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Rapid Time Processing 
Timekeeper 

 
What is Rapid Time? 
 
The Rapid Time page is a tool used for reporting time on the timesheet. It is useful when you need to have time 
reported for many employees. Instead of going to each person’s timesheet, you can enter many employees’ 
time on one page.   
 
2 Ways to Navigate to Rapid Time 

A. Homepage> Manager Self Service> Time and Labor Work Center> Rapid Time 
B. NavBar> Navigator> Time and Labor> Report Time> Rapid Time  

 
1. (A) Homepage> Manager Self Service> Time and Labor Work Center> Rapid Time 
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2. In Rapid Time, click Add a New Session tab 

a. Note: You may find a session that you have already saved or submitted in the Find an Existing 
Value tab. (see also Appendix B) 
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3. Complete the Rapid Session Information section 

 

 
 

a. Description 
 

b. Template Type 
• Elapsed Time Reporter for salaried employees 
• Punch Time Reporter for hourly employees 

 
c. Template - The templates are predefined to allow certain fields to be entered. The options will 

vary depending on the Template Type chosen previously.  
• Elapsed Time Reporter - DEFEXHRLY (Default exception hourly) This template is used for 

generally all different types of time. 
 

d. Processing Mode (see also Appendix A) 
• Addition - This mode adds a new instance of time for that day without replacing any time 

previously reported for the same day.  
 
This is the best mode to use for new sessions. 
 

• Replacement - This mode replaces any time entered for the same dates in any previous 
session via Rapid Time session, or Mass Time with your new entries.  
 
This is most useful for input on a new session if you find time entries that needs to be fixed 
on previously submitted sessions. 
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• Correction –This mode causes reported time to be regenerated and any reported time 
submitted earlier for the session is deleted.  
 
This is most useful for sessions that were already submitted. Note: This may not be used 
frequently due to the potential risk of deleting previously submitted time entries. However, 
if there are many errors in a previously submitted session it is a good mode for clean-up 
processing. 

 
4. Complete the Rapid Detail Information section 

 

a. Empl ID - Use the magnifying glass to search by name if you do not know the ID number. When 
you enter the ID number then tab out, the Name should display. 
 

b. Empl Record - Some employees have multiple Empl Record numbers on the HR Job Data side in 
the system due to having multiple job employments (this can be indicated in the system as 
“0”,”1”,”2”, etc.). You must pick the correct number that corresponds to the employee’s job in 
your department so the system can process pay effectively 
 
The default is 0. Use the magnifying glass to search the record numbers. If 0 is the only available 
option, then that is fine. 
 

c. Date - Choose the Date the payment is for.  Use the Calendar Icon to choose the date or you 
can enter it manually. 
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d. TRC - Choose the TRC you are inputting for payment. 
• Note: when you select a date, the TRC options adjust to the available options for the 

employee. 

 

e. Quantity - Some TRCs are configured as hours and others are configured as amounts, refer to 
the Time Reporting Code and Earn Code Matrix to determine what quantity is used per type. 
• Note: Meals and Standby pay TRCs are to be recorded in units (1 or 2). 

 
f. Combination Code - The combination code represents the Uniform Accounting Code (UAC) that 

needs to be charged for the payment. Click on the Select Combo Code and a pop-up window 
will appear for you to enter the UAC string to find the combo code for you.   
• Note: This is not necessary if the UAC you need for that earnings type is the same as the 

base pay UAC or the UAC for that earnings is already set up on Job Data (Payroll and HR 
users have access to this). 

 

 

 

 

 

 

 

 



 

Page 6 of 11 
 

 

5. To Add or Remove Rows - input a numerical value in the Rows to Add open box. Note: this is defaulted 
to 1. Then click the Add Row(s) to add the desired number of rows to the session. 

a. Check the Increment Date box if you want to increase the Date by one day for each row added. 
b. Check Copy Down Values from Last Row box if you want to duplicate the last row’s values for x 

number of rows. 

 

6. To delete designated rows, check the desired box in the Delete column then click the Delete Selected 
Row(s). 

a. To choose all rows for deletion use the Select All button. 
b. To uncheck all rows, use the Deselect All button. 

 

7. Click Save the session data if you want to take a break and are not ready to submit.   
8. Click Submit button.   

 

 

 

 

a 

b 
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9. Click OK (or Cancel) to continue with submission. 

 

10. Click OK button to the processing confirmation message.  

 

Note: 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. 

 

11. Session Number and Session Status are now updated.  

a. Session Number - Once submitted, it will populate a unique session ID number. 
b. Session Status - Session has been submitted or not 
c. Last Updated - Reflect the date and time when the session was last submitted 
d. User ID - Who last submitted the session. 
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12. Options are available to review the data on the page at anytime. 
a. Use the grid icon to export the data to excel 
b. Use the magnifying glass to search by name or ID. This will bring your search result to the top of 

the page. 
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Appendix A: Rapid Time Processing Modes 
 

Additional Processing Mode 
 

 
 

Replacement Processing Mode 
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Correction Processing Mode 
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Appendix B: Rapid Time – Finding Previous Sessions 

 
Enter Search Criteria then click Search 

 

 
 
 
 
 

 
 
 
 
 
 
 

 


