the previous row have the same values as the row you
are adding, make sure the Copy Down Values from Last Row box is checked.
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Favoriles « Main Manu = Time and Labor = >  Repor Time = Rapid Time "- Home Sign Out
!-._":'. HAWA|rors % ®
= i . Molficaton  Mavbar
MNew Window | Help Personalize Page =] 5
Rapld Time Process konitor
Rapid Session Information
*Description  Test Rapid Time Session Number Gf95049509
*Template Type FElapsed Time Reporer | Session Status Mot Submitted
“Template DEFEXHRLY Q Last Updated  (1/30:20 12:23:08P1
“Processing Mode  Addition [l User ID
Rapid Detall Information
5 Q 11
- Empl -
Delets Empl ID Record Name Date TRC
L] 00011000 qQ, oQ Nancy Doe ) 20 CLEK1
Click the Add Row(s) button.
Add or Remove Rows
Rows to Add 1 ¥} Copy Down Values from Last Row h Add Row{s) I
[T Increment Date
Select All Daeselect All Delete Selected Row
W

Click the Add Row(s) button.
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Main Menu = > Tmeand Lahar = > ReporiTime=  » Fapld Time #& Home Sign Out

AddTo = ?- @

Hotmcaton MavBar

Mew Window | Help Personalize Page =

- [a)
ime Process Monitor
s&ion Information
For this example, the Empl ID, Empl Record, TRC, and Quantity remain the same. You
only need to change the Date to January 29, 2020.
*Proc Select ‘Next’ to continue.
all Information
1-2 of 2|V
“Empl ID Empl v ome “Date TRC
Record
00011000 Q [i}=§ Mancy Doe 01/21/2020 :I CLBK1Q
20011000 Q 0Q |  Mancy Doe pi212020 = | cLEKIQ
emove Rows
Rows to Add 1 M Copy Down Values from Last Row T Add Rewis) T
LI Increment Date W
Calaca AN Macclaad AL Palaide Palacicd Mada )

For this example, the Empl ID, Empl Record, TRC, and Quantity remain the
same. You only need to change the Date to January 29, 2020.
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Favoriles ~ Main Manu = » Timeand Lahor = > RepoaiTime = Rapid Time #& Home Sign Out

SeLHAWAII iy

Hotmcaton MavBar

Mew Window Help Personalize Page =l
me Process Monitor

ssion Information

“Description Test Rapid Time Session Number 9909590009

*Template Type Flapsed Time Heporter [ Session Status  Not Submitted
"Templata [DEFEXHRLY a Last Updated  01/30/20 12:23:08PM
*Processing Mode Addition e User ID
all Information
1-2 of 2|V
“Empl ID Empl  poame ; : RC
p Recsrd Click the Calendar icon.
00011000 Q 0Q, | Nancy Doe
CO011000 Q [i]+] Maney Doe
emove Rows
Rows to Add 1 M Copy Down Values from Last Row
LI Increment Date
Calaca AN Macclaad AL Palaide Palacicd Mada

Click the Calendar icon.
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Favoriles ~ Main Menu = Time and Lahar = > Report Time = Rapid Time ﬁ Home

Sign Out

O]

MavBar

Sl HAWAII =5z =

Hotmcaton

Mew Window | Help Personalize Page (e .
ime Process Maonitor

ssion Information

“Description Test Rapid Time Session Number 9909590009
*Template Type Flapsed Time Reporter i Session Status Mot Submitted
"Templata [DEFEXHRLY a Last Updated  01/30/20 12:23:08P
*Processing Mode Addition el User ID
Calendar
all Information
January j 2020 j
5 M T W T F s
- Empl
Empl ID Recory Name 1 3 3 4
5 8 7 & 9 10 1
00011000 Q 0Q, | NancyDoe
12 13 14 15 16 17 18
00011000 Q [i]=) Mancy Doe 19 " ; 99 931 94 9%
B
80 M
Click 29’ to select 1/29/20
il e as the date.
Rows to Add 1 H iCurrent Datel
L Tncrement Diate b
Calaca AN Macclaad AL

