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Duration

Course Duration S HAWAI ey

This course will take approximately 1 hour.

You can complqgé-'iig‘ all today or by sections
as needed. ‘

It's really up to you!

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

Select ‘Next’ to continue.

This course will take approximately one hour.
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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Avoid Distraction

‘!
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 continue.

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.
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Table of Contents

S HAWAN o

Time and Leave — Hourly Employee

Course Objectives | Key Terminology | Tour the Timesheets
Enter Time | Understand Approvals

Need Help?

Mahalo for your kokua! The above topics are covered in this course.

SELECT ‘NEXT’ TO CONTINUE.

e Course Objectives

e Key Terminology

e Tour the Timesheets

e Enter Time

e Understand Approvals

e Need Help?
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Course Objectives

Course Objectives
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After completing this course, you will understand how to:

=  Find additional help and get support with HIP Time and Leave

= Navigate to the Timesheet and understand its components as an Hourly Employee
= Enter Time on the Timesheet

= Edit Time on Timesheets after Submission

= Submit Timesheets for approval

Select ‘Next’ to continue.

After completing this course, you will understand how to:

¢ Fina additional help and get support with HIP Time and Leave

¢ Navigate to the Timesheet and understand its components as an Hourly

Employee
e Enter Time on the Timesheet
e Edit Time on Timesheets after Submission

e Submit Timesheets for approval

August 13, 2021 version 2 Page 5



ELHAVAI2,

Course 100- ESS Hourly Time Entry

NEED HELP?

S HAWAIFromser

Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal for Time
and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave/.

For further assistance, contact your local timekeeper. To assist you with locating your local
timekeeper, a listing is provided at:https://ags.hawaii.gov/hip/get-time-and-leave-help/.

Consult applicable Collective Bargaining Agreements for detailed rules for union members.

Select ‘Next’ to continue.
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If you need assistance using the Hawaii Information Portal for Tine and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave/.

For further assistance, contact your local timekeeper. To assist you with locating your local
timekeeper, a listing is provided at: https://ags.hawaii.gov/hip/get-time-and-leave-help/.

Consult applicable Collective Bargaining Agreements for detailed rules for union members.
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KEY TERMINOLOGY

Key Terminology

You will now review the key
terminology for Time and
Leave

Select “Next’ to continue.

You will now review the key terminology for Time and Leave
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Key Terminology

Time Reporting Code
(TRC)

Definition:

These codes are used to identify the type of time worked. For example,
one TRCis "NIGHT - Night Shift". There are codes in HIP for each type of
time that you may be eligible to earn pay for.

Select ‘Next’ to continue.

Time Reporting Code (TRC)

Definition:

These codes are used to identify the type of time worked. For example, one TRC
is "NIGHT - Night Shift". There are codes in HIP for each type of time that you
may be eligible to earn pay for.
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Key Terminology

Timesheet Exception

Definition:

A timesheet entry that requires further review after submitting time, for
example, overtime entered that was not pre-approved by your
supervisor

Select ‘Next’ to continue.

Timesheet Exception

Definition:
A timesheet entry that requires further review after submitting time, for example,
overtime entered that was not pre-approved by your supervisor
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Key Terminology

Positive Time Reporter

Definition:

A time reporter who is required to enter all hours worked in order to be
paid for their time. No hours are auto-populated on their timesheet. A
positive time reporter can be an hourly, casual, or 89-day hire, for
example.

Select ‘Next’ to continue.

Positive Time Reporter

Definition:

A time reporter who is required to enter all hours worked in order to be paid for
their time. No hours are auto-populated on their timesheet. A positive time
reporter can be an hourly, casual, or 89-day hire, for example.
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Key Terminology

Hourly (Punch) Time Entry

Definition:

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

Select ‘Next’ to continue.

Hourly (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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Key Terminology

Payable Time

Definition:
Time that has been validated by HIP and does not have any outstanding
exceptions that prevent the time from being approved by a supervisor. Payable

Time is ready to be approved by the employee’s supervisor. Once approved,
Payable Time is ready for payroll processing on the next available pay cycle.

Select ‘Next’ to continue.
Payable Time

Definition:

Time that has been validated by HIP and does not have any outstanding
exceptions that prevent the time from being approved by a supervisor.
Payable Time is ready to be approved by the employee’s supervisor. Once
approved, Payable Time is ready for payroll processing on the next available

pay cycle.
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Key Terminology

Time Administration

Definition:

Time Administration are automated system processes in HIP that run
nightly and apply the system rules for processing the time entered.

Select ‘Next’ to continue.

Time Administration

Definition:
Time Administration are automated system processes in HIP that run nightly and
apply the system rules for processing the time entered
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TOUR THE TIMESHEET

Tour the Timesheets QHAWA’ e

Lesson Scenario

In this lesson, you will learn how to do the
following:

Hourly employees will navigate to the Enter Time
tile page and discover the fields on the timesheet
and how they are used.

Important: All time that you work must be entered
timely into HIP and submitted for supervisor
approval. It must be submitted no later than the end
of each pay period -- the 1st through the 15th of
every month and the 16th through the end of the
month.

Select ‘Next’ to continue.

In this lesson, you will learn how to do the following:

Hourly employees will navigate to the Enter Time tile page and discover the
fields on the timesheet and how they are used.

Important: All time that you work must be entered timely into HIP and submitted
for supervisor approval. It must be submitted no later than the end of each pay

period -- the 1st through the 15th of every month and the 16th through the end of
the month.
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¥ Employee Self-Service

Beneticiary Designaton Tax Withhalding W2'W.2e Consent

W | ®

Personal Dotalis Classic Home

Last Pay Date 05/20/2021

Direct Deposit

f question

Click the ‘Time’ tile.

The tiles display on the Employee Self-
Service page.

Navigate to the Punch timesheet to
learn its components.

The tiles display on the Employee Self-Service page.
Navigate to the Punch timesheet to learn its components.

Click the ‘Time’ tile.
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< Cmployee Sell-Service

Enter Time
0516721 - 0531

Overtime Requests
E‘?"

Weekly Time Summary

Repon Time

@ Reporied 000

Jlod 8300

©

Comp Time

0.00

Balance Hours

Navigating to the timesheet first takes you to the Time page. The Enter Time tile
is where you will enter your time and displays both Reported and Scheduled
hours based on your assigned work schedule and hours you entered.

If you need to make necessary changes, you can either go back into the Enter
Time for the current pay period to make adjustments after timesheet submission.

Select ‘Next’ to continue

Navigating to the timesheet first takes you to the Time page. The Enter Time tile
is where you will enter your time and displays both Reported and Scheduled
hours based on your assigned work schedule and hours you entered.

If you need to make necessary changes, you can either go back into the Enter
Time for the current pay period to make adjustments after timesheet submission.
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< Cmployee Self-Service

Overtime Requests
\‘
E‘; )

Weekly Time Summary Comp Time

—r Click the ‘Enter Time' tile
ré to open the timesheet.

Click the ‘Enter Time’ tile to open the timesheet.
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Punch Time

Job Title inveshgator V

y 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later ‘ Submit I

Day Summary In Lunch In Out Time Reporting Code ~ Quantity  Time Detais  Comments

1 6 Sunday . - 9

Mgy  ReDIEd000/Schedsd OFF +
1 7 Monday
= ——— o) v '
May Reparted +
Once you click on the Enter Time tile, the Punch Time page will appear and the
18 —— timesheet displays. +
May Reooned
The Semi Monthly timesheet displays for all punch time reporters. The Semi
19 Monthly time period will display the weeks of time to be reported.
T +
May  Repored .
! Select ‘Next’ to continue
20 —— . ¥ r +

Once you click on the Enter Time tile, the Punch Time page will appear and the
timesheet displays.

The Semi Monthly timesheet displays for all punch time reporters. The Semi
Monthly time period will display the weeks of time to be reported.
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Punch Time

Job Title inveshgator V

] 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later ‘ Submit I

Day Summary In Lunch In Out Time Reporting Code ~ Quantity  Time Detais  Comments

1 6 Sunday . - 9

l:’l +
Moy  Repared 0 00/Scheduied OFF
1 7 Monday
_——— 1?‘1 v ' +
May Reparted 0 00 /Scheduled 8 0C
From the Punch Time page, you can view previous timesheets or edit existing timesheets. You
| can click the Previous Date or Next Date arrows to move between pay periods and report the
time.
Select ‘Next’ to continue.
\
20 Thursday
= ® v ’ +

From the Punch Time page, you can view previous timesheets or edit existing
timesheets. You can click the Previous Date or Next Date arrows to move
between pay periods and report the time.
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Punch Time
Job Titke investigator V
‘ 16 May - 31 May 2021 »
HI Semi M nthly
Scheduled 88.00 | Reported 0.00
‘ - Clear Save for Later || Submit |
Day Summary In Lunch In Qut Time Reporting Code ~ Quantity  Time Detais  Comments
1 6 Sunday
A v r +

|
May  Reponed 000 /Scheduled OFF ™

1 7 Monday
—_— v r +
Reparted 000 Scheduled 806 ™

May

The timesheet displays the Header and Details section at the top of the timesheet.

The Header section is for information only. It displays the employee job title, pay period begin,
end date, Scheduled and Reported hours for the time period.

Select ‘Next’ to continue.

The timesheet displays the Header and Details section at the top of the
timesheet.

The Header section is for information only. It displays the employee job title, pay
period begin, end date, Scheduled and Reported hours for the time period.
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Job Title investigator V

[ 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 86.00 | Reported 0.00

Clear Save for Later i Submit l

!

View Logend ‘

ut Time Reporting Code ~ Quantity  Time Detais  Comments
Click the ‘View Legend’ link to go to the

1 Legend page. v = +
)
1 7 Monday
=——-.  ———1} ":1 v
May Repared 000 Scheduled 806 ™ . +

may  Reooned 0.00/Scheduled 8.0C ™

18 i v ; .

1 9 Wednesaay

0 v * | (&
Reporied 000 Scheduled § 0C

May

Thursday
20 : : -

Click the ‘View Legend’ link to go to the Legend page.
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The Legend page
provides an explanatory
status list of colors and

symbols that display on
the timesheet.

Select ‘Next’ to continue.

The Legend page provides an explanatory status list of colors and symbols that
display on the timesheet.
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Punch Time

Job Title inveshgator V

y 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later ‘ Submit I

| 1
Day Summary Day Summary ments
16 Sunday The timesheet includes a Day Summary column where
"" - 0 . (
Ve REDIIES 000 S OFF 0 you. view entered hours for each day within each pay +
period based on your schedule.
Monday
1 7 — For each day, there are Scheduled hours that reflects your +
May  Reported 0.00/Schedules 80¢ | I scheduled work hours. The Reported reflect the hours you
enter on the timesheet.
18
vy Reooned 000/Schecued 8¢ © Check with your Supervisor if you have questions about +
your schedule.
1 9 Wednesaay
ST R T ("'I iy +
May  Reported 0 00 /Schedulod 8 0¢ Select ‘Next’ to continue.
20 Thursday )
= ® v ’ +

Day Summary

The timesheet includes a Day Summary column where you view entered hours
for each day within each pay period based on your schedule.

For each day, there are Scheduled hours that reflects your scheduled work
hours. The Reported reflect the hours you enter on the timesheet.

