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Duration

Course Duration S HAWAI ey

This course will take approximately
2-3 hours.

You can complete it 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.

Course Duration

This course will take approximately 2-3 hours.

You can complete it 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.

August, 2021 Version 2 Page 2



ELHAVAI2,

Course 110- MSS - Supervisors

Preparation
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‘!
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.

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.
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Course Objectives | Key Terminology | Time and Leave Approval Overview

Understanding Exceptions | Working with Timesheets | Approving Time and Leave
Working with Absences | Working with Delegations | Monthly Calendar

Need Help?

Mahalo for your kokua! The above topics are covered in this course.
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Course Objectives
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After completing this course, you will understand how to:

= Find help and additional assistance

= Review payable time for approval

= Work with exceptions

= Update reported time

= Report time and add a comment for an employee

= Approve overtime requests

= Approve payable time for salaried (elapsed) and hourly
(punch) time reporters

= Approve absence requests

= View absence balances

= Delegate approvals and accept delegations

= Use the custom monthly calendar

= Understand the ‘Reports To' field.

Select ‘Next’ to continue.

After completing this course, you will understand how to:
e Find help and additional assistance
e Review payable time for approval
e Work with exceptions
e Update reported time
¢ Report time and add a comment for an employee
e Approve overtime requests
e Approve payable time for salaried (elapsed) and hourly (punch) time reporters
e Approve absence requests
¢ View absence balances
e Delegate approvals and accept delegations
e Use the custom monthly calendar
e Understand the ‘Reports To’ field.
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Need Help?
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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/for-supervisors/

For further assistance, contact your local timekeeper or leave keeper, as applicable. To assist you
with locating your local timekeeper or leave keeper, 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.

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

Hah
&
e

See complete instructions available at: https://ags.hawaii.gov/hip/for-supervisors/

For further assistance, contact your local timekeeper or leave keeper, as
applicable. To assist you with locating your local timekeeper or leave keeper, 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.

August, 2021 Version 2 Page 6



ELHANAI2

Course 110- MSS - Supervisors

Key Terminology

Key Terminology

Salaried Employees
(Elapsed Time Entry) ) Time Reporting Code (TRC) Direct Reports

Hourly Employees 5
{Punch Time Entry) Timesheet Exception Reported Time

Time Administration Payable Time
Comp Time

Positive Time Reporter

Select ‘Next’ to continue.

Elapsed Time Entry (Salaried Employees)
Punch Time Entry (Hourly Employees)
Positive Time Reporter

Time Reporting Code (TRC)

Time Sheet Exception

Time Administration

Direct Reports

Reported Time

Payable Time

Comp Time
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Key Terminology

Positive Time Reporter

Definition:

Positive time reporters report all time worked. Depending on the setup,
this type of reporter can report either punched or elapsed time. This may
include hourly/casual appointment employees or certain salaried
employees who are required to submit all of their time to be paid.

Select ‘Next’ to continue.
Positive Time Reporter

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

hourly/casual appointment employees or certain salaried employees who are
required to submit all of their time to be paid.
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Key Terminology

Salaried Employees
(Elapsed Time Entry)

Definition:

When entering time, employees who use this method enter the number
of hours that have elapsed when they enter time, and not specific In and
Out times, or their regular hours worked.

Select ‘Next’ to continue.
Salaried Employees (Elapsed Time Entry)

Definition:
When entering time, employees who use this method enter the total number of

hours that has elapsed when they enter time, and not specific In and Out times,
or their regular hours worked.
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Key Terminology

Hourly Employees
(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 Employees (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

Time Reporting Code
(TRC)

Definition:

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

Select ‘Next’ to continue.
Time Reporting Code (TRC)

Definition:
A Time Reporting Code (TRC) is a code that represents the type of time
worked.
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Key Terminology

Direct Reports

Definition:

Direct reports are employees who report to you. This is based on what is
set up in HIP by your HR office. You may be referred to as the ‘Reports To’
supervisor for your direct reports.

Select ‘Next’ to continue.
Direct Reports

Definition:

Direct reports are employees who report to you. This is based on what is set up
in HIP by your HR office. You may be referred to as the ‘Reports To’ supervisor
for your direct reports.
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Key Terminology

Reported Time

Definition:

Time that has been entered into HIP and submitted but not yet processed
through Time Administration.

Select ‘Next’ to continue.
Reported Time

Definition:
Time that has been entered into HIP and submitted but not yet processed
through Time Administration.
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Key Terminology

Payable Time

Definition:

Time that has been validated by the Time Administration process 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 the Time Administration process 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

Timesheet Exception

Definition:

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

Select ‘Next’ to continue.

Timesheet Exception

Definition:

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

Comp Time

Definition:

Compensatory Time (also known as comp time for short) refers to time
you’ve earned working overtime hours that you can use to take time off
at a later time.

Select ‘Next’ to continue.
Comp Time

Definition:
Compensatory Time (also known as Comp Time for short) refers to time you've
earned working overtime hours that you can use to take time off at a later time.
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Time and Leave Approval Overview

Time and Leave Approval Overview @HAWAH' " For

Lesson Scenario

In this lesson, you will learn about the approval
process in HIP.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn about the approval process in HIP.
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The Approval Process in HIP

Certain transactions in HIP are required to be approved. For example,
= An employee’s timesheet must be approved in order for the employee to be paid.
= An approval is required when an employee submits a request to work overtime.

= | eave requests must also be approved.

All approvals can be managed in the Manager Self Service (MSS) page.
Key reminders:

= [f there are any supervisor vacancies below you, HIP will route time and leave
requests up to the next available supervisor in the department hierarchy.

Unless an individual in a TA supervisor position is made the “Reports To” in HR, HIP
will not route requests to the TA supervisor.

Select ‘Next’ to continue.

The Approval Process in HIP

Certain transactions in HIP are required to be approved. For example,
¢ An employee’s timesheet must be approved in order for the employee to be
paid.
e An approval is required when an employee submits a request to work
overtime.

¢ Leave requests must also be approved.

All approvals can be managed in the Manager Self Service (MSS) page.
Key reminders:

= |f there are any supervisor vacancies below you, HIP will route time and
leave requests up to the next available supervisor in the department
hierarchy.

= Unless an individual in a TA supervisor position is made the “Reports To”
in HR, HIP will not route requests to the TA supervisor.
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Employee Timesheet Approval and Processing
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I . oll processes the
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Yes T
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resolves exceptions N 7 N | Fiscal Cffice for help
S

Employee Timesheet Approval and Processing
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. 1P runs the Absence |
" Cakulation Process

T8I Payable Timals
Twaded itk Payroll

Absence Request Approval and Processing
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What is the Process for Employees without Computer Access?

Timesheets and Absence Requests

If employees do not have computer access,
= The employees submit the requests on paper (D-55 and G1)
= The supervisors approve the requests on paper (D-55 and G1)
= The timekeepers / leave keepers enter the transactions into HIP

= The timekeepers use Rapid Time to enter the timesheets.

= The leave keepers use Create and Maintain Absence to enter the absence
requests.

Select ‘Next’ to continue.

What is the Process for Employees without Computer Access?
Timesheets and Absence Requests
If employees do not have computer access,
e The employees submit the requests on paper (D-55 and G1)
e The supervisors approve the requests on paper (D-55 and G1)
e The timekeepers / leave keepers enter the transactions into HIP
o The timekeepers use Rapid Time to enter the timesheets.

o The leave keepers use Create and Maintain Absence to enter the
absence requests.
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Who Approves the Time and Leave Transactions?

Time Approvals:

Approvals are required for payable time and for requests to work overtime.

These transactions are routed to employee’s supervisor. This data is stored in the Reports
To field in HIP. Your HR office maintains this data.

Leave Approvals:

Absence approvals (for example vacation and sick) are routed either to the employee’s
Reports To or to the HR Admin based on the type of absence.

Examples of extended absences approved by the HR Admin: military leave, workers’
compensation, and family leave.

Select ‘Next’ to continue.

Who Approves the Time and Leave Transactions?
Time Approvals:
Approvals are required for payable time and for requests to work overtime.

These transactions are routed to employee’s supervisor. This data is stored in
the Reports To field in HIP. Your HR office maintains this data.

Leave Approvals:

Absence approvals (for example vacation and sick) are routed either to the
employee’s Reports To/Supervisor or to the HR Admin based on the type of
absence.

Examples of absences approved by the HR Admin: military leave, workers’
compensation, and family leave.
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How does the system determine the Supervisor?

When employees submit their timesheets, overtime requests, or absence requests, they
are automatically routed to the Supervisor.

Approval routing in the system is based on the ‘Reports To’ or the ‘Supervisor’ field. This
data is maintained by your HR office and is based on your department hierarchy.

If you have questions about who your direct reports are, consult with your HR office.

Select ‘Next’ to continue.

How does the system determine the Supervisor?

When employees submit their timesheets, overtime requests, or absence
requests, they are automatically routed to the Supervisor.
Approval routing in the system is based on the ‘Reports To’ or the ‘Supervisor’

field. This data is maintained by your HR office and is based on your department
hierarchy.

If you have questions about who your direct reports are, consult with your HR
office.
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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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Understanding Exceptions

Understanding Exceptions @HAWAH'

Lesson Scenario

In this lesson, you will learn to:

1. Work with Exceptions
2. Allow Exceptions navigating via the Team Tile

3. Allow Exceptions via email notification link

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to:

1. Work with Exceptions
2. Allow Exceptions navigating via the Team Tile

3. Allow Exceptions via email notification link
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Lesson Scenario

In this lesson, you will learn to work with
exceptions.

Supervisors are primarily responsible for viewing
exceptions for their direct reports and resolving
them. Timekeepers may also resolve exceptions if
necessary. Identifying and resolving exceptions
will generate payable time and pay employees for
time reported.

For detailed instructions on managing all
exceptions bookmark the following URL:
https://ags.hawaii.gov/hip/exception-

management[

Select ‘Next’ to continue.

Lesson Scenario
In this lesson, you will learn to work with exceptions.

Supervisors are primarily responsible for viewing exceptions for their direct
reports and resolving them. Timekeepers may also resolve exceptions if
necessary. ldentifying and resolving exceptions will generate payable time and
pay employees for time reported.

For detailed instructions on managing all exceptions bookmark the following
URL:

https://ags.hawaii.gov/hip/exception-management/
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What are Exceptions?

An exception is an error generated by the system when reported time is incorrect or
when reported time does not comply with a rule.

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

It is recommended to login daily to review and clear exceptions.

Select ‘Next’ to continue.

What are Exceptions?

An exception is an error generated by the system when reported time is incorrect
or when reported time does not comply with a rule.

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

It is recommended to login daily to review and clear exceptions.
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@H AWA|| "o Exception Statuses

Each exception has a
Status and a Severity
level.

’ 1 Ppb -
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Select ‘Next’ to continue

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

Statuses help you work with
exceptions.

Resolved
Possible exception statuses
are Unresolved, Resolved,

and Allowed. Allowed

When an exception is resolved,
it is automatically removed

from the list of exceptions.
Roll your mouse over a

status on this page to
view more information.

When finished, select ‘Next’ to continue.

Exception Statuses
Statuses help you work with exceptions.
Possible exception statuses are Unresolved, Resolved, and Allowed.
When an exception is resolved, it is automatically removed from the list of
exceptions.
» Unresolved - When an exception is created, the status of the exception is
Unresolved.
= Resolved - When the exception condition no longer exists, the status of
the exception changes to Resolved.
= Allowed - Indicates the timekeeper allowed the exception, which
generates payable time without resolving the exception.
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What does the Severity Level of an Exception mean?

Severity Level What it means

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

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

Select ‘Next’ to continue.

What does the Severity Level of an Exception mean?

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

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

Select ‘Next’ to continue

What are some examples of exceptions?
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Examples of Exceptions

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

Full Absence & Reported Work time has been reported on the same day

time TRC where a Full Day absence has been reported.

Quantity Exceeds TRC The employee has entered more time than

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

Select ‘Next’ to continue.

Examples of Exceptions

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

Full Absence & Reported time TRC: Work time has been reported on the same
day where a Full Day absence has been reported.

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

Select ‘Next’ to continue

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

Depending on the specific exception, the timekeeper may work with the
employee or the supervisor to make adjustments to the employee’s
timesheet. If you are unable to resolve the issue please work with your
fiscal office.

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

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

The next run of the Time Administration process clears any resolved
exceptions. This process will be run nightly by the system.

Select ‘Next’ to continue.

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

Depending on the specific exception, the timekeeper may work with the
employee or the manager to make adjustments to the employee’s timesheet. If
you are unable to resolve the issue please work with your fiscal office.

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

The next run of the Time Administration process clears any resolved
exceptions. This process will be run nightly by the system.
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What does it mean to
allow an exception?

Select ‘Next’ to continue

What does it mean to allow an exception?
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Supervisors are primarily responsible for resolving exceptions however, a
timekeeper may assist. The timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.

A common example is an overtime exception.

» |f the employee works overtime that was not pre-approved, the system generates a high
level exception.

» |f the supervisor wishes to allow the overtime, the supervisor or timekeeper uses the
Allow functionality.

» Allowing the exception will enable the supervisor to approve a timesheet.

Q After the supervisor allows the exception, the next run of the
Time Administration process generates payable time for the
supervisor to approve.

* - See additional exception management guidance at
https//ags.hawaii.gov/hip/exception-management/ Select ‘Next’ to continue.

Supervisors are primarily responsible for resolving exceptions however, a
timekeeper may assist. The timekeeper has the option to use the Allow
Exceptions functionality to allow an exception without having to resolve it.
A common example is an overtime exception.

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

= |If the supervisor wishes to allow the overtime, the supervisor or
timekeeper uses the Allow functionality.

= Allowing the exception will enable the supervisor to approve a timesheet.

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

* _ See additional exception management guidance at https://ags.hawaii.gov/hip/exception-management/
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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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Allow Exceptions
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Lesson Scenario

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

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

in this lesson, you will learn to allow exceptions via
the team tile navigation.

Timekeepers may allow exceptions in support of

supervisors under certain conditions (for example
when supervisor pre-approval is received).

Select ‘Next’ to continue.

Lesson Scenario

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

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

In this lesson, you will learn to allow exceptions via the team tile navigation.

Timekeepers may allow exceptions in support of supervisors under certain
conditions (for example when supervisor pre-approval is received).
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Begin by navigating to the Team Time tile in
Manager Self Service.

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

W-2/W-2c Consent

Last Pay Date 05/20/2021

Personal Details Classic Home

2

S
() O

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

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

Click the drop-down arrow.
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&LH A\)\,’AH b v Employee Self-Service

Beneficiary Designation

Click Manager Self Service
from the list of options.

Pay Statements

Last Pay Date 05/20/2021

Personal Details Classic Home

2

il

Click Manager Self Service from the list of options.
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'&LH AWA|[Permeze) ~ Manager Self Service

Approvals Assign Work Schedule Time and Labor WorkCenter

2

Manage Delegation

£
L J
als

Click the Team Time tile.

Click the Team Time tile
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< Manager Self Service Team Time /ﬁ\ 5 @
<« Timesheet A Enter Time
Enter Time Use filters to change the search criteria or Get Employees to apply the default Manager Search Options.

Time Summary CetEmplayees ‘ By |

@ Report Time
The Team Time page displays and is used for a variety of

T Weekly Time Entry functions. For this example we will use Manage Exceptions.

“Z Weekly Time Summary

@ Payable Time
1§ Comp Time m
M) Request Absence

! Cancel Absences

IF View Requests Click Manage Exceptions on the menu.

| Absence Balances

? Manage Exceptions

3| Waorkforce Availability

The Team Time page displays and is used for a variety of functions. For this
example, we will use Manage Exceptions.

Click Manage Exceptions on the menu.
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< Manager Self Service Team Time /ﬁ\ @
«5 Timesheet v Manage Exc
4 Fix (4) ! Allow (1) Al (5
@ Report Time
Exceptions
7 Weekly Time Entry
Click the Allow button.
[5 Weekly Time Summary
>
@ Payable Time
|} Comp Time ( R 3
The Manage Exceptions page displays exceptions with a
Ill} Request Absence status of Fix or Allow. If desired, the All option displays
m both the Fix and Allow exceptions. > |9

) Cancel Absences

I View Requesis The page defaults to display the Fix exceptions, if available.

|§! Absence Balances
() WManag  Exceptions

? Workforce Availabilty

The Manage Exceptions page displays exceptions with a status of Fix or Allow.
If desired, the All option displays both the Fix and Allow exceptions.

The page defaults to display the Fix exceptions, if available.

Click the Allow button.
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¢ Manager Self Service Team Time ® ©)
& Timesheet ~  Manage Exceptions
v Fix (4) | Allow(1)  Al(5)
@ Report Time
Exceptions Allow
T Weekly Time Entry |
O Tl
[E Weekly Time Summary
Josh Doe High
-
& Payable Time MTLX0001 - Overtime is nat pre-approved 051712021 2
] Comp Time
Il Request Absence
n The Allow exceptions section displays. This provides an N
P} Cancel Absences overview of exceptions available to allow. =

I View Requests If you find that the Allow box is not available (or grayed

- - out) to you, please report it to your fiscal office for further

SENCE Dalances
; help.
(§ Manage Exceptions
Select ‘Next’ to continue.

2| Workforce Awailability

The Allow exceptions section displays. This provides an overview of exceptions
available to allow.

If you find that the Allow box is not available (or grayed out) to you, please report
it to your fiscal office for further help.
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< Manager Self Service Team Time /‘\ : @
o Timesheet v Josh Doe &)
Account Clerk il
Return 1o Manage Exceptions
@ Report Time : e

Monday, May 17, 2021
7 Weekly Time Entry

Submitted Time

[ Weekly Time Summary
-+ Elapsed Punch

@ Payable Time
OT - Overtime Pay 3.00 Hours >

1§ Comp Time /

I} Request Absence

m Exceptions Click the expansion arrow to

IR} Cancel Absences O] MTLX0001 - Overtime is not pre-appro review additional information.

1™ View Requests
Allow

|§! Absence Balances

(3§ Manage Exceptions

- Workforce Availability

JavascriptsubmitAction_winD{document.wind, DETAIL_FLDSO'):

Click the expansion arrow to review additional information.
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< Manager Self Service Team Time
o Timesheet ~ Josh Doe =
Arcount Clerk
S it o Return 1o Manage Exceptions
Monday, May 17, 2021
T Weekly Time Entry

Submitted Time
(% Weekly Time Summary Click the expansion arrow
) e Elapsed Punch

@' Payable Time

QT - Overtime Pay 3.00 Hours
|§! Comp Time

Total 3.00 hours

I} Request Absence
Exceptions
P! Cancel Absences O] MTLXD00M - Owvertime is not pre-approved High

I View Requests

Allow

|§! Absence Balances

(3 Manage Exceptions The Exceptions details are displayed. Next, expand the
Submitted Time details to review additional information.
- Workforce Availability

Jrvascriptsubmitfction_winl{docurment.winl, DETAIL_FLDSD):

The Exceptions details is displayed. Next, expand the Submitted Time details
to review additional information.

Click the expansion arrow
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< Manager Seif Service Team Time

Time Report Ial_ul]
Date 05M1772021
Time Reporting Code  OT - Overtime Pay v QuickFu v
Quantity 3.00 ¥ Hours
lime Details

Business Unit STATE Q. State of Hawan
jrs

combinaton codd  The Time Report page displays helpful details of the exceptions. =
The details include date, time reporting code, start time, end
times and comments.

- ¢
Select ‘Next’ to continue. 1row FIE
BlQ) 1
*Date < “Time Reporting Code © Start Time < End Time < BU ! Section Comment <
| Overimsa worked
ij’u".7f?021 "1 oT Q 05 00:00 ANO 08:00 00 A O

The Time Report page displays helpful details of the exceptions. The details
include date, time reporting code, start time, end times and comments.
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¢ Manager Seif Service Team Time

Click Cancel to continue.
- Time Report
Date 05M1772021
Time Reporting Code  OT - Overtime Pay v QuickFill v
Quantity 3.00 ¥ Hours
lime Details
Business Unit STATE Q. State of Hawan
Combination Code Q
Delete

*Date < “Time Reporting Code Start Time < End Time © BU / Section
2501712021 "1 oT Q 05 00:00 AMNO 08:00 00 A O

Comment <

Overimea worked

nrs

Click Cancel to continue.
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¢ Manager Self Service Team Time a ®
& Timeshest - Josh Doe @

Account Clerk |

Returr 1o Wanage Exceptions

o Report Time 3
Monday. May 17, 2021

= Weekly Time Entry

Submitted Time
B weekly Tims Summary

- Flapsed Punch
@ Payable Time

QT - Overtime Pay 3.00 Hours
1 Comp Time
Total 3 DD hours

|l Request Absence .
Exceptions

1P Cancel Absences I B4 MTLX0DD1 - Overtime IS not pre-appraved

High

I View Requests

I 4bsence Balances

() Manage Exceptions
Click the Allow button.

&~ Worklorce Availabilty

This returns you to the Manage Exceptions page. For
this example the checkbox on the MTLX0001 row has
been selected for you.

This returns you to the Manage Exceptions page. For this example, the
checkbox on the MTLX0001 row has been selected for you.

Click the Allow button.
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< Manager Self Service

Team Time

Submitied Successlully

 Raporl Time
T Weekly Time Enltry
[ weekly Time Summary
@ Payable Time
& Comp Time
{1 Request Absence

P Cancel Absances

I View Requests m

I Absence Baiances
(3 Manage Exceptions

- Workforce Avalladiity

Retur tn Wanags Fecapthions
Monday. May 17, 2021
Submitted Time

+ Flapsed Punch

OT - Ovartime Pay 3.00 Hours

The Submitted Successfully message displays at the top
and the exception will clear from the Manage
Exceptions page.