Palaie Balecied Pl

Click ‘29’ to select 1/29/20 as the date.
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Sl HAWAII =5z

ime

ssion Information

“Description  Test Rapid Time

LI Increment Date

*Template Type Flapsed Time Heporter 1|
“Template DEFEXHRLY
*Processing Mode Addition [
all Information
- Empl
Empl ID Record Name
00011000 Q 0Q, | NancyDoe
00011000 Q 0Q. | Mancy Dos
emove Rows
Reows to Add 1
Calaca AN Macclaad AL

M Copy Down V3

Rapid Time

#& Home
L

Hotmcaton MavBar

Sign Out
Add To =

Mew Window | Help Personalize Page =

Process Monitor

Session Number §995599599
Session Status  Not Submitted
Last Updated Q173020 12:23:08PM

User ID

1-2 of 2|V
“Date TRC
01212020 =] CLBK1Q
[o1amaze )| clBKIQ

Click below the seroll bar to move
to the bottom of the page.

Palaie Balecied Pl

Click below the scroll bar to move to the bottom of the page.
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Favoriles « Main Manu = » Tmeandlahor ~ > RepiTime= >  Rapld Time "‘ Home Sign Out

LRAAI -

Hotmcaton Havbar
= LAty [0 20 | ] N G

(]
IEFEXHRLY Q Last Updated  (1/30¢20 12:23:08PM
yddition || User ID
1-2 of 2|+ View All
Empl | e “Date TRC Quantity
Record
Q 0Q | NancyDoe 01212020 =] CLBK1Q 3.000000
Q 09, | Mancy Doe o020 =] CLeK1 @ 3000000
id 1 M Copy Down Values from Last Row Add Row(s)
[ Increment Date
Deselect All Delete Selected Rowis)
h Submit
Click the Submit button.
Add Update/Display
L
< >

Click the Submit button.

March, 2020 — Version 1 Page 190



o] HAWA e

Course 120 — Time and Leave

Timekeepers Course

Click the OK button to continue with the submission process.

Reported Time entered in this session will be added. (12504,10002)

If you intended for previously added time to be replaced or corrected, select
the Cancal button and change the mode to Replace or Corechon and
resubmit.

If you meant to Add Reported Time using this session, select the OK button.
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The session has st been subrmitted 1o Reported Time (13504, 40)

¥ou will not be able to edi this session unhil it has completed processing. To
edit re-enter this page.

If the session remains locked for an unusual amount of time, check the
process monitor for more defails. The process name s TL_RAPIDTIME.

Click the OK button to the processing message.
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Favoriles Miin Mar ~ » Tmeandlshor * > ReporiTime= > Rapid Time #& Home Sign Qut

\QﬂHH|I l'FFJE" | i |"l .I AddTo - ?' @

Hothcation HawBar

T .
Elapsed Time Reporler I Session Status  Submitled lo Time Adman I i

DEFEXHRLY Last Updated  01/30620 12-54:42PM
Addition User ID

r n'

During validation, the system checks all the time reporting code and task data you have
entered for the session. It also verifies that the status of each employee is Active.

Invalid transactions appear on the Manage Exceptions pages for the timekeeper’s review.
All time transactions are converted to reported time, whether exceptions are created or not.

For those reported time entries that have related exceptions, the time can be corrected in
the time reporting page.

dd 1 Select ‘Next’ to continue.

DEsElEet Al DElete Selectad Hovws)

Submit

Add Update/Display

During validation, the system checks all the time reporting code and task data
you have entered for the session. It also verifies that the status of each employee
is Active.

Invalid transactions appear on the Manage Exceptions pages for the
timekeeper’s review.

All time transactions are converted to reported time, whether exceptions are
created or not.