Check with your Supervisor if you have questions about your schedule.
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Job Titke investigator V

[ 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00
ond Clear Save for Later Submit ‘
Day Summary In Lunch In Qut Time Reporting Code ~ Quantty § Time Details Comments
1 6 Sund
Mgy Reponed 000/ All hourly employees will enter the exact time based on the six punch types: y
* In - Enter the time you started work.
1 7 mond!  * Lunch — Enter the start time of your lunch break.
S * |n - Enter the time you started work after your lunch break was over. +
Moy REOTIT0 . out - Enter the time you finished work.
* Time Reporting Code — Enter the type of time you worked for the time
1 8 oo | segment you entered.
May  Reoorted 0.00/S * Quantity — Enter the number of hours worked or units for the time segment +
you entered.
19 Wedn * Comments — add comments to the timesheet, as needed
TEE——— R +
Mgy  Reported 000/ ‘ 3
Select ‘Next’ to continue.
20 Thurs by
—_— ® v ’ +

All hourly employees will enter the exact time based on the six punch types:
e In - Enter the time you started work.

e Lunch - Enter the start time of your lunch break.

¢ In - Enter the time you started work after your lunch break was over.

e Out - Enter the time you finished work.

e Time Reporting Code - Enter the type of time you worked for the time segment
you entered.

¢ Quantity - Enter the number of hours worked or units for the time segment you
entered.

e Comments — add comments to the timesheet, as needed

August 13, 2021 version 2 Page 24



o HAWA|romter

Course 100- ESS Hourly Time Entry

Punch Time

Job Title inveshgator V

[ 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later ‘ Submit ]

Day Summary In Lunch In Qut Time Reporting Code ~ Quantty  Time Detals Comments
1 6 Sunday
l;v;l v ' +
Mgy Repaned 0 00/Scheduied OFF
1 7 Monday
_——— (:" v ' +
May Reparied 0 00 /Scheduled 8 0€
(
Tuesday -
18 | Enter Time 5
vay  Reoored 0.00/Schadule
Start by entering time in and out for each day of the week. |
1 9 Wednesoay
s Note: Include AM and PM when entering time. ®) +

)\ Reporied 0 00 Schedule

nay

Select ‘Next’ to continue.

20 Thursday
= -3

T g v ™ y - < +

Enter Time
Start by entering time in and out for each day of the week.

Note: Include AM and PM when entering time.
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¢ Tine Punch Time X : 0
Job Title Investigatar V

{ 16 May - 31 May 2021 )

This example displays a timesheet with the start, lunch, return from lunch
and out times for each day worked. _

Day Summary In Lunch In Out Time Raporting Code ~ Quantity  Time Details  Comments
1 6 Sunday
2 v , ¢
yay  Reooted .00 /Seheculed OFF ¢ +
1 7 Monaay r
— c  00000AM | 1200:00PM  1.0000PM | 5:00:00PM v g ‘ +

May  Reported 000/Seheculed 00

1 8 Tuesday

CE— C 30000AM  |1200.00PM| 1.0000PM | 5.00.00PM v 4 ‘ +
may  Reorted 0.00 /Scheculed 800
1 9 Wednesday ‘

e— G000 120000PM £0000PM | S0000FM v P ‘ +
May  Reported 0.00/Scheculed 800 :
20 Thursday L

— o 30000AM | 120000FV| | 10000PM | 500 00PM v = . + "

This example displays a timesheet with the start, lunch, return from lunch and out
times for each day worked.
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=)

¢ Tine Punch Time A
ob Title Investgator V

4 16 May - 31 May 202 )
HI Semi Monthly
Scheduled 88.00 ' Reported 0.00

Clear Save for Later Submt

Day Summary

1 6 Sunday 9

Mgy Reported 0.00/Scheculed OFF <

In Lunch In Out Ti
Click the ‘Comments’ button.

1 7 Monday
) | G0000AM | [1200:00PM| | 1:00:00PM | 5:00:00PM v bl r ('.' +
May Reported 000 /Scheculed 8 0

=,

1 8 Tuesday
—————————r ol
May  Reported 0.00 /Scheduled 8.0

1 9 Wednesday
e ————

You can provide additional information to your supervisor by clicking the
Comments button.

way Resoned000/Screculkd80) Some types of time -- for example MEAL and NDIFF -- require you to enter
Comments with further details about the time you worked. If your
20 Thursday department requires you to report comments for reqular time worked, use
= sacis o REGO1 TRC, otherwise no time reporting code is needed for reqular hours \
worked.

You can provide additional information to your supervisor by clicking the
Comments button.

Some types of time -- for example MEAL and NDIFF -- require you to enter
Comments with further details about the time you worked. If your department
requires you to report comments for reqular time worked, use REG01 TRC,
otherwise no time reporting code is needed for regular hours worked.

Click the ‘Comments’ button.

7
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Cancel Time Reporting Comments Apply | | Done |
1row
s Q
*Dato Under Report “Time Reporting Code Start Time End Time Comment ’
05172021 NOIFF + =

Time Reporting Comments Page
You can add comments to provide the actual hours related to the time worked and reported.

For example, Night Differential or NDIFF hours require Time Reporter Comments. If your

department requires you to report comments for reqular time worked, use REGO1 TRC,
otherwise no TRC is required for reqular hours worked.

Select ‘Next’ to continue

Time Reporting Comments Page

You can add comments to provide the actual hours related to the time worked
and reported.

For example, Night Differential or NDIFF hours require Time Reporter Comments.
If your department requires you to report comments for reqular time worked, use
REGO01 TRC, otherwise no time reporting code is needed for reqular hours
worked.

August 13, 2021 version 2 Page 28



o HAWA|romter

Course 100- ESS Hourly Time Entry

¢ Time Punch Time ﬁ : @

vestigator V A

) 16 February - 29 February 2020 »

HI Semi Monthly
Scheduled B80.00 Reported 0.00

nd Clear Save for Later | Submit I

Time Reporting . Time
ay Summary In Lunch In Out Code Quantity Details Comments
Sunday
-~ | -
® Vi | -
ported 0.00 /Schedulec *
Monday
& 800D0AN 1200007 |1.00.00Ph 5.0000PM v = | -
ported 0.00 /Scheduiec
(
Add or Delete Rows 3] [=

Hourly employees need to enter report regular time and exceptions (i.e. meals,
night shift differential).

Tu
norted 0 If you have multiple exception hours, you can add (+) more rows to report each type

of time or delete (-) rows, if necessary.
We

— Select ‘Next’ to continue. +
ported 0

Add or Delete Rows

Hourly employees need to enter report regular time and exceptions (i.e. meals,
night shift differential).

If you have multiple exception hours, you can add (+) more rows to report each
type of time or delete (-) rows, if necessary.
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¢ Tive Punch Time f : 0@
ob Title Investigatar V
{ 16 May - 31 May 2021 )
H1 Semi Monthly
Scheduled 88,00 | Reported 0,00

Clear Save for Later Submt

Day Summary In Lunch In Out Time Reporting Code ~ Quantty  Time Details  Comments
1 6 Sunday
® v r ( +
ey Repoted 0.00/Scheculed OFF
1 7 Monaay
SR ) O0C00AM | 1200:00PM| | 1:00:00PM | 5:00:00PM v 3 ) +
May  Reported 000/Scheculed 800

-

Add or Delete Rows

Hourly employees need to enter report regular time and exceptions (e.g. meals, night shift
differential).

If you have multiple exception hours, you can add (+) more rows to report each type of time or delete
(-) rows, if necessary.

Select ‘Next’ to continue.

Add or Delete Rows

Hourly employees need to enter report regular time and exceptions (i.e. meals,
night shift differential).

If you have multiple exception hours, you can add (+) more rows to report each
type of time or delete (-) rows, if necessary.
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¢ Teme Punch Time 0@
Job Title Investigator V
-
Additional Rows
Click the Time Reporting Code drop down arrow to select the TRC and then enter
the quantity hours or units in the Quantity field. NOTE: Certain TRCs are reported [.m Submit ‘
in units, for example meals, as shown below.
Select ‘Next’ to continue. r“' Comments
10
@ y r +
May  Reported 0.00 Schedued OFF
1 7 Monday
A S0000AM | 12:00:00P61  1:00:00PM | | 5:00:00PM v T +
way  Repored 000 Schedued 80C
MEAL3-Meal-D v 100 [ +
NIGHT - Schadule v | 300 = &
1 8 Tuesday
———— 80000AM | 120000°0 10000PM | 500 00PM v & ol B

Additional Rows

Click the Time Reporting Code drop down arrow to select the TRC and then
enter the quantity hours or units in the Quantity field. NOTE: Certain TRC’s are
reported in units, for example meals, as shown below.
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b Title Investigator V

{ 16 May - 31 May 2021 )
HI Semi Monthly
Scheduled 88.00 ' Reported (.00
“ Clear Save for Later Submit
Day Summary In Lunch In Out Time Reporting Code ~ Quantity  Time Delails Comments
1 6 Sunday
Timesheet Processing Actions

sgay  Reported 0.00/Scn 5
Mey Reporedd *9#  Action buttons are located across the top of the page:

Mondo
17 d Clear— Removes hours entered.

Mgy Repoted 000 /Seheculed Save for Later — Saves your work without leaving the page. The employee can

return to timesheet and submit the reported time.

1 8 Tuesday Submit — Runs the system rules on reported time and generates approval
— requests to the supervisor.

May  Reported 0.00 /Schedules

Note: For this example Select "Next’ to continue. When you use HIP you

1 g — would otherwise click the Time button in the upper left-hand comer of the

e ————)
My, Reponed000/Screqed  Page to navigate back to the Time menu page.

20 Thurstay Select ‘Next’ to continue.

Timesheet Processing Actions
Action buttons are located across the top of the page:

Clear- Removes hours entered.

Save for Later - Saves your work without leaving the page. The employee can
return to timesheet and submit the reported time.

Submit - Runs the system rules on reported time and generates approval
requests to the supervisor.

Note: For this example, Select ‘Next’ to continue. When you use HIP you would
otherwise click the Time button in the upper left-hand corner of the page to
navigate back to the Time menu page.
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€ Employee Sell Service

Enter Time
051621 .05

You are returned to the Time page where you can review the hours entered in the Enter
Time tile.

If you need to make any changes, you can go back into the timesheet and make necessary
changes before submitting it for approval.

Select ‘Next’ to continue.

You are returned to the Time page where you can review the hours entered in
the Enter Time tile.

If you need to make any changes, you can go back into the timesheet and make
necessary changes before submitting it for approval.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.

August 13, 2021 version 2 Page 34



ELHAVAI2,

Course 100- ESS Hourly Time Entry

HOURLY TIME ENTRY

Hourly Time Reporter QHAWAHIF'

Lesson Scenario

In this lesson, hourly employees or punch time
reporters will learn how to enter weekly time. Punch
time reporters are required to report the exact time
of entry and exit for each day.

At State of Hawaii, most of the 89-day hires and
other hourly employees will be punch time
reporters.

Select ‘Next’ to continue.

In this lesson, hourly employees or punch time reporters will learn how to enter
weekly time. Punch time reporters are required to report the exact time of entry
and exit for each day.

At State of Hawaii, most of the 89-day hires and other hourly employees will be
punch time reporters.
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L HAWAII™

Hourly Time Reporter

Enter Punch Time

Edit Punch Time

Mid-Period Term/Rehire Time Entry

Quantity and Unit Entries

Enter an Overtime Request

Select ‘Next’ to continue.

Hourly Time Reporter

e Enter Punch Time

e Edit Punch Time

e Mid-Period Term/Rehire Time Entry
e Quantity and Unit Entries

e Enter an Overtime Request

August 13, 2021 version 2 Page 36



& HAWAI ey

Course 100- ESS Hourly Time Entry

Enter Punch Time

Enter Punch Time @HAWAHI s

Lesson Scenario

In this lesson you will learn how to enter punch time.