Select ‘Next’ to continue.

otal 3 00 hours

The Submitted Successfully message displays at the top and the exception will
clear from the Manage Exceptions page.
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€ Manager Self Service Team Time

o Timeshest v Manage Exceptions

|| Fa Mm, A
 Raporl Time

Exceptions Click the Home icon

T Weekly Time Entry

[ weekly Time Summary
@ Payable Time
& Comp Time

{1 Request Absence

{P* Cancel Absances
Approving the exception clears it from the
I View Requests N [

m Manage Exceptions page. |

I Absence Baiances

-)II.

For this example, the are no exceptions for the
All tab has been clicked and the message “There
I Worklorce valiasiidy are no exceptions to display” is shown.

(3 Manage Exceptions

javascriptsubmitAction_winO{document.wind, TL_LINK_WRX_TL_SELECT_TEXTI":

Approving the exception clears it from the Manage Exceptions page.

For this example, the are no exceptions for the All tab has been clicked and the
message “There are no exceptions to display” is shown.

Click the Home icon
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Congratulations!

You've successfully completed
this lesson.

* Please bookmark additional exception
management guidance at
https://aqgs.hawaii.qov/hip/exception-management/

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.

* Please bookmark additional exception management guidance at
https://ags.hawaii.gov/hip/exception-management/
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Allow Exceptions — Email Notification QHAWAHIW o

Lesson Scenario

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

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

Administration process runs.

in this lesson, you will learn to allow exceptions by
navigating via the automated email notification link.

Select ‘Next’ to continue.

Lesson Scenario

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

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

In this lesson, you will learn to allow exceptions by navigating via the automated
email notification link.
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Message Help Acrobat O  Tell me what you want to do

g - =

£ Makunread Q8- [0 - . »2 Find

\ Zoom

[EXTERNAL] ** DO NOT REPLY ** Exception Resolution Pending for Time and Leave

Click the link in the email
to continue

Automated email notifications may be generated for
exceptions. Clicking directly on the link provided in the e-mail

will take you to the HIP Login page. After logging in you should
land on the Exceptions page.

Automated email notifications may be generated for exceptions Clicking directly
on the link provided in the e-mail will take you to the HIP Login page. After
logging in you should land on the Exceptions page.

Click the link in the email to continue
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#& Home | SignOut

Manager Self Service ~ Time Management * Approve Time and Excepliona * Exceptions

N o “n\“ e AddTo ~ @
&%‘L\ WA Navilar

Nevs Window lelp Personalze Page

Exceptions

* Employee Selection

Get Employees

Employee Selection Criteria

Selection Criterion Selection Criterlon Value

Clear Criteria
Iime Reporter Group Q

Save Criterla
Employee ID Q
Empl Record

After you login, HIP will route directly to the Exceptions page.

o Next, you will click the Get Employees button.

First Name Select ‘Next’ to continue.
Department o

Supsrvisor 1D Q

Workgroup Q

} Filtering Options

After you login, HIP will route directly to the Exceptions page.
Next, you will click the Get Employees button.
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Manager Saif Sarvioe ¥ Time Maragoment Approve Time and Exoeptions A Home Sign Out

AcddTo = (?)

oW Halp Fersonaize Fage -

Exceptions

¥ Employee Selection

Employes Selection Criteria I Get Employees lI

Selection Critenon Selection Cnterion Value =
Clear Criteria

Tima Reporter Group

Employes 1D 00055000 Click the Get Employees button [
Empl Record
Last Name Q
First Name Q
Depariment Q
Supervisor 1D Q
Workgroup Q

¥ Filtering Options

Cxceptions (7.

n Q
Overview Delais Demographics | I»
Allows 1 ast Nama Firat Nama Fmnl N _EmRl ok Tie Fyeantion IN Nearnint

Click the Get Employees button.
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Wanager Saif Sarvios Time Maragament ¥ Approve Time and Expepticns ¥ E & Home Sign Out

AcdTo = (@)

Norviiar

Exceptions
Click the down arrow to minimize the

mmn loyes Employee Selection

ployee Se Get Employees
Selection Critenon Selection Critenon Value -
Clear Criteria
Tima Reparter Group Q
Save Criteria
Employee 1D 00055000 Q
Empl Record Q
Last Narma Q
First Name Q
Depariment Q
Supemvisor ID Q
Workgroup Q
» Filtering Options
Exceptions
H Q
Overview Details Demographics I
Allows | Aat Name Firat Nama Fmnl 1IN - [mp! Inh Titls Fycantion IN Neacnnt
5

Click the down arrow to minimize the Employee Selection
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Time Managesmact = Approwe Time 303 [omarsne ~

Exceptions

» Empioyee Selection

» Filtering Options

Click the Details tab

Exceptions

5 Q
Overview ‘ Demographics  ||»

Empl

B

Empl 1D Record Job Title 0
0 Account Clerk Il MTLX0001
0 Account Clark 1l MTLX0001

Cvertime iz not pre
approved

Owertime 12 not pre-
approved

Allow Last Name Firat Name
Doe Josh
Doe Josh
Allow Exceplions (3
Select All Dessle
Save

The Overview tab displays by default and shows the employee
and exception information. Review the Exception ID and
Description columns.

The Overview tab displays by default and shows the employee and exception
information. Review the Exception ID and Description columns.

Click the Details tab
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Main Moy Managre ok Smrvce = Teme Mansgemert ~ Approes Time 3nz Dosgacas ~

Faeordes ™
&L HAWA

Exceptions

» Empioyee Selection

» Filtening Options

Exceptions (3
5 Q
Overview Details. Demographcs 13
Allow  LastName Firat Name Empl 1D Recopl  Jab Title Excoption 1D Source
Dce Josh 0 Account Clerk Il MTLX0001 Timesheet
Doe Josh 0 Account Clerk 1l MTLX0001 Timesheel

Allow Excaplions (2

Select All Deselect All

Additional exception details display, click the scroll bar for
additional information.

Click the scroll bar

[ ).

Additional exception details display, click the scroll bar for additional information.

Click the scroll bar
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Manages Siab Sorvace ~ Time Managamact - Approee Time ane Drapncas = & Home | SignOut

A To w @'

Novtar

Exception Data shows a short summary of Action Required. A
longer description is provided via the Explanation link.

Source Last Updated Exception Data Explanation
0501712021
Timeshee! 1.25.00FM Action Requied. Overlime request is nol pee-approved in the syslem.
aohaa 0s1T72021 A = 2 ~ a0 ron faka ol
Timaczheel 125 29PM Action Required. Overtime request is nol pre-approved in e system.

Click Explanation

Exception Data shows a short summary of Action Required. A longer description
is provided via the Explanation link.

Click Explanation
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oh | Femanalre Faga

Exception Explained x

Help
Exception 1D
MTLX0001
Description

Overtime is not pre-approved
Overtime request is not pre-approved in the system. All overtime must be pre- Explanation
approved in the system —————

Action Required: This needs to be either allowed or edited if not comect. Checdk your
department policies for pre-approved overtime Explanation

The Exception Explained pop up displays with
expanded information on the exception and any action
required.

Select ‘Next’ to continue.

The Exception Explained pop up displays with expanded information on the
exception and any action required.
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Manages ek Samce < Teme Managemect ~ Approree Time ans Dmagacas =

Exceptions
S e Closing the Exception Explained popup returns you to
the Exceptions page. For this example the allow box
» Filtering Options has been checked for you in the Allow column.
Exceptions (7
B Q
Querview Detaifs Demographcs II»
Allow  LastName First Name Empl 1D ReaoPl  Job Titte Exception ID sourcs
Dce Josh 0 Account Clerk Il MTLX0001 Timesheet
Dee Josh 00055000 0 Account Clerk Il MTLX0001 Timesheel
Allow Exceptions ()
Select All Deselect All
Sa
ve r
Click the Save button to
allow this exception.
,

Closing the Exception Explained popup returns you to the Exceptions page. For
this example, the allow box has been checked for you in the Allow column.

Click the Save button to allow this exception.
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Manages Sab Saren Time Mansgemert ~ Apgroee Time 3ns Dxoagacns ~

Exceptions
P Closing the Exception Explained popup returns you to
the Exceptions page. For this example the allow box
» Filtering Opiions has been checked for you in the Allow column.
Exceptions
5 Q
Qverview Details Demographcs II»
Allow  LastName First Name Empl 1D Rempl  Job Titke Excoption ID Source
Dce Josh 0 Account Clerk il MTLX0CO0t Timesheet
Dee Josh 00055000 0 Account Clark Il MTLX0001 Timesheet
Allow Excaplions ()
Select All Deseloct All

I Save I s

Click the Save button to
allow this exception.

Closing the Exception Explained popup returns you to the Exceptions page. For
this example the allow box has been checked for you in the Allow column.

Click the Save button to allow this exception.
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Moringer Siab Sarncs ~ Teme Managemert ~ Approwe Time ane Dimapacns =

= e : . Click the Home icon
» Employee Selectio Approving the exception clears the select box
column for the Exceptions page. For this
G Boptes example the entry will be available for
ot supervisor to approve after the nightly Time
m a Administration process runs.
Querview Details o i L
Allow  LaatName Firat Name Empl ID Reamp! Job Titia Excaption iD Source
Dee Josh 0 Account Clerk Il MTLX0001 Timesheet
Doe Josh 00055000 0 Account Clerk Il MTLX0001 Timesheet

Allow Exceptions (2)

Select All Deselect All

Approving the exception clears the select box column for the Exceptions page.

For this example, the entry will be available for supervisor to approve after the
nightly Time Administration process runs.

Click the Home icon
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Working with Timesheets

Working with Timesheets L HAWAIs

Lesson Scenario

In this lesson, you will learn to work with timesheets.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to work with timesheets.
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Review Payable Time for Approval
Report Time and Add a Comment for an Employee
. \ Update Employee Work Schedule
.!

'i‘
‘ y,

The above topics will be covered in this section

Select ‘Next’ to continue.

Review Payable Time for Approval
Report Time and Add a Comment for an Employee

Update Employee Work Schedule

The above topics will be covered in this section
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Review Payable Time for Approval QHAWAH'

Lesson Scenario

In this lesson, you will learn to review payable
time for approval.

Payable time is generated when the Time Admin
process is run. The supervisor must review the

payable time for approval.

If you have questions about what you are
approving, you can review payable time.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to review payable time for approval.

Payable time is generated when the Time Admin process is run. The supervisor
must review the payable time for approval.

If you have questions about what you are approving, you can review payable
time.
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¥ Employee Self-Service

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

Begin by navigating to the Pending Approvals page
in Manager Self Service.

Click the drop-down arrow.

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

Fay Siatements select it from the list of options.

—
B

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit

Set up your password security question
noreply @cherryroad.com

Begin by navigating to the Pending Approvals page in Manager Self Service.

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

Click the drop-down arrow.
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¥ Employee Self-Service

Beneficiary Designation Tax Withholding Employee Seli-Sarvica W-2/W-2¢c Consent

e0 0 Manager Self Service

CE°

Click Manager Self Service
from the list of options.

Time Personal Details Classic Home

poy

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit

Set up your password security question
noreply @cherryroad.com

Click Manager Self Service from the list of options.
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¥ Manager Self Service

Approvals Team Time Manage Delegation

The number in the bottom right
corner of the Approvals tile indicates
the number of pending approvals.

Select ‘Next’ to continue.

The number in the bottom right corner of the Approvals tile indicates the number
of pending approvals.
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¥ Manager Self Service

Assign Work Schedule Approvals eam Time Manage Delegation

L L
"

Lo 4
=g [ )
- aia
| —
-
.
¢

Click the Approvals tile.
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< Manager Self Service Pending Approvals
View By Type w -

& +
All 4 rows

IBl Absence Request 1 Payable Tima Quantity for Approval 3 Hours Routad
Karen Do 05/24/2021 - 061242021 D&26/2021

& i 1

@ e = Payable Time Quantity for Approval 39 Hours Routad 5
Roben Doe 051712021 - DBMT2021 05/26/2021

il Payable Time 1
Overtime Request 06/012021 Routad 5
Susan Doe 2 Hours D5r26/2021
Absence Request 06 - BereavementFunsral, B Hours Raoutad 3
Karen Doe 08/0172021 DE2E2021

This page displays all pending approvals for this
SUpPErvisor.

It includes all types of approvals, such as payable time,
overtime requests, and absence requests.

Select ‘Next’ to continue.

This page displays all pending approvals for this supervisor.

It includes all types of approvals, such as payable time, overtime requests, and
absence requests.
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Pending Approvals

All 4 rows

[-l Absence Request 1 Payable Time Quantity for Approval 3 Hours Routad
Karen Doe 05/24/2021 - 0512472021 05/26/2021

@ RS Sarest 5 Payable Time Quantity for Approval 39 Hours Routed 5
Robert Doe 051712021 - 0511772021 05/26/2021

g5} Payable Time 2
Overtime Request 06/01/2021 Routed N
Susan Doe 2 Hours 05/26/2021
Absence Request 06 - BereavementFunaral § Hours Routad 5
Karen Doe 06/01/2021 05/26/2021

4 '

The system defaults to display pending approvals by Type.
Using the View By drop-down arrow, you can select to
view by Date Routed, From, Requester, or Type.

Select ‘Next’ to continue.

The system defaults to display pending approvals by Type. Using the View By
drop-down arrow, you can select to view by Date Routed, From, Requester, or

Type.
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< Manager Self Service Pending Approvals
ViewBy Type v o

& a 4
Rl

) Absence Request 1 Payable Time Quantity for Approval 3 Hours
Karen Doe 05/24/2021 - 05/24/2021

@ Lveiime Raginst 4 Payable Time Quantity for Approval 39 Hours
Robert Doe 051712021 - 051172021

%) Payable Time 2
Overtime Request 06/01/2021
Susan Doe 2 Hours
Absence Request 06 - BereavementFuneral, B Hours
Karen Doe 06/01/2021

The system displays All types of pending approvals. You
can filter by clicking on a specific Type on the left panel.

Select ‘Next’ to continue.

4 rows
Routad
05/26/2021
Routad
05/26/2021
Routed
05/26/2021

Routed
05/26/2021

The system displays All types of pending approvals. You can filter by clicking on

a specific Type on the left panel.
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< Manager Self Service Pending Approvals
ViewBy Type v -
& A 4
All 4 rows
i) Avsence Request 1 Payable Time Quantity for Approval 3 Hours Routad
= Karen Doe 05/2412021 - 0512472021 05/26/2021
3 = Ovattns Ratpmst < Payable Time Quantity for Approval 39 Hours Routed
Robert Doe 051172021 - 05/17/2021 05/26/2021
@ Payabls Time 2
Dvertime Req 06/01/2021 Routad
Susan Doe 2 Hours 05/26/2021
€ Request 06 - BereavementFuneral, 6 Hours Routed
Doe 06/01/2021 05/26/2021
Click Payable Time on
the left panel.

Click Payable Time on the left panel.
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€ Manager Self Service: Pending Approvals
View By Type A -
4
& A 4
All AL
|i| Absence Reguast 1 Payable Time Quantity for Approval 3 Hours Routed
Karen Daoe 05/24/2021 - D5/24/2021 D&26/2021
& i 1
@ B L Payable Time Cluantity for Approval 3% Hours Rowtad
Rober Dos 05/17/2021 - D51T/2021 D&26/2021
5! Fayable Time 2

The system only displays Payable Time. You can now select
each row and approve your direct reports’ payable time.

Select ‘Next’ to continue.

The system only displays Payable Time. You can now select each row and
approve your direct reports’ payable time.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Report Time and Add Comments

Report Time and Add Comments Q,HAWAH'“‘ ¢

Lesson Scenario

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

Supervisors can use timesheets to report time

on behalf of employees. They can also add
comments for time the employee entered.

Select ‘Next’ to continue.

Lesson Scenario

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

Supervisors can use timesheets to report time on behalf of employees. They can
also add comments for time the employee entered.
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W-2/W-2¢ Consent

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

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

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit

Set up your password security question

ryan enriques@hawali gov

Begin by navigating to the Timesheet in Manager Self Service.

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

Click the drop-down arrow.
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¥ Employee Sclf-Service

Beneliciary Designation Tax Withholdingl  Employee Self-Service W-2/W-2¢ Consent
I

w | £==2 | ©

Click Manager Self Service
Time fl‘Otn theliSt DfOFﬁOHS- Personal Details Classic Home

2 i

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Set up your password security question i '

ryan enriques@hawali gov

Click Manager Self Service from the list of options.
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¥ Manager Self Service
Assign Work Schedule Time and Labor WorkCenter

e | as

Manage Delegation

&

Click the Team Time tile.

Click the Team Time tile.
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< Manages Self Service

« Timesheet

Enter Time

Time Summary
© Report Time
Weekly Time Entry
f_“' Weekly Time Summary
& Payable Time
|§) Comp Time
| Request Absence
(! Cancel Abzences
I View Requests

|§) Absence Balances

(3 Manags Exceptions

5= Workforce Availability

Enter Time

Use fillers Lo change the search crileria or Gel Employees lo apply the defaull Manager Search Options.

Get Employees Filter

The Timesheet: Enter Time page displays.

There are two ways to access the timesheets for your
direct reports.

* You can click the Get Employees button, which will
display a list of all your direct reports.

= Or you can use the Filter button to search by a
specific selection criterion.

Select ‘Next’ to continue.

The Timesheet: Enter Time page displays.

There are two ways to access the timesheets for your direct reports.

= You can click the Get Employees button, which will display a list of all
your direct reports.

= Oryou can use the Filter button to search by a specific selection criterion.
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< Manager Self Service

« Timesheet ~ Enter Time

Enter Time Use filters lo change the search crileria or Gel Employees lo apply the defaull Manager Search Options.

Time Summary Get Employees

© Report Time

5~ Weekly Time Entry

Click the Filter button.

[i;, Weekdy Time Summary

& Payable Time

() Comp Tims For this example, you will use the Filter button.

| Request Absence m
(P Cancel Absences

I View Requests

|1 Absence Balances

() Manags Exceptions

=] Workforce Availability

For this example, you will use the Filter button.

Click the Filter button.
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Cmeell Filters

Time Reporter Group [

Employee 1D |

Empl Record [

Last Name
| You can use any of the filters shown here

First Name | to find the employee for whom you will
report time.

Department [

For this example, you will search using the
Supervisor 1D I Employee ID.

Workgroup l .
Select ‘Next’ to continue.

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

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

Time Reporter Group | Q \

S |-

Empl Record |

Last Name |

First Name I

Department |

Supervisor 1D I

Workgroup I

Click in the Employee ID field.
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Cimdl Filters

Time Reporter Group [ Q \

Employee ID I’ ‘ I:o. \
‘

Empl Record [

Last Name '_
First Name [:

Department [

Supervisor 1D l

Workgroup [

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

Employee 1D |00011000

Empl Record |

laslNamel

First Name I

Department I

Supervisor 1D I

Workgroup I

Click the Done button.
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« Timesheet ~ Enter Time
N Select Employee 1 row
-

Ti y
ime Summary Name/Title Exceptlons Hours to be Approved

o Report Time
-- Josh Doe

IIB Account Clark |l e
4 Weekly Time Entry 1

[i;, Weekdy Time Summary

@ Payabla Time

A row displays for each employee
et that meets the filters you entered.
{l) Request Absence m

Select ‘Next’ to continue.
¥} Cancel Absences

I View Requests
|§) Absence Balances
(3 Manags Exceptions

5= Workforce Availability

A row displays for each employee that meets the filters you entered.
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< Manages Self Service

« Timesheet ~ Enter Time )
Select Employes Select the row for the employee —
Enter Time . .
- whose time you will enter.
Time Summar, E
¥ Name/Title ¥ oo wpprove
© Report Time

Josh Doe

= Account Clark Il 6
5 Weekly Time Entry 1

[i;, Weekdy Time Summary

& Payable Time

For this example, click the row
m for Josh Doe’.

|§) Comp Time

| Request Absence

(! Cancel Abzences
I View Requests

|1 Absence Balances
() Manags Exceptions

=] Workforce Availability

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

For this example, click the row for ‘Josh Doe’.
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« Timesheet ~ Enter Time
®
-}O_Sh Doe ™ = Previous Next
Enter Time Account Cler |
Return lo Sekc! Employe
Time Summary ‘ 16 May - 31 May 2021 »
HI Sem| Monthly
© Report Time Scheduled 88.00 | Reported 3.00 | Unapproved Time 0.00
5 Weekly Time Entry View Legend Save for Later | | Submit |
[i;, Weekdy Time Summary I Week 10f3 »
Scheduled 4000] Reparted 300 | Unapproved Time 0.00
@ Payabls Tims Time Reporting Code Sunday Monday luesday Wednesday |hursday Friday  Saturday
Time Details 16 57 18 19 2 24 22
|§) Comp Time
m Schedued OF | Schedubd 3 Sthwduled 8 | Schedued & | Schedubes8  Sthwoded 8 | Scheduled OF
'i' Requ“tAbsence Regerted 2 Repored O Regeres O Reported O Reportes O Regonad O Fepotted O
o
e S p— = =
| The Timesheet opens to the current week for the — -
W . W x\—’I

pay period.
1]
@ In this example, it opens to Week 1. If necessary,
you can use the right and left arrows to move to a
| different week. Note that access is restricted to 30
days prior to today’s date. Work with your
timekeeper for any edits needed in prior periods.
Select ‘Next’ to continue.

1

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

In this example, it opens to Week 1. If necessary, you can use the right and left
arrows to move to a different week. Note that access is restricted to 30 days prior

to today’s date. Work with your timekeeper for ay edits needed in prior periods.
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< Manages Self Service

« Timesheet ~ Enter Time
Josh Doe ™ 2 Previous Next |
Enter Time Account Clers |
Return lo Select Employes
Time Summary < 16 May - 31 May 2021 »
HI Sem| Monthly
o Report Time Scheduled 88.00 | Reported 3.00 | Unapproved Time 0.00
5 Weekly Time Entry Save for Later | Submit |

Click the blue tab to close the left panel

[[%, Weskiy Time S y o
A St and provide a larger work area.