For those reported time entries that have related exceptions, the time can be
corrected in the time reporting page.
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Farvorilizs = Main Menu =

Time and Labaor = >  ReponTime = Rapld Time

#& Home Sign Out

Wl HAWAror aites N
& i R Mothcabon  MavBar
C d L T % ] L LI¥
Elapsed Time Reporler Session Status  Submitled o Time Admin £
DEFEXHRLY Last Upda
Addition Usel  Resolve exceptions so the approver
can approve the time.
Select ‘Next’ to continue. ;
View Al
Empl e Date TRC Quantity
Record
0 Mancy Doe 0112172020 CLBK1 3.000000
0 Mancy Doe (2200 CLEK1 3 OO0
dd 1 +| Copy Down Values from Last Row Add Row(s)
Increment Date
Deselect All Delete Selected Row(s)
Submit
Add Update/Display

Resolve exceptions so the approver can approve the time.
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Favoriles Miin Mar ~ > Timeandlahor * > RepoiTima= > Rapld Time #& Home Sign Qut

Hothcation HawBar

\Q:HHH W\ g Add Ta = ) i ©)

Elapsed Time Reporler Session 5tatus  Submitled lo Time Adman i
DEFEXHRLY ~ Last Updated  (1/30v20 12-54: 42PN &
Addition .
All entries made on the Rapid Time Entry page are posted to the employees
timesheets. From the timesheet, supervisors need to approve when
applicable, and then the time entries are posted to Payroll for processing.
v A
Select ‘Next’ to continue.
Empl
Record hL J ty
0 Mancy Dos 0212020 CLBK1 3.000000
0 Mancy Doe 0112912020 CLEKT 3000000
dd 1 +| Copy Down Values from Last Row Add Row{s)
Increment Date
Deselect All Delete Selectad Row(s)
Submit
Add Update/Display
W

All entries made on the Rapid Time Entry page are posted to the employees’
timesheets. From the timesheet, supervisors need to approve when applicable,
and then the time entries are posted to Payroll for processing.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Report Time and Add Comments SeLHAWA||™

Lesson Scenario

In this lesson, you will learn to report time for an
employee.

Timekeepers can use timesheets to report time on
behalf of employees. They can also add comments
for non-regular time.

Note: The preferred method to enter time on the
employee’s behalf is to use rapid time entry. If there
is a reason to use the imesheet, use this lesson as
reference material.

Select ‘Next’ to continue.

Report Time and Add Comments

Lesson Scenario
In this lesson, you will learn to report time for an employee.

Timekeepers can use timesheets to report time on behalf of employees. They
can also add comments for non-regular time.

Note: The preferred method to enter time on the employee’s behalf is to use
rapid time entry. If there is a reason to use the timesheet, use this lesson as
reference material.
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* Employee Sell-Service

Click the drop-down arrow. Begin by navigating to the Timesheet in
Manager Self Service.

If the Manager Self Service home page does not
display by default, click the drop-down arrow to

select it from the list of options.
W-2/W-2c Consent

Last Pay Date 12/20/12019

Classic Home Security Setup Required

E Setup Complete

nareply@chemyroad com

Direct Deposit Frequently Asked Questions

-

Begin by navigating to the Timesheet in Manager Self Service.

If the Manager Self Service home page does not display by default, click the
drop-down arrow to select it from the list of options.

Click the drop-down arrow.
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MLI"

AW ._|| oI ¥ Employee Self-Service

Employee Self-Senvice i\.rimw-sz-zc Forms

Mansaga' SEHEEWICE

Click Manager Self Service
from the list of options.

Pay Statements

Last Pay Date 12/20/12019

Classic Home Security Setup Required

E Setup Complete

nareply@chemyroad com

Direct Deposit Frequently Asked Questions

-

Click Manager Self Service from the list of options.
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i* Manager Sell Service |

Monitor Approvals Time and Labor WorkCenter

Click the Team Time tile.

Click the Team Time tile.
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< Manager Self Service Team Time “ - ()]
o) Timesheet ~ “  Enter Time
Enter Time Use hiters to change the search crilena or Get Employess o apply the detault Manager Ssarch Ophans

Time: Summary | GetEmployees | IREHE

o Report Time

% | Weekly Time Entry The Timesheet: Enter Time page displays.
fi ekl Sy There are two ways to access the timesheets for your

(2) Payable Time direct reports.

u = You can click the Get Employees button, which will

) Leave f Gomp Ti : . :
M. Leze iy fow display a list of all your direct reports.