Select ‘Next’ to continue.

In this lesson you will learn how to enter punch time.
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¥ Employee Sell-Seyvice

Beretciary Designabon Tax Wannolding Wi 'Wesc Consent

b

Personal Details Classic Home

Last Pay Date 05/20/2021

Security Setup Re ) '«ed Direct Deposit

iurity question
r

Click the ‘Time’ tile.

You will learn how to enter punch in and out time for the
current pay period. Navigate to your timesheet.

You will learn how to enter punch in and out time for the current pay period.
Navigate to your timesheet.

Click the ‘Time’ tile.
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¢ Cmployee Self-Service

Overtime Requests
)
w7

Woekly Time Summary

Click the 'Enhr Time’ tile.

Balance Hours

Click the ‘Enter Time’ tile.
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< Time Punch Time A @ ©®
Job Title investigator V
L] 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

o Lonend Clear Save for Later Submit |
Day Summary In Lunch in Qut Time Reporting Code  Quantity  Time Details Comments
Cisne s
@ b L 4 ) +
May  Reponed 0 00 /Scheduled OFF
1 7 Monday
May  Repored 0.00/Sch = = s
18 Tuesday  The Punch Time page displays with the current Semi Monthly time period.
mey  Reoored 0.00/Sch *

All hourly employees will enter the exact time based on the six punch types:

1 9 Wedness

May Ropotod 0007501 * In - Enter the time you started work. +
* Lunch — Enter the start time of your lunch break.
20 Ihusdd e |n — Enter the time you started work after your lunch break was over. 218
L+ - * Out — Enter the time you finished work. »

* Time Reporting Code — Enter the type of time you worked for the time
segment you entered.

* Quantity — Enter the number of hours you worked for the time segment you
entered.

* Comments — add comments to the timesheet, as needed

Select ‘Next’ to continue.

The Punch Time page displays with the current Semi Monthly time period.

All hourly employees will enter the exact time based on the six punch types:
e In - Enter the time you started work.

e Lunch - Enter the start time of your lunch break.

¢ In - Enter the time you started work after your lunch break was over.

e Out - Enter the time you finished work.

e Time Reporting Code - Enter the type of time you worked for the time segment
you entered.

e Quantity - Enter the number of hours you worked for the time segment you
entered.

e Comments - add comments to the timesheet, as needed
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¢ Tine Punch Time 0O
Job Title Investigator V

{ 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later || Submit |

Day Summary In Lunch In Out Time Reporting Code ~ Quantty  Time Detals  Comments

Sunday
16 ; . :

()
May  Reponed 000 /Scheduled OFF

17 . o] . | X r +

WMay Repaned 000 /Scheduled 8 0

18 T : ’
My Hec-)'.eJJ'JUxtcheo.ué:wi Slickin Bielnatiel. *

|g

1 9 Wednescay

® v r ) -+
Repared 0.00/Schedulpd 80¢

M of

Thursday
20 v " -

Click in the ‘In’ field.
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¢ Time Punch Time A 0

ob Title investigator V

q 16 May - 31 May 2021 )
HI Semi Monthly
Schedulea 88.00 | Reported 0.00
) . Clear Save forLater | Submit |
Day Summary In Lunch In Qut Time Reporting Code ~ Quantty  Time Details  Comments
1 6 Sunday
® v, r +

Mgy  Repored 000/Scheduied OFF

17 ——
—— : v | 4
May Repaned 0 00 /Scheduled 8 0C v R *

1 8 Tuesday

e v ' +
wey FReconed UOUZched Enter the start time worked. For

oo this example, enter ‘8:00AM’ in ‘
19 —— the ‘In’ field and press the ‘Tab’ ' v r +
May  Reporied 000 Sche hy'
2 O Thursday
® v [ +

Enter the start time worked. For this example, enter ‘8:00AM’ in the ‘In’ field and
press the ‘Tab’ key.
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< Time Punch Time A0
Job Title Investigator v
‘ 16 May - 31 May 2021 b
HI Semi Monthly
Scheduled 8,00 | Reported 0.00
Wew Legend Clear  SaveforLater | Submit
Day Summary In Lunch In Out Time Reporting Code ~ Quantity  Time Details  Comments
1 6 Sunday
© Y L +
May Reported 0.00 Schadued OFF

1 7 Monday
— 800 00AM - v [
wa,  Reported 0.00 Schedued 80 [j +

May N

1 8 Tuesday i
G ) Click in the ‘Lunch’ field. v [ e
My Repored 000 Seheduied 8.0C -

1 9 Wednesday
May  Repored 0.00 Schodued 8 0¢

(O] v r . +

Thursday
20 — v  J ] *

Click in the ‘Lunch’ field.
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< Time Punch Time A @

Job Title  Investigator V

{ 16 May - 31 May 2021 b
HI Semi Monthly
Scheduled 68,00 | Reported 0.00
/ Legen Clear Save for Later Submat
Day Summary In Lunch In Out Time Reporting Code ~ Quantity — Time Details  Comments

1 Sunday
May  Repored 0.0 /Schiduied OFF

1 Monday

] ® 8.00.00AM : v T +

May Reported 0.00 Scheduied 8.0C K

1 8 Tuesday
———————————
M, REPOSd 000 Scheduisd BOC Enter the start time for lunch. X o +
' For this example, enter
1 9 Wodnesday 12:00PM’ in the ‘In’ field and
: S
May  Reoled 000 Schadued 80 7 ks this STAL key: & +

20 Thursday | - . )

Enter the start time for lunch. For this example, enter “12:00PM’ in the ‘In’ field
and press the ‘Tab’ key.
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< Time Punch Time A 0

Job Title Investigatar \/

‘ 16 May - 31 May 2021 )
HI Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later Submit

Day Summary In Lunch In Out Time Reportng Code  Quantty  Time Details  Comments

sunday
16 » v B o ¢

Mgy  Repored 000 /Seneculed OFF

1 7 Maonday ‘
© | @0000AM | 1200°00PM -I v r p +

(O

S
May  Reported 000 /Scheculed 8 00 N
1 8 Tuesday

— Click in the ‘In’ ﬁeld. v P +
May Repoted 0.00/Scheculed 300

1 9 Wednesday

)
<
-
+

May  Repored 000 /Scheded 800

Thursday
20 ; : e = 3l

Click in the ‘In’ field.
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< Time Punch Time f : @
Job Title Investigatar V
4 16 May - 31 May 2021 )
HI Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later Submit

Day Summary In Lunch In Out Time Reportng Code  Quantty  Time Details  Comments

1 6 Sunday
: v -
Mgy  Reported 000/Scheculed OFF

(O

Monday
[ Rl — : §E Bl
May  Reported 000 /Scheculed 8 0f N

o

1 8 Tuesday

vay  Reooted 000 /Scheculsd 00 ©] Enter the re_tym from lunch time. For F +
this example, enter ‘1:00PM’ in the

1 9 Wednesday ‘In’ field and press the ‘Tab’ key.

-
+

Mgy Repoted 000 /Scheded 80

| P - g .

Enter the return from lunch time. For this example, enter “1:00PM’ in the ‘In’ field
and press the ‘Tab’ key.
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< Tune Punch Time A : 0
Job Title Investigator

{ 16 May - 31 May 2021 »
HI Semi Monthily
Scheduled 88,00 | Reported 0,00

Clear Save for Later Submit

Day Summary In Lunch In Out Time Reporting Code ~ Quantty  Time Details Comments

1 6 suncay 2

May  Reportec 000 /Scheduled OFF

)
<
-
TR

&

7, o— —
- 8:00:00aM 20000P  1:00 00PN g v P p +

May  Reported 000 Schadulec 8 0C .

1 8 Toesday
P ‘ 2 7 ‘
May  Reporied 0.00 Schadued 80C liceli e el +

G

19 Wednesday

<
-
+

©
May  Reportes 0.00 /Schedulea 80C

Thursday
20 o v B o 4

JavascrptDoBack wnd) .

Click in the ‘Out’ field.
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< Time Punch Time A : 0
Job Title Inveszigator V
{ 16 May - 31 May 2021 »
HI Semi Monthily
Scheduled 88.00 | Reported 0.00
tow Lidaan Clear Save for Later Submt
Day Summary In Lunch In Qut Tims Reporting Code ~ Quanbty  Time Details Comments
1 6 Suncay
® v r +

May  Reported 0.00 Scheduled OFF

17 Monday
@ (soooam | 1zoooorM toooorm [ v r ‘ +

May  Reported 000 Schadulec 8 0C [\

1 8 Toosday
S ————————ster (v A =
Mav Reporied 0.00 /Scheduled 80 ~ Enter the Stop time 'worhd- For this & +
example, enter ‘5:00PM’ in the ‘In’
1 9 Wednesday field and press the ‘Tab’ key.
e r
May  Reported 0.00 Schaduied 8.0C - g

2 O Thursday o = | J

JavascrptDoBadwinl) )

Enter the stop time worked. For this example, enter ‘5:00PM’ in the ‘In’ field and
press the ‘Tab’ key.
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< Time Punch Time A @

w,

=

Job Iitle Investgator V

4 16 May - 31 May 2021 ’
HI Semi Monthly
Scheduled 88.00 | Reported 0.00
Wew Laaand Clear Save for Later 5 Submit
Day Summary In Lunch In out Time Reporting Code  Quantity  Time Detalis  Comments
1 6 Sunday
o v v
May Reporled 0.00 /Schedued OFF - i
1 7 Monday
VENRI——— L 8.00.00AM 12.00.00° | 1.00.00PM 5.00.00PM v | 4 C +
May  Reported 0.00 /Schedued 8.0
nay  Reported 0.00 /Scheduied 8.0C
1 g Wednesday
May  Reporled 0.00 'Scheduied 8.0C
2 0 Thursday
—_——— . . : -
For this example, the punch in and out times have been 2 +

javascnptDoBacki winl)

entered. Repeat the same steps for the remaining days for
this pay period.

Note: You do not need to enter a Time Reporting Code for
Regular hours worked.

Select ‘Next’ to continue

For this example, the punch in and out times have been entered. Repeat the
same steps for the remaining days for this pay period.

Note: You do not need to enter a Time Reporting Code for Regular hours worked.
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< Time Punch Time A ®
Job Iitle Investigator V i
1 16 May - 31 May 2021 ’
HI Semi Monthly
Schodulod 88.00 | Reported 0.00
Lege Cloat Savo for Later Subenit
D2y Summary In Lunch In out =~: g Detalis  Comments
-\ 2
sund CLBKZ - Call Back Consultatve Cals)
1 6 oy MEALT - Meal - Breakfast 1
@ MEAL2 - Meal - Lunch +
Moy  Reparted 000 Scheduied OFF m?i) - Meal - ‘E:'r?nu
NDIFF - Overtime - Night Shift L
1 7 Monday NICHT - Scheguled Night Shitt
@ |B0000AM | 1200:00P | 10000PM | |500.00PM REGO* - Regulat Teme w +
May  Repoded 000 [Schedused 8 0C SHWUP - Rpd DayOff Una to wirk 3hrs min|
STOBY - Stand By Pay Partions
WKDIF - \Yorking Cendttion Oifferental
- ‘ r +
>
When both regular and differential time must be reported for the same day, click the (+) Add
button to insert a new row. Click the Time Reporting Code drop down arrow to select the TRC and
then enter the quantity (hours) to request differential. -

The quantity depends on the time reported. For example, report differentials such as Night Shift
Diff in hours (e.g. 0.5), but report Meals in units (e.g. 1).