>
| Unapprovad Time 0.00

@ Payabls Tims = - - = p=fVcdnesday Thursday  Friday  Saturday
Time Details 16 17 18 19 20 21 2

|§) Comp Time

Schedded OF  Sctieduled 8 Schwduded 8 | Schedued & | Scheduled 8 Sthwoded B || Scheduet OF

Request Absence
"' q Regorted 2 Repored O Regeres O Reported O Reportes O Regonad O Fepotted O

(B Cancel Absences oT-Ovetime Pt v S| 3.00 & -

I View Requests Commenta ) Q,} P (B ¢ O (@
|1 Absence Balances

() Manags Exceptions

=] Workforce Availability

Click the blue tab to close the left panel and provide a larger work area.
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< Manages Self Service

Enter Time
Josh D?O(:J % Previous Next
Account Clerk 1
Relum to Selsdl Employes
] 16 May - 31 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 3.00 | Unapproved Time 0.00
View Lagend Save for Later | Submit |
Week10f3 »
Schaduied 40.00 | Reportec 3.00 |
Time Reporting Code J Time Sunday Monday luesday C"ck the ’,‘} button to add a row.
Details ; %
16 17 18
m Scheduled OFF Schuduled 3 Schuculed 8 Sthwc dud 8 Sehedduc 8 Senwduie 3 Schudubet
Repoted 3 Reportec C Regones © Regere © Repcnies 0 Reported 0 Fepored O |
L '
— —
OT - Owertime Pay v & 300 += |-
r v
- v

Pay, Call Back Pay, Night Differential, etc.

established rate.

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

Note: ‘NIGHT’ will pay per hours reported at established
rate. ‘NDIFF’ is paid at 1.5 times each hour reported at

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

etc.

Note: “NIGHT” will pay per hours reported at established rate. ‘NDIFF’ is paid at
1.5 times each hour reported at established rate.

Click the ‘“+’button to add a row
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Enter Time
Josh D?O(:J ~ Previous Next |
Account Clerk I
Retumn o Selsd Employes
] 16 May - 31 May 2021 »
KL SomiMoothly
joved Time 0,00
Note: a new row is added =
View Lieaend Save for Later || Submit |
Week1of3 »
Schaduted 40.00 | Reportec 3.00 | Uneppraved Time 0.00
Time Reporting Code J Time Sunday Monday luesday Wednesday Thursday Friday Saturday
ok 16 17 18 19 20 2 2
m Schedud OFF  Scheduled 3 Schuculed 8 Schwc.ded 8 [ Senedu 3 Schudubad OFF
Repoted 3 Reportec C Regones © Regere © Repcnies 0 FReported 0 Fepored O
'y
OT - Overtime Pay v B 300 + -

‘II vl &5 | =
\E omments ) > O D O O

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

A
=
O
O
(\

Note: a new row is added

Click the Time Reporting Code / Time Details drop-down arrow on the new row.
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Enter Time
Josh D_oo@ L Previous Next 2
Account Clerk 1
Relum to Seled Employes
] 16 May - 31 May 2021 »
Hi Semi Monthly
NDIFF - Overtime - Night Shift “! Scheduled 88.00 | Reported 3.00 | Unapproved Time 0.00

01 -0Overime FPay
BEGil Racis

Save for Later | ‘Submit
For this example, click ‘OT — Overtime e
Pay’ from the list of values.

Note: HZD15, HZD25, RG1 and RNG i

'Should not bE'Used. Friday Saturday
- 21 22

RNG - Reqular -
RST10 - 10 Hours Rest ‘

RST12 - 12 Hours Rest

RWC - Reguler Pay

SHWUP - Rpd DayC1 Una to wrk 3hes min - |
SPLIT - Spiit Snift Difterential hday
STDBY - Stand By Pay Portions )(J
TA - Temaorary Assignment Fay ‘

TOI-TDI

TRVLE - Eam Travel Comp Time

TRVL - Aiplene Travel Pay ROFF  Scheduleds Scheculed 8 Schw.led § Sehudduc 8 Scneduec 8 Sehadules OFF
’ ) 2

TRVLT - Take Travel Comp Tme Reportec C Regones © Regenes © Regones @ Reported 0 Feponed O

WC - Workers Compersaton | L

\WKDIF - Working Condition Differential |

WT - Taxable WIK | 300 + -

ZUNFM - Uniform Pay
[ v r! + e

Comments ‘; b} Q_: O Q, p) <’ ) ':; J ':_:_:‘

For this example, click ‘OT - Overtime Pay’ from the list of values.
Note: HZD15, HZD25, RG1 and RNG should not be used.
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< Manages Self Service

Enter Time

Josh Doe ™)

Previous Next
Account Clerk 1 - =

Retum to Selsd Employes
] 16 May - 31 May 2021 »
HLSeonl Mooshly
Enter the elapsed time for each work day when the non- _
View Leaend . R Save for Later || Submit |
' regular time occurred. For this example, the employee
worked overtime only on both Sunday, May 16 and
Friday May 21.
Time Repomng_ Co riday Saturday
Details 16 17 18 19 20 2 2
m Scheduled OFF Scheduled 3 Scheculed 8 Sciwc ded B St dec 8 Senwdoec @ Scheduled OFF
Repoted 3 Reportee C Regores © Regeres © FRepenes 0 Reported 0 Fepored 0
A
-
OT - Overtime Pay v & 300 + -
O - Overtime Pay v B E e | -
Comments ¢ O O L o

Click in the field for ‘Friday 21’.

Enter the elapsed time for each work day when the non-regular time occurred.
For this example, the employee worked overtime only on both Sunday, May 16

and Friday, May 21.

Click in the field for ‘Friday 21’.
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< Manages Self Service

Enter Time
Josh D?O(:J 2 Previous Next
Account Clerk I
Retum to Selsd Employes
] 16 May - 31 May 2021 »
Hi Semi Monthly
Scheduled 88.00 | Reported 3.00 | Unapproved Time 0.00
View Legend Save for Later | | Submit |
Week1of3 »
Schaduted 40.00 | Reportec 3.00 | Uneppraved Time 0.00
Time Reporting Code J Time Sunday Monday luesday Wednesday Thursday Friday Saturday
ok 16 17 18 19 20 2 2
m Scheduled OFF  Scheduled 3 Scheculed 8 Sthwcded 8 [ Senedu 3 Sehuduled OFF
Repoted 3 Reportec C Regones © Regere © Repcnies 0 FReported 0 Fepored O
L
OT - Cvertime Pay v ? 300

+
0T - Cwertime Py v B : + -

Type ‘4’ in the 'Friday 21’ field
and press the ‘Tab’ key.

Comments

Fa)

Type ‘4’ in the Friday 21 field and press the ‘Tab’ key.
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< Manages Self Service

Enter Time X
Josh D_mr
Ao Note: When you select a Time Reporting Code in order to report non-regular time, such

Re
as overtime, you must enter comments to justify the entry made on the timesheet.

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

comments.
2y Leg .
Select ‘Next’ to continue.
\
Scheduled 40.00 | Reparted 7.00 | Unappraved Time 0.00
Time Reporting Code J Time Sunday Monday luesday Wednesday I hursday Friday Saturday
Details 16 17 18 14 20 21 Pz
m Scheduled OFF Schuduled 3 Scheculed 8 Schwe dud 8 ER— Senwdube 3 Schudulus OFF
Repoted 3 Reportec C Regones © Regere © Repcnies 0 Reported 4 Fepored O
A
—
OT - Cvertime Pay v & 300 d -
O - Overtime Pay v B 400 e | -
Comments ¢ C O C C

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

You can save the entry for later, but you cannot submit the timesheet without
entering comments.
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< Manager Self Service Team Time
Enter Time X
Josh Doe & S
Account Clerk 11 g ~, «» Previous Next .

Retum te Selsd Emploves
You can save the entry for later, but you cannot submit

the timesheet without entering comments.

Note: This example has two rows for Overtime Pay.

2w Lege 5 ave for Later Submit
¥ Legend Remember to take care when selecting the comments 1 ||
icon for the relevant date where the comments are
needed.
Time Reporting Code / Time o’ Saturday
Detadls 16 17 18 19 20 2 2
m Schedued OFF Scheduled 2 Scheduled 8 Schwcded 8 Serwd dec 8 Sehediee @ Schedules OFF
Repoted 2 Reported C Reportes O Regeres 0 Reponez 0 Reported 4 Repored 0
A
OT - Cwertime Pay v & 300 + -
OT - Cwertime Py v B 400 + -
Comments Q ) Q_‘ Qf}‘ <, ) (f D _‘

Click the Comments icon.

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

Note: This example has two rows for Overtime Pay. Remember to take care
when selecting the comments icon for the relevant date where the comments are
needed.

Click the Comments icon.
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Cancel Time Reporting Comments Apply ]Done|
1 row
5Q
& “Time
Rn.mr:’nd.r Rgporting Code Start Time © End Time * Comment <
1 0112872020 oT [ ] + —

Click in the ‘Start Time’ field.

Note: Confirm that the ‘Date Under Report’ column matches the date
you needed for the comment. When there are multiple TRCs on the
previous page, there will be multiple rows on this page even though the
other TRCs are for different dates. Take care to input comments only for
the appropriate TRC row and date. In this example the ’OT’ TRC was the
only selected TRC therefore only one row shows on this page.

Enter the required information on the Time Reporting Comments page.

Note: Confirm that the ‘Date Under Report’ column matches the date you needed for
the comment. When there are multiple TRCs on the previous page, there will be
multiple rows on this page even though the other TRCs are for different dates. Take care
to input comments only for the appropriate TRC row and date. In this example the ’OT’
TRC was the only selected TRC therefore only one row shows on this page.

Enter the required information on the Time Reporting Comments page.

Click in the ‘Start Time’ field.
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Cancel Time Reporting Comments Apply ﬂ]
1rov
B Q
*Date Under Report *Time Reporting Code ©  Start Time ° End Time © Comment
108212021 ot | | =
Type ‘Sp’ in the Start Time
field and press the ‘Tab’ key.
Type ‘5p’ in the Start Time field and press the ‘Tab’ key.
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Cancel Time Reporting Comments Apply | Done |
1rov
B Q
*Date Under Report *Time Reporting Code ©  Start Time ¢ End Time © Comment
.,
1 052172021 oT 5p 1 + -

A

Click in the ‘End Time’ field.

Click in the ‘End Time’ field.
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Cancel Time Reporting Comments Apply = Done |
1rov
B Q
*Date Under Report *Time Reporting Code ©  Start Time ¢ End Time © Comment
1052112021 ot 5p I I il =
Type ‘9p’ in the End Time field
and press the ‘Tab’ key.

Type ‘9p’ in the End Time field and press the ‘Tab’ key.
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Cancel Time Repof_t}f;g Comments Apply | Done |
— 1rov
% Q
*Date Under Report *Time Reporting Code ©  Start Time ¢ End Time © Comment
1 052112021 oT 5p 9p | approved overtime worked + -

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

Select ‘Next’ to continue.

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

August, 2021 Version 2 Page 105



e HAWAIIe e

Course 110- MSS - Supervisors

Cancel Time RepoffitgComments  Apply | Done |
— 1rov
50
*Date Under Report *Time Reporting Code ©  Start Time ¢ End Time © £
Click the ‘Apply’ button.
1 052112021 oT 5p 9p -

- - —

Click the ‘Apply’ button.
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Cancel Time Reporting Comments Apply | Done |
1rov
® Q
*Date Under Report © *Time Reporting Code ©  Start Time ! End Time © Comment
1 05212021 oT 5 00PM 900PN approved avertime worked + -
The system formats the Start and End Times.
Select ‘Next’ to continue.
The system formats the Start and End Times.
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Cancel Time Reporting Comments
Click the ‘Done’ button.
*Date Under Report © *Time Reporting Code ©  Start Time ! End Time © Comment ©
1 0672172021 oT 5 00PN 9 00PM approved avertime worked + -

Click the ‘Done’ button.
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< Manages Self Service

Enter Time
::::L‘np?::rﬁ' . : - 2 Previous Next
RS If you are ready to submit the timesheet for this pay

elum to Selsdd Employes

iod, cli it bu . u
eriod, click the Submit button. If you are not read
to submit, click the Save for Later button.
View Legend [ Save for Later I| Submit |
| 1]
Week10f3 » /
Schaduled 40.00 | Reported 7.00
Ti Reporting Code J Time Sunds Monda luesda 0
s |’)‘[;|1.,gi|,< s \";"de ;l; 4 ! :,_J'y Click the Save for Later button.
0 o
m Scheduled OFF Scheduled & Scheculed 8 Sciwcded 8 Sereddec 8 Senwduee 8 Schedulad OFF
Sepoted 3 Reportee C Regores © Regeres © FRepenes 0 Reported 4 Fepored 0
A
OT - Cvertime Pay v ? 300 d -
0T - Cwertime Py v B 400 + -
Comments ¢ C o ¢ C =

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

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

Would you like to validata worked time?

Select to validate the worked time.
Click the Yes button.
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< Manages Self Service

« Timesheet ~ Enter Time
Josh Doe ™ 2 Previous Next |
Enter Time Acceunt Cler |
Retumn o Selec Expalow
O N
Time Summary £ 5
The Saved icon shows that the overtime on
& Report Time 5/21 has been saved. The system also
consolidates the TRCs to a single row. —
5 Weekly Time Entry View Legend [L“" | Submit |
[ Weeky Time Summary Select ‘Next’ to continue.
\ i
@ Payable Tims Time Reporting Code Sunday Monday luesday Wednesday lThursday Friday  Saturday
Time Details 16 17 18 19 2 24 22
|§) Comp Time
'.' Requsst Alisence m Scheduded OF  Schieduled 8  Scheduded 8 | Schedued & Sciwdiles 8 Stwoded B Scheduet OF

Regerted 2 Repored O Regeres O Reported O Reportes O Regon feooted 0
- E
(B} Cancel Absences OT-Ovetime P: v BRG] 300 1 + -

s i : = - .
I View Requests Commenta (P g/ (\_J (B O Q_,' O

|1 Absence Balances

() Manags Exceptions

=] Workforce Availability

The Saved icon shows that the overtime on 5/21 has been saved. The system
also consolidates the TRC’s to a single row.
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< Manages Self Service

« Timesheet -~ Enter Time
..Josh Doe ® 2 Previous Next 2,
Enter Time Account Cler |
Return lo Sekect Employes
Time Summary < 16 May - 31 May 2021 »
HI Sem| Monthly
@ Reporn Time Scheduled 88.00 | Reported 7.00 | Unapproved Time 0.00
[
5~ Weekly Time Entry View Legend Save for Later E
[i;, Weekdy Time Summary Week 10f3 »
Scheduled 4000 ] Reported 7.00 | L il

@ Payabls Tims Time Reporting Code!  Sunday Monday luesday Wed

Time Details 16 17 18 C'ick the subm't b'mono

|§) Comp Time

- - -
m Schedded OF | Scheduled 8 Schwduled 8 | Schedued 3 | Scheduled 8 Sthwoued 8 || Schedusd OF
"’ RequmAbsence Regerted 2 Repored O Regeres O Sepoted O Reportes O Regoned 4 Fepotted O
w
(B} Cancel Absences OT-Ovetime P: v BRG] 300 400 o
View Requests — r— = =
L o Comments Q) (@ ®) o (@ @] &

|1 Absence Balances
() Manags Exceptions

=] Workforce Availability

Click the Submit button.
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< Manager Sell Service Team Time

) Timesheet ~ Enter Time

After the employee’s time is submitted, the Time Administration process
runs and applies rules which generate exceptions or converts reported time
to payable time.

o B

In this example no OT request was input ahead of time for both OT entries.
Therefore the below exception message generates.

2 unresolved High Severity exception(s) In the time perlod Please raviaw

High Severily Cxceptions sxist in the time period. Flease work with your department timekesper or Supervisor to resolve the exception{s) and process the timesheet entries

OK
lﬂCln'e'elAb'sences - — = = ' = - - " <
1P View Requests The exceptions will need to be ‘allowed’ before the payable time can be

approved by the supervisor for the employee to be paid.
|8 Absence Balances

Please reference the “allow exceptions” lesson earlier in this course or set
your bookmark to

(3 Werkfores Availabiity https://ags.hawaii.gov/hip/exception-management/

for additional exception guidance.

(9 Manage Exceptions

Select ‘Next’ to continue.

S

After the employee’s time is submitted, the Time Administration process runs and
applies rules which generate exceptions or converts reported time to payable
time.

In this example no OT request was input ahead of time for both OT entries.
Therefore, the exception message below generates.

The exceptions will need to be ‘allowed’ before the payable time can be
approved by the supervisor for the employee to be paid.

Please reference the “allow exceptions” lesson earlier in this course or set your
bookmark to

https://ags.hawaii.gov/hip/exception-management/

for additional exception guidance.
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< Manages Self Service

« Timesheet ~ Enter Time
)
‘.j°_5h Doe = ~. Previous Next
Enter Time Account Cler |
Rolurn lo Select Employe
Time Summary ‘ 16 May - 31 May 2021 »
HI Sem| Monthly
© Report Time Scheduled 88.00 | Reported 7.00 | Unapproved Time 0.00
5 Weekly Time Entry View Legend Save for Later || Submit |
[i;, Weekdy Time Summary Week10f3 »
Scheduled 4000 | Reported 7.00 | Unapproved Time 0.00
@ Payable Time Time Reporting Code Sunday Monday luesday Wednesday Thursday Friday  Saturday
Time Details 16 57 18 19 2 24 2
|§) Comp Time
m Schedued OF | Scheduld 8 Schwduled 8 | Schedued 3 | Scheduled 8 Sthwouded 8 || Scheduled OF
'i' Requ“tAbsence Regorted 2 Repored O Regered © Repoted O Reportee O Regonad 4 Fepotted O
r'y A
¥} Cancel Absences OT - Overtime P: v ;[ 3.00 400 -+ -
I View Requp~* N O

(1 Absence |  You are returned to the employee timesheet and can navigate to another task.

@ Manag=E}  Note: After the exceptions are allowed, the next Time Administration process
= Workioree|  TUN Will convert reported time to payable time. The payable time must be
Gl v

approved by the supervisor for the employee to be paid.

Select ‘Next’ to continue.

You are returned to the employee timesheet and can navigate to another task.

Note: After the exceptions are allowed, the next Time Administration process run
will convert reported time to payable time. The payable time must be approved
by the supervisor for the employee to be paid.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Update Employee Work Schedule

Update Employee Work Schedule @HAWAH'

Lesson Scenario

In this lesson, you will learn how to update an
employee Work Schedule.

Work schedules are important so absences can be
applied correctly. For example if an employee works
M-F but accidentally requests leave for a weekend
HIP will not count their non-scheduled hours in the
leave request.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to update an employee Work Schedule.

Work Schedules are important so absences can be applied correctly. For
example, if an employee works M-F but accidentally requests leave for a
weekend HIP will not count your non-scheduled hours in the leave request.
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'fCl .»-{,["\\')\,’A!| Sormeeny ¥ Manager Self Service

Approvals Assign Work Schedule Time and Labor WorkCenter

2

Team Time

4 Exceptions

Click the Assign Work Schedule’ tile.
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Manager Seif Service Assign Work Schedule #& Home Sign Out

AddTo ~

New Window | elp
Assign Work Schedule

Enter any information you have and click Search Leave fields blank for a list of all values
Find an Existing Value

¥ Search Criteria

EmplID  begins with v

EmpiReom I 4 Click in the Empl ID field.
Name begins with v
Type ‘00001234’ in the Empl
LastName begms with v ID field then press the ‘Tab’
key to continue.

Business Unit  begins with v

Department begins with v

Organizational Relationship = v -

®Include History [|Correct History " 1Case Sensitive

i Search | Clear | Basic Search ' Save Search Criteria

Click in the Empl ID field.

Type ‘00001234’ in the Empl ID field then press the ‘Tab’ key to continue.
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Favoriles ~ Main Menu ~ Manager Seif Service Assign Work Schedule #& Home Sign Out

SELHAWAI e

New Window | elp

Assign Work Schedule

Enter any information you have and click Search Leave fields blank for a list of all values
Find an Existing Value
~ Search Criteria
Empl ID  begins with v 00001234
Empl Record = v

Name begins with v

<

LastName begms with

Business Unit  begins with v

Department  begins with v

Organizational Relationship = v v
Include History [ 1Correct History " |Case Sensitive
Click the ‘Search’ button.

Click the ‘Search’ button.
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Mansger St Saoven Asnign Wore

Assign Work Schedule

Jash Doe Employes It

Employment Record

Assign Schedules &

-1 - | View All

" Q
Primary Schedule AMemate Schedule I»
*Effective Date *Assignment Method Schedule Group Schedule 1D Description Show Schedule
0152021 52 Select Predefned Schedue v SOH Q MTUNTHFS Q' MonFns Show Schedule —
» View history of Schedule Assignments, including default changes
| save | | moturnto Scarch | Refrosn Update/Diapiay Click the ‘Add (#)' icon.

Click the ‘Add (+)’ icon.
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# Home | SignOut
©)]

Manager Se¥ Servon Ansgn Work Schedele Il

Assign Work Schedule

Josh Doe Employee 1D

Account Clerk 1} Employment Record 0

Assign Schedules

B Q | View Al
Primary Schedule AMemate Scheduls Ii»
*Effective Date *Assignment Method Scheoule Group  Schedule ID Description Show Schedule
05182021 £ Seiect Predetned Scheduie bt SOH Q MTUNTHFS Q| MonFng Show Schedule + —
o3s2021 B Seledt Predefined Schodue e SOH Q MTUNTHFS Q| MenFig Show Schedule + -
» View history of Schedule Assignments, including default changes
| Save Return 10 Search Refresh Update/Display Include History Corvect History

The new row will appear at the top. Change the date to
when the schedule should be effective.

Select ‘Next’ to continue.