() Request Absence =  Oryou can use the Filter button to search by a
specific selection criterion.
I Cancel Absences

Select ‘Next’ to continue.
1P View Requests

|8} Absence Balances

@ Manapge Excephons

haty ¢
=| Aftendance Violations

LB Dlmmmrime | s mebimme

The Timesheet: Enter Time page displays.
There are two ways to access the timesheets for your direct reports.
= You can click the Get Employees button, which will display a list of all your

direct reports.
= Oryou can use the Filter button to search by a specific selection criterion.
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< Manager Self Service Team Time “ - ()]
o) Timesheet ~ “  Enter Time
Enter Time Use hilters to change the search crilena or Get Employess o apply the detault Manager Ssarch Ophans

Time Summary

@ Report Time

5] Weekiy Time Entry Click the Filter button.

res

¥ Weekly Time Summary

(&) Payable Time For this example, you will use the Filter button.

|8 Leave f Comp Time n
|l Reguest Abzence

¥ Cancel Absences

I View Requests

|8} Absence Balances

@ Manapge Excephons

=] Attendance Violations

LB Dlmmmrime | s mebimme

For this example, you will use the Filter button.

Click the Filter button.
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Time Reporter Group [

Empl Record |

Last Mame |
You can use any of the filters shown here
First Mame | to find the employee for whom you will
report time.

Department |
For this example, you will search using the
Superviser ID | Employee ID.

Reports To Position |
Number

Select ‘Next’ to continue.

Workgroup |

You can use any of the filters shown here to find the employee for whom you will
report time.

For this example, you will search using the Employee ID.
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Supervisor ID I

Reports To Position |
Number |

Workgroup |

Click in the Employee ID field.

March, 2020 — Version 1

Page 204



HAWA‘ \nformano Course 120 — Time and Leave
Porta .

Timekeepers Course

Last Name |

First Mame |

Department |

Supervisor ID I

Reports To Position |
Number |

Workgroup |

Type ‘00011000’ in the Employee ID field and press the ‘Tab’ key.
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Time Reporter Group I

Emplayee ID IDDDHDOO

Empl Record |

Last Name |

First Mame |

Department |

Supervisor ID I

Reports To Position |
Number |

Workgroup |

Click the Done button.
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< Manager Seif Service Team Time “a " @
«c Timesheet ~ “~  Enter Time
B Select Employee 1 row

Time Summary

WameiTitle Euceptions Hours to be Approved
@ Report Time

Robert Doe
5 | Weekly Time Enfry
I8 Weekly Time Summary
& Payable Time A row displays for each employee

that meets the filters you entered.

|8 Leave f Comp Time n

Select ‘Next’ to continue.
|l Reguest Abzence

¥ Cancel Absences
I View Requests

|8} Absence Balances
@ Manapge Excephons

=] Attendance Violations

LB Dlmmmrime | s mebimme

A row displays for each employee that meets the filters you entered.
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< Manager Self Service Team Time ﬁ ’." E @

o Timesheet ~ “  Enter Time
Select the row for the employee

a a 1 row
whose time you will enter.

Erio ?_eleft Employee

Time Summary

Wamei Title Euceptions Hours to be Approved
@ Report Time
Robert Doe
5 | Weekly Time Enfry |
I8 Weekly Time Summary
e

(&) Payable Time
n For this example, click the row

I§} Leave  Comp Time for ‘Robert Doe’.

|l Reguest Abzence
¥ Cancel Absences
I View Requests

|8} Absence Balances
@ Manapge Excephons

=] Attendance Violations

LB Dlmmmrime | s mebimme

Select the row for the employee whose time you will enter.