Select ‘Next’ to continue

When both regular and differential time must be reported for the same day, click
the (+) Add button to insert a new row. Click the Time Reporting Code drop
down arrow to select the TRC and then enter the quantity (hours) to request
differential.

The quantity depends on the time reported. For example, report differentials such
as Night Shift Diff in hours (e.g. 0.5), but report Meals in units (e.g. 1).
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< Time Punch Time A 0O
Job Title 'We'.ﬂ’_f ator V

{ 16 May - 31 May 2021 )
Hi Semi Monthiy
Scheduled 88.00 | Reported 0.00

S Clear Save for Later Submst

Day Summaty In Lunch In Out Tiene Reportin
Click the ‘Scroll Bar’
16 Sunday : to review the rest of
(O] <
Vs, Reooted 0.00 /Scheculed OFF the timesheet.
1 7 Monday
. S0000AM | 12.00.00PM | | 1:00.00PM | 5:.00.00PM v 7 7 +
way Reooted 0,00 /Scheculed 800
1 8 Tuesday
e e T 00 00AN 1200:00P\ | 1:0000PM | 5:00:00PM v i d p +
May Repoted 000 Scheculed 800
1 9 Wednesday
SUR— o 80000AM | 1200.00PM | 10000PM | 5.0000PM v -4 ‘ +
May  Reported 0.00 /Scheduled 8.0
20 Thursday
e S:00:00AM 12:00:00PM | | 1:00:00PM S:00:00FM v [ ( +*- T
L | 3 ’

Click the ‘Scroll Bar’ to review the rest of the timesheet.
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< Time Punch Time f : @
2 Friday -
— ) F (800.008M | 1200:00P0 | 1.00:00PM | |5:00.00PM v T +
May  Repored 0.00 /Schedued 80C
2 2 Saturday |
© N " +
May  Repored 000 /Schedued OFF
23 Sunday
O Click the ‘Scroll Bar’ to
Vay  Repored 000 Scheduied OFF = S Skl
go to the beginning of
Monday the timesheet to submit
24 w— o | 0000 | 120000°0M  T0000PM | 50000°M for approval.
May  Reported 000 /Schedued .0¢
2 5 Tuesday |
w— o (80000 | 1200009 10000PM | 50000PM v T +
May  Reported 0.00 'Schoduied 8 0C
D6 et -
— 0 800.00AM | 1200.00P80 1.00:00PM | |5:00.00PM v ¥ +
May  Reported 0.00 Schedued 80C ~
27 Thursday
— | S0000AM | 120000°M  10000PM | 50000°M v P ‘ +
My Repored 000 Scheduied 8 0C
2 8 Friday
— o f (300 00AM | 1200009 | 10000PM | 1500 00PM v F ! X
)

Click the ‘Scroll Bar’ to go to the beginning of the timesheet to submit for
approval.
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¢ Tine Punch Time f : 0
Job Title Investigator V

‘ 16 May - 31 May 2021 )
1 Semi Monthly

Scheduled 88.00 | Reported 0.00

Day Summary n Lunch In Out | A s Comments
To validate the time,
1 6 Sunday click the ‘Save for
‘\5) htel” button. +

may  Reoorted 0.00/Scheculed OFF
1 7 Monday

) 3.00.00AM  [12.00.00FM | 1.00.00PM | 5:00.00PM v - 4 ¢ +
May Reported 0.00/Scheculed 80 ~
10—

O —— ® G0000AN  1200:00PM  1:0000PM | 5:00DOPM v " +

Mgy Regoted 000 /Scheculed 8 0

19 Wodnesday
CE—— O 20000AM | 120000FPM | 10000PM | 5.0000PM v T +
may  Reoorted 0.00/Scheduled 800
20 Thursday
— ) GO000AM 120000V £0000PM | S00:00FM v P ‘ + "
»

To validate the time, click the ‘Save for Later’ button.
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Yiould you Iike 1o valdate worked tme?

Click the “‘Yes’ button.

August 13, 2021 version 2 Page 54



o HAWA|romter

Course 100- ESS Hourly Time Entry

< Time Punch Time f: 0
Job Title Investigator V
‘ 16 May - 31 May 2021 )
Wi Comi “m'h L
l Scheduled 88.00 | Reported 00.00 l
View Lege Clear | SaveforLater  Submit
Day Summary In Lunch In Out Time Reporting Code ~ Quanbty  Time Details  Comments
1 6 sunday
v T ‘
May Reported 0 00 /Scheduled OFF v +
1 7 Monday
— 00 00AN _— +
May  Repoted § 0 /Scheculed 8 0C g
You will notice that the Reported hours update based on
18 Tuesday time entered in both the Header and Day Summary
S ] ® 8.00.004F sections. +

May  Reportad 800 /Sceduled 8 0C
Select ‘Next’ to continue.

1 9 Wednesday
— ) | 00000AK, - - . = e +
May  Reporded § 00 /Schiculed 8 07
2 O Thursday
—— ) B S00:00AM | 12:00:00PM| | 1.00:00PM | |5:00.00PM v T ¢ +
L ) ,
L =

You will notice that the Reported hours update based on time entered in both the
Header and Day Summary sections.
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¢ Tie Punch Time A0

Job Title Investigator v

q 16 May - 31 May 2021 )
HI Semi Monihly
Scheduled 86.00 | Reported 10,00
View Leg Clear mmlaurg
Day Summary In Lunch In Out Time Reportin, ; ; =
Click the ‘Submit’ button.
16 ,
g v r <

May Reported 0 00 /Seneduled OFF v +
1 7 Monday

— ) 2O000AM  120000PM | 10000PM | 50000PM v v y +
May Reported § 00 /Schoduled 8 00 '
1 8 Tuesday

— ) SO00:00AM 1200.00PM | | 100.00PM | |5:00.00PM v b d ¢ +
May Repoded 800 /Scheculed 800 ~
1 9 Wednesday

P ) 20000AM 1200:00PM | 10000PM | 50000PM v r p +
May  Repored § 09 /Schoculed 8 00

v

20 Thursday

SE— ) S00:00AM  1200.00PM | 100.00PM | |5:00.00P% v 7 : p!

Click the ‘Submit’ button.
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Rues have successiully been apphed
Press OK 10 rafash your masheet win updated peyable tme

Click the ‘OK’ button.
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Punch Time A0
estigator V
{ 16 May - 31 May 2021 )

Click the ‘Time’ button to {8 Somi Mooty

3 : . ! /

return to the Time page. Scheduled 86,00 | Reported 10,00
iow Log Clear Save for Later Submit

Day Summary In Lunch In Out Time Reporting Code ~ Quantty  Time Details Comments
10—
B v r (

May  Repoded 00 /Scheculed OFF v +
1 7 Monday

— ) Q0000AM 120000PM | 10000PM | | 50000PM v v y +
May  Reported 8 00 /Schoduled 8 07 :
1 8 Tuesday

— ) SO00:00AM 1200.00PM | | 100.00PM | |5:00.00PM v b d ¢ +
May  Repoded .00 /Scneculed 800
1 9 Wednesday

S— ) GO000AM | 120000PM | 10000PM | | 50000PM v r ’ +
May  Repored § 00 /Scheculed § 0 N

)

20 Thursday

SE— ) S00:00AM  1200.00PM | 100.00PM | |5:00.00P% v 7 ¢ +

Click the ‘Time’ button to return to the Time page.
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< Employoe Seif-Service

Overtime Requests Enter Time
0516:21 . 051721
ey

@ Reported 80,00

@ Scheduled 53 00

You are returned to the Time page where you can review the hours entered in the Enter
Time tile.

If you need to make any edits, you can go back into the timesheet via the Enter Time tile
and make necessary changes.

Select ‘Next’ to continue.

You are returned to the Time page where you can review the hours entered in
the Enter Time tile.

If you need to make any edits, you can go back into the timesheet via the Enter
Time tile and make necessary changes.
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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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Edit Punch Time

Edit Punch Time @HAWAH' o

Lesson Scenario

In this lesson you will learn how to edit punch time.

Select ‘Next’ to continue.

In this lesson you will learn how to edit punch time.
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&LHA‘)«",A.H formanon v Employee Self-Service

Beneficiary Designation Tax Withholding View W-2/W-2¢c Forms

W-2/W-2¢ Consent

Q - Chckthe"l'ime’ tile.

Uas Pay Date 0512012021

Personal Details Classic Home

You realized that you entered the wrong start time on
Thursday because you came in an hour later for work due to
an appointment. Edit your timesheet.

You realized that you entered the wrong start time on Thursday because you
came in an hour later for work due to an appointment. Edit your timesheet.

Click the ‘Time’ tile.
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< Employee Seif-Service

Overtime Requests Enter Time
05/16/21 - 05131/21

——
% @ Reported 32 00
@ Scheduled 88.00

Weekly Time Summary
Click the ‘Enter Time’ tile.

Click the ‘Enter Time’ tile.
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¢ Time Punch Time A 0
Job Title Human Resources

A A6 Maus 24 Mao adad A

You are returned to the Punch Time page in the current

pay period. Navigate to the day in which you want to
e T make necessary changes. For this example, you need to Submit
' change the start time from 8:00AM to 9:00AM.

Day Summary W TG W Tav Code Dm‘lrs Comments
1 6 Sunday
® u F

May Reported 000 /Schedule

1 7 Monday -
S | l, I11 00004 11:45:00#| |3:45:00P! v =

May Reported 8.00 /Schedule
ol

1 8 Tuesday
Click the ‘In’ field. 345 00P! v r
May Reported & 00 ‘Schedule
1 9 Wednesday
Pe—. ® 7:00.00Al 11.00.00# 11.4500f |3.45.00P! v -

May Reported 800 /Schedule

2 0 Thursday
[©) 7:00.00Al 11:00:004 111:45:00% | 3:45:00P! v = ,
May Reported 800 /Schedule ‘ e

You are returned to the Punch Time page in the current pay period. Navigate to
the day in which you want to make necessary changes. For this example, you
need to change the start time from 8:00AM to 9:00AM.

Click in the ‘In’ field.
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Clear Save for Later Submit

Day Summary In Lunch In Out 'l'lmog:dp.nln'ng Quantity 01.1‘";5; Comments

Sund
16 unday ot - =

May Reparted 000 ‘Schedule

17 Monday
& :] 11:0000¢| |11:45:002 |3:45:00P1 v ¥

May Reported 800 /Schedule -
ol

1 8 Tuesday
) 700 00AN 1100004 1145008 (345001 v T

May Reported & 00 /'Schedule b
a

1 9 Wednesday
SE—— E 1100004 1145004 | 2:45.00P! v -

May Repored 8 00 /Schedule
20 Thursday l\
- -

May Reported €00 'Sehd Clear the start time worked and enter the
correct time. For this example, enter ‘9:00AM’
in the ‘In’ field and press the ‘Tab’ key.

Clear the start time worked and enter the correct time. For this example, enter
‘9:00AM’ in the ‘In’ field and press the ‘Tab’ key.
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< Time Punch Time A : ®

Job Title Human Resources

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 32.00

View |Legend Clear Save for Later Submit
Time Reporting Time
Day Summary In Lunch In Out Code Quantity Detalls Comments

Sunday
16 @ v L

May Reported 000 fSchedule

17 Monday
@ 90000A [110000¢ |11:4500¢ |3:45.00e1 v :]

May Reported 800 /Schedule ~
ig

o]
© [ 70000AN [110000¢ |114500¢ |34500P1 v »
May Reported & 00 /Schedule
&
1 9 Wednesday (
————————S
May Repoded 800 /Schedul The start time has been adjusted. Should you need to add =
e a comment explaining the change, use TRC REG01
20 Thursday instead of leaving the Time Reporting Code empty.
= ¢
May Reported 8 00 /Schedulel : -
Select ‘Next’ to continue. .