The new row will appear at the top. Change the date to when the schedule
should be effective
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# Home | SignOut

©)]
Nawgar

Mansgar (ot Saoren

Assign Work Schedule

Josh Doe

Account Clerk 1}

Assign Schedules

M Q - | Viewan
Primary Schedule AMemate Schedule | I
*Effective Date *Assignment Method Schedule Group  Schedule 1D Description Show Schedule
05182021 £ Seiect Predetned Scheduie v SOH Q MTUNTHFS Show Schedule + -
o3s2021 B Seled Predefined Schodue Vv SOH Q MTUNTHFS Show Schedule + -
» View history of Schedule Assignments, including defaulr chang 3
| save Return 10 Search Refresh Click the Search icon. Inchude History Coract History

Click the Search icon.
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Look Up Schedule ID

setiD STATE
Schedule ID | Degins with v |

Descroption | bagns with v |

Select the applicable Schedule ID.

Note: If the schedule doesn’t exist, work with your division
Timekeeper to make a ticket to create a new schedule.

21 PLATOON GREEN Green Fistucn 2021 Schedule
21_PLATOON_RED Red Flatoon 2021 Schedule
F10.5 Fnics
F3 Fiig

[ Fri-Sat12
FSAS Fr-Sat &
MI2THAFSA12 Mo 12 Thy A/Fri Sal 12
MI2TUSFSAS2 . Moa 12/Tu 4Fn-Sat 12

ME2TUSTHF12 Ko 12/Tu &Thi-Fa 12

MI2TU4THSALZ Mon 12/Tus 4The'Fri 12

MI2TU4WF 12

MIZTUSWITHIZ Mon 12/ Tue dMVed-
MI2WV4FSAI2 Mon 12/\Ved 4Fr-S4
MIXWETHF 12 Mon 12A%ed 4Thu-H

Select the applicable Schedule ID.

Note: If the schedule doesn’t exist, work with your division Timekeeper to make a
ticket to create a new schedule.

Click the ‘M3TUTHS8.5’ link.
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# Home | Sign Out

A To w @'

Novtar

Assign Work Schedule
Josh Doe Employee 1D

Account Clerk [ Employment Record 0
Achonss

assan snd - Review that the correct schedule has been selected. You may click Show

s Schedule to see how the new schedule looks within a certain period. i
Primary
*Effective Date *Assignment Method Schedule Group Schedule 1D Description Show

h - R
05182021 O Seiect Predetned Schedute v SOH Q MITUTHE. S Q Mon 3TueThu 8 5 Ehow Seheduls

03152021 £5) Seledt Predefined Schedue v SOH Q | MTUWTHFS [« HEE TN TIFA %- -

P View history of Schedule Assignments, including defaull changes diCk the 'Show scb.dul" Iink-
| save || Rotntoscarch | Remresn

+
I

Review that the correct schedule has been selected. You may click Show
Schedule to see how the new schedule looks within a certain period.

Click the ‘Show Schedule’ link.
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Schedule Calendar x
lp
= Page

The detailed Schedule Calendar page enables you to select a date or
navigate to the desired period.

Select ‘Next’ to continue.

Workgroup BULO3EX Ex HowdyiSalanea BU 02 T

—

From Date 05182021 35} Load Calendar Previous Peciod Next Period

Schedule Calendar
5 Q 7of7 v

Shift Time Configurable Tolals 1y : | 3
Day Date Wiorkday ID Shirt o Sched Hre Shift Detail .-_I
Tuesday osaszo &50 Shitt Detal
Wednesday 05/19/2021
Thursday 052012021 850 Shift Dedai
Friday 05212021
Saburday 05v22/2021
Surday 0572372021
Monday 0572472021 3.00 Shitt Desall

Cancel Refresh

The detailed Schedule Calendar page enables you to select a date or navigate
to the desired period.
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Schedule Calendar x
Help
Employee ID e Fage
Employment Record Nk 0
Schedule Group  SOH State of Hawan
Schedule 1D M3TUTHS.S Mon 3TueThu 8.5
Workgroup  BUOIEX Ex HourdyiSalansa BU 02 .
e All
From Date 051182021 fal Load Calendar Previous Period Next Period
Schedule Calendar ‘
5 Q Toh7 v
Shift Time Configurable Tolals Iy I i
Day Date Viorkday ID Shirtio Sched Hre Shift Detail I |
Tuesday 0sAszo21 550 Shit Detall
Wednesday 05/1972021
Thursday 05202021 B50 Shift Detad
Frid 052172021
1
1
052412021 3.00 Shitt Dezall

Click ‘OK’.

August, 2021 Version 2 Page 126



e HAWAIIe e

Course 110- MSS - Supervisors

[T T— # Home | SignOut

©)]
Nawgar

Assign Work Schedule
Josh Doe

Account Clerk 1

Assign Schedules @)

— 1 w | View Al

Primary Schedule AMemate Schedule I»

*Effective Date *Assignment Method Schedule Group  Schedule 1D Description Show Schedule
05182021 f=) Seiect Predetned Schedute v SOH Q (AMITUTHES Q| Mon3TueThus s Show Schedule + -—
o3s2021 B Seled Predefined Schodue Vv SOH Q MTUNTHFS Q| MenFid Show Schedule + -
tory of Schedule Assignments, including default changes
Return 1o Search Refreah Update/Display Inchude History Corvect History
.
Click the ‘Save’ button.

Click the ‘Save’ button.
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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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Approving Time and Leave

Approving Time and Leave QHAWAH'WIF

Lesson Scenario

In this lesson, you will complete the following:

1. Approve an overtime request.

2. Approve payable time for an elapsed (salaried) time
reporter.

3. Approve payable time for a punch (hourly) reporter.

4. Approve an absence request.

5. Review and approve Negative Offsets entries.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will complete the following:

Approve an overtime request.

Approve payable time for an elapsed (salaried) time reporter.
Approve payable time for a punch (hourly) reporter.
Approve an absence request.

o bk~ w0 N

Review and approve Negative Offsets entries.

August, 2021 Version 2 Page 129



o HAWA e

Course 110- MSS - Supervisors

¥ Employee Sclf-Service

Benoliciary Designation __ T2 2T F W-2/W-2¢ Consent

Click the drop-down arrow. Begin by navigating to the Pending Approvals page
' ’ | in Manager Self Service.

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

r’-“'l
s(Be

Last Pay Date 06/20/2021

Security Setup Required Direct Deposit

Set up your password security question
noraply @cherryroad.com

Begin by navigating to the Pending Approvals page in Manager Self Service.

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

Click the drop-down arrow.
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¥ Employee Seli-Service

Beneliciary Designation lax Wilhhuldinq Employes Seif-Senvice W-2/W-2¢ Consent

=1
i — | @

< > R

Click Manager Self Service
fl'om thelist Df opﬁuns. brsonal Details Classic Home

Last Pay Date 06/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Set up your password security question i l‘

noraply @cherryroad.com

Click Manager Self Service from the list of options.
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¥ Manager Sell Service

Assign Work Schedule Approvals Team Time Manage Delegation

L L
n

The number in the bottom right
corner of the Approvals tile indicates
the number of pending approvals.

Select ‘Next’ to continue.

The number in the bottom right corner of the Approvals tile indicates the number
of pending approvals.
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¥ Manager Sell Service
Assign Work Schedule wam lime Manage Delegation

L L
n

Clik the Approvas tle.

Click the Approvals tile.
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< Manager Self Service Pending Approvals
View By Type v v

@& oA 4
All

|.| Absence Reques! 1 Payable Time Quantity for Approval 3 Hours
Karen Dee 05/242021 - 05242021

'(3 threriaw Paceionk 3 Payable Time Quantity for Approval 39 Hours
Robert Doe 051712021 - 0511772021

@ Payable Time 2
Overtime Request 06/01/2021
Susan Doe 2 Hours
Absence Request 06 - CereavementTuneral, B Hours
Karen Dae 06/01/2021

4 rows

Routad
05/26/2021
Routad
05/26/2021
Routad
05/26/2021

Routad
05/26/2021

This page displays all pending approvals for this
supervisor. It includes all types of transactions, such as
payable time, overtime requests, and absence requests.

In the next sections of this lesson, you will learn how to
approve each type of transaction.

Select ‘Next’ to continue.

This page displays all pending approvals for this supervisor.

It includes all types of transactions, such as payable time, overtime requests, and

absence requests.

In the next sections of this lesson, you will learn how to approve each type of

transaction.
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WL HAWA

Approve an Overtime Request
Approve Payable Time - Elapsed (Salaried) Time Reporter

Approve Payable Time - Punch (Hourly) Time Reporter

Approve an Absence Request

Select ‘Next’ to continue.

Approve an Overtime Request

Approve Payable Time - Elapsed (Salaried) Time Reporter
Approve Payable Time - Punch (Hourly) Time Reporter
Approve an Absence Request
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Approve Overtlme '
Requests
\

The State of Hawaii mandated that all overtime work must be
pre-planned for budgetary purposes. The employee submits
an overtime request for overtime work in the future. The
supervisor is required to approve or push back the overtime
request.

In this section, you will learn to approve an overtime request.

Note: Overtime must be entered one day at a time. There is
not an option to enter overtime weekly or for a period of
days. Please follow all of your department’s policies and
procedures regarding overtime approval.

Select ‘Next' to continue.

The State of Hawaii mandated that all overtime work must be pre-planned for
budgetary purposes. The employee submits an overtime request for overtime
work in the future. The supervisor is required to approve or push back the
overtime request.

In this section, you will learn to approve an overtime request.

Note: Overtime must be entered one day at atime. There is not an option
to enter overtime weekly or for a period of days. Please follow all of your
department’s policies and procedures regarding overtime approval.
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< Manager Self Service Pending Approvals
View By Type v v
% All 4
All 4 rows
) Absence Request 1 Payable Time Quantity for Approval 3 Hours Routad
Karen Dee 05/242021 - 05242021 05/26/2021
lﬁ S s & Payable Time Quantity for Approval 39 Hours Routed
. Robert Doe 051712021 - 0511772021 05/26/2021
(@ Payable Tme = —— — —
~ Owvertime Request 060172021 Routad X
Susan Doe 2 Hours 05126120021
Absence Request 06 - Bereavementiuneral, B Hours Routad
Karen Doa 1 06/01/2021 051262021
Click the row for detail of the

transaction you want to review.

For this example, you will review an Overtime Request for Susan Doe.

Susan is requesting two hours of overtime on June 1, 2021.

For this example, you will review an Overtime Request for Susan Doe.
Susan is requesting two hours of overtime on June 1, 2021.

Click the row for detail of the transaction you want to review.
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< Pending Approvals Overtime Request

Susan Doe

*Soclal Svc Related Para Prof \ Approve Deny Pushback

Overtime details
Request Date 06/01/21 Submit Date (5726/21

Quantity 2 Hours

v Requester Comments

Quertime raquest

Viewr Requesis
Requast Histary >
Rt Gt Review the information in the Overtime details and
Requester Comments sections.
Select ‘Next’ to continue.
Approval Chain

Review the information in the Overtime details and Requester Comments
sections.
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< Pending Approvals Overtime Request a ! ®
Susan Doe
*Soclal Svc Related Para Prof ‘ Approve Deny Pushback

Overtime details

Request Date 06/01/21 Submit Date (05/26/21

Quantity 2 Hours
If you need additional information about the request,

use the Approver Comments section to enter your
questions and then click the Pushback button to return
the request to your employee.

v Requester Comments

Quertime raquest

Viewr Requesis

Requast Histary Select ‘Next’ to continue.

|

Approver Comments

Approval Chain >

If you need additional information about the request, use the Approver
Comments section to enter your questions and then click the Pushback button

to return the request to your employee.
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< Pending Approvals Overtime Request

Susan Doe

*Saclal Svc Related Para Prof Deny Pushback

Overtime details

Request Date 06/01/21
a4 Fhcrmn If you are satisfied with the request,
click the Approve button.

v Requester Comments

Quertime raquest

Viewr Requesis

Raquest Hiskary \ If there are budgetary concerns in your department,
' consult with your fiscal office if OT is allowed.

Approver Comments

Approval Chain >

If you are satisfied with the request, click the Approve button.

If there are budgetary concerns in your department, consult with your fiscal office
if OT is allowed.
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| Cance | Approve

You ars about to approve this request.
pprover C
Your request for 2 hours of OT on 06/01/2021 has besn approved!

Enter any comments in the Approver Comments field.
For this example, a comment has been added for you.

Select ‘Next’ to continue.

Enter any comments in the Approver Comments field. For this example, a
comment has been added for you.
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o Approve

You ars about to approve this request.
A PP C

Your request for 2 hours of OT on 06/01/2021 has been ag

Click the Submit button.
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< Pending Approvals Pending Approvals A I ®
View By Type v v
@& oA 3
All 3 rows
) Absence Request 1 Payable Time Quantity for Approval 3 Hours Routad
Karen Dee 05/242021 - 05242021 05/26/2021
A r
@ ayabla Tkne 2 Payable Time Quantity for Approval 39 Hours Routed
Robert Doe 0511712021 - 0511772021 05/26/2021
Absence Request 06 - BereavementFunerzl, 8 Hours Routad
Karen Dae 06/01/2021 05/26/2021
r ~

After the overtime request is approved, it will be used to validate
employee reported overtime on the timesheet for the day requested.

Please note the next step specifically for overtime is for the employee
or supervisor/timekeeper to input the OT on the employee’s
timesheet.

After the overtime request is approved, it will be used to validate employee
reported overtime on the timesheet for the day requested.

Please note the next step specifically for overtime is for the employee or
supervisor/timekeeper to Input the OT on the employee’s timesheet.
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< Pending Approvals Pending Approvals A I ®
View By Type v v
@& oA 3
All 3 rows
) Absence Request 1 Payable Time Quantity for Approval 3 Hours Routad
Karen Dee 05/242021 - 05242021 05/26/2021
A r
@ ayabla Tkne 2 Payable Time Quantity for Approval 39 Hours Routed
Robert Doe 0511712021 - 0511772021 05/26/2021
Absence Request 06 - BereavementFunerzl, 8 Hours Routad
Karen Dae 06/01/2021 05/26/2021
r ~

Notice that the request you just approved has disappeared
from the Pending Approvals page.

For this example, there are three transactions remaining.

Select ‘Next’ to continue.

Notice that the request you just approved has disappeared from the Pending
Approvals page.

For this example, there are three transactions remaining.
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Approve Elapsed (Salaried) Time Reporter

Supervisors must approve payable time in order to
post the time to Payroll and pay employees.

In this section, you will learn to approve payable time
for an elapsed time reporter.

Select ‘Next' to continue.

Supervisors must approve payable time in order to post the time to Payroll and
pay employees.

In this section, you will learn to approve payable time for an elapsed time reporter.
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< Pending Approvals

View By Type v
@& oA 3
|.| Absence Reques! 1
@ Payable Time 2

Pending Approvals a ®
v
v Payable Time Quantity for Approval 3 Hours Routad

Karen Doe 05/24/2021 - 051242021 052612021
Payable Time Quantity for Approval 3GHours Routad
Robert Doe 05/17/2021 - 051177 05/26/2021
Absence Req = Routad
Karen Doe 05/26/2021

Click the row for the

details of the item you

want to review.

For this example, you will review Payable Time for Karen Doe.

Karen is a salaried employee. Salaried employees do not need
to report their regular time worked. They only report
exceptions, such as overtime, call backs, and differentials.

For this example, you will review Payable Time for Karen Doe.

Karen is a salaried employee. Salaried employees do not need to report their
regular time worked. They only report exceptions, such as overtime, call backs,

and differentials.

Click the row for details of the item you want to review.
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< Pending Approvals Payable Time a @ ®

Karen Doe

Office Assistant Il \ Approve Deny

a 1 line(s) are pending your approval

" )

pummary The Summary section on the Payable Time page

displays the number of hours requiring approval for the
listed time period.

Quantity for Approval 3 Hours

Time Perlod 05/24/2021 - 057242021

+ Payable Time Details
For this example, Karen worked 3 hours on 05/24/2021.

Panding All
1 row
Select ‘Next’ to continue.
Select Report Date Time Reporting Cc\ )
E 052421 CLBK? - Call Back Consultative Callis) 3 Hours >

Approver Comments

Approval Chain

The Summary section on the Payable Time page displays the number of hours
requiring approval for the listed time period.

For this example, Karen worked 3 hours on 05/24/2021.

August, 2021 Version 2 Page 147



e HAWAIIe e

Course 110- MSS - Supervisors

< Pending Approvals Payable Time A O
Karen Doe E———
Offica Assistant Il ‘ Approve | Deny

E| 1 line(s) are panding your appraval

Summary
Quantity for Approval 3 Hours

Time Perlod  05/24/2021 - 05724/2021

w Payable Time Details
Pending All
1 row
Select  Report Date Time Reporting Code Quantity
0572421 CLBK? - Call Back Consultative Call(s) 3 Hours >

Approver Comments

Approval Chain
The Payable Time Details section on the Payable Time page displays a
daily breakdown of the hours worked for each Time Reporting Code.

Select ‘Next’ to continue.

The Payable Time Details section on the Payable Time page displays a daily
breakdown of the hours worked for each Time Reporting Code.
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< Pending Approvals Payable Time A I ®
Karen Doe

Offica Assistant Ill . Approve Deny

E| 1 line(s) are panding your appraval

Summary

Quantity for Approval 3 H
g v At the bottom of the page, you can enter Approver

Time Perlod 05/2472021 - 05124/2021 . -
Comments or view the Approval Chain.

+ Payable Time Details

Pending | Al Select ‘Next’ to continue.
1 row
Select  Report Date Time Reporting Code Quantity
O 05/2421 CLBK? - Call Back Consultative Callis) 3 Hours >

Approver Comments

Approval Chain

At the bottom of the page, you can enter Approver Comments or view the
Approval Chain.
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< Pending Approvals Payable Time A I ®
Karen Doe E———
Office Assistant |l ‘ Approve | Deny

E| 1 line(s) are panding your appraval
Summary
Quantity for Approval 3 Hours

Time Period 05/24/2021 - 05724/2021

w Payable Time Details : .
If you want to approve the time for all Report Dates, you can click the

Pending | Al checkbox above the header row.
¢ ) > 1 row
D Select ‘Next’ to continue.
Select Report Date VIR R e
o 05/24/21 CLBK? - Call Back Consultative Callis) 3 Hours >

Approver Comments

Approval Chain

If you want to approve the time for all Report Dates, you can click the checkbox
above the header row.
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< Pending Approvals Payable Time A I ®
Karen Doe E———
Office Assistant |l ‘ Approve | Deny

E| 1 line(s) are panding your appraval

Summary
Quantity for Approval 3 Hours

Time Period 05/24/2021 - 057242021

+ Payable Time Details

) Alternately, if you do not want to approve the time for all Report

Dates, you can click the Select checkbox individually for each row
you want to approve.

Selec

Select ‘Next’ to continue.

05/2421

Approver Comments

Approval Chain

Alternately, if you do not want to approve the time for all Report Dates, you can
click the Select checkbox individually for each row you want to approve.
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< Pending Approvals Payable Time a ®
Karen Doe E———
Office Assistant |l ‘ Gipad | Deny.
;I 1 line(s) are panding your appraval
Summary
Quantity for Approval 3 Hours
Time Period 05/2472021 - 05/24/2021
+ Payable Time Details
Pending All
1 row
Select Report Date Time Reporting Code Quantity
052421 C1BK? - Call Back Consultative Callis) 3 Hours by
Appr Comments
For this example, click the Select checkbox for
the individual row.
For this example, click the Select checkbox for the individual row.
Page 152

August, 2021 Version 2



Informatio

Porta

&L HAWA

Course 110- MSS - Supervisors

< Pending Approvals

Payable Time

Karen Doe

Office Assistant |l

a 1 line(s) are panding your appraval

Summary
Quantity for Approval 3 Hours

Time Perlod  05/242021 - 057242021
+ Payable Time Details
Pending All

Select Report Date Time Reporting Code

0524121

Approver Comments

Approval Chain >

Click the Approve button.

C1BK? - Call Back Consultative Callis)

] Deny
Click the Approve button.
1 row
Quantity
3 Hours >
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You can enter comments in the Approver Comments field if
you would like to. For this example, leave the field blank.

Select ‘Next’ to continue.

| Cance | Approve

You ars about to approve this request.

You can enter comments in the Approver Comments field if you would like to.
For this example, leave the field blank.
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o Approve

You ars about to approve this request.

Click the Submit button.
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< Pending Approvals Pending Approvals A I ®
View By Type v v
@& oA 2
All 2 rows
) Absence Request 1 Payable Time Quantity for Approval 39 Hours Routad
Rohen Doe 05172021 - 0511772021 0572672021
e r
@ K ayatio. ko & Absence Request 06 - BereavementFunerzl, 8 Hours Routad
Karen Doe 06/01/2021 05/26/2021

The employee’s time is approved.

When the Post to Payroll process runs, the system sends
all approved time to Payroll.

The employee’s time is approved.

When the Post to Payroll process runs, the system sends all approved time to
Payroll.
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< Pending Approvals Pending Approvals A I ®
View By Type v v
@& oA 2
All 2 rows
) Absence Request 1 Payable Time Quantity for Approval 39 Hours Routad
Rohen Doe 05172021 - 0511772021 0572672021
e r
@ K ayatio. ko & Absence Request 06 - BereavementFunerzl, 8 Hours Routad
Karen Doe 06/01/2021 05/26/2021

Notice that Karen Doe’s Payable Time row no longer displays
on the Pending Approvals page.

Select ‘Next’ to continue.

Notice that Karen Doe’s Payable Time row no longer displays on the Pending
Approvals page.
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oL HAWAII™

‘l
Approve Payable Time —
Punch (Hourly) Time Reporter

Supervisors must approve payable time in order to
post the time to Payroll and pay employees.

In this section, you will learn to approve payable time
for a punch time reporter.

A punch time reporter enters specific In and Out times
for each work day.

Select “Next’ to continue.

Supervisors must approve payable time in order to post the time to Payroll

and pay employees.

In this section, you will learn to approve payable time for a punch time
reporter.

