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Duration

Course Duration S HAWAI ey

This course will take approximately 5 - 6 hours.

You can completelt all today or by
sections as heeded.

It's really up to you!
You can take the training

how it best fits in your
schedule.

Select ‘Next’ to continue.

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

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

S HAWAIFromser

“

Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next' to continue.

It is recommended that you avoid distractions during your training session.

You should close all other applications including your email while taking the
course.

Silence your cell phone.
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Table Of Contents

S HAWA e

Timekeepers Activities

Course Objectives | Key Terminology | Timekeeper Overview
Time and Labor WorkCenter | Working with Exceptions | Report Time | Report Rapid Time
Adjust Reported Time | Reports and Queries | Need Help?

Mahalo for your kokua!

THE ABOVE TOPICS ARE
COVERED IN THIS COURSE.

SELECT 'NEXT TO CONTINUE

eTime and Leave - Timekeepers

e Course Objectives
e Key Terminology
e Timekeeper Overview
e Time and Labor WorkCenter
¢ \Working with Exceptions
¢ Adjust Reported Time
e Report Rapid Time
e Report Time and Add Comments
e Need Help?
The above topics are covered in this course.
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Course Objectives
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I
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Course Objectives

|

After completing this course, you will understand the following:

= Where to find additional help and assistance
= Key Terminology

= Using the Time and Labor WorkCenter
= Using Rapid Time Entry

= Assigning a Work Schedule

= Review Reported Time Audit

= Run Timekeeper Queries

= Review Overime Requests

= Working with Exceptions

= Reporting Time and Adding Comments
= Adjusting Reported Time

Select ‘Next’ to continue.

After completing this course, you will understand the following:
¢ Where to find additional help and assistance

e Key Terminology

¢ Using the Time and Labor WorkCenter
¢ Using Rapid Time Entry

¢ Assigning a Work Schedule

e Review Reported Time Audit

¢ Review Overtime Requests

e Working with Exceptions

e Reporting Time and Adding Comments
¢ Adjusting Reported Time

August 11, 2021 Version 3 Page 5



ELHAVAI2,

Course 125 - Timekeeper

Need Help?

Need Help? S HAWAIFromerer

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-time-leave-keepers/

For further assistance, contact your departmental payroll staff in your Fiscal/ASO office.

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

e
i

Select ‘Next’ to continue. !

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

For further assistance, contact your departmental payroll staff in your Fiscal/ASO
office.

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

Key Terminology

s';?'ied E1_'I“mL°E::°‘°’ Time Reporting Code Rapid Time Entry

Hourly Employees Time Administration Reported Time
(Punch Time Entry)

Timesheet Exception Payable Time

The terms above will be
covered in this section.

Select ‘Next’ to continue.

Key Terminology

Elapsed Time Entry
Punch Time Entry
TRC

Time Administration
Timesheet Exception
Rapid Time Entry
Reported Time
Payable Time

The terms above will be covered in this section.
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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.

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

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.

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.
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Key Terminology

Rapid Time Entry

Definition:

The Rapid Time Entry page allows the Timekeeper to enter time for
employees in a fast manner and will appear on the employee’s
timesheet.

Select ‘Next’ to continue.

Rapid Time Entry

Definition:
The Rapid Time Entry page allows the Timekeeper to enter time for employees in
a fast manner and will appear on the employee’s timesheet.
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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

Time Reporting Code
(TRC)

Definition:

These codes are used to identify the type of time worked. For example, “OT -
Overtime Pay” and “NIGHT — Night Shift”. These are TRCs that employees may be
eligible to earn pay for.

A full list of TRCs is available at http://ags.hawaii.gov/hip/for-time-leave-keepers

Select ‘Next’ to continue.

TRC

Definition:

These codes are used to identify the type of time worked. For example, “OT -
Overtime Pay” and “NIGHT - Night Shift”. These are TRCs that employees may
be eligible to earn pay for.

A full list of TRCs is available at http://ags.hawaii.qgov/hip/for-time-leave-keepers
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Key Terminology

Time Administration

Definition:

Time Administration is an automated system process in HIP that runs
nightly and applies the system rules for processing the time entered.