The start time has been adjusted. Should you need to add a comment explaining
the change, use TRC REGOL1 instead of leaving the Time Reporting Code empty.
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< Time Punch Time A : ®
Job Title Human Resources

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 32.00

View Legen Clear Save for Later [ 3

A

Day Summary In Lunch In Out  Time g;g;""
s ey |
1 6 Sunday Click the 8ubmit'.
® button to re-submit
May Reported 000 /Schedule hetime

1 7 Monday
® 90C00Al |11:00:00f 11:45:00¢ |3:45:00P! v D F

May Reported 800 /Schedule
=

1 8 Tuesday
® 700 00AN (1100004 1145008 1345 00P! v T

May Reported 800 /Schedule

&
1 9 Wednesday
S ) 7.00.00A |11.00.00¢| |11:45:00¢ |3:45:00P! v -

May Repored 8 00 /Schedule

20 Thursday
@® T0C.00A! |11:00:00¢ |11:45:00# |3:45:00P1 v = <

May Reported 800 /Schedule -

Click the ‘Submit’ button to re-submit the time.
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Rules have successfully been apphed
Press OK 1o refresh your timeshaet with updated payable time

Click the ‘OK’ button.
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< Time Punch Time A : ®
Job Title Human Resources
4 16 May - 31 May 2021 »
i
Scheduled 88.00 | Reported 30.00
View Legen Clear Save for Later Submit
Time Reporting Time
Day Summary In Lunch In Out Code Quantity Detalls Comments

1 6 Sunday

© Y L
May Repaorted 000 ‘Schedule
1 7 Monday

@ 90000A! |11:00:00# 11:45:00¢| |3:45:00P! v F
May Reported 6.00 /Schedule

@ ool Youwill notice that the Reported hours update based on

May Reported 800 /Schedule time entered in both the Scheduled |Reported in the Day

Summary section.

1 9 Wednesday
_ @ 7.00
May Reported 8 00 /Schedule Select ‘Next’ to continue.
20 Thursday
® 7.00:00A! 11:00:004 11:45.004 | 3:45:00P1 v - <
May Reported 800 /Schedule xt

You will notice that the Reported hours update based on time entered in both the
Scheduled | Reported in the Day Summary section.
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Punch Time A : ®
Human Resources
16 May - 31 May 2021 »
Click the “Time’ button to HI Semi Monthly
return to the Ti page Scheduled 88.00 | Reported 30.00
Clear Save for Later Submit
Time Reporting Time
Day Summary In Lunch In Out Code Quantity Detalls Comments
1 6 Sunday
© Y L
May Reported 000 Schedule
1 7 Monday
® 8:00:.00A! 11:00:00£ 11:45:008 |3:45:00P! v 7
May Reported 6.00 /Schedule
1 8 Tuesday
® 700 00AN (1100004 1145008 1345 00P! v T
May Reported 800 /Schedule
1 9 Wednesday
E—— o T7.00:00Al |11.00:00# |11:45:00¢ |3:45:00P v =
May Repored 8 00 /Schedule
20 Thursday
® [ TOCOCA! |11:00:004 11:45:00¢ |3:45:00P! v = ¢
May Reported £00 /Schedule . M

Click the ‘Time’ button to return to the Time page.
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< Employee Seif-Service

Overtime Requests Enter Time
05/16/21 - 05/31/21

@ Reported 30 00

@ Scheduled 85.00

Weekly Time Summary

pimtq

It takes you back to the Time page where you can review the hours entered or
edited in the Enter Time tile.

Select ‘Next’ to continue.

It takes you back to the Time page where you can review the hours entered or
edited in the Enter Time tile.
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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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Timesheet Editable

Mid-Period Term/Rehire Timesheet Entry &LHAWAH

Lesson Scenario

This lesson will show you how to fill out the timesheet if you are
separating from the State or are being rehired. This commonly
happens for employees who are on short term 89 day
appointments with State of Hawaii.

The timesheet may not allow input as normal if you are this type

of employee. In this lesson you will learn additional steps on
how to enter your time.

Select ‘Next’ to continue.

This lesson will show you how to fill out the timesheet if you are separating from
the State or are being rehired. This commonly happens for employees who are
short term 89 day appointments with State of Hawaii.

The timesheet may not allow input as normal if you are this type of employee. In
this lesson you will learn additional steps on how to enter your time.
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¥ Employee Self-Service

Beneficiary Designation Tax Withholding View W-2/W-2¢c Forms

Navigate to your timesheet and make the necessary
changes.

W-2/W-2¢ Consent

Last Pay Date 05/20/2021

Personal Detalls £ sslc Home

Click the Time" tile. E

Navigate to your timesheet and make the necessary changes.

Click the ‘Time’ tile.
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< Employee Self-Service

Overtime Requests Enter Time
0516721 - 0831121

% @ Reported 50 00
@ Scheduled 88 00

Weekly Time Summary

R B S 5
Click the ‘Enter Time' tile.

Batance Hours

Click the ‘Enter Time’ tile.
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< Time Punch Time A : ®
Job Title ‘Reg/Enf/Pub Safety Prof

4 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 80.00 | Reported 40.00

View Legenc

Clear Save for Later Submit |

John Aloha has a mid-period time reporting peofile change on 05/08/2021

Day Summary In Lunch In Out Tlmog:d Lioze
0 1 Saturday Click the scroll bar. 7
May Reported 000 /Schedule
Sunday ; S 2
02 ® Due to the mid-period time reporting change used for »
May Reported 000 /Schedule a termination and a rehire, the time must be entered
on the date of the change as noted above. Next, you
Mond. o . .
03 d “\ will need to navigate to 5/08/2021 to enter time. E
May Reported 00 /Schedule
<
04 Tuesday
© |B3000AI [110000# |114500# 31500 v -
May Reported 8 00 /Schedule
w
n q Wednesday -

Due to the mid-period time reporting change used for a termination and a rehire,
the time must be entered on the date of the change as noted above. Next, you
will need to navigate to 5/08/2021 to enter time.

Click the scroll bar.
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Punch Time

O 4 Tuesday
@ |B300CA! 1100004 |11.:4500¢ |3:15.00P v =
May Reported 8 00 'Schedule

wl
Wednesday PO
05 © (6:30:00Al 11:00.004 [11:45:00¢ |3:15:00P! Click the scroll bar. R |

May Reported €00 /Schedule

06 Thursday
@ ©63000AI 110000 |11:4500f |3:15:00P v F
May Reported €.00 /Schedule

Note the desired time entry fields are not displaying or available
for input. They are grayed out. In order to open the time entry = »
fields you must change the timesheet start date to the desired first
date of time entry. Next, you will change the calendar to the
desired time entry date. v
Sunday
O] »

May Reported 0.00 /Schedule =

Monday
10 -

May Reported 000 /Schedule

1 1 Tdescay

e ————r ) -

Note the desired time entry fields are not displaying or available for input. They
are grayed out. In order to open the time entry fields you must change the
timesheet start date to the desired first date of time entry. Next, you will change
the calendar to the desired time entry date.

Click the scroll bar.

August 13, 2021 version 2 Page 77



ELHAVAI2,

Course 100- ESS Hourly Time Entry

< Time Punch Time A : ®
Job Title *Reg/EnfPub Safety Prof
I l 4 1 May - 15 2021 » I I
HI Semi Ml
Scheduled 80.00 | R
Click the (1 May-15 May 2021) -
eV LEDH Date Range bar. -
as a mid-penod time reporting peofile change on 05/08/2021
Day Summary In Lunch In Out Tlmogzdp:rﬁng Quantity DmlTs Comments

0 1 Saturday
, ® % r
May Reported 000 /Schedule

0 2 Sunday

> v
May Reported 0.00 /Schedule © L
03 Monday
® 74500A!1 (1100004 114500 43000 v 7
May Reported 600 /Schedule
1=
04 Tuesday
. ® 6 30 00A!| (1100004 (1145008 |2.1500P! v >
May Reported 8 00 /Schedule
@
n q Wednesday -

Click the (1 May-15 May 2021) Date Range bar.
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< Time Punch Time Calendar X

Job Title *Rea/EnfPub Safety Prof May v!| 2021 v
B 1 May - 15 May 2021 LT AN AR L S|
HI Semi Monthly 1
Scheduled 80.00 | Reported 40.00 2 6 > 8
View Legend 9 12 14 15 i
' 16 20021 | 2
John Aloha has a mid-penod tme reporting profile change on 05082021 = s————————f— ]
27, 28 20 i
s L (497 f
Day Summary In Lunch In Out Click “11". ents
0 1 Saturday 7 Jate
(©) r— pro— -

May Repoarted 0.00 /Schedule

Sund
02 unday i - -

v

May Reported 0.00 /Schedule e

0 3 Monday
& T45.00A1 |11:00:004 11:45:00# |4:30:00P! v - e
May Reported 800 /Schedule — . !

O 4 Tuesday
© |6:30:00Al | 11:00:00# |11:45:004 |3:15:00P! v = O
May Reported 8.00 /Schedule
' ®

<

n q Wednesday -

Click ‘11’
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< Time Punch Time A : O

Job Title *Reg/Ent/Pub Safety Prof

I4 11 May - 25 May 2021 » I

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Legenc Clear Save for Later Submit
Day Summary In Lunch In Qut Tlmog:dp:nlng Quantity Dﬂm: s Comments

1 1 Tuesday
——

, (O] Y =
May Reperted 0.00 /Schedule
1 2 Wednesday
o) v =
May Repoded 000 'Schedule @
1 3 Thursday
f———— ] . .
May Reporied 0,00 Schedule @ Notice the date range now has open time entry =
fields starting with the date of the mid-period time
14 Friday reporting change.
[© Select ‘Next’ to continue. - 4
May Reperted 0.00 /Schedule ©
1 5 Saturday
(O} ¥ v

Mav Repcrted 0.00 /Schedule ; =

Notice the date range now has open time entry fields starting with the date of the
mid-period time reporting change.
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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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Enter Quantity and Unit Entries

Quantity and Unit Entries @HAWAHI ot

Lesson Scenario

In this lesson you will learn how to enter time using
quantity and unit entries to the time card.

Select ‘Next’ to continue.

In this lesson you will learn how to enter time using quantity and unit entries to
the time card.
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¥ Employee Self-Service

Pay Statements

T
B8

Last Pay Date 05/20/2021

Personal Details Classic Home

Click the Time" tile.

You will learn how to enter time that requires quantity
and unit entries.

You will learn how to enter time that requires quantity and unit entries.

Click the ‘“Time’ tile.
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< Employee Self-Service

Overtime Requests
%

Weekly Time Summary

Click the'Enﬁer Time’ tile.

Balance Hours

Click the ‘Enter Time’ tile.
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< Time Punch Time a

®

Job Title Human Resources Assistant

4 16 May - 31 May 2021 3
HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Legen Clear Save for Later Submit
Day Summary In Lunch In Out Tlmog:g:ning Quantity Dﬂmﬁ’ Comments

1 6 Sunday

May Reported 000 /Schedule

Mond
17# v 7

May Reported 0.00 /Scheduld Click the ‘In’ field.