A punch time reporter enters specific In and Out times for each work day.
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< Manager Selt Service Pending Approvals O]
View By | Type v o
d
& A 2
All Zsows
@ Payable Time 2 Payable Time ‘Quantity for Approval 80 Hours Routes
| James Do 061772021 - D6128/2021 0672672021
Payable Time %_mw for Approval 88 Hours Rouled
R 12021 05/26/2021

Click the row for the
detail of the item you
want to review.

For this example, you will review Payable Time for Robert Doe.

Robert is an hourly employee who reports his time using the
punch time reporter method.

For this example, you will review Payable Time for Robert Doe.

Robert is an hourly employee who reports his time using the punch time reporter
method.

Click the row for the detail of the item you want to review.
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< Pending Approvals Payable Time &® B ()

Robert Doe _
Approve | Deny

" '

*General Professional

3 FEiac(o) e pondind yous epproval The Summary section on the Payable Time page

Summary displays the number of hours worked during the listed
Quantity for 88 Hours time period.
Approval
Time Period 05(17/2021 - 05/31/2021 Ear this Example; Bobert Dieawarked S0 honrs during

this time period.

Select ‘Next’ to continue.
TOWS

7| \ ’
Select Report Date Time Reporting Code Quantity
H| 0517721 REGD1 - Regular Time 3 Hours >
N 05/18/21 REG01 - Regular Time 8 Hours >
0 0519721 REGD1 - Regular Time 8 Hours >
0 05/20/21 REGOD1 - Regular Time 8 Hours >
| 05/21:21 REGD1 - Regular Time 8 Hours >
B 0524121 REGD1 - Reqgular Time 8 Howrs > Y,

The Summary section on the Payable Time page displays the number of hours
worked during the listed time period.

For this example, Robert Doe worked 80 hours during this time period.
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< Pending Approvals Payable Time ﬁ E @

Robert Doe
‘General Professil  The Payable Time Details section on the Payable Time page displays a | Oeny
i daily breakdown of the hours worked for each Time Reporting Code.
=, 11 line(s) are p4
Summary Select ‘Next’ to continue.
Quantity f
Approval
Time Period 05/17/2021 - 05/31/2021
+ Payable Time Details
Pending Al
11 rows
)
Select Report Date Time Reporting Code Quantity
0517/21 RECO1 - Regular Time 8 Hours >
05/18/21 REGO1 - Regular Time 8 Hours >
05/19/21 REGO1 - Regular Time 8 Hours >
05/20:21 REGO1 - Regular Time 8 Hours >
0521721 REGO1 - Regular Time 8 Howrs >
05124121 REGO1 - Regular Time 8 Hows ) -

The Payable Time Details section on the Payable Time page displays a daily
breakdown of the hours worked for each Time Reporting Code.
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< Pending Approvals Payable Time ﬁ E @
Robert Doe

*General Professicnal
=] 11 line(s) are pending your approval

Summary

Quantity for 88 Hours
Approval

Time Period 05/17/2021 - 05/31/2021

v Payable Time Details

Pending Al
11 rows
)
Select Report Date Time Reporting Code Quantity
051721 RECO1 - Regular Time 8 Hours >
05/16/21 REGO1 - Regular Time 8 Hours > =
05/16/21 REGO1 - Regular Time 8 Hours >
0520:21 REGO1 - Regular Time 8 Howrs >
0521721 REGO1 - Regular Time
06/24/21 REGO1 - Regular Time d'ck below the seroll bar to move -
down the page.
—

Click below the scroll bar to move down the page.
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< Pending Approvals Payable Time
Robert Doe
*General Professional Aeprove ' Reoy.
=!| 11 line(s) are pending your approval
O 0br20i21 REGUD1 - Regular lime 8 Hours > %
0521721 REGO1 - Regular Time 8 Hours >
] 05/24/21 REGO01 - Regular Time 8 Hours >
[ 05/25/21 REGO01 - Regular Time 8 Hours >
| 05/26/21 >
At the bottom of the page, you can enter Approver
O 0527 Comments or view the Approval Chain. ’
05/28/21 ) >
Select ‘Next’ to continue.
2 05/31/21 >
Approver Comments
Approval Chain >

At the bottom of the page, you can enter Approver Comments or view the
Approval Chain.
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< Pending Approvals Payable Time ﬁ E @
Robert Doe
*General Professional

=] 11 line(s) are pending your approval
Dur20r21 REGUT - Regular lime 8 Hours >

~

0521721 REGD1 - Regular Time 8 Hours >

05/24/21 REGO01 - Regular Time 8 Hours >

052521 RECO01 - Regular Time 8 Hours b

05/26/21 RECO1 - Regular Time dlows 3

05727721 REGO1 - Regular Time Click above the seroll bar to move

to the top of the page.
05/28/21 REGO1 - Regular Time
05/31/21 OTHOL - Overtime Holiday Work 8 Howrs >

Approver Comments

Approval Chain >

Click above the scroll bar to move to the top of the page.
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< Pending Approvals Fayable lime @ - (®)
Robert Doe

*General Professicnal
=] 11 line(s) are pending your approval

Summary

Quantity for 88 Hours
Approval

Time Period 0
If you want to approve the time for all Report Dates, you can click the

v Payable Time Deta
checkbox above the header row.

Pending Select ‘Next’ to continue.
11 rows
C]
Select Report Date Time Reporting Code Quantity
051721 RECO1 - Regular Time 8 Hours >
05/18/21 REGO1 - Regular Time 8 Hours >
05/16/21 REGO1 - Regular Time 8 Hours >
05/20:21 REGO1 - Regular Time 8 Howrs >
05121721 REGO1 - Regular Time 8 Hours >
06/24/21 REGO1 - Regular Time 8 Howrs > -

If you want to approve the time for all Report Dates, you can click the checkbox
above the header row.
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< Pending Approvals Fayable lime @ - (®)
Robert Doe y
*General Professicnal —W‘ | ooy
=] 11 line(s) are pending your appeaal -
Summary Alternately, if you do not want to approve the time for all Report Dates,
Quantity for 88 Hours you can click the Select checkbox individually for each row you want to
Approval approve.
Time Period 05/17/202
v Payable Time Details Select ‘Next’ to continue.
Pending Al h J
11 rows
)
Select Report Date Time Reporting Code Quantity
051721 RECO1 - Regular Time 8 Hours >
05/18/21 REGO1 - Regular Time 8 Hours >
05/15/21 REGO1 - Regular Time 8 Hours >
0520:21 REGO1 - Regular Time 8 Howrs >
05121721 REGO1 - Regular Time 8 Hours >
05124121 REGD1 - Regular Time 8 Howrs ) -
S

Alternately, if you do not want to approve the time for all Report Dates, you can
click the Select checkbox individually for each row you want to approve.
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< Pending Approvals

Robert Doe

*General Professional

=] 11 line(s) are pending your approval >

Summary

Quantity for 88 Hours
Approval

Time Period 05/17/2021 - 05/31/2021

v Payable Time Details

If needed, the supervisor can deny the time by
clicking the Deny button. An automated email will
be sent to the employee.

For example, if the employee did not work on a
specific date but mistakenly entered punch time you
deny the entry and the time would not be
processed for that date.

The supervisor should work with the employee
directly so the employee knows that a correction to

the entry is needed before resubmitting.

Select ‘Next’ to continue.

Pending All
)

Select Report Date Time Reporting Cod
0517/21 RECO1 - Regular Tim
05/18/21 REGO1 - Regular Tim|
05/16/21 REGO1 - Regular Tim

N
05/20/21 REGO1 - Regular Time
0521721 REGO1 - Regular Time
06/24/21 REGD1 - Regular Time

8 Hours >
8 Howrs >
8 Howrs > -

If needed, the supervisor can deny the time by clicking the Deny button. An
automated email will be sent to the employee.

For example, if the employee did not work on a specific date but mistakenly
entered punch time you deny the entry and the time would not be processed for

that date.

The supervisor should work with the employee directly so the employee knows
that a correction to the entry is needed before resubmitting.
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< Pending Approvals Fayable lime @ - (®)
Robert Doe \
*General Professional —I | Decy
=] 11 line(s) are pending your approval
Summary
Quantity for 88 Hours
Approval
Time Period 05/17/2021 - 05/31/2021
v Payable Time Details
Pending All
1 rows
For this example, click the Select P
All checkbox for Robert Doe.
8 Hours >
05/18/21 REGO1 - Regular Time 8 Hours >
05/15/21 REGO1 - Regular Time 8 Hours >
0520:21 REGO1 - Regular Time 8 Howrs >
05121721 REGO1 - Regular Time 8 Hours >
05124121 REGD1 - Regular Time 8 Howrs ) -

For this example, click the Select All checkbox for Robert Doe.
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< Pending Approvals Fayable lime

Robert Doe

*General Professional

=] 11 line(s) are pending your approval

s =
— For this example, click
Quantity for 88 Hours 'the APP '-bUttOﬁ,.

Approval

Time Period 05/17/2021 - 05/31/2021

v Payable Time Details

Pending All
11 rows

Select Report Date Time Reporting Code Quantity

05/17/21 REGO1 - Regular Time 8 Hours >

05/18/21 REGO1 - Regular Time 8 Hours >

05/19/21 REGO1 - Regular Time 8 Hours >

0520:21 REGO1 - Regular Time 8 Howrs >

05121721 REGO1 - Regular Time 8 Hours >

05124121 REGO1 - Regular Time 8 Howrs ) -

For this example, click the Approve button.
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You can enter comments in the Approver Comments field if
you would like to. For this example, leave the field blank.

Select ‘Next’ to continue.

Cancel | Approve

You are about to approve this request

You can enter comments in the Approver Comments field if you would like to.
For this example, leave the field blank.
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Cancel| Approve

You are about to approve this request

Approver Comments
|

Click the Submit button.
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< Pending Approvals Pending Approvals a ! 0
You have approved the request. x
@& A 1
All 110w
@ Payable Time 1 Payable Time Quanaty for Approval 80 Hours Routed
James Doe 051712021 - 0512872021 05/28/2021
's ~

The employee’s time is approved. Notice the banner at
the top of the screen with the message “You have
approved the request”.

Select ‘Next’ to continue.

The employee’s time is approved. Notice the banner at the top of the screen with
the message “You have approved the request”.
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< Pending Approvals

View By | Type v ~
@ a !
All 110w
@ Payable Time 1 Payable Time Quanity for Approval 80 Hours Routed
James Doe 05/1772021 - 05/2872021 05/28/2021
r ~\

Notice that Robert Doe’s Payable Time row no longer displays
on the Pending Approvals page.

When the Post to Payroll process runs, the system sends all
approved time to Payroll.

For the next example, there is just one remaining transaction
pending approval for James Doe.

Select ‘Next’ to continue.

Notice that Robert Doe’s Payable Time row no longer displays on the Pending
Approvals page.

When the Post to Payroll process runs, the system sends all approved time to
Payroll.

For the next example, there is just one remaining transaction pending approval
for James Doe.
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Approve Absence Request

el HAWA =

]

Approve Absence
Requests

|
Employees can request various types of leaves or

absences depending on their eligibility.

Once the request is submitted, it must be approved by
their Supervisor or, in some cases by an HR Admin.

See additional guidance for approving leave requests:
https://ags.hawaii.gov/hi r-supervisors,

In this section, you will learn to approve an absence
request.

Select “Next’ to continue.

Employees can request various types of leaves or absences depending on their
eligibility.

Once the request is submitted, it must be approved by either their Supervisor or,
in some cases, by an HR Admin.

See additional guidance for approving leave requests:
https://ags.hawaii.gov/hip/for-supervisors/

In this section, you will learn to approve an absence request.
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< Pending Approvals Pending Approvals A @ ©
View By | Type v -
@ Al 1

l.' Absence Request 1

Click the row for the detail of the item you
want to review.

For this example, you will review an Absence Request for James Doe.

James is requesting eight hours of bereavement leave on May 26 2021.

For this example, you will review an Absence Request for James Doe.
James is requesting eight hours of bereavement leave on May 26, 2021.

Click the row for the detail of the item you want to review.
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< Pending Approvals Absence Request /‘\ : @
Karen Doe _—
Office Assistant I/ ‘ Approve | Pushback

Absence Details

Absence Name (6 - Bereavement/Funeral Reason Grandparent
Start Date (06/01/2021 End Date 06/01/2021
Partial Days None Duration 8 Hours

v Requester Comments

Bereavement Leave Request

Request History >

Review the information in the Absence Details and
Requester Comments sections.

Approver Comments

Select ‘Next’ to continue.

Approval Chain -

Review the information in the Absence Details and Requester Comments
sections.
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< Pending Approvals

Karen Doe
Office Assistant Il

Absence Details

Absence Request /ﬁ\ : @

‘ Approve | Pushback

Absence Name (6 - Bereavement/Funeral
Start Date (06/01/2021

Partial Days None

v Requester Comments

Bereavement Leave Request

Request History

If you need to Pushback the request, use the Approver
Comments section to enter your explanation. The
employee will receive an email notification. Email
notifications include a link that may be used to navigate
directly to the absence request.

Select ‘Next’ to continue.

Approver Comments

Approval Chain

If you need to Pushback the request, use the Approver Comments section to
enter your explanation. The employee will receive an email notification. Email
notifications include a link that may be used to navigate directly to the absence

request.
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< Pending Approvals Absence Request A @ ©

Karen Doe

Offica Assistant (|l Pushback

Absence Details

Absence Name 06 - BereavementFuneral if you are satisfied with the request,
Start Date (6/01/2021 click the Approve button.

Partial Days None

v Requester Comments

Bereavement Leave Request
Request History >

Approver Comments

Approval Chain >

If you are satisfied with the request, click the Approve button.
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You can enter comments in the Approver Comments field if
you would like to. For this example, leave the field blank.

Select ‘Next’ to continue.

| Approver Comments

You can enter comments in the Approver Comments field if you would like to.
For this example, leave the field blank.
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Caneol' Approve

You are about 1o approve this reguest.

Approver Comments

Click the Submit button.
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< Pending Approvals Pending Approvals A @
View By | Type v You have no pending approvals at this time.
@ 0

The employee’s absence request is approved.

Notice that the Pending Approvals page has been updated to
remove the absence request you approved.

For this example, there are no remaining pending transactions.

Select ‘Next’ to continue.

The employee’s absence request is approved.

Notice that the Pending Approvals page has been updated to remove the
absence request you approved.

For this example, there are no remaining pending transactions.
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Review and Approve Negative Offsets

ation

Review and Approve Negative Offsetsg_iHAWAHﬁﬂu

Lesson Scenario

In this lesson, you will learn to review and approve
system generated offsets to payable time entries.

Offsets occur when changes occur in HIP, for example,
when an employee corrects their timesheet and a
change to their payment is necessary. Offsets often
appear on the employee’s pay statement as a negative
amount.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to review and approve system generated offsets to
payable time entries.

Offsets occur when changes occur in HIP, for example, when an employee
corrects their timesheet and a change to their payment is necessary. Offsets
often appear on the employee’s pay statement as a negative amount.
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¥ Employee Self-Service
Beneliciary Designation Tax Withholding

Pay Statements Personal Details

Start by navigating to the Payable Time Detail page using
the Navigator icon.

Security Setup Required Select ‘Next’ to continue. Asked Questions

Set up your password security question

noreply@chemyroad.com

Start by navigating to the Payable Time Detail page using the Navigator icon.
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¥ Employee Self-Service

Beneliciary Designation Tax Withholding View W-2/W-2¢ Forms W-2/W-2c Consent

Click the NavBar

Pay Statements Personal Details Classic Home
= it

LastFayDate 05/20/2021

Security Setup Required Frequently Asked Questions

Set up your password security question ’

noreply@chemyroad.com -

Click the NavBar
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Click the Navigator
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il NavEar: Navigator

Self Service

Global Payroll & Absence Mgmt

SetUp HCM >
Enterprise Components 5
Reporting Tools >
PeopleTools y

Change My Password

My System Prolile

Click Manager Self Service from the list of options.
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il NavEar: Navigator

4 | Manager seit Service

g2! Information

Ind Stock >

Click Time Management from the list of options.
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il NavEar: Navigator

I I 4 | ime Management

R’ P Manage Schedules

Click Approve Time and Exceptions from the list of options.
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NavBar: Navigator

ﬁlVichime
= .

Hecont PlacEd Monthly Time Calendar

E Waeekly Time Calendar

R, Dally Time Calendar
Time and Labor Launch Pad

Payable Time Summary

ime Summary

Overtime Requests

Compensatory Time

Click Payable Time Detail from the list of options.
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Tim= Wanagement ™ v Payabis Time Detat Sign Out

|F’ayable Time Detail I

¥ Employee Selection

Employee Selection Criteria Get Employees

Selection Criterion Selection Criterion Value
Clear Criteria

Time Reporer Group Q
Save Criteria
Employee ID Q
Empl Record Q
Last Name Q
First Name

The Payable Time Detail page displays. For this example, you will
Dspartment review the payable time before approving.
Supervsor IU
Select ‘Next’ to continue.
Workgroup

Employees For Aloha Friday

= aQ .

< >

The Payable Time Detail page displays. For this example, you will review the
payable time before approving.
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~ice ™ Tim= Wanagement ™ View Tme Payabis Time Detat Sign Out

Payable Time Detail
Select Employee

¥ Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Clear Criteria

Time Reporer Group

Click ‘Get Employ.cs Z L Save Criteria

Employee 1D

Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor I Q
Workgroup

For this example, the Employee ID has been entered for you.

Employees For Aloha Friday

= aQ .

< >

For this example, the Employee ID has been entered for you.

Click ‘Get Employees °

August, 2021 Version 2 Page 191



e HAWAIIe e

Course 110- MSS - Supervisors

e Mok Menu ™ Manager Self Serice ™ lim= Wanagement ™

S HAWA I

Payable Time Detail
Select Employee

¥ Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value
Time Reporer Group

Employee 1D

Empl Record

Last Nams

First Name

Department

Supervsor IU

Workgroup

Employees For Aloha Friday

5 Q

<

Click the scroll bar

Payabis Tme Detat # Home Sign Out
AITO » @
Naw Window Help Personalize "
Get Employees

Clear Criteria

Save Criteria

a Click the scroll bar L{_
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Tim= Wanagement ™ v Payabis Time Detat # Home Sign Out

ASITO ¥ @

Employee ID Q
Empl Recard Q
Last Nama Q
First Name Q
Departmeant Q
Supenvisor ID Q
Workgroup Q

Employees For Aloha Friday
g Q

Time Reporters Demographics | II»

Last Name First Name Cmployee 1D Employment Record  Job Title

ce Shave 00066945 0 Procurement & Su

Pileake Lel y I 0 Purchasing Tachnis
] Click the row for the employee

Aanager Se

you want to review.

lime Manag

Click the row for the employee you want to review
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Tim= Wanagement ™ v Payabis Time Detat 10 Sign Out

Payable Time Detail r ~
Lsi Pikake The Payable Time Detail shows the transactions for the time
Purchasing Technician period specified. For this example, the dates are set to a calendar

Actions~

week. The transactions that offset each other display on the

Start Date  06/22/2021 [i%3]
Overview tab.

End Date  0&/26/2021 [ K

Note: This page is useful for research and audit as additional

¥ Payable Status Fifter detail is available compared to Payable Time shown via the Team
Time tile.
2 U Select ‘Next’ to continue.
Overview Time Reporting Elemants
\ y

Date Status Reason Code éi:;: Reporting Quantity TRC Type Fst
05/24/2021 Approved NIGHT 2.00 Hours

05/24/2021 Meeds Approval NIGHT 2.00 Hours

052472021 Meeds Approval NIGHT -2.00 Hours

Retum t E
< >

The Payable Time Detail shows the transactions for the time period specified.
For this example, the dates are set to a calendar week. The transactions that
offset each other display on the Overview tab.

Note: This page is useful for research and audit as additional detail is available
compared to Payable Time shown via the Team Time tile.
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Time Managamen: ¥ View Time ¥ Payable Tme Dezall o | Sign Out
®
NuvBur
Payable Time Detail 2 : o -
L The Task Reporting Elements tab provides additional detail so the
o Vixaxe
S changes may be reviewed. For this example, note the
urénasing lechnician 4 -
Combination Code appears to be updated for the NIGHT TRC and
StartDate |08/22/2021 [iH] generated the negative entry offsetting the original NIGHT entry
£nd Date | 05282021 (] - previously approved. Once review is complete, proceed to
approving the entries.
» Payable Status Filter Select ‘Next’ to continue.
\ o
Payable Time
Queraew Time Repeoring Elements l Task Reporting Elements I Costand Approval | I
Date Status Reason Code (I:m SopTa; Quantity Taskgroup 5:,‘;““ Combination Code
05/24:2021 Approved NIGHT 2.00 PSNONTASK STATE 000424617
050242021 eens Approva NIGHT 200 PSNONTASK STATE
24,2021 Needs Approva NIGHT -2.00 PSNONTASK STATE 000424617

Retumto Select Empicyee

The Task Reporting Elements tab provides additional detail so the changes
may be reviewed. For this example, note the Combination Code appears to be
updated for the NIGHT TRC and generated the negative entry offsetting the
original NIGHT entry previously approved. Once review is complete, proceed to
approving the entries.
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Favoeibes ™ Muin Menu ~ Manager Seif Service Time Managamen: ¥ Vicw Tima ¥ Payablc T'me Dezall
ALY /A
}""\'ﬂ‘f’v"\
Payable Time Detail
Lei Pikake Employee ID 00062286 cl-ck
ick Home
Purchasing Technician | Employment Record 0

Start Date | 05/22/20

End Date | 05/28/2021

» Payable Status Filter

Payable Time

Queraew Time Repeoring Elements ‘ Task Reporting Elements Costand Approval | I»
Date Status Reason Code (I:m Regorting Quantity Taskgroup 3:,‘"““ Combsnation Code
052412021 NIGHT 2.00 PSNONTASK STATE 000424617
05242021 eens Approva NIGHT 200 PSNONTASK STATE
0824/2021 Negds Ao NIGHT -2.00 PSNONTASK STATE 000424617
Retumto Select Empicyee
< >

Click Home
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Beneliciary Designation Tax Withholding W-2/W-2¢ Consent
® 9 ST
Click the drop-down arrow

Pay Statements Personal Details Classic Home

= | & -

LastFayDate 05/20/2021

Security Setup Required Frequently Asked Questions

Set up your password security question ’

noreply@chemyroad.com -

Click the drop-down arrow
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¥ Employee Seli-Service

\1/A
l‘ I ¥t
Beneliciary Designation Tax Withholding Employes Sef-Senice ’ W-2/W-2¢ Consent
&!. ¥ Q

Click Manager Self Service
from the list of options.