Select ‘Next’ to continue.

Time Administration

Definition:
Time Administration is an automated system process in HIP that runs nightly and
applies the system rules for processing the time entered.
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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

Payable Time

Definition:

Time that has been validated by the HIP 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 HIP 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.

August 11, 2021 Version 3 Page 15



ELHAVAI2,

Course 125 - Timekeeper

Timekeeper Overview

Timekeeper Overview QHAWAH'

Lesson Scenario

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

We will explore a quick tour of the primary

timekeeper tools. Later in the course we will go
into depth on each topic and how to use the tools.

Select ‘Next’ to continue.

Lesson Scenario

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

We will explore a quick tour of the primary timekeeper tools. Later in the course
we will go into depth on each topic and how to use the tools
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Timekeeper Duties

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

<+ The primary function of the timekeeper is to
monitor exceptions and work with supervisors to
address unresolved exceptions.

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

They enter time on behalf of employees who do
not have access to input it on their own.

% The timekeeper also runs pre-defined queries for
auditing.

Select ‘Next’ to continue.

Timekeeper Duties

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

¢ The primary function of the timekeeper is to monitor exceptions and work with
supervisors to address unresolved exceptions.

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

¢ They enter time on behalf of employees who do not have access to input it on
their own.

e The timekeeper also, runs pre-defined queries for auditing.
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The WorkCenter

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

This page is used to
complete the timekeeper’s
main tasks — monitor
exceptions, run queries,
and to work with
supervisors to ensure
payable time and overtime
requests are approved.

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

Select ‘Next’ to continue.

The WorkCenter

The timekeeper’'s most important tool is the Time and Labor WorkCenter in HIP.
This page is used to complete the timekeeper's main tasks - monitor exceptions,
run queries, and to work with supervisors to ensure payable time and overtime
requests are approved.

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

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Time and Labor WorkCenter

Time and Labor WorkCenter QHAWAH'

Lesson Scenario

In this lesson, you will learn about the WorkCenter.

Timekeepers use the Time and Labor WorkCenter for a
variety of key functions:

Rapid Time

Assign Work Schedule

Reported Time Audit

Query Viewer and top queries
Exceptions

Timesheet and Payable Time detail
Compensatory Time Balances
Overtime Requests

Select ‘Next’ to continue.

Lesson Scenario
In this lesson, you will learn about the WorkCenter.

Timekeepers use the Time and Labor WorkCenter for a variety of key
functions:

e Rapid Time

¢ Assign Work Schedule

e Reported Time Audit

e Query Viewer and top queries

e Exceptions

e Timesheet and Payable Time detall
e Compensatory Time Balances

e Overtime Requests
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Time Keeper WorkCenter Tabs

Rapid Time Entry

Reported Time Audit

The above topics are covered in this section

Select ‘Next’ to continue.

Time Keeper WorkCenter Tabs

eRapid Time Entry

e Assign a Schedule
e Reported Time Audit
e Query Viewer

The above topics are covered in this section

August 11, 2021 Version 3 Page 21
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Report Rapid Time

Report Rapid Time g.;LHAWAH'““

Lesson Scenario

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

The Rapid Time Entry page is used by the Timekeeper
to quickly report time for a group of employees. The
Timekeeper selects employees, and then enters the TRC
(Time Reporting Code) and the quantity of hours. The
Combination Code (UAC) may also be entered on the
Rapid Time entry timesheet, as needed.

Note: Your payroll office may handle certain types of
time like Temporary Assignment pay or Workers” Comp.
Please check with them if you have questions about the
types of time you are authorized to enter.

Select ‘Next’ to continue.

Lesson Scenario
In this lesson, you will learn to use the rapid time entry page.

The Rapid Time Entry page is used by the Timekeeper to quickly report time for
a group of employees. The Timekeeper selects employees, and then enters the
TRC (Time Reporting Code) and the quantity of hours. The Combination Code
(UAC) may also be entered on the Rapid Time entry timesheet, as needed.