For this example, click the row for ‘Robert Doe’.
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< Manager Self Service Team Time “ - ()]
< Timesheet ~ ~  Enter Time
Previous Mext
Enter Time
Return 1o Sedect Employes
Time Summary ‘ 16 January - 31 January 2020 v
. Hawaii Semi Monthly
sl Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00
By ™y Save for Later Submit
.| The Timesheet opens to the current week for
e} .
the pay period. I 4 Week2of3 » I
achiled 1 PO napproved Time 0 00
In this example it opens to Week 2. If day Friday Saturday Sunday Menday Tuesday Wednesd:
! : 24 25 26 27 28 28
|81 necessary, you can use the right and left
arrows to move to a different week. I
Ii led | Scheduled §| Scheduled | Scheduled § Scheduled | Scheduled §| Scheduled |
ed [ Reported [| Reporded ( Reporied { Reporied [ Reported (| Reporied
" If needed, you can also move to a different
pay period. | i
i Select ‘Next’ to continue. |
L b (] 2 @, (] 3 .

|8} Absence Balances
@ Manapge Excephons

=] Attendance Violations

LB Dlmmmrime | s mebimme

The Timesheet opens to the current week for the pay period.

In this example, it opens to Week 2. If necessary, you can use the right and left
arrows to move to a different week.

If needed, you can also move to a different pay period.
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< Manager Self Service
oy Timesheet
Enter Time
Time Summary
@ Report Time
5] Weekly Time Enry
I8 Weekly Time Summary
(&) Payable Time
|8 Leave f Comp Time
|l Reguest Abzence
I Cancel Absences
I View Requests
|8} Absence Balances
@ Manapge Excephons

=] Attendance Violations

LB Dlmmmrime | s mebimme

~ ~  Enter Time

Team Time w®

Previous Mext

Return 1o Sedect Employes

1 16 January - 31 January 2020 r

Hawaii Semi Monthly
Celgslend OF

'

Comments

Click the blue tab to close the left panel
and provide a larger work area.

Time Reporting
Code / Time Details 23 54 25 26 T 28 28

Unapproved Time 0.00

Save for Later Submit

]
napproved Time 0 00

Thursday Frday Saturday Sunday Monday Tuesday Wednesd:

(=== S
Zcheduled | Scheduled {| Scheduled | Scheduled { Scheduled | Schedubed §| Scheduled |
Reported [ Reported [ Repored ( Repored  Reporbed [ Reported (| Reporied

i

-

Click the blue tab to close the left panel and provide a larger work area.
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< Manager Self Service Team Time “_ - ®
Enter Time
Previous Mext
Retumn 1o Select Employes
1 16 January - 31 January 2020 ¥

Hawaii Semi Monthly
Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00

Wiew Legend Save for Later Submit

Select the applicable Time Repeorting Code / Time Details
to report any non-regular time, such as Overtime, Stand

Time Reporting Code [ Time . . . day

u b By Pay, Call Back Pay, Night Differential, etc. f= e
Scheduled 4 Schedulzd 8 Scheduled OFF | Scheduled OFF | Scheduled 0 Scheduled B Scheduled I
Repari=d 0 Reporizd O Repar=d 0 Reporizd O Reporied 0 Reporled O Reporied 0

|
+
1

L =
| w ments = 3 3 C') ’-?/‘ C (:_:‘-

Click the Time Reporting Code / Time
Details drop-down arrow.

Select the applicable Time Reporting Code / Time Details to report any non-
regular time, such as Overtime, Stand By Pay, Call Back Pay, Night Differential,
etc.

Click the Time Reporting Code / Time Details drop-down arrow.
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< Manager Saif Service

Team Time

Enter Time

Retum o Sedect Employes

View Legend

16 January - 31 January 2020 L,
Hawaii Semi Monthly

Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00

SaveforLater | Submit

4 Week2of3 »

Scheduled 40 00 | Reported 0 00 | Unapprowved Tinee 000

Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday  Wednesday
u Details 23 24 25 26 a7 28 29
e SRR
a Schedulzd 8 Scheduled OFF | Scheduled OFF | Scheduled B Scheduled B Scheduled 0
CLBK1 - Call Back Pay [ Reporizd O Repar=d 0 Reporizd O Reporied 0 Reporled O Reporied 0
CLEBKZ - Call Back Consecutive Call{s)
HZD15 - Hazard Pay Severe
HZD25 - Hazard Pay Maost Severe d | -
MEALT - Maal - Braakiasl
MEALZ - Meal - Lunch
MEALS - Meal - Dinner — gy
A LA
[ [ OT - Overlime Pay

RG1 - Regular - Sent te payroll
RMG - Regular - Negative Eamings
SHWUR - Show UP Pay

SPLIT - Split Shift Differential
ST08Y - Stand By Pay Porlions
WG - Warkers Compensation

ZUMFM - Unifarm Pay

WED3 - Warking Condition Differential

For this example, click “OT — Overtime
Pay' from the list of values.