Personal Details Classic Home

; i
o
LastFayDate 05/20/2021

Security Setup Required Frequently Asked Questions

Set up your password security question

noreply@chemyroad.com -

Click Manager Self Service from the list of options.
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¥ Manager Sell Service

Team Time Manage Delegation

2
o

Click the Approvals tile.

Click the Approvals tile.
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< Manager Self Service Pending Approvals
View By Type -
ﬁ) Al 1
() Payable Time 1 Payable Time Quantity for Approval § Hours Routed
| Lei Dikake 05/24i2021 - DE124/2021
A
Click the row for the

employee you want to review.

Click the row for the employee you want to review.
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< Pending Approvals Payable Time
Lei Pikake ——
: 2o : . ny
Purchasing Technician
— The Payable Time Details section on the Payable Time page
= 2 line(s) are pending your appraval .
displays a breakdown of the hours worked.
Summary
Cuaniity. for Approval 0:Hours For this example you will approve for all Report Dates.
lime Period 05/24/2021 - 05/24/
« Payable Time Details
Click the Select All checkbox. i
Select Report Date Time Reporting Code Quantity
(] os24/21 NIGHT - Schadulad Night Shift 2 Hours
O 08/24/21 NIGHT - Schaduled Night Shift -2 Hours >

Approver Comments

Approval Chain

The Payable Time Details section on the Payable Time page displays a
breakdown of the hours worked.

For this example, you will approve for all Report Dates.

Click the Select All checkbox
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< Pending Approvals Payable Time

Lei Pikake
Purchasing Technician ! @ Deny.

E 2 line(s) are pending your approval

Summary Click the APPI’OV.' butto“-

Quantity lor Approval 0 Hours

lime Period 05/24/2021 - 05/24/2021

« Payable Time Details

Review that all boxes desired are checked and selected for

Pendipq All
approval. 21005
Report Date Time Reporting Code Quantity
0s/24/21 NIGHT - Scheduled Night Shift 2 Hours >
05/24/21 NIGHT - Schadulad Night Shift -2 Hours >
Approver Comments
Approval Chain
Review that all boxes desired are checked and selected. for approval.
Click the Approval button.
Page 202

August, 2021 Version 2



o HAWA|romster

Course 110- MSS - Supervisors

You can enter comments in the Approver Comments field, as
needed. For this example, “Approved” is entered for you.

Cancel Approve

You are about to approve this request

Approver Comments
Correction is approved

You can enter comments in the Approver Comments field, as needed. For this
example, “Approved” is entered for you.

Click the Submit button.
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< Pending Approvals

Pending Approvals

You have approved the request.

& A a

The approval confirmation message displays at the top of the
screen.
Select ‘Next’ to continue.

The approval confirmation message displays at the top of the screen.
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< Pending Approvals Pending Approvals

View By = Type You have no pending approvals at this time. =

Ezﬁ;,' Al a

Click the NavBar

The entries are approved. HIP sends all approved time to Payroll
when the process runs. There are no pending approvals
remaining.

You can confirm the approved transactions by navigating back to
the Payable Time Detail page using the Navigator icon

The entries are approved. HIP sends all approved time to Payroll when the
process runs. There are no pending approvals remaining.

You can confirm the approved transactions by navigating back to the Payable
Time Detail page using the Navigator icon

Click the NavBar
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Click the Navigator icon
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NavBar: Navigator

Recent Places

Self Service

Global Payroll & Absence Mgmt

Set Up HCM s
Enterprise Components 5
Reporting Tools >
PeopleTools 3

Change My Password

My System Profile

Click Manager Self Service from the list of options.
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NavBar: Navigator

@ | Manager Selt Service

Click Time Management from the list of options.
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NavBar: Navigator

I I @ \ Time Management ¥ ‘
Recent Plces Manage Schedules 3
App Time and Cxcepti >

Report Time

Manager Search Options

Click View Time and Exceptions from the list of options.
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NavBar: Navigator

ﬁ}vnmnmo

Monthly Time Calendar

Weekly Time Calendar

Daily Time Calendar

Time and Labor Launch Pad

Payable Time Summary

Overtime Requests

Compensatory Time

Alens

<

Click Payable Time Detail from the list of options
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Fi Mak Menu Pending Approvaia Paysdie Tme Detadl * Home Sign Out

S HAWAI

Payable Time Detail
Select Employee

Naw Window Help Personalize Page »

¥ Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporer Group C"Ck ,G.t Employlls £ L T
Employee 1D ‘
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor I Q
Workgroup Q

Employees For Aloha Friday

= aQ .

< >

Click ‘Get Employees’
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Pending Approvaia Paysdie Tme Detadl * Home Sign Out

ASITO ¥ @

Employee ID Q
Empl Recard Q
Last Nama Q
First Name Q
Departmeant Q
Supenvisor ID Q
Workgroup Q

Employees For Aloha Friday
g Q

Time Reporters Demographics | II»

Last Name First Name Cmployee 1D Employment Record  Job Title

ca Shave 00066945 0 Procurement & Su

;“ikske iei 0 Purchasing Tachnis
Click the row for the employee
you want to review.

Click the row for the employee you want to review.
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Payable Time Detail

Paysdie Tme Detadl

sign Out

=
Lei Pikake
) The Payable Time Detail shows the transactions for the time
Furchasing Technician N . .
et period specified. For this example, the dates are set to a calendar
StartDate 06222021 [f5]) week and we confirm that all are now Approved.
End Date  0&/26/2021 [ »
Select ‘Next’ to continue.
» Payable Status Filter ~ <
Pi)'?bl& Time :"
Overview Time Reporting Elemants Task Reporting Elemants Cost and Approval I»

Date Status Reason Code (':L";Z Repating Quantity TRC Type Estl
05/24/2021 Approved NIGHT 2.00 Hours

05124/2021 Approved NIGHT 2.00 Hours

052472021 Approved NIGHT -2.00 Hours

Retumn to Select Emplayee
The Payable Time Detail shows the transactions for the time period specified.
For this example, the dates are set to a calendar week and we confirm that all
are now Approved.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Working with Absences

Working with Absences L HAWAIs

Lesson Scenario

In this lesson, you will learn to work with employee
absences.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to work with employee absences.
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WL HAWAlIF™

Request Absences on behalf of Employee

View Absence Balances

Select ‘Next’ to continue.

Request Absences on behalf of Employee
View Absence Balances

August, 2021 Version 2 Page 216



o HAWA ety

Course 110- MSS - Supervisors

How to Request an Absence

How to Request an Absence @HAWAH'

Lesson Scenario

In this lesson you will learn how to request
an absence on behalf of an employee.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson you will learn how to request an absence on behalf of an employee.
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W-2/W-2¢ Consent

Click the drop-down arrow. Begin by navigating to the Request Absence in
: ’ Manager Self Service.

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

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit

Set up your password security question

noreply@cherryroad com

Begin by navigating to the Request Absence in Manager Self Service.

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

Click the drop-down arrow.
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¥ Employee Sclf-Service

Beneliciary Designation Tax Withholding ¢ W-2/W-2¢ Consent
Click Manager Self Service

loyee Self-Service
°0 0 Manager Self Service ]J
3'5 .\ | =
from the list of options.
Time Personal Details Classic Home

2 i

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Set up your password security question i '

noreply@cherryroad com

Click Manager Self Service from the list of options.

August, 2021 Version 2 Page 219



L HAWAI"e e,

Course 110- MSS - Supervisors

¥ Manager Self Service
Assign Work Schedule Time and Labor WorkCenter

e | 4

Manage Delegation

&

Click the Team Time tile.

Click the Team Time tile.
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< Manages Self Service

« Timesheet ~ Enter Time

Enter Time Use filters lo change the search crileria or Gel Employees lo apply the defaull Manager Search Options.

Time Summary Get Employees Filter
© Report Time

5 Weekly Time Entry

[i;, Weekdy Time Summary

& Payable Time

o The Timesheet: Enter Time page displays.

g Request Absance |m z Click Request Absence on the menu

P Cancel Absences

I View Requests
|§) Absence Balances

() Manags Exceptions

: Workforce Availability

The Timesheet: Enter Time page displays.

Click Request Absence on the menu
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< Back Team Time A : @
@ Timesheet v Request Absence
Select the row for the employee
: b Search Options . .
o Report Time whose time you will enter.
i Weekly Time Entry Select Employee 2 rows

‘: Weekly Time Summary

Name / Title / ID - Record Directs / Total _Sr;zpt.us x Department / Location
() Payable Time

Purchasing Technician |

|i! Comp Time o

1) Request Absence

n B Active TRNF
i Cancel Absances nployee  Downtown

For this example, click the row
I View Requests for ‘Lei Pikake'.

|4} Absence Balances

($ Manage Exceptions .
A row displays for each employee

T Workforce Availability that meets the filters you entered.

Click on the row for Lei Pikake.

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

A row display for each employee that meets the filters you entered.

Click on the row for Lei Pikake.

For this example, click the row for ‘Lei Pikake’.
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< Back Team Time A : @
& Timesheet v Request Absence

Lel Pikake &
@ Report Time Purchasing lachnician |

Return to Select Employes

i Weekly Time Entry

o ; “ “Absence Name Select Absence Name
o, Weekly Time Summary

4=

&) Payable Time

|§t Comp Time Click the Absence
Name drop-down

1) Request Absence -
arrow.

! Cancel Absences m

I View Requests
M) Absence Balances
($ Manage Exceptions

‘_- Workforce Availability

Click the Absence Name drop-down arrow.
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< Back Team Time
& Timesheet v Request Absence
Lel Pikake &
@ Report Time Purchasing lachnician |
Return to Select Employes
i Weekly Time Entry

5 Weekly Time Summary

() Payable Time

“Absence Name Select Absence Name v

1§t Comp Tim
|l Requestd}  from the list of values.

i Cancel Ab

For this example, click ‘02 - Vacation’

05 - Parent Teacher Conference
08 - Bereavement/Funeral

07 - Blood Donation

08 - Foster Parent Crt Hearing
08- WC Medical Treatment Leave
Admin Lv-COVID 19 Vaccinaticn
Select Absence Name

I View Requests
M) Absence Balances
($ Manage Exceptions

%] Workforce Availability

For this example, click ’02-Vacation’ from the list of values.
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< Back Team Time A : @
<& Timesheet v Request Absence
Lel Pikake &
@ Report Time Purchasing lachnician |
2 Return to Sedect Employes
7 Weekly Time Entry  Submit
paote : “Absence Name | 02-Vacation -
& Weekly Time Summary
Reason Select Absence Reasol
() Payable Time
*Start Date | 05/1872021
i C lime
li' SompIane End Date
1) Request Absence Click the Reason drop-
m Duration |8.00 Hour down arrow.
i Cancel Absances
Partial Days None >
I View Requests
Check Eligibility
|4} Absence Balances
Comments
($ Manage Exceptions
Attachments
%= Workforce Availabilit
o NIGICE VLN You have not added any Attachments
Add Attachment
Workflow

Allow Request By Employee and Manager

Click the Reason drop-down arrow.
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< Back Team Time A : @
&, Timesheet % Request Absence
Lel Pikake &
@ Report Time Purchasing lachnician |
2 Return to Select Employe
§ Weekiy Time Entry s ]
paote : “Absence Name | 02-Vacation -
& Weekly Time Summary
Reason | Select Absence Reason v|
@ Payable Time Military
*Start Date | Other
18§ Comp Time Select Absence Reason
) i ' End Date | Sick
TDI Denied
1) Request Absence e :
m Duration § Vacation
! Cancel Absences
None >

I View Red " For this example, click ‘Vacation’ from

the list of values. ek oy
M) Absence

($ Manage -

Attachments
2| Workforce Availability

You have not added any Attachments
Add Attachment
Workflow

Allow Request By Employee and Manager

-

For this example, click ‘Vacation’ from the list of values.
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< Back Team Time A : @
&, Timesheet % Request Absence
Lel Pikake &
@ Report Time Purchasing lachnician |
Retuin to Select Frployes
§ Weekiy Time Entry s ]
paote : “Absence Name | 02-Vacation -
& Weekly Time Summary
Reason | Vacation v
() Payable Time )
*Start Date § 051972021 0y I
i C lime
Ii' SorpPaTe End Date :l
1) Request Absence
Duration 8.00 Hours

! Cancel Absences

I View R The ‘Start Date’ defaults to the current date. In this example we will accept it as
displayed.

I Absence Select ‘Next’ to continue.
($ Manage &

Attachments
%+ Workforce Availabilil
s You have not added any Attachments

Add Attachment
Workflow

Allow Request By

Employee and Manager

The ‘Start Date’ defaults to the current date. In this example we will accept it as

displayed.
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< Back Team Time A : @
<& Timesheet v Request Absence
Lel Pikake &
@ Report Time Purchasing lachnician |
Return to Sedect Employes
7 Weekly Time Entry  Submit
paote : “Absence Name | 02-Vacation -
& Weekly Time Summary
Reason | Vacation v
() Payable Time
“Start Date | 05/19/2021 e
i Ci lime
li- P INTE End Date j

i) Request Absence
m Duration §8.00 Hours
i Cancel Absances

I View R The ‘Duration’ defaults to 8 hours based on the ‘Start Date’. In this example we will
accept it as displayed.

1) Absence Select ‘Next’ to continue.
($ Manage &
Attachments
2| Workforce Availabilit
s You have not added any Attachments
Add Attachment
Workflow

Allow Request By Employee and Manager

The ‘Duration’ defaults to 8 hours based on the ‘Start Date’. In this example we
will accept it as displayed.
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< Back Team Time A @
& Timesheet v Request Absence
Lel Pikake &
o Report Time Furchasing lachnician |
: Retuin to Sedect Fmployer
i Weekly Time Entry s ]
s : “Absence Name | 02 -Vacation v
& Weekly Time Summary
Reason | Vacation v
() Payable Time
“Start Date | 05/19/2021 e
) C Time
Ii' IR End Date j
1) Request Absence
m Duration 8.00 Hours
! Cancel Absences
Partial Days None >

I View Requests

|4} Absence Balances

Comments
($ Manage Exceptions ick th
Altachments Click the Check Eligibility
: Workforce Availability button.
Add Attachment
Workflow

Allow Request By Employee and Manager

-

Click the Check Eligibility button.
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The Forecast Successful message appears indicating that there is enough balance to
cover the absence requested.

Forecast Successful. Enough Balance to cover the Take Requested.
WARNING: If this absence request is beyond the current period, and in the event that you do not work enough hours 10 earn your accruals this future
request may be subject to Leave Without Pay.

Date Time May 18,2021 at 11 00

The Forecast Successful message appears indicating that there is enough
balance to cover the absence requested.

Click ‘OK”.
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¢ Back Team Time 3

@

s Tmesheet v Request Absence

Lei Pikake
@ Report Time Purchasing Technician |

Retum o Ssiect Employss

Click the ‘Submit’ button.

i ! g

= *Absence Name 02 - acaton "
[ Weekly Tema Summary

Reason  Vacalion v
@ Payabie Tme
*Start Date  05/10/2021 i)
1§ Comp Time g )
[ Rekist Abeehcs The submission message will display: ‘Absence Requests

successfully submitted’.
1B Cancel Abzences

1P View Requests Note: The supervisor will not need to approve the absence

m request as it will auto-approve since the supervisor submitted it
1§ Absence Balances
on behalf of the employee.
(3 Mansge Exceptions

\
Attachments

e W sail ility
RV (o You have not added any Altachments.

Add Attachment
Workflow
Allow Request By Employee and Manager
Request As Employee
Balance Information
As OT 0472002021 725.25 Hours™

Disclaimer The current Dalanos does nol reflect absances tial have not baen processed

The submission message with display: ‘Absence Requests successfully
submitted’.

Note: The supervisor will not need to approve the absence request as it will auto-
approve since the supervisor submitted it on behalf of the employee.
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€ Back Team Time ® @
4 Timesheet v Request Absence
| ¢i Pikake @
Rupor! Time Purchasing Technician |
Feasn 10 Sainet Employon
I Weakly Time Ertry Submit
-t A N 02 - Vacatior v
) Weakly Time Summary
Reason | Vacaion v
& Payavie Tme
Start Date 051972021 &
1§ Comp Time g -
% a1 g 27
(i) Request Absence The submission message will display: ‘Absence Requests

successfully submitted’.
1P Cancel Absencaes
1P View Raquests Note: The supervisor will not need to approve the absence

——— m request as it will auto-approve since the supervisor submitted it
I§) Aceence Salances
on behalf of the employee.

(P Manage Cxcepeons

. »
Atntachments
& Workdorce Avatabilty You have not added any Aftachmanis.
Add Attachment
Wor kllow
Allow Request By Employes and Manager
Ruquest As  Employos
Balance Information
Ax OF 043072021 725 25 Hours™

Disclaimmn The cunen! balance 0oss nol refect absences thal bave nol beeo rocessed

The submission message will display: ‘Absence Requests successfully
submitted’.

Note: The supervisor will not need to approve the absence request as it will auto-
approve since the supervisor submitted it on behalf of the employee.
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< Back

Team Time ~ (©)]
& Timesheet v Request Absence
Lei Pikake
@ Report Time Purchasing Technician |
) Retum %o Select Employes
§ VWeekly Time Entry EvECT—— Submit
r"l Weekly Tima Summan *Absence Name 02 - acaton v
L Wee ary
Reasson  Vacation v
@ Payabie Tme
*Start Date  05/10/2021 )|
1§ Comp Time = =

Il Request Absence The Workflow Section contains the request options

B Concat Ksasicia applied to the Absence Request.
) o s m Since the supervisor input this request on behalf of the

employee the leave request will auto approve and it will
not show up in the supervisors approval tile.

1§ Absence Balances

(3 Mansge Exceptions

Attachmer
—_ T ‘ ’ -
T Workforce Availabiity Select ‘Next’ to continue.
Add Atialy — y
Workflow
Allow Request By Employee and Manager
Request As Emplojee
AT TRYSTIaTIon

As Of 0473002021 725.25 Hours™

Disclaimer The curreet balancs does nol reflect absances hal have not baen processed
The Workflow Section contains the request options applied to the Absence
Request.

Since the supervisor input this request on behalf of the employee the leave
request will auto approve and it will not show up in the supervisors approval tile.

August, 2021 Version 2 Page 233



ELHAVAI2,

Course 110- MSS - Supervisors

¢ Back Team Time Y ®
& Tmesheet v Request Absence
Lei Pikake (2
& Report Time Furchasing Technician |
: I Tt 10 eiect LD ovan I
li~ Weekly Time Entry Submit
r.l Weekly Time Summan *Absance Name 02 - acaton v
Reason  Vacation v
1D Payanie Time
*Start Date 0511012021 il
Comp Time End Uate  05118/2021 £
#I Request Absence
Duration 800 Hours
P! Cencel Abzences
Partial Days None
View Requests
n Check Ehgibality Vievr Ebaibdity Detalls
Absence Balances
Comments
Mangge Exceptions
Attachments
i Virkiue s Aoty ‘You have not added any Allachments.
P '
Add Attachment
Workflow When the Submit is complete you will remain on this page.
You can click on the “Return to Select Employee” link to
work on another employee or click on another Team Time
Balance Information function at the Ie&
Disciaimes The current bal Select ‘Next’ to continue.
N o

When the Submit is complete you will remain on this page. You can click on the
‘Return to Select Employee’ link to work on another employee or click on another
Team Time function at the left.
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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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View Absence Balances

View Absence Balances Q,HAWAH'“‘ d

Lesson Scenario

In this lesson, you will learn to view Absence
Balances for your direct reports.

In this example, the supervisor’s direct report is

planning a trip in the near future and the
supervisor wants to check her vacation balance.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to view Absence Balances for your direct reports.

In this example, the supervisor’s direct report is planning a trip in the near future
and the supervisor wants to check her vacation balance.
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Beneficiary Designation Tax Withholdig AN2EEDIms W-20W-2c Consent

2 : : Begin by navigating to the Absence Balances page
[ Hlickthe drep-dawn arow: » in Manager Self Service.

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

select it from the list of options.
— I

Lzl Pay Date 05/20/2021

Security Setup Reqguired Direct Deposit

Set up your password security question

norapy@chamyroad com

Begin by navigating to the Absence Balances page in Manager Self Service.

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

Click the drop-down arrow.
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¥ Employee Seli-Service

Beneficiary Designation Tax Withholding E W-20W-2¢ Consent

*0 0

m

Click Manager Self Service
from thelist Of@ ptlt! ns; 0 Classic Home

Lzl Pay Date 05/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

norapy@chamyroad com

Set up your password security question i I .

Click Manager Self Service from the list of options.
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¥ Manager Self Service

Assign Work Schedule Approvals : N Time - Blimanage Delegation

= ‘a

Click the Team Time tile.

Click the Team Time tile.
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< Manager Self Service Team Time ﬁ : @
«) Timesheet & Enter Time
Enter Time Use filters to change the search critena or Get Fmployees to apply the default Manager Search Oplions

Get Employees Filter

Time Summary
© Report Time
I~ Weekiy Time Entry
& Weekly Time Summary
@ Payable Time

|} Comp Time m

) Request Absence

The menu on the left panel of the Team Time page
allows you to request an absence, cancel an absence,
view requests, and view absence balances for your
direct reports.

I Cancel Absences
I View Requests

) Absence Balances Select ‘Next’ to continue.