Note: Your payroll office may handle certain types of time like Temporary
Assignment pay or Workers’ Comp. Please check with them if you have
guestions about the types of time you are authorized to enter.
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Beneficiary Designation

S ; : Begin by navigating to the Time and Labor
Glick the drop- PN SO WorkCenter in Manager Self Service.

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

W-2/W-2c Consent

Last Pay Date 06/04/2021

Personal Details Classic Home

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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¥ Employee Self-Service

Beneficiary Designation ew W-2/W-2¢c Forms

Payroll Processing

00 Employes Self-Service

“
[mE

c‘iCk M.Mm SllfScrvleq Pay Statements
from the list of options.

B2

Last Pay Date 06/04/2021

Personal Details Classic Home

«

i

PAYROLL_HOMEPAGEN:27)

Click Manager Self Service from the list of options.
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gg;——ff,‘}j;l“ L ¥ Manager Self Service

Assign Work Schedule Time and Labor WorkCenter
i %
Manage Delegation

< Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favoriles ~ Main Menu ~

S HAWAI

Time Keeper WorkCentel %

@ Links

» Employee Se-Service

- L
I 2 Rapid Time

Exceptions Time

Time and Labor WorkCenter

Assign Work Schedule

Reported Time Auddt

ies

Comp Time Bal for All EE

ilh Reports/iProcesses

+ Reports

Report Manager

Comments related to Time

1 Click the Rapid Time link.

» Filtering Options

Exceptions (@

5 Q
Overview Details
Allow Last Name

Allow Exceptions (?)
Select All

Save

Click the Rapid Time link.

Manage Group Exceptions #& Home | Sign Out
AddTo = @
New Window Help Personalize Page
Balances OT Reguests
Demographics 1y
First Name Empl ID Rol
Deselect All

August 11, 2021 Version 3
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Favoriles ™ Main Menu » Employee Sel-Service Time and Labor WorkCenter Reapid Time ‘- Home \

Sign Out

L HAWAII™
Time Keeper WorkCente| # I.EIJ Ne ndow | Help

@ Links o \Rapid Time

Ak To ~

values
e S, S Click the double arrows above. This will close the

Rapid Time . .
panel and provide more space in the work area.

Assign Work Schedul

Reported Time Audd

Query Viewer

Session Number | = v

i Queries c i Description | begins with v

UserID | begins with v

~ICase Sensitive

-omp Time

12l Workflo - ~ g . ~ .
val Workflow Search | Clear. | Basic Search [ Save Search Criteria
EE in SRNA/EMUS with
ilp ReportsiProcesses c
Find an Existing Value Add a New Session
+ Reports

Report Manage

Click the double arrows above. This will close the panel and provide more
space in the work area.
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Favoriles ~ Main Menu ¥ » Empioyee Sel-Service Time and Labor WorkCenter Repid Time #& Home | Sign Out

L HAWAII s oo -

The Rapid Time page fills the work area.

Rapid Time

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

‘ Find an Existing Value I‘II Add a New Session It

Click the Add a New Session tab.

¥ Search Criteria

Session Number = -
Description  begins with v

UserID  begins with v

[l Case Sensitive

| Search I Clear | Basic Search EF Save Search Criteria

Find an Existing Value Add a New Session

The Rapid Time page fills the work area.

Click the Add a New Session tab.
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Favoriles ~ Main Menu ~ Empioyee Sef-Senvice Time and Labor WorkCenter Repld Time ‘ Home \ Sign Out
} \L/A [ format . 3
;g:HANA i Porta Add To
» New Wind Help € Pag
Rapid Time Process Manitor
Rapid Session Information
"Description Session Number 9999995999
“Template Type Punch Time Reporter v Session Status  Not Submitted
“Template 9 Last Updated 06/11/21 8:05:43AM
*Processing Mode  Addition ¥ User ID
Rapid Detail Information
5 Q The Rapid Time page displays. of
Delete .4 Complete the Rapid Session Information section. =
] Select ‘Next’ to continue. (=2
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(:

The Rapid Time page displays.