For this example, click ‘OT - Overtime Pay’ from the list of values.
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< Manager Self Service Team Time “_ - ®
Enter Time
Previous Mext
Returmn 1o Select Employes
1 16 January - 31 January 2020 ¥

Hawaii Semi Monthly

Enter the elapsed time for each work day when the non- T —

View Legend . .
regular time occurred. For this example, the employee
worked overtime only on Tuesday, January 28.
Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday Wednesday
Details 23 24 25 26 a7 28 29

Scheduled 4 Schedulzd 8 Scheduled OFF | Scheduled OFF | Scheduled 0 Scheduled B Scheduled I
Repari=d 0 Reporizd O Repar=d 0 Reporizd O Reporied 0 Reporled O Reporied 0

E—
OT - Overtime Pay (IR : + |-

Comments q} {:__h) o] =] -] A (:_:‘-

Click in the field for ‘Tuesday 28.

Enter the elapsed time for each work day when the non-regular time occurred.
For this example, the employee worked overtime only on Tuesday, January 28.

Click in the field for ‘Tuesday 28°.
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< Manager Self Service Team Time “_ - ®
Enter Time
Previous Mext
Retumn 1o Select Employee
1 16 January - 31 January 2020 L,

Hawaii Semi Monthly
Scheduled 96.00 | Reported 0.00 | Unapproved Time 0.00

Save for Later Submit

View Legend
4 Week2of3 »
Scheduled 40 00 | Reported 0 00 | Unapproved Tinee 000
Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday Wednesday
u Details 23 24 25 26 a7 28 29
Schedul=d § Schedulzd 8 Scheduled OFF | Scheduled OFF | Scheduled B Scheduled B Scheduled 0
Repari=d 0 Reporizd O Repar=d 0 Reporizd O Reporied 0 Reporled O Reporied 0
E—
OT - Overtime Pay [~ = + |-
Comments q} '(:__‘) (:.:"

Type ‘4" in the Tuesday 28
field and press the ‘Tab’ key.

Type ‘4’ in the Tuesday 28 field and press the ‘Tab’ key.
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< Manager Salf Service Team Time

Enter Time

Note: When you select a Time Reporting Code in order to report non-regular time, such
Reun ol a5 overtime, you must enter comments to justify the entry made on the timesheet.

You can save the entry for later, but you cannot submit the timesheet without entering

comments.
Select ‘Next’ to continue.
Wiew L
L
4 Week2of3 »
Scheduled 40 00 | Reported 400 | Unapproved Time 000
Time Reporting Code / Time  Thursday Friday Saturday Sunday Monday Tuesday Wednesday
u Details 23 24 25 26 a7 28 29
Schedul=d § Schedulzd 8 Schedulzd DFF Scheduled OFF | Scheduled 0 Scheduled B Scheduled 0
Repari=d 0 Reporizd O Repar=d 0 Reporizd O Reporied 0 Reporled 4 Reporied 0
E—
OT - Overtime Pay [~ =5 400 d | -
Comments q_ﬂ) {:_) -.f\__) i:') ’.:;‘ (.‘ (:_:‘-

Note: When you select a Time Reporting Code in order to report non-regular
time, such as overtime, you must enter comments to justify the entry made on

the timesheet.