(® Manage Exceptions

7| Workforce Availability

The menu on the left panel of the Team Time page allows you to request an
absence, cancel an absence, view requests, and view absence balances for your
direct reports.
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< Manager Self Service Team Time ﬁ : @
« Timesheet A Enter Time
Enter Time Use filters to change the search critena or Get Fmployees to apply the default Manager Search Oplions
Time Summary Get Employees Filter

© Report Time
I~ Weekiy Time Entry

& Weekly Time Summary

@ Payable hime
m For this example, you will view the absence balances

1§} Comp Time for a direct report.

) Request Absence
I# Cancel Absences

I View Requests

[-’ £Renits Baices Click the Absence Balances button.

(® Manage Exceptions

- Workforce Availability

For this example, you will view the absence balances for a direct report.

Click the Absence Balances button.
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< Back Team Time A : @
o Timesheet ¥ Absence Balances

& Repon Time » Search Options
i Weekly Time Entry Select Employee 2 1ows

": Weekly Time Summary

Name / Title / ID - Record Directs / Total Status / Type  Position
@ Payable Time Lei Pikake
Purchasing Techmician | Active X
|i! Comp Time -0 Employee
W) Request Absence o il Attive
Procurement & Supply Spcit 1l Ssish >
m -0 Employee
! Cancel Absences
I View Requests . o
|N! Absence Balances Select the row for the employee whose absence balances

you want to view.
($ Manage Exceptions
= Alternately, you can use the Search Options at the top of
== Workforce Availability e
& the page to search for a specific employee.

Select ‘Next’ to continue.

Select the row for the employee whose absence balances you want to view.

Alternately, you can use the Search Options at the top of the page to search for
a specific employee.
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< Back Team Time A @

) Timesheet v Absence Balances

» Search Options
@ Report Time e

i Weekly Time Entry Select Employee 2 1ows
T
‘: Weekly Time Summary
Name / Title / ID - Record Directs | Total Status / Type  Position
@) Payable Time Lei Pikake
Purchasing Techmician | Active 3
Ii! Comp Time -0 Employee

Pua Kenikeni
Procurement & Supply Spcit il

) Request Absence

! Cancel Absences a8

I View Requests K

|M! Absence Balances

Click the row for ‘Pua
Kenikeni’.

($ Manage Exceptions

2| Workforce Availability

Click the row for ‘Pua Kenikeni’.
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< Back Team Time A : @
&, Timesheet % Absence Balances
Pua Kenikeni &
@ Report Time Frocurement & Supply Spclt Il
Return to Select Employes

i Weekly Time Entry

Sick Earn as you go Sick Ent

“: Weekly Time Summary

As Of 04/30/2021 0.00 Howrs
@ Payable Time Vacation Balance

As Of 04/30/2021 411.75 Hours
|i! Comp Time

Sick Balance
i) Request Absence As Of 04/30/2021 247 75 Hours
l'x' Cancel Absences m 1 )Wmmmmﬂmwmm&xmmmmmm&\

» Fd  The Absence Balances page displays the absence totals
for vacation and sick leave that the employee is eligible
|M) Absence Balances for at the State of Hawaii.

I View Requests

(@ Manage Exceptions Note: The totals do not reflect absences that have not

= been processed in the system.
2= Workforce Availability

Select ‘Next’ to continue.

The Absence Balances page displays the absence totals for vacation and sick
leave that the employee is eligible for at the State of Hawaii.

Note: The totals do not reflect absences that have not been processed in the
system.

August, 2021 Version 2 Page 244



e HAWAIIe e

Course 110- MSS - Supervisors

< Back Team Time A @
& Timesheet v Absence Balances
Pua Kenikenl &
o Report Time Frocursment & Supply Spelt Il
Return to Select Froployes

i Weekly Time Entry

[ Weekly Time Summary Sick Earn as you go Sick Ent
As Of 04/30/2021 0.00 Hours

|

@ Payable Time Vacation Balance

As Of 04/30/2021 411.75 Hours
|i! Comp Time

Sick Balance
W) Request Absence As Of 04/30/2021 247 75 Hours
|'J Cancel Absences m “Disclamer The current balance does not reflect absences that have not been processed
I View Requests » Forecast Balancol

|M! Absence Balances

Click the arrow to the left
of Forecast Balance.

($ Manage Exceptions

: Workforce Availability

Click the arrow to the left of Forecast Balance.
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< Back Team Time A : @
&, Timesheet % Absence Balances
Pua Kenikeni &
@ Report Time Frocurement & Supply Spclt Il
Return to Select Employes

i Weekly Time Entry

“: Weekly Time Summary Sick Earn” 2
AsOT047  The Forecast Balance displays an absence balance of

&) Payable Time vacation| absence events in a specific time period. You will select
asofoari  an Absence Name to forecast the balance according to

R Comp Time the specific calendar date.
Sick Bala

) Request Absence As Of 04/ , , .

m Select ‘Next’ to continue.
! Cancel Absences “Disclainml_ )

1P View Requests v Forecast Balance

As of Date  06/18/2021 C
|M! Absence Balances
Filter by Type All >
($ Manage Exceptions
“Absence Name Select Absence Name v

‘_- Workforce Availability

The Forecast Balance displays an absence balance of absence events in a
specific time period. You will select an Absence Name to forecast the balance
according to the specific calendar date.
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< Back
o Timesheet v
@ Report Time
i Weekly Time Entry
": Weekly Time Summary
() Payable Time
|i! Comp Time
) Request Absence
i Cancel Absances
I View Requests
|M! Absence Balances
($ Manage Exceptions

: Workforce Availability

Click the ‘Filter by Type’

Team Time

Absence Balances

Pua Kenikeni &
Frocursment & Supply Spelt Il

Return to Sedect Employes

Sick Earn as you go Sick Ent

As Of 04/30/2021

Vacation Balance
As Of 04/30/2021

Sick Balance
As Of 04/30/2021

w Forecast Balance

As of Date  06/19/2021

Filter by Type

“Absence Name

0.00 Howrs

411.75 Hours

24775 Hours

m “Disclamer The current balance does not reflect absences that have not been processed

All

Select Absence Name

Click the ‘Filter by Type’ drop-

down arrow to view options.

drop-down arrow to view options.
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< Back Team Time A : @
& Timesheet % Absence Balances
Pua Kenikeni &
@ Report Time r - ey
= Note: You will have several
Weekly Time Entry . .
options to choose the Filter | m
F5 Weekly Time Summ by Type absences. ck E ereavement’Funera
" Blood Donation 0.00 Hours
. : Bone Marrow/Organ Donor
() Payable Time Admin Leave — Covid 19 Covid - 19
Vaccination, Sick, Vacation FMLA 175 Ho
S £ g Foster Parent Program 411.75 Hours
|§! Comp Time and Foster Parent PrOgram Hawan Family Leave Law
are types of absences that i”'y Duty s
Request Absence eave Without Pay 247 75 Hours
) Req may be forecasted. L Buicayteave
Parent Teacher Conference
i Cancel Absances ¢ - _ salancd Sabbatical/Edu&Pro/Study Leave [Pt been processed
Select ‘Next’ to continue. Sick
TDI
I View Requests | : y Nacabion
As of Date | WC Medical Treatment Leave
|4! Absence Balances SLonnens Ll
Filter by Type All v
($ Manage Exceptions
“Absence Name Select Absence Name v

%] Workforce Availability

Note: You will have several options to choose the Filter by Type absences.

Admin Leave — Covid 19 Vaccination, Sick, Vacation and Foster Parent Program
are types of absences that may be forecasted.
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< Back Team Time A @
& Timesheet v Absence Balances
Pua Kenikenl &
Ia) Report Time Frocursment & Supply Spelt Il
2 Retuin to Sedect Employer

i Weekly Time Entry

‘: Weekly Time Summary Sick Earn as you go Sick Enf BereavementFuneral

As Of 04/30/2021

@ Payable Time Vacation Balance

As Of 04/30/2021
|s! Comp Time
Sick Balance
) Request Absence As Of 04/30/2021
! Cancel Absences u “Disclamer The current balance

1P View Requests w Forecast Balance

As of Date
|M! Absence Balances

| Miltary Leave

Blood Donation 0.00 Hours
Bone Marrow/Organ Donor

Covid - 19

FMLA

Foster Parent Program 411.75 Hours
Hawan Family Leave Law

Jury Duty

Leave Without Pay 24775 Hours
r

Parent Teacher Conference

Sabbatical/Edu&Pro/Study Leave |0t been processed

Sick

TDI

Vacaton

WC Medical Treatment Leave

Workers Compensation Leave

Filter by Type

($ Manage Exceptions
“Absence Name

%] Workforce Availability

All v

Select Absence Name

Click the ‘Absence Name’ drop-
down arrow to view options.

Click the ‘Absence Name’ drop-down arrow to view options.
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< Back
e Timesheet
@ Report Time
i Weekly Time Entry

: Weekly Time Summary

Absence Balances

Pua Kenikeni &

Frocursment & Supply Spelt Il
Return to Sedect Erployes

Team Time

Sick Earn as you go Sick Ent

Ae DL 0413002024,

~

() Payable Time

|g! Comp Time
Name.

W) Request Absence:

! Cancel Absences

\

Note: You will have several
options to choose the Absence

Select ‘Next’ to continue.

-

0.00 Howrs

411.75 Hours

I View Requests
|M! Absence Balances
($ Manage Exceptions

%] Workforce Availability

w Forecast Balance

Filter by Type

As of Date

jancy
»

01 - Sick Leave

02 - Vacaton

03 - Leave Without Pay

04 - Jury Duty

05 - Parent Teacher Conference
06 - Bereavement/Funeral

07 - Bload Donation

08 - Foster Parent Crt Hearng
09- WC Medical Treatment Leave
Adrmin Lv-COVID 19 Vacomabion

“Absence Name

Select Absence Name
Select Absence Name

24775 Hours

pt been processed

Note: You will have several options to choose the Absence Name.
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< Back Team Time A @

& Timesheat v Absence Balances

Pua Kenikeni ©)

- Report Time Procurement & Supply Spait |

Return lo Select Employes
i~ Weekly Time Entry
[ Weekly Time Summary Sick Eam as you go Sick Ent
As Of 04/30v2021 Q.00 Hours

@ Payable Time Vacation Balance

As Of 04/30/2021 411.75 Hours
|§! Comp Time

Sick Balance

As Of 04/30/2021 247.75 Hours

() Reguest Absence

““Disclaimar The current balance doss not reflact absences that have not been processad

m w Forecast Balance

Filter by Type @ Al

(P! Cancel Absences

1 View Reqguests
As of Date | 05/19/2021
(! Absence Balances

<

@ Manage Exceptions *Absence Name 02 - Vacation v Current Balance 411 75 Hours™
5] Workforce A [ h

In this example, you selected to run the forecast balance

process for the vacation absence type. The current

balance available for the vacation absence is 411.75

hours.

Select ‘Next’ to continue.
L. -

In this example, you selected to run the forecast balance process for the vacation
absence type. The current balance available for the vacation absence is 411.75
hours.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Working with Delegations

Working with Delegations @HAWAH' ot

Lesson Scenario

In this lesson, you will learn how to:

1. Delegate Approvals
2. Accept Delegations

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to:

1. Delegate Approvals
2. Accept Delegations
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Delegate Approvals

Delegate Approvals $,i"1/‘3\\}\/r/3\’\'r~ <l

Lesson Scenario

In this lesson, you will learn to delegate approvals.

Approvers can delegate the approval of time, overtime
requests, and absence approval requests to a proxy.

The delegation must be done in advance of the days you need
the proxy to act on your behalf. Delegations are not meant to
circumvent the hierarchy in your organization.

Note: Please review the delegation scenario guide posted at:
https://ags.hawaii.gov/hip/files/2020/09/Delegation-Guide.pdf
Also review the SOPP for delegation information at:
https://ags.hawaii.gov/hip/files/2020/10/Time-and-Leave-
Standard-Operating-Policies-and-Procedures.pdf

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to delegate approvals:

Approvers can delegate the approval of time, overtime requests, and approval
requests to a proxy.

The delegation must be done in advance of the days you need the proxy to act

on your behalf. Delegations are not meant to circumvent the hierarchy in your
organization.

Note: Please review the delegation scenario guide posted at:
https://ags.hawaii.gov/hip/files/2020/09/Delegation-Guide.pdf
Also review the SOPP for delegation information at:

https://ags.hawaii.gov/hip/files/2020/10/Time-and-Leave-Standard-Operating-
Policies-and-Procedures.pdf
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¥ En ployee Self-Service

Beneliciary Designation Tax Withholding View W-2IW-2¢ Forms W-2/W-2¢ Consent

Click the Self Service

Begin by navigating to the Manage Delegation page in
the Self Service module.

Time Classic Home

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit

Set up your password security question

noreply@cherryroad com

Begin by navigating to the Manage Delegation page in the Self Service module.

Click the Self Service Drop Down.
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¥ Employee Sclf-Service

Beneliciary Designation W-2/W-2¢ Consent
0 0 |
J o VA § |

Time 7 brsonal Details Classic Home

2 i

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Set up your password security question i '

noreply@cherryroad com

Click the Manager Self Service Option.

August, 2021 Version 2 Page 256



o HAWA e

Course 110- MSS - Supervisors

¥ Manager Self Service
Assign Work Schedule Time and Labor WorkCenter

e | as

Team Time

Click the Manage
Delegations Tile

Click the Manage Delegations Tile.
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Favorites ¥ Main Menu ¥ Manager Self Service Manage Delegation

S HAWAemse:

New Window | Help Personalize Page

Manage Delegation
The Manage Delegation page displays. To delegate a proxy to

act on your behalf, click the link at the bottom of the page.
Lei Plumeria

Some of your self-service transactions can be delegated so that others may act on your behalf to Initiate and/or
approve transactions for you and/or your employees. In addition, others may have delegated responsibility for
their transactions to you

© Learn More about De egation

Select Create Delegation Request to choose transactions to delegate and proxies to act on your behalf.

| Create Delegation Request

Select Review My Delegated Authorities to see the list of transactions tha
and to accept or reject pending delegation requests.

been delegated to you by others

Click the Create Delegation Request
link.

The Manage Delegation page displays. To delegate a proxy to act on your
behalf, click the link at the bottom of the page.

Click the Create Delegation Request link.
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Favorites ¥ Main Menu ¥ Manager Self Service Manage Delegation

SELHAWAIse .

= New Window | _Help Personalizg Page
Create Delegation Request Enter the dates for your delegation request.
= Enter a From Date that is today or later.
Enter Dates Note: The From Date defaults to today’s date.

Lei Plumeria 3
: ' = Enter a To Date that is the same as or

Band C later than the From Date.
Note: For open-ended delegation requests,

Enter the dates for your delegation request. Enter a From
Y 9 9 leave the To Date blank.

same as or later than your From Date. For open-ended dé

Delegation Dates

From Date | 05/20/2021

- For this example, leave the From Date
To Date t \ and enter 05/31/2021 as the To Date.

Click the To Date calendar icon.

Next Cancel

Enter the dates for your delegation request.
o Enter a From Date that is today or later.
Note: The From Date defaults to today’s date.

. Enter a To Date that is the same as or later than the From Date.
Note: For open-ended delegation requests, leave the To Date blank.

For this example, leave the From Date and enter 05/31/2021 as the To Date.

Click the To Date calendar icon.
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Favorites ™ Main Menu ¥ Manager Self Service Manage Delegation

Sl HAWAIIoree;

Help Personalize Page
Create Delegation Request
Enter Dates
Lei Plumeria
Band C Calendar
Enter the dates for your delegation request. Enteg May vije02 v er a To Date that is the
same as or later than your From Date. For open-¢ © Date blank.

Delegation Dates

From Date | 05/20/2021 9 10 11 12 13 14 15

To Date 16 17 18

23 24 25 Click ‘31’ on the calendar to select

: - the date of May 31, 2021
Next Cancel i E

Current Date

Click ‘31’ on the calendar to select the date of May 31, 2021
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Favorites ¥ Main Menu ¥ Manager Self Service Manage Delegation

S HAWAemse:

New Window | Help Personalize Page

Create Delegation Request

Enter Dates
Lel Plumeria

Band C

Enter the dates for your delegation request. Enter a From Date that is today or later. Enter a To Date that is the
same as or later than your From Date. For open-ended delegation requests, leave the To Date blank.

™ol 42 N o4
Click the From Date 05/20/2021 E
Next
button. To Date |05/31/2021 [:2:]

v
] Next Ij Cancel

Click the Next button.
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Favoridles ~ Main Moy ~ Manage Delegation * Home Sign Out

Add To ~

Create Delegation Request

Select Transactions You can choose to select one or more

Les Plumernia transactions to delegate to a proxy.
BandC

Select the transactions that you want to delegate 1o a proxy  You can select one or many ransachons

Delegate Transactions
9

Transaction

Employee Absence Balance

Employee Absence Baiance Fluid

Employee Absenc

Click the checkbox next to

Employee Absenc Employee Absence Request.

Employee Abse mpr—

|I = ‘Emp\oyee Absence Request

Employee Absence Request Flud

You can choose to select one or more transactions to delegate to a proxy.

Click the checkbox next to Employee Absence Request.
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S HAWAI

Create Delegation Request

Select Transactions
Lel Plumena

Band C

Select the transactions that you want to delegate to a proxy. You can select one or many trans

Delegate Transactions

Transaction

Employee Absence Balance

L Employee Absence Balance Fluid

Employee Absence Cancel Fluid

Employee Absence History

Employee Absence History Fluid

Employse Absence Request

Employee Absence Request Fluid

#& Home

Add T

New Window Hexlp Person

Sign Out

[

Click below the seroll bar to
move down the page.

Click below the scroll bar to move down the page.
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Favoriles ~ Main Menu > Manager Self Service Manage Delegation * Home Sign Out

S HAWAII o e WD

o Employee Absence History

Employee Absence History Fluid

Employee Absence Requesl

] Employee Absence Request Fluid

Manage Approve Abisence

Manage Approve Absence Cancel

Manage Approve OT Request

Manage Approve Payable Time

Manager Abs Cancelation Flusi

Manager Absence Balance

Manager Absence Balance Flud

_ Click the Next button.

Manager Absence History

Select All Deselect Al

Previous | Next Cancel

Click the Next button.
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Manager Self Service Manage Delegation

Create Delegation Request

Select Proxy by Hierarchy

Lel Plumena

Band C
This page displays persons within your hierarchy that you can select as proxies. g

the name to select that person as a proxy. You can also select the Search by Nan
proxies outsde your hierarchy

Search by Name (_

#& Home

AddTo ~

New Window

Sign Out

Choose Delegate

Organizational

Name Relationship

Empl ID

andy Doe Employee

Employee

Click the radio button next to ‘Cindy Doe’
to select her as your proxy.

Employee

Joan Doe Employee

This page displays persons within your
hierarchy that you can select as proxies.

Note: Please ensure delegations are to
people higher up in your organization so
subordinates are not able to approve
their own time and leave transactions as
your proxy. (Not lateral or below you)

Use the radio button next to the name of
the person to select that person as a
proxy.

You can also select the Search by Name
hyperlink to search for proxies outside
your hierarchy.

Engineering Program Mgr

Operations Officer

This page displays persons within your hierarchy that you can select as proxies.

Note: Please ensure delegations are to people higher up in your organization so
subordinates are not able to approve their own time and leave transactions as

your proxy. (Not lateral or below you).

Use the radio button next to the name of the person to select that person as a

proxy.

You can also select the Search by Name hyperlink to search for proxies outside

your hierarchy.

Click the radio button next to “Cindy Doe” to select her as your proxy.
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Favoriles ~ Main Menu ~ Manager Self Service Manage Delegation * Home Sign Out

S HAWAII e -

New Window Help Personalize Page

Create Delegation Request

Select Proxy by Hierarchy

Lel Plumena

Band C

This page displays persons within your hierarchy that you can select as proxies. Select the rad
the name to select that person as a proxy. You can also select the Search by Name hyperlink t -
proxies outside your hierarchy. Click below the scroll bar to
Search by Name Z
Search by Name move down the page.
Choose Delegate
Name Empl ID Orsanizational Job Title Department
P Relationship P
0] Cindy Doe Employee
Employee i
Emplcyee i
Emplcyee |
Employee f
Joan Doe Employee i

Click below the scroll bar to move down the page.
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Favoriles ~ Main Menu > Manager Self Service Manage Delegation * Home Sign Out

Sl HAWAII % - @
C Joan Doe Employee [
Employee i
Emplcyee I

Empicyee
Employee I

Previous Cancel

Click the Next button.

Click the Next button.
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Manager Seif Service Manage Delegation #& Home Sign Out

AddTo ~ @

Create Delegation Request

Delegation Detail
Lel Plumena

Band C

Proxy Cindy Doe
From Date (052002021
ToDate (05/31/2021
Transactions

Employee Absence Request

Click the Submit button.

Click the Submit button.
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Manager Seif Service Manage Delegation #& Home Sign Out

AddTo ~

Saving Page %

Lei Plumeria

Band C

You have successfully submitted z delegation request. Refer to the My Proxies page to view the status of the
request

Click the OK button.

Click the OK button.
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Favoriles ~ Main Menu ~ Manager Self Service Manage Delegation * Home Sign Out

S HAWAII e -

Manage Delegation

Lei Plumena
Some of your self-service transactions can be delegated so that others may act on your behalf wo initiate andior

approve transactions for you andfor your employees. In addition, others may have delegated responsibility for
their transachons to you

O | earm More about Delegatior
Select Create Delegation Request to choose transactions to delegate and proxies to act on your behaif

Crea

elegation Req

Select Review My Proxies to review the list of transactions that you have delegated and the proxy for each
transaction

Review My Proxies

Select Review My Delegated Authorities to see the hist of transactions that have been delegated to you by others
and to accept 1~ -

The proxy must accept the delegation request to conclude the delegation process.

Note: The person designated as proxy will receive an email notification.

Select ‘Next’ to continue.

The proxy must accept the delegation request to conclude the delegation
process.