1 8 Tuesday . -

ot L

May Reported 0.00 /Schedule © ..

1 9 Wednesday " -

May Reported 0.00 /Schedule © ®

N Thursday v

Click in the ‘In’ field.
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< Time Punch Time A @

Job Title Human Resources Assistant

L] 16 May - 31 May 2021 >

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Legent Clear Save for Later Submit

Day Summary In Lunch In Out Time g:g:nino Quantity Dm s Comments

16 > N s— : -

¢
May Reported 000 /Schedule 3 I\

Mond "
17 onday - .

May Reported 0005  Enter the start time worked. For
this example, enter ‘8:00AM’ in

18 Tuesday | the ‘In’ field and press the ‘Tab’ - s

May Reported 0.00 /5S4 loey.

1 9 Wednesdyy . - -

May Reported 0.00 /Schedule ©

AN Thursday z

Enter the start time worked. For this example, enter ‘8:00AM’ in the ‘In’ field and
press the ‘Tab’ key.
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< Time Punch Time A 0O

Job Title Human Resources Assistant

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later Submit

View | egend
Day Summary In Lunch In Out Time Reporting Quantity Time Comments
Code Details
1 6 Sunday
© s [ 2

May Reported () 0D /Schedule

1 7 Monday
® | 8:00:00A! -I v = (®
May Reported () 00 /Schedule N
1 8 Tuesday
® A . It '] bid o
May Reparted 0 00 /Schedule Click in the ‘Lunch’ field.

Wednesd ]
19 nesday 6 = a =

May Reported 000 /Schedule

N Thursday =

Click in the ‘Lunch’ field.
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< Time Punch Time a @ O

Job Title Human Resources Assistant

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Lienerd Clear Save for Later Submit
Day Summary In Lunch In Out Time Reporting Quantity Time Comments
Code Details
1 6 Sunday
) e F
May Reported () 0D /Schedule -

1 7 Monday
® | 8:00:00A! : v - o
Reported () 00 /Schedule S

May
I\

1 8 Tuesday
(e v -
May Reparted 0 00 /Schedule © Enter the start time for lunch. i
— For this example, enter
19 SHEIRLY © 12:00PM’ in the Lunch field and i -
May Reported 0 00 /Schedule press the ‘Tab’ Iey.
N Thursday I -

Enter the start time for lunch. For this example, enter “12:00PM’ in the Lunch
field and press the ‘Tab’ key.
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< Time Punch Time a : ©
Job Title Human Resources Assistant

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled £8.00 ' Reported 0.00

View Legend Clear Save for Later i Submit |
ay Summary n nc n ut antity . omments
oay s no L o ow  TMeReowd gy Tme

1 6 Sunday

© v = o
May Reported 0.00 /Schedule

Monday =

17 : © &ooooar 120000F ] v -
May Reparted 0.00 /Schedule —
1 8 Tuesday )

® Click the ‘In’ field. v =
May Reparted £.00 /Schedule
1 9 Wednesday

L. © v -

May Reparted 0 00 /Schedule
N Thursday !

Click the ‘In’ field.
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< Time Punch Time HO)
Job Title Human Resources Assistant
4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled £8.00 ' Reported 0.00

View Legend Clear Save for Later | Submit |
Day Summary In Lunch In Out “m'(?:g:m"g Quantity D.E::ﬁs Comments

1 6 Sunday

May Reported 0.00 /Schedule

1 7 Monday
® 800:00Ar  12:00:00F v =
May Reported 0.00 /Schedule ™

1 8 Tuesday

: (O] A =
May Reported 0.00 /Schedule Enter the return from lunch time. For

Wednesda: this example' enter 'I:WPM' in the
1 9 s In field and press the ‘Tab’ key.

@ v = o

May Reparted 0.00 /Schedule

N Thursday

»

Enter the return from lunch time. For this example, enter “1:00PM’ in the In field
and press the ‘Tab’ key.
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< Time Punch Time A

@

Job Title Human Rescurces Assistant

q 16 May - 31 May 2021 >
HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Legend Clear Save for Later Submit
Day Summary In Lunch In Out “m°g:dp:'ﬂ"° Quantity D":".'“ Comments

1 6 Sunday

May Reported 0.00 /Schedule

1 7 Monday
—_— S8.0000Ar 120000F 10000 v F
vy e e © ==

® * L

1 8 Tuesday
———— S g
May Reported 0.00 /Schedule Click in the ‘Out’ field.
1 9 Wednesday
- @ . g
May Reported 000 /'Schedule
AN Thursday 2

Click in the ‘Out’ field.
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< Time Punch Time A : @
Job Title Human Rescurces Assistant
4 16 May - 31 May 2021 »
HI Semi Monthly

Scheduled 88.00 | Reported 0.00

View Legend Clear Save for Later Submit

Day Summary In Lunch In Out “m'g:::"ﬂ"“ Quantity Dm.ls Comments
1 6 Sunday

P ® v F
May Reported 0.00 /Schedule

1 7 Monday
——— S0000Ar  120000F 10000~ v F
May Reported 0.00 /Schedule

1 8 Tuesday
O o
May Reported 0.00 /Schedule © Enter the stop time worked. For this
—— example, enter ‘5:00PM’ in the
1 9 —— 5 ‘Out’ field and press the ‘Tab’ key. -
May Reported 000 /'Schedule ©

AN Thursday

Enter the stop time worked. For this example, enter ‘5:00PM’ in the ‘Out’ field
and press the ‘Tab’ key.
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< Time

View Legend

Punch Time

Job Title Human Resources Assistant

4 16 May - 31 May 2021

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

)

Clear Save for Later I Submit J

Day Summary In Lunch In Out ﬁmog:g:ning Quantity Dm;s Comments
1 6 Sunday
¥ L
May Reported 0.00 /Schedule :
1 7 Monday
— ) |8.00:00A! |12:00:00F |1:00:00Pt |5:00:00P! v ’_l

May Reported 0.00 /Schedule

May Reported 0.00 /Schedu

1 9 Wednesday

May Reported 0.00 /Schedu

"N Thursday

1 8 Tuesday |
For this example, the punch in and out times have been entered.

Note: You do not need to enter a Time Reporting Code for Regular

hours worked.

Select ‘Next’ to continue

For this example, the punch in and out times have been entered.

Note: You do not need to enter a Time Reporting Code for Regular hours worked.
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< Time Punch Time G,
nan Resources Assistant

4 16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 ' Reported 0.00

Clear Save for Later | | Submit

Time Reporting Time
Summary In Lunch In Out Code Quantity Details Comments
Sunday
& v [ 4 -
riexi 0 00 /Schedule ® ' +
Meonday
EE—— () 8:00:00Ar 12:00:00F 1:00:00P! 5:00:00P! v - + B’
rted 0.00 /Schedule
—
Tuesday
7 '™ A ’ p—
rted 0.00 /Schedule & +
-
Waednesday
— When both regular and differential time must be reported for the same day, o | b
rted 0.00 /Scheduld

click the (+) Add button to insert a new row.

Thursday ¥
* The quantity depends on the time reported. For example, report differentials | '

such as Night Shift Diff in hours (e.g. 0.5), but report Meals in units (e.g. 1).

Select ‘Next’ to continue

When both regular and differential time must be reported for the same day, click
the (+) Add button to insert a new row.

The quantity depends on the time reported. For example, report differentials such
as Night Shift Diff in hours (e.g. 0.5), but report Meals in units (e.g. 1).
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< Time Punch Time G,
nan Resources Assistant

4 16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 ' Reported 0.00

Clear Save for Later } Submit

Time Reporting Time
Ot Code

Summary In Lunch In Quantity Details Comments

Sunday
ried 0 (X) /Schedule
Monday

— 0 3:00:00AF 12:00:00F 1:00:00P! 5:00:00P! v - C + 1 -
rted 0.00 /Schedule ¥

Tuesday

7
ried 0.00 /Schedule

Waednesday

@
95
B
[

=3
rted 0.00 /Schedule

Thursday ¥
4 ’

Click the ‘Add (+)’ button.
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< Time Punch Time ® : O

Title Human Resources Assistant

4 16 May - 31 May 2021 »

A new row is inserted to add the desired Time Reporting Code.

Day Summary In Lunch In Out Tlmogzdp.ordng Quantity Dm.ls Comments
6 Sunday
® y v
ay Reported 0.00 /Schecule » *
Monday
S ) 8§00 00AN 12.C0.00F | 1:00:00P! |5:00:00P! v F y +
ay Reported 0.00 /Schedule ™ :

= <JNE

8 Tuesday N
- o © I -
ot Click the ‘Time Reporting Code’
~ Wadnesdav dl’Op—dOWﬂ arrow. -

A new row is inserted to add the desired Time Reporting Code.

Click the ‘Time Reporting Code’ drop-down arrow.
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P O,

Title Human Resources Assistant

L] 16 May - 31 May 2021 .
HI Semi Monthly
Scheduled 88.00 | Reported 0.00

egend Clear Save for Later Submit

Day Suwv o Luach In Oyt CLBK1 - Call Back Pay Comments
| CLBKZ - Call Back Consultative Cali(s)
9 . o . MEAL1 - Meal - Breakfast
6 Click the ‘Meal3 - Dinner’ list option. P R =
ay Reporteq 1 MEALZ - Meal - Dinner
| NDIFF - Overtime - Night Shi
Monday NIGHT - Scheduled Night Shift
————— () S.00.00Ar 120000F 10000P! 50000FP REGO1 - Regular Time e +
ay Reported 0.00 /Schedule SHWUP - Rpd CayOff Una to wrk 3hrs min .
i STDRBY - Stand By Fay Portions
WKDIF - Werking Condition Differential
v - C +
8 Tuesday
ST — Tt f;‘ v
ay Reported 0.00 /Schedule © = e
la) Wednesdav M
4 »

Click the ‘Meal3 - Dinner’ list option.
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Informatio

Porta

Course 100- ESS Hourly Ti

me Entry

< Time

Title Human Resources Assistant

2w Legend

Day Summary

6 Sunday

sy Reported 0.00 /Schedule

7 Monday
®
ay Reported 0.00 /Schedule
Tuesday
®

R ——
sy Reported 0.00 /Schedule

~ Weadnasdav
.

8:00-00A1

Func

16 May - 31 May 2021
HI Semi Monthly

Scheduled 88.00 Reported 0.00

Lunch

12:00:00¢

1:00-008!

Out

5 0000F!

ime

Clear Save for Later Submit

Time Reporting Time
Code Quantity  pgpails
S L
™ L 4
MEALS - Mea v l w

Comments

Click in the ‘Quantity’ field.