Complete the Rapid Session Information section.
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Main Menu ~ Empioyee Self-Service Time and Labor WorkCenter Repld Time A& Home | Sign Out

AI P ',_' Ak To ~

Rapid Time Process Monitor

Rapid Session Information

"Descripti
Click in the Description field.
“Template Type FPunch Time Reporter
“Template Q Last Updated  06/11721 8.05:43AM
' '

“Processing Mode Addition
Enter a Description for this session of up to

30 alphanumeric characters.

Rapid Detail Information

5 Q Note: It is helpful to name the description bt
something you can search for later on.
Delete “Empl ID [ J
Q 0Q 222

Add or Remove Rows

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

Select All Deselect All Delete Selected Row(:

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

Note: It is helpful to name the description something you can search for later on.

Click in the Description field.
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Favoriles ~ Main Menu ~ Employee Sef-Senvice Time and Labor WorkCenter Repid Time * Home ] Sign Out
= \ format ’
&HANA I Porta Add To
» New Window He Pe e
Rapid Time Process Menitor

Rapid Session Information

"Description | I Session Number 9999999999
“Template Type Punch Time Reporter v Session Status  Not Submitted
“Template . . LA
For this example, type ‘Test Rapid Time’ in
*Processing Mode | Addtion the Description field and press the Tab key.

Rapid Detail Information

5 Q
Delete “Empl ID Empl Record “Date
O Q oQ =2
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(:

For this example, type ‘Test Rapid Time’ in the Description field and press the
Tab key.
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Favoriles ~ Main Menu ~ Empioyee Self-Service Time and Labor WorkCenter Repld Time A& Home | Sign Out

& HAWAII gt o -

Rapid Time Process Manitor

Rapid Session Information

"Description _ Test Rapid Time Session Number 9999999999
7 — = T
“Template Type [Pum:h lime Reporter vi I Session Status  Not Submitted
“Template Q Last Updated  06/11/21 8:05:43AM

“Processing Mode Addition

Click the Template Type drop-down arrow.

Rapid Detail Information

B Q of
Delete “Empl ID Empl Record “Date
] Q 0Q 222
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row(t

Click the Template Type drop-down arrow.
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Employee Sef-Service Time and L.abor WorkCenter

Repld Time #& Home | Sign Out

AddTo ~

Rapid Time

Rapid Session Information

*Description  Test Rapid Time

“Template Type i Punch Time Reparter

*Template

Process Monitor

Session Number 9999995999

Session Status  Not Submitted

Last Updated 06/11/21 8:05:43AM

“Processing Mode = Addition D
Select Elapsed Time Reporter from the
Rapid Detail Information list of options even if you will be
= Q entering time for Punch Time 5
employees.
Delete “Empl ID
u 0Q el

Add or Remove Rows
Rows to Add 1

Select All Deselect All

Copy Down Values from Last Row

Add Row(s)

Delete Selected Row(:

Select Elapsed Time Reporter from the list of options even if you will be

entering time for Punch Time employees.

August 11, 2021 Version 3
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Favoriles ~ Main Menu ~ Employee Sef-Service Time and Labor WorkCenter Rapld Time A Home | Sign Out

SELHAWAII s MO

Select a pre-defined Template for simplified indaw! | :Help:|” -Personalize Fage
Rapid Time data entry. Process Monitor

Rapid Session Information

*Description Test Rapid Time Session Number 9999999999

“Template Type FElapsed Time Reporter v Session Status  Not Submitted
“Template || Last Updated  06/11/21 8:05:43AM
“Processing Mode = Addition - Leor 0

Click the Search icon (magnifying glass).

Rapid Detail Information

5 Q
Delete  *Empl ID RemPl Name “Date iy
] Q oQ =]
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s)
Select All Deselect All Delete Selected Row{:

’

Select a pre-defined Template for simplified data entry.

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

Template Type Elapsed Time Reporter
Rapid Time Template | begins witn ~ ||

FFCRA Data Entry

Stadium Labor Reporting

Temporary Assignment Pay

For this example, click the DEFEXHRLY link.
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Favoriles ~ Main Menu ~ Empioyee Self-Service Time and Labor WorkCenter