Note: The person designated as proxy will receive an email notification.
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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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NavBar: Navigator

; @ | Self Service T
-
= @] | Benefits >
Recent Places
Stock Activity >
Navigator Leave Transfer Requests >
Leaming and Development >

Performance Management

Workflow User Preferences

Click Manage Delegation on the list of options.
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Accept Delegations

Accept Delegations Q,HAWAH'“‘ g

Lesson Scenario

In this lesson, you will learn to accept delegations.

When a supervisor creates a delegation request, the
proxy must accept it.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to accept delegations.

When a supervisor creates a delegation request, the proxy must accept it.
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* -mployee Self-Service

Beneliciary Designation Tax Withholding View W-2IW 2¢ Foims W-2/W-2¢ Consent

°® i Click the drop down

n | arrownextto

e Employee Self Service
to bring up the menu.

Time Pay Statements atails Classic Home

Begin by navigating to the Manage Delegation page in ﬁ
the Self Service module.

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Setup Complete l'
noreply@cherryroad com -

Begin by navigating to the Manage Delegation page in the Self Service module.

Click the drop down arrow next to Employee Self Service to bring up the menu.
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¥ Employee Sclf-Service

Beneliciary Designation W-2/W-2¢ Consent

200 4 f a
Click the Manager Self AT |

Service option.

Time Pay Statements Porsonal Details Classic Home

2 i

Last Pay Date 05/20/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Setup Complete l'
noreply@cherryroad com -

Click the Manager Self Service option.
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¥ Manager Self Service

Assign Work Schedule Approvals leam lime

Ll
|

Click the Manage
Delegation Tile.

Click the Manage Delegation Tile.
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Favorites Main Menu ~ Manager Self Service Manage Delegation #A& Home Sign O

AddTo =

Manage Delegation

Cindy Doe

Some of your self-service transactions can be delegated so that others may act on your behalf to inihate and/or
approve transactions for you and/or your employees In addition, others may have delegated responsibility for
their lransactions (o you.

© Leam More

Select Create Delagation Request to choose transactions to delegate and proxies to act on your behalf
Create Delegation Request

Select Review My Delegated Authonties to see the list of transactions that have been delegated to you by others
and lo accepl or reject pending delegation requesls

|; Review My Delegated Authorities |

N

Click the Review My Delegated
Authorities link.

Click the Review My Delegated Authorities link.
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Favorites Main Menu ~ Manager Self Service Manage Delegation & Home

S HAWA e

Select the delegation request to accept y | Halp | Personalize Page
My Delegated Authorities or reject. If applicable, you can select
more than one request.

Cindy Doe

Band C

This page allows you to view your delegated authonties Select a particular status and select Refrash to show the
matching requests. Select the information icon for request details

v Refresh
For this example, click the checkbox
cf for ‘Employee Absence Request’.
Request
Job Title From Date To Date Status
Employee Absence Request Ler Plumena Band C 05/2002021 05/31/2021 Submutted

Salect A aselect A
Salect Desslect Accept Reject

Retumn to Manage Delegation

Select the delegation request to accept or reject. If applicable, you can select
more than one request.

For this example, click the checkbox for ‘Employee Absence Request’.
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Favorites ™ Main Menu ~ Manager Self Service

Manage Delegation

#A& Home Sign O
| ’ 5
W A\ nformatio -
QHHN orts Add To
Naw Window | Halp Personalize Page
My Delegated Authorities
Cindy Doe
Band C
This page allows you to view your delagated authorities Select a particular status and select Refresh to show the
matching requests. Select the information icon for request details
Show Requests by Status Submitted v Refresh
Choose Delegate
Transaction Name Jobh Title From Date To Date Rentest
Status
Employee Absence Request Lel Plumena Band C 05/20/2021 0513172021 Submitted

Select A

Yaselect Al <
o [ e ] Reject

Retum to Manage Delegation

Click the Accept button.

Click the Accept button.
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Favorites ™ Main Menu ~ Manager Self Service Manage Delegation

S HAW

Accept Delegation Request

Cindy Dos
BandC

#A& Home

New Window | Help Personalize Page

You have successfully accepted a delegation request Refer to the My Dalegatad Authorities pags to view

accepted delegation requests

Click the OK button.

Click the OK button.

August, 2021 Version 2

Page 280



HIA\WA| AL
Porta _
Course 110- MSS - Supervisors

Favorites * Main Menu ~ Manager Self Service Manage Delegation * Home

S HAW

Manage Delegation

Window | Help Personalize Page

Cindy Doe

Some of your self-service transactions can be delegated so that others may act on your behalf to initiate and/or
approve transactions for you and/or your employees In addition, others may have delegated responsibility for
their transactions o you.

© Leam More about Delegation

Select Creata Delegation Request to choose transactions to delegate and proxies to act on your behalf

Create Delegation Request

Select Review My Delegated Authonties to see the list of transactions that have been delegated to you by others
and lo accepl or reject pending delegation requesls

~

The delegation transaction is complete.
All approval/manage requests will be routed to you for the delegation period.
After the delegation period, the proxy forfeits the delegation authority.

Select ‘Next’ to continue.

The delegation transaction is complete.
All approval/manage requests will be routed to you for the delegation period.

After the delegation period, the proxy forfeits the delegation authority.
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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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NavBar: Navigator

; @ | Self Service T
-
= @] | Benefits >
Recent Places
Stock Activity >
Navigator Leave Transfer Requests >
Leaming and Development >

Performance Management

Workflow User Preferences

Click Manage Delegation on the list of options.
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Monthly Calendar QHAWAH'

Lesson Scenario

In this lesson, you will learn to use the Monthly Time
Calendar.

You are a supervisor with four direct reports. You
want to view their payable time for the selected
month (May 2021) and you also want to see if either
of them has any leave or overtime planned for the
third week of May 2021.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to use the Monthly Time Calendar.

You are a supervisor with four direct reports. You want to view their payable time
for the current month (May 2021) and you also want to see if either of them has
any leave or overtime planned for the first week of May 2021.
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¥ Employee Self-Service

Begin by navigating to the Monthly Time Calendar page
in the Manager Self Service module.

Time Pay Statements Porsonal Details Classic Home

r-f!’i‘.‘
« ) «
Last Pay Date 05/20/2021

Security Setup Required Direct Deposit

Setup Complete

noreply@cherryroad com

Begin by navigating to the Monthly Time Calendar page in the Manager Self
Service module.

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

Self Service

force Administration

or North America

Global Payroll & Absence Mgmt >

Set Up HCM >
Enterprise Components >
Reporting Tools >
PeopleTools >

Change My Password

My System Profile

Click Manager Self Service on the list of options.
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NavBar: Navigator

@ Manager Self Service

d Personal Information

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

|I I @ Time Management ¥

Recent Places Manage Schedules >

é Approve Time and Fxcepti N

Report Time

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

@ View Time

Weekly Time Calendar

l, Time Calendar

je and Labor Launch Pad
Payable Time Summary
Payable Time Detail
Forecasted Time Summary
Forecasted Time Detall
Overtime Balances
Overtime Requests
Compensatory lime

Alerts

Click Monthly Time Calendar on the list of options.
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Monthly Time Calendar

¥ Employee Selection

\

Employee Selection Critena I Get Lmployees I'
Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group Q

Save Criteria
Emgloyee D ( A

The Monthly Time Calendar page displays.

Empl Record

Last Name You can use the selection criteria to find the employees you
want to view or you can click the Get Employees button to
view all of your direct reports.

Fust Name

Departmant

Select ‘Next’ to continue.
Supervisor ID

Workgroup Q

¥ View Criteria 2

The Monthly Time Calendar page displays.

You can use the selection criteria to find the employees you want to view, or you
can click the Get Employees button to view all of your direct reports.
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Monthly Time Calendar

¥ Employee Selection

Employee Selection Critena ) 1 Get Employees
For this example, click the
Selection Criterion E
Get Employees button. | Clear Criteria
Time Reporter Group
Save Criteria
Emgloyee D Q
Emgpl Record Q
Last Name Q
Fust Name Q
Departmant Q
Supervisor ID Q
Workgroup Q

¥ View Criteria 2

For this example, click the Get Employees button.
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Monthly Time Calendar

¥ Employee Selection

Employee Selection Critena Get Lmployees
Selection Criterion Selection Criterion Value pE—
ar Criteria
Time Reporter Group Q
Save Criteria
Emgloyee D Q =
Empl Record Q
Last Name Q
Fust Name Q
s A Click below the seroll bar to
Supenisor D o] move down the page.
Workgroup Q
W
¥ View Criteria 2 S

Click below the scroll bar to move down the page.

August, 2021 Version 2 Page 293



e HAWAIIe e

Course 110- MSS - Supervisors

lim= Wanagement ¥ View fim= * Wanthty Time Calendar

In the View Criteria section, you can select the month and Page ~
Monthiy/Tina Calpndar type of hours you would like to view on the calendar.

» Employee Selectl
TR— This calendar will display reported hours for the month of

o May 2021.
Jally Time Cale
Select ‘Next’ to continue.
¥ View Criterfa (2
\ o’
Month | 05 - May J Presious Month Next Month
Your | 2021 2 ] Reported or Payable Hours
Start Time: *.] '@} Reported Hours
O Payabie Hours
End Time

Display Options (@

[ Show Schedule "1 Show Holldays '] Show Symbols
y \4
7] Show Training Hours ] Show Planned Ovestime
¥l Show Absences vl Show Fxceptions Relresh View

Monthly Time Calendar &

Last Name First Name Employee 1D Job Title Total S;IL Sg;

Doe Jon 00163649 16.00

A

In the View Criteria section, you can select the month and type of hours you
would like to view on the calendar.

This calendar will display reported hours for the month of May 2021.
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Monthly Time Calendar

» Employee Selection

In the Display Options section, you can select to

view additional items, such as absences and
planned overtime.

¥ View Criteria 2

Month 05 . May

3 Select ‘Next’ to continue.
Year 2021 Re
\ v
Start Thn ¢'Reportad Tours
Payable Hours
End Time
Display Options ()
[ Show Schedule Show Holiday 71 sk ym b
] Show Training Hours A Show Planned Overtim
1 Show Absence A w Fxception Refresh View
Monthly Time Calendar 2
Last Name First Name Employee 1D Job Title Total Soc:. 5:;
Doe Jon 00163649 15.00

In the Display Options section, you can select to view additional items, such as
absences and planned overtime.
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Monthly Time Calendar

» Empioyee Selection In this example, you want to view payable hours
for the month of May.

¥ View Criteria 2

Month 05 . May Previous Month
Yoar | 2021 Reported or Payable Hours
Start Thm v
End Time
Display Optior

" stow s Click the Payable Hours radio button. 71 Show Symbx
[] Show Ti:
A Show AboSESS S Rofresh View

Monthly Time Calendar 2

Sat. Sun.

Last Name First Name Employee 1D Job Title Total 01 02

Doe Jon 00163649 15.00

In this example, you want to view payable hours for the month of May.

Click the Payable Hours radio button.
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Monthly Time Calendar

» Empioyee Selection In this example, you want to view payable hours
for the month of May.

¥ View Criteria 2

Month 05 . May

Moant
h

foar 2021
e Reported or Payable Hours
Start Thne () Reported Hours
(@) Payable Hours
End Time

Display Options ()

Show Schedule

Show Holiday 1 Show Symix
] Show Training Hours A Show Planned Overtim
Click the Refresh View button.
Monthly Time Calendar 2
e Sun.
Last Name First Name Employee 1D Job Title Total o1 02
Doe Jon 00163649 15.00

In this example, you want to view payable hours for the month of May.

Click the Refresh View button.
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Monthly Time Calendar

» Empioyee Selection In this example, you want to view payable hours
for the month of May.

¥ View Criteria 2

Month 05 . May Previous Month
foar 2021 |
e Reported or Payable Hours =
Start Thne () Reported Hours
(@) Payable Hours
End Time

Display Options ()

Show Schedule Show Holiday
] Show Training Hours v Show Planned Overtim Click below the seroll blrto
V1 Show Absence vl Show Fxceprions

move down the page.

Monthly Time Calendar 2

Last Name First Name Employee 1D Job Title Total Sol:. S:;l

Doe Jon 00163649 15.00

In this example, you want to view payable hours for the month of May.

Click below the Scroll bar to move down the page.
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A Home Sign Out

ASITO ¥ @

NaDar

The Monthly Time Calendar displays for your direct reports. You may need
to scroll to the right to see the payable hours they worked in May.

Monthly Time Calendar 2

Last Hame First Name Employee ID Job Tite Toal o o
Doe Jen 00163649 1%.00
Doe Jill 00069170 11050 |
Doe Josh 00166245 15.00
Doe Judy 00079741 15.00

Legend

[ 1 Approved Absence l: Raquested Absence : Approved Overtime [:

[ Exceptions | | Default Reported®Payable Time

Notice the legend under the calendar. Payable time
E displays in blue and other data on the calendar displays in
different colors based on the type of data.

Select ‘Next’ to continue.

The Monthly Time Calendar displays for your direct reports. You may need to
scroll to the right to see the payable hours they worked in May.

Notice the legend under the calendar. Payable time displays in blue and other
data on the calendar displays in different colors based on the type of data.
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Monthly Time Calendar 2

Last Name Flrst Name
Doe Jon
Doe sill
Doe Josh
Doe Judy
Legend

Approved Absence

|' Exceptions

Employee ID Job Title Total -‘:1'-

00163649 15.00

00069170 11050

00166245 15.00

00079741 15.00
l: Raquested Absence : Approved Overtime
| | Default Reported®ayable Time

Click to the right of the seroll
bar to move across the page.

Sun.
02

—

A\

=

Click to the right of the scroll bar to move across the page.
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lims Wanagement ¥ View Tim= ¥ iendar # Home Sign Out

AgdTo =

Reguested Overtime

Mon. lue. Wed, Thu, Fr1i, Sat, Sun. Mon, Tue, w
03 04 05 06 o7 o8 09 10 1 1
[ azen )| sasa | [ _zmee [ _pese [ _eam | [ essn [ _same | [ @
[ oson
r - ~

The calendar shows that one employee worked 40
hours the first week of May. Another employee worked
Wednesday 5/5. Neither one took any leave or worked
any overtime.

Next, we will scroll back left and change the time period
view to Weekly Time Calendar and it will narrow our
results helping make it easier to view.

Select ‘Next’ to continue.

The calendar shows that one employee worked 40 hours the first week of May.
Another employee worked Wednesday 5/5. Neither one took any leave or worked

any overtime.

Next, we will scroll back left and change the time period view to Weekly Time
Calendar, and it will narrow our results helping make it easier to view.
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Monthly Time Calendar

» Employee Selection

Wookly Time Calonda X
¥ View Criteria
Mouth | 05 May | Previous Month Click below the "Weekly

B : Time Calendar’ link to

A Reported or Payable Hol  change the view from
Start Time ] > Reported Hours Monthly to Weekly.

¢ Payable Hours

End Time

Display Options ()

Show Schedule 1 Show Holiday 1 Show Symb
— 1 Show Training Hours “ Show Plannod Overtimg
¥, Show Absences ] Show Fxceptions Refresh View

Monthly Time Calendar 2

Last Name First Name Employee 1D Job Title Total SO:L S:;

Doe Jon 00163649 15.00

Click below ‘Weekly Time Calendar’ link to change the view from Monthly to
Weekly.

August, 2021 Version 2 Page 302



e HAWAIIe e

Course 110- MSS - Supervisors

Trme Management > Vew I'me * b Westyy aler A Home Sign Out

®

Note: The Weekly Time Calendar link changes color and telp | Perscoaize Page ¢
Weekly Time Calendar the View Criteria reverts to this screen’s defaults. We
need to re-select our options.

»E 1o} Sele i
Employee Selection Select ‘Next’ to continue.

Dady e Calenda Weekly Tims Calenda

¥ View Criteria 2
Wook ol | 0472672021 [ Prasio
Reported or Payable Hours
st Tioe ® Reported Houss
Payable lours
n ne
Display Options @
Show Schedule —1 Show Holidays | Show Symbols
[ Show Tra ning Hours “ Show Planned Overtime
(2 Show Absences &~ Show Exceptions Refresh View
Weekly Time Calendar (G
Last Name First Name Employee ID Job Title Exceptions Total OU;

Note: The Weekly Time Calendar link changes color and the View Criteria reverts
to this screen’s defaults. We need to re-select our options.
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Wanager Seif Service ¥ Tme Managemant ~ View Worithly c Weelly lime Calends # Home Sign Out

AddTo » @

Weekly Time Calendar

» Employee Selection

Daily Time Calends Weekly Tims Calendar Manthly Time Calendar

¥ View Criteria (2

Weok of | 04/26/2021 [s22] | Pravious Week Next Waek

Start Time v yorted Hours

End Time
re-select the 'Payable Hours’
radio bubble

Display Options (@

[J Show Schedule ] Show Holidays

[ Show Training Hours ~ Show Planned Ovd

[4 Show Absences ~| Show Exceptions Refresh View

Weekly Time Calendar (2

Last Name First Name Employee ID Job Title Exceptions Total 0412

Re-select the ‘Payable Hours’ radio bubble.
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Weekly Time Calendar

» Employee Selection

Dady e Calenda Weekly Tims Calenda
¥ View Criterfa 2

Wook ol | 0472672021 53] Prasio

Reported or Payable Hours

Start Time v Reported Hours

®'Payable lours

Display Options @

Show Schedule | Show Symbols

Show Training Hours

ed Overtime
(2 Show Absences & Show Exceptions " Refresh View B
Confirm your Display Options
VVashly Tios ulerkiar i are what you want to see
Last Name First Name Employee and then click the "Refresh ions Total -

04z
View’ button.

Confirm your Display Options are what you want to see and then click the
‘Refresh View’ button.
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A Home Sign Out

Weekly Time Calendar

» Empicyee Selection

¥ View Critena (2

Week of 050372021

Display Options (2)

Show Schedule
(] Show Iraining Hours

&2 Show Absences

Weekly Time Calendar (2

Last Name First Name

Doe Jon

In this example, you want to view payable hours
for a future week.

£ Next Week
Click the Next Week link.
Show Holiday ] Show Symix
= Show Planned Overtime
v| Showr Lxceptions Relresh View
tmployse ID Job Title fotal Aol
00163649

In this example, you want to view payable hours for a future week.

Click the Next Week link.
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Weekly Time Calendar

» Employee Selection

¥ View Criteria 2

Week of  05/10:2021

Display Options (1)

L. Show Schedule
L Show Training lours

&2 Show Absences

Weekly Time Calendar 2
Last Name First Name

Doe Jon

Note the date change to 5/10/2021, we will go one
more week forward for this example.

B P Next Weak
Click the Next Week link.
] Show Symbols
Refresh View
Employee ID Job Title Exceptions Total

o5

00163649

Note the date change to 5/10/2021, we will go one more week forward for this

example.

Click the Next Week link.
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Weekly Time Calendar

» Empioyee Selection Note the date change to 5/17/2021, this is the
period we want to view for this example.

¥ View Criteria 2

Week of |05/17/2021 &P
Reported or Payable Hours
tart . Reported Hours
& Payable How
I ™
Display Options (D) —

L. Show Schedule —1 Show Symbols

L Show Training lours

&2 Show Absences

Refresh View

Click below the seroll bar to —
view the employees.

Weekly Time Calendar 2

Last Name First Name Employee ID Job Title Exceptions Total 05/

Doe Jon 30163649 16.00

Note the date change to 5/17/2021, this is the period we want to view for this
example.

Click below the scroll bar to view the employees.
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#A Home Sign Out

ASITO v @

Weekly Time Calendar G

o~ . Clent Mowns. Emnnd AD. Lok Thio. - Fxceptions Total o5t
Notice the legend under the calendar. ‘Payable Time’ displays in 1600 T
blue, ‘Requested Absence’ displays in green and ‘Approved
Overtime’ shows in gray. The colors can change when you refresh 16.00

the view, this is system generated and is not currently
customizable. Remember to take note of the colors in the Legend

each time you refresh the view. 0800 |
\ »
Legend
Approved Absence Requestsd Absence [:] Approved Overtime |
[ Exceptions | Detault Reportad/Payable Time

Click to the right of the seroll
bar to move across the page.

- N

Notice the legend under the calendar. ‘Payable Time’ displays in blue,
‘Requested Absence’ displays in green and ‘Approved Overtime’ shows in gray.
The colors can change when you refresh the view, this is system generated and
is not currently customizable. Remember to take note of the colors in the Legend
each time you refresh the view.

Click to the right of the scroll bar to move across the page.
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#A Home Sign Out

ASITO v @

L,:doa. Tue. Wod. Thu. Fri. Sat
2021 osne2021 05/19/2021 oS00 os212021 05222
[ oszo ] . [ pReE
24 ] » ] 200 | o200 T
9300 |
- '
| Reguested Overtime

The calendar shows you the approved absences in yellow for the

employees. One employee has planned and approved overtime on 5/19 -
5/21.

Select ‘Next’ to continue.

The calendar shows you the approved absences in yellow for the employees.
One employee has planned and approved overtime on 5/19-5/21.

August, 2021 Version 2 Page 310



ELHAVAI2,

Course 110- MSS - Supervisors

When you finish viewing the
calendar, click the Home icon.

Mon. Tue, Wed. Thu, Fri. Sat
snro21 osns2021 05/192021 o520:2021 os21/2021 05222
oo ] - [ pRen ]

9400 ] 1 2200 ] 2200 | o200 ][ 9200 ]

9300 |

| Reguested Overtime

When you finish viewing the calendar, click the Home icon.
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¥ Employee Self-Service
Beneliciary Designation Tax Withholding View W-2W-2¢ Forms W-2/W-2¢ Consent
00

e

Pay Statements Personal Details Classic Home
(.‘ﬁ o

Last Pay Date 05/20/2021

Security Setup Required

You can now complete any additional tasks, or
Setup Complete you can sign out of the system.

noreply@cherryroad com

Select ‘Next’ to continue.

You can now complete any additional tasks, or you can sign out of the system.
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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

S HAWAIFromser

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

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

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

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

Close the lesson by selecting the Save and exit button in the right-
hand corner.

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