You can save the entry for later, but you cannot submit the timesheet without
entering comments.
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< Manager Self Service Team Time
Enter Time
Previous Mext
Return 1o Selec Employes
14 16 January - 31 January 2020 b
HI Semi Monthly
Scheduled 95.00 | Reported 4.00 | Unapproved Time 0.00
View Legend Save for Later Submit |
4 Week2ofd »
Schedubed 4000 | Reported 400 | Unapproved Time 000
Time Reporting Code / Time  Thursday Friday Saturday Sunday Maonday Tuesday  Wednesday
m Details 73 24 75 76 27 28 79
Srhedui=d 0 Seheduizd Schedul=e OFF | Scheduizd OFF Scheduisd Scheduied § Scheduled [
Repartzd 0 Reporied O Reparied @ Reporied @ Reparied 0 Reporled 4 Reporied 0
OT - Overtime Pay  |[»| ; 4.00 g [ -

Comments (:) {:) G C'_) {:_’} | E | ]

Click the Comments icon.

Click the Comments icon.

March, 2020 — Version 1 Page 216



HAWA| Informatlo Course 120 — Time and Leave
Porta .

Timekeepers Course

Cancel Time Reporting Comments Apply |Dcme|

[ Enter the required information on the Time Reporting Comments page. 1

1 row
2 Q
= “Time
Rag:'.?d" Reporting Code  Start Time End Time - Comment =
1 DURRP020 aT I I o -
o

Al

Click in the ‘Start Time' field.

Enter the required information on the Time Reporting Comments page.

Click in the ‘Start Time’ field.
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Cancel Time Reporting Comments
“Time
“Date Under - - :
Report © F!‘_Eporung Code Start Time = End Time -
1 Q1200 aT I I

Apply |D¢me.|

Comment =

Type ‘Sp’ in the Start Time

field and press the ‘Tab’ key.

Type ‘5p’ in the Start Time field and press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply |Dcme|
1 row
2 Q
“Time
“Date Under - - :
Report © F!‘_Eporung Code Start Time = End Time - Comment =
1 ONRER0H0 atT Sp x [ I + -

A

Click in the ‘End Time' field.

Click in the ‘End Time’ field.
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Cancel Time Reporting Comments
“Time
“Date Under - - :
Report © F!‘_Eporung Code Start Time = End Time -
1 Q1200 aT p I

Type ‘9p’ in the End Time fizld
and press the ‘Tab’ key.

Apply |D¢me.|

Comment =

Type ‘9p’ in the End Time field and press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply | | Dane |
1 row
2 Q
“Time
“Date Under - ~ \
Report © F!‘_Eporung Code Start Time = End Time - Comment =
1 012872020 oT Sp op haz been approved + -

Type additional information in the Comment field. For
this example, the comment has been added for you.

Select ‘Next’ to continue.

Type additional information in the Comment field. For this example, the
comment has been added for you.
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Cancel Time Reporting Comments
= “Time
l.gg:':!d" Reporting Code  Start Time End Time &
1 02E20M) aT Sp 9

Click the ‘Apply’ button.

=

Click the ‘Apply" button.
Comment =
: has been approved [ | | e

March, 2020 — Version 1

Page 222



£ HAWAI ot

Course 120 — Time and Leave

Timekeepers Course

Cancel

Time Reporting Comments

“Date Under “Time Reporting
Report = Code =

1 012872020 OT - Overtime Pay

Start Time ©

5:00PM

b3

End Time

9:007M

Apply |Dcme|

Comment =

OT for special projec +

The system formats the Start and End Times.

Select ‘Next’ to continue.

The system formats the Start and End Times.
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Cancel Time Reporting Comments
Click the ‘Done’ button.
1 row
2 Q
“Date Under “Time Reporting - -
Report £ Code & Start Time © End Time Comment -
1 01282020 OT - Overime Pay  |5:00PM « | 900PM OT for special projec + i

Click the ‘Done’ button.
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< Manager Saif Service

Team Time

Enter Time

Return 1o Sedec Employes

If you are ready to submit the timesheet for this pay Previous Next
period, click the Submit button. If you are not ready
to submit, click the Save for Later button.