Click in the ‘Quantity’ field.
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< Time Punch Time A I ®

Title Human Resources Assistant

4 16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 Reported 0.00

Clear Save for Later Submit

Time Reporting Time
Day Summary In Lunch In Out Code Quantity Details Comments
6 Sunday
o) ¥ = (@]
ay Reported 0.00 /Schedule ® z 0.2
Monday
() S00-00A1 |1200:00F  1:00:0091 500 O0F! v i 'S
ay Reported 0.00 /Schedule ® = L5
MEALS - Mea v LF] = 2l &
Tuesday
r G) h A th' +
5y Reported 0.00 /Schedule Enter the Quantity. For this
example, enter ‘1’, and press the :
~ Wedneasdav 2 d
LA ‘Tab’ key. =

Enter the Quantity. For this example, enter “1°, and press the ‘Tab’ key.
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< Time Punch Time A

©)

Title Human Resources Assistant

4 16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 0.00

wiagend Clear Save for Later | Submit
Day Summary In Lunch In Out Tlmeg:g.oning Quantity DT'itr:lels Comments
6 Sunday
o = =
3y Reported 0.00 /Schedule © +
Monday
— 8:00:00At  12:00:00F| [1:00:00P1  5:00:00P? v = @)
ay Reperted 0.00 /Schedule © ’ +
MEAL3 - Mea v| |1.00 = o +
8 Tuesday
® i +
2y Reported 0.00 /Schedule Comments are required
~ e for ‘Meal’ entries, click li
eanesaav . 9
. the ‘Comment’ icon. ,

Comments are required for ‘Meal’ entries, click the ‘Comment’ icon.
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Cancel Time Reporting Comments Apply ;Dml
110w
5 | |Q
“Date Under Report - “Time Reporting Code ° BU / Section Comment <
1 05172021 MEAL3 - -

The Time Reporting Comments page displays
listing the information entered for the specific date
and time reporting code inputted.

Note: To submit time for Meals, the BU/Section is
a required field.

Next you will input the BU/Section for this meal
entry.

Select ‘Next’ to continue.

The Time Reporting Comments page displays listing the information enter for
the specific date and time reporting code inputted.

Note: To submit time for Meals, the BU/Section is a required field.

Next you will input the BU/Section for this meal entry.
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Cancel Time Reporting Comments Apply i°°"'|
110w
5| Q
“Date Under Report - “Time Reporting Code ° BU / Section Comment <
1 051772021 MEAL3 I I - —

Enter the BU/Section. For this example,
enter “13’, and press the ‘Tab’ key.

Enter the BU/Section. For this example, enter “13’, and press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply  Done |
11om
% QN
“Date Under Report “Time Reporting Code = BU / Section © Comment <
1 05/17/2021 MEAL3 13 2 IR

N

Enter the Comment. For this
example, enter ‘Dinner Meal’, and
press the ‘Tab’ key.

Enter the Comment. For this example, enter ‘Dinner Meal’, and press the ‘Tab’
key.
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Cancel Time Reporting Comments Apply

*Date Under Report © *Time Reporting Code © BU / Section © Click the ‘Done’ button.

1 061772021 MEALZ 13

Click the ‘Done’ button.
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< Time Punch Time A O

Title Human Resources Assistant

L] 16 May - 31 May 2021 3

HI Semi Monthly
Scheduled 88.00 A Reported 0.00

o Ledend Clear Save for Later Submit
i . T
Day Summary In Lunch In Out “m.cR:g.onmg Quantity D Im;’ Comments
6 Sunday
@ ¥ =
ay Reported 0.00 /Schedule ® 25
Monday
CE——e———— ® 800 00Ar 120000F 1.0000Pt 50000F v F o e
Reported 0.00 /Schedule : v
ay
MEALZ - Mea v 100 = e +

8 Tuesday

ay Reported 0.00 /Schedule ©

O
<
L |
+

Ia) Wednes= X
1 [ N

You will notice that the comment button indicates a comment
has been added. Next, you will add a differential entry.

Select ‘Next’ to continue.

You will notice that the comment button indicates a comment has been added.
Next, you will add a differential entry.
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< Time Punch Time O
Title Human Resources Assistant

‘ 16 May - 31 May 2021 v

HI Semi Monthly
Scheduled 88.00 | Reported 0.00
2w Legend

Clear Save for Later Submit

Time

Time Reporting f
Day Summary In Lunch In Out Code Quantity Details Comments
6 Sunday
P~ v = (&
ay Repored 0.00 /Schedule i ’ +
7 Monday
® 800 0DAr 120000F 10000PH 50000P v w O +

ay Reported 0.00 /Schedule

MEALZ - Mea v| 100

8 Tuesday

ay Reported 0.00 /Schedule

©

(a) Wednesdav
4

Click the ‘Add (+)’ button.
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< Time

Title Human Resources Assistant

w |.egend

Day Summary

6 Sunday

ay Reported 0.00 /Schedule v

7 Monday

e ———1
ay Reported 0.00 /Schedule

®

~ Tiram e

800 00A!

Punch Time

16 May - 31 May 2021 >

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

Lunch

12:00-00F

Clear Save for Later
in Out Time g:g:mng Quantity D.I:::I.I’
ag -
1:00:00P1 | 5:00:00P1 v "
MEAL3-Mea v 100 :
-
Click the ‘Time Reporting

Code’ drop-down arrow.

Click the ‘Time Reporting Code’ drop-down arrow.

A @
Submit
Comments
R
+
>+
+
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©
Title Human Rescurces Assistant
4 16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 0.00
w Legend Clear Save for Later Submit
Time Reporting Time
Day Summary In Lunch In Out Code Quantity  noioie  Comments
Sunday - -
, @ +
ay Reported 0.00 /'Schedule CLBK1 - Call Back Pay
CLBKZ - Call Back Consultative Call(s)
7 Monday MEALT - Meal - Breakfast
® |8:00:00A! |12:00:00F |1:00:00P! |5:00:00P! MEAL2 - Meal - Lunch +
ay Reported 000 /Schedule MEAL3 - Meal - Dinner
"NIGHT - Scheduled Night Shift
Click the ‘NIGHT’ list option. SHWUP - Rpd DayOff Una to wrk 3hrs min ‘ +
- ' - STDBY - Stand By Pay Portions
WKDIF - Working Condition Differential
v i d C +
~ Thime e -

Click the ‘NIGHT’ list option.
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Title Human Resowces Assistant

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

w Legend Clear Save for Later Submit

Time Reporting Time
Day Summary In Lunch In Out Code Quantity Details Comments
6 Sunday
o v w )
sy Reported 0.00 /Schedule © ! +
Monday
I ) 800 0CA! 12.00.00F ' 1.0000P! | 5.00.00P1 v - )
4 Repored 0.00 /Schecule x
MEAL3 -Mea v 100 = ) +

NIGHT - Sche v D > | [

~ Tisae A i

Click in the ‘Quantity’ field.

Click in the ‘Quantity’ field.
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Title Human Resowces Assistant

Day Summary In

6 Sunday

3y Reported 0.00 /Schedule

Monday
———— () 8 00 00A!
sy Reported 0.00 /Schedule

~ Tisae A
«

D 4 O
16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 0.00
Clear Save for Later Submit
Time Reporting Time
Lunch In Out Code Quantity Details Comments
v k- &) =
12.00.00F 1.0000P! |5.00.00P! v = ; +
MEAL3-Mea v 100 = ) +

NIGHT - Sche v | - ) +

Enter the Quantity. For this example,
enter ‘3’, and press the ‘Tab’ key.

Enter the Quantity. For this example, enter ‘3’, and press the ‘Tab’ key.
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Punch Time

Title Human Resources Assistant

4 16 May - 31 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

gend Clear Save for Later ‘ Submit I

Time Reporting . Time
Day Summary In Lunch In Out Code Quantity Details Comments

6 Sunday

- v w )
ay Reported 0.00 /Schedule © ’ +
7 Monday

® | 2.00:00A1 |120000F | 1:00.00Pt 5.00.00Pt v - ~ +
ay Reported 0.00 /Schedule ™

MEAL3 -Mea v 1.00 = =) +

NIGHT - Sche v 3.00 =

~ Tirme e

-

Comments are required
for Night differential
entries, click the
‘Comment’ icon.

Comments are required for Night differential entries, click the ‘Comment’ icon.

August 13, 2021 version 2 Page 111



ELHAVAI2,

Course 100- ESS Hourly Time Entry

Cancel Time Reporting Comments Apply | Done |
2r¢
B Q
“Date *Time
Under Reporting Start Time < End Time BU / Section < Comment <
Report © Code °
1 0517/2021 MEAL3 12 Dinner Meal +| -
2 05/17/2021 NIGHT I I + -

Enter ‘6p’, then press the ‘Tab’ key.

The NIGHT Time Reporting Code requires a Start Time and
End Time.

The NIGHT Time Reporting Code requires a Start Time and End Time.

Enter ‘6p’, then press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply | Done |
2
RN Q
“Date “Time
Under Reporting Start Time < End Time © BU / Section © Comment
Report ©° Code ©
1 051772021 MEAL3 13 Dinner Meal + =
2 051172021 NIGHT 60 I I | |-

Enter ‘9p’, then press the ‘Tab’ key.

Enter ‘9p’, then press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply | Done
21
K Q|1
“Date “Time
Under Reporting Start Time End Time BU / Section Comment
Report © Code
1 068117/2021 MEAL3 13 Dinner Meal + ]
2 081712021 NIGHT Bp 9p + -

A

Enter ‘Scheduled Night Shift’, then
press the ‘Tab’ key.

Enter ‘Scheduled Night Shift’, then press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply q
<
“Date “Time St
Under  Reporting Start Time © End Time BU/ Section < Click the ‘Done’ button.
Report © Code ©
1 08172021 MEAL2 13 Dinner Meal & ba
2 0611712021 NIGHT op o Scheduled Night Shift + il

Click the ‘Done’ button.
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< Time Punch Time iy O,

Title Human Rescurces Assistant

4 16 May - 31 May 2021 »
HI Sem| Monthly
Scheduled 88.00 | Reported 0.00

w Legend Clear Save for Later Submit

Time Reporting Time
Day Summary In Lunch In Out Code Quantity Detalls Comments
6 Sunday
o ¥ r
ay Reponiad 0,00 /Schedue 5.2
7 Monday
B ) | 80000AN 12:0000F 10000P & 00 00F! v ] +
Reported 0.00 /Schedule
ay
MEAL3 -Mea v 1.00 - = +
NIGHT - Sche v 300 » c +
~ Toime A ¥

You will notice that the comment button indicates a comment
has been added.

Select ‘Next’ to continue.

You will notice that the comment button indicates a comment has been added.
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Title Human Rescurces Assistant
4 16 May - 31 May 2021 »
HI Sem| Monthly
Scheduled 88.00 | Reported 0.00
Day Summary In Lunch Dmols Comments
Click the ‘Save for Later’ button.
6 Sunday
o -
ay Reponiad 0,00 /Schedue 5.2
Monday
R S ;l\ 8 00 00A! 1200 0Dk 1 00 00! & 00 00! v F ¢
ay Reported 0.00 /Schedule 8 : +
MEAL3 -Mea v 1.00 - - +
)+

Note: The ‘Save for Later’ process validates the hours entered on the time

s Teccine card. It does not submit the time entered as payable time and your b
supervisor cannot approve it therefore you may not be paid for the time
worked. Next, you will submit the entered time as payable time using the
Submit button. Alternatively you may skip the ‘Save for Later’ step and
directly ‘Submit’ your time.

Note: The ‘Save for Later’ process validates the hours entered on the time card.
It does not submit the time entered as payable time and your supervisor cannot
approve it therefore you may not be paid for the time worked. Next, you will
submit the entered time as payable time using the Submit button. Alternatively,
you may skip the “Save for Later’ step and directly ‘Submit‘ your time

Click the ‘Save for Later’ button.
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The ‘Save for Later’ process validates the hours entered on the time card.
It will not submit the time entered as payable time. Next, you will submit
the entered time as payable time using the Submit button.

The ‘Save for Later’ process validates the hours entered on the time card. It will
not submit the time entered as payable time. Next, you will submit the entered
time as payable time using the Submit button.

Click the “‘Yes’ button.
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Job Title Human Rescurces Assistant

4 16 May - 31 May 2021 >

HI Semi Monthly
Scheduled B88.00 | Reported 12.00

ew Legend Clear Save for Later
Day Summary In Lunch In
s Click the ‘Submit’ button.

1 6 unday
May Reported 000 [Scheduie
1 7 Monday

s (o) NIGHT - Sche v 300 w
MY d 12.00 /Schedul

MEALS -Mea v 100 L

A'disk’ icon in the Day Summary section of the timesheet
indicates the timesheet has been saved but not submitted. ¥

a~ Tiime Az § X

A ’disk’ icon in the Day Summary section of the timesheet indicates the
timesheet has been saved but not submitted.

Click the ‘Submit’ button.
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Rules have successfully been appiied,
Prass OK to refresh your timesheet with updated payable time

A confirmation message appears indicating that the time processing rules have been
successfully applied. The timesheet will now display payable time. Note the Save icon
disappears when time is submitted. Your supervisor will review time you entered for
approval.

A confirmation message appears indicating that the time processing rules have
been successfully applied. The timesheet will now display payable time. Note
the Save icon disappears when time is submitted. Your supervisor will review
time you entered for approval.

Click ‘OK".
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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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Overtime Request

Enter an Overtime Request QHAWAHITF

Lesson Scenario

In this lesson you will learn how to complete an
overtime request.

Overtime is something that you need to request in
HIP prior to working overtime and putting it on your
timesheet. OT request can only be used for
current date or future dates. Otherwise, if you
enter overtime on your timesheet prior to submitting
an Overtime Request, it will create an exception
that your supervisor will need to resolve.

Important - Be sure to follow all of your
department/office’s procedures for getting approval
to work overtime before you make your request in
HIP.

Select ‘Next’ to continue.

In this lesson you will learn how to complete an overtime request.

Overtime is something that you need to request in HIP prior to working overtime
and putting it on your timesheet. OT request can only be used for current
date or future dates. Otherwise, if you enter overtime on your timesheet prior to
submitting an Overtime Request, it will create an exception that your timekeeper
will need to resolve.

Important - Be sure to follow all of your department/office’s procedures for getting
approval to work overtime before you make your request in HIP.
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3= \) /A 17 pe _Se '
'S, HAWAI| s ¥ Employee Self-Service

Beneficiary Designation Tax Withholding
° 0 i
<=0

W-2/W-2¢ Consent [ Tin I8 Pay Statements

&

Personal Details

Last Pay Date 05/20/2021

Click the ‘Time’ tile.

Click the ‘“Time’ tile.
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< Employee Self-Service

Enter Time Report Time
08/16/21 - 08/31/21

Danarad 0 A0
o Reported O.0C

Click the ‘Overtime Requests’ tile.
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AdaTo ¥

| Overtime Requests |

Allan Doe Employee ID 00123458
Human Resources Asastant Empioyment Record 0
Actior
View Options (2
Month = 05-May v Year | 2021 v View Requests

I View All Requests

No Overtime Requests found Select Add Reguest to submit 3 request for aooroval

Add Request

The Overtime Requests page displays.
Firnwes Biepx
Remember to request enough hours to cover all of the
overtime that you intend to work, otherwise your supervisor
will need to take additional steps to approve your time for you
to be paid.

Select ‘Next’ to continue

The Overtime Requests page displays.

Remember to request enough hours to cover all of the overtime that you intend
to work, otherwise your supervisor will need to take additional steps to approve
your time for you to be paid.
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Favoriles Main Menu ~ Time Reques! Overlime List

New Window | Heip
Overtime Requests

Employee ID

Employment Record 0

View Options

Month 02 - February v Year 2020 v View Requests

1 View All Requests

No Overtime Requests found. Select Add Request 1o submit 3 request for approval.
Add Request

Self Service
Tme Renomng Note: If you have not submitted an overtime request, you can
still enter overtime on your timesheet, but you will need to
work with your Supervisor to have it processed.

Overtime must be entered one day at a time. There is not an

option to enter overtime weekly or for a period of days.

Select ‘Next’ to continue

Note: If you have not submitted an overtime request, you can still enter overtime

on your timesheet, but you will need to work with your Supervisor to
processed.

have it

Overtime must be entered one day at atime. There is not an option to enter

overtime weekly or for a period of days.
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L1 AVLA [[inrormate v
T'TA‘.VH' Baior AdaTo

Overtime Requests

Allan Doe Employee ID 00123458
Human Resources Asastant Empioyment Record 0
Actior

View Options (2
Month = 05-May v Year | 2021 v View Requests

I View All Requests

No Overtime Requests found Select Add Request to submit a request for approval

-n Add Request
o oot
Click the ‘Add Request’
button.

Click the ‘Add Request’ button.
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Favoriles ~ M Requeast Overtime 1List & Home

Sign Out

W HAWA oo G,

New Window Help Personalize Page

Request Overtime
Overtime Request Details

Employee ID 0Ol
Human Resources Assistant Employment Record 0

At
Achons»

Overtime Information (?)

Date On Request {example 05/21/2021)
Overtime Hours I\

Comment &
Select the date you need to
work overtime. Click the
‘Calendar’ button.
Submit
Cancel and Retumn to Overtime Requests

Select a date you need to work overtime. Click the ‘Calendar’ button.
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Favoriies ¥ Main Menu ~ Request Overtime List * Home Sign Out

=1 L AV/A | [infermatic AddTo ~
&J IA‘.)V';"\ | Porta o

Request Overtime
Overtime Request Details

.............. Emplovee ID 00123456

Human Resources Assistant Employment Record (0
Actions~ Calendar
Overtime Information (3 May v 2021 v

Date On Request S M T WT F §

Overtime Hours

» |
Comment a2

7[' 24 Fs 26 21 28 28
Submit

incel and Returr

Click the 24’ link.

Click the ‘24’ link.
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Request Overtime
Overtime Request Details

Employee ID o
Human Resources Assistant Employment Record 0

Overtime Information (2
Date On Request |05/24/2021 (example: 05/21/12021)

Ovenime Hours -

Comment N il

Click in the ‘Overtime

Hours’ field.
Submit

Cancel and Retum to Overtime Requests

Click in the ‘Overtime Hours’ field.

August 13, 2021 version 2 Page 130



ELHAVAI2,

Course 100- ESS Hourly Time Entry

Request Overlime List #& Home Sign Out

AdcTo v @

NavBar

Request Overtime
MNuartima Dannacet Detajls

Allan Doe Emplqu. ID 00123456

Human Resources Assistant Employment Record 0

Overtime Information (2

|

Date On Request | 052472021  [iit] (example 05/21/2021)
1
Comment ol

Submit A

sancel and Retum to

Enter the number of hours of overtime you need to
work for the corresponding date you've chosen.
For this example, enter ‘4’ in the Overtime Hours . 2
field and press the ‘Tab’ key.

Enter the number of hours of overtime you need to work for the corresponding

date you’ve chosen. For this example, enter ‘4’ in the Overtime Hours field and
press the ‘Tab’ key.
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Home Sign Out

AddTo ~

Request Overtime
Overtime Request Details

Allan Doe

Employee ID 00123456
..................................... Employment Record (
Overtime Information (7

Date On Request |05/24/2021 (example 05/21/2021)

Overtime Hours 4

Commen

~]

'1.

N

Submit
Click in the “Comment’ field.

Cancel and Retum to Overtime Requests

Click in the ‘Comment’ field.
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AL HAWAI

Request Overtime
Overtime Request Details

Allan Doo Employee 1D 00123456

Human Resources Assistant Employment Record

Art
Overtime Information (2

Date On Request |0524/2021 :".] (example 05721/2021)

Overtime Hours 4

Comment

N

Enter comments about the overtime
request. For this example, enter
‘Need to work additional hours’ in
the Comment field and press the | S
Tab’ key.

Enter comments about the overtime request. For this example, enter ‘Need to
work additional hours’ in the Comment field and press the ‘Tab’ key.
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el HAWAII

Request Overtime
Overtime Request Details

Employee ID (¢

Human Rescurces Assistant Employment Record 0

Overtime Information 2
Date On Request 05/24/2021 [ (example: 05/21/2021)
Overtime Hours 4

Comment Need to work additonal hours 2

=

Cancel and Retum 1gQvertime Requests

Click the ‘Submit’ button. -

Click the ‘Submit’ button.
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Request Overtme List

Request Overtime
Submit Confirmation

v The Submit was successful

Workfiow
Role Name Name Action Transaction Date Comment
Onginator Allan Coe :‘t:;cosval 0&/21/2021 Need to work addiional hours
N
Click the ‘OK’ button.

The Approval Details display the overtime request. HIP will
route the request to your supervisor for review and approval. 1 ’

The Approval Details display the overtime request. HIP will route the request to
your supervisor for review and approval.

Click the ‘OK’ button.
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Sl HAWAII

Overtime Requests

Allan Doe Employee ID (0123456

Human Resources Assislant Employment Record 0

View Options (2
Month = 05-May v Year 2021 » View Requests

! View All Requests

Overtime Requests

,.-T
Details Date On Request Overtime Hours  Date Submitted Req Status
Detalls 052412021 400 0852172021 Needs Approval
Add Request

Qplf Carvier

In the Overtime Requests section, you can click the Details link to view
more information. If there are any changes needed to your request,
contact your Supervisor.

Select ‘Next’ to continue

In the Overtime Requests section, you can click the Details link to view more
information. If there are any changes needed to your request, contact your
Supervisor.
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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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UNDERSTAND APPROVAL

Understand Approvals QHAWA! et

Lesson Scenario

In this lesson you will review the timesheet approval
overview.

Select ‘Next’ to continue.

In this lesson you will review the timesheet approval overview.
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The Approval Process in HIP

Certain transactions in HIP Time and Labor are required to be approved.

For example, after an employee submits his or her time for a pay period, the employee’s supervisor
must approve the timesheet.

=  Once approved, the time is sent to Payroll and the employee is paid.
= |f the timesheet is not approved, the employee is not paid.

An approval is also required when an employee submits an overtime request.

Select ‘Next’ to continue.

The Approval Process in HIP
Certain transactions in HIP Time and Labor are required to be approved.

For example, after an employee submits his or her time for a pay period, the
employee’s supervisor must approve the timesheet.

e Once approved, the time is sent to Payroll and the employee is paid.
e If the timesheet is not approved, the employee is not paid.

An approval is also required when an employee submits an overtime request.
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How does the system determine the Approver?

When employees submit their timesheets or overtime requests, they are automatically routed to
employee’s assigned supervisor.

Approval routing in HIP is maintained by your HR office and is based on your department hierarchy.

If you have questions about who your assigned supervisor is, consult with your HR office.

Select ‘Next’ to continue.

How does the system determine the Approver?

When employees submit their timesheets or overtime requests, they are
automatically routed to employee’s assigned supervisor.

Approval routing in HIP is maintained by your HR office and is based on your
department hierarchy.

If you have questions about who your assigned supervisor is, consult with your
HR office.
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Employee Timesheet Approval and Processing

Employee submits Supervizor epproves ’ HIP sends approved | Payroll processes the ‘
time in HIP No payable time in HIP ‘—” time to Payroll I—-—> approved time for |

Yes

Your Superviser or Your local
local timekeeper | timekeeper contacts
resolves exceptions No | Fiscal Office for help

Select ‘Next’ to continue.

Employee Timesheet Approval and 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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END

K] HAWA][rorti
Maika’i! e

Please click ‘Save and exit’
at the upper right.

Close the lesson by clicking ‘Save and
exit’in the top right-hand corner.

Do not close the browser window
before clicking ‘Save and exit’.
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