View Legend

Time Reporting Code [ Time
u Details

E—
OT - Overtime Pay [~ =

Comments

Scheduled 96.00 | Reported 4.00 | Unapproved Time 0.00

I Save for Later Submit

4 Week2ofd . /I

Scheduled 4000 | Reported 4 00

Thursday Friday Saturday Click the Save fﬂl’ Later button.
23 24 25 r
Scheduled 4 Schedulzd 8 Scheduled OFF | Scheduled OFF | Scheduled 0 Scheduled B Scheduled I
Repari=d 0 Reporizd O Repar=d 0 Reporizd O Reporied 0 Reporled 4 Reporied 0
400 | -
- = e ™ e = -y
q_./ {:- - b b - | A"

If you are ready to submit the timesheet for this pay period, click the Submit
button. If you are not ready to submit, click the Save for Later button.

Click the Save for Later button.
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Select to validate the worked time.

Waould you lke to valdate worked time?

Select to validate the worked time.

Click the Yes button.
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P e Manager Seif Service Team Time
4 Timesheet 2 Enter Time
Previous Mext
Enter Time
Rehurn 1o 3
Time Summary The Saved icon shows that the overtime on
1/28 has been saved.
@ Report Time 0o
= : Select ‘Next’ to continue. ——
i | Weekly Time Entry Wiy Le A S
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¥ Weekly Time Summary 4 Week2of3
Scheduled 2000 | Reported 400 | Unapproved Time 000

(&) Payable Time
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II®! Cancel Absences s
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T+ Workforce Availability

The Saved icon shows that the overtime on 1/28 has been saved.
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HI Semi Monthly
@ Report Time

Scheduled 96.00 | Reported 4.00 | Unapproved Time 0.00

5 | Weekly Time Entry Wiew Legend Save for Later

i) Weekly Time Summary 4 Week2of3 »

Scheduled 40 00 | Reported 4 0

(&) Payable Time
Time Reporting  Thursday Friday Saturday Click the Submit button.
Code / Time Details 23 24 25
|§! Leave f Comp Time
RRRRETIA  T e
|l Reguest Absence Scheduled | Scheduled || Scheduled | Scheduled { Scheduled || Scheduled §| Scheduled |

Reported { Reported [ Repored ( Repored  Reporded [ Reported ) Reporied
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I View Requests
Comments
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-
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|8} Absence Balances
@ Manapge Excephons

T+ Workforce Availability

Click the Submit button.
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4 Timesheet 2 Enter Time
i
e : . : Pravious MNext
Enter Time After the employee’s time is submitted, the Time
Administration process runs and converts reported
oy time to payable time. g
¢ Report Time [
The payable time must be approved by the manager i
i Weskly Time Entry for the employee to be paid. for Later Submit
[# Weekly Time Summary Note: If there are exceptions, you must allow or
Q resolve them before the manager or supervisor can 00
Payable Time
apprave. Tuesday Wednesd:
{ L i 28 29
(&) Leave | Gomp Time Select ‘Next’ to continue.
L_| A
I B
|l Reguest Absence Scheduled | Scheduled {| Scheduled | Scheduled { Scheduled | Scheduded §| Schedulad |

Feported ( Reporied [| Repori=d ( Aeporied { FRepored [ Reported @ Repori=d

¥ Cancel Absences .
OT - Overtinne w | == 4.00 + -

I View Requests
Comments (;-_‘-' {::_) -.'-:_:" (::'- (:-' f:_) \'-:,‘
|8} Absence Balances

@ Manapge Excephons

T+ Workforce Availability

After the employee’s time is submitted, the Time Administration process runs and
converts reported time to payable time.

The payable time must be approved by the manager for the employee to be paid.

Note: If there are exceptions, you must allow or resolve them before the
manager or supervisor can approve.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You’ve successfully completed this lesson.
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Congratulations!

You’ve completed
this section of training. You must click here to correctly

close/save your progress when

you have finished viewing or
completed your module.

Got it!

To continue close the lesson by selecting
the small black ‘X’ in the right-hand
corner of the course.

Do not close the browser window.

END

Congratulations!
You’ve completed this section of training.

To continue, close the lesson by selecting the small black ‘X’ in the right-hand
corner of the course.

Do not close the browser window.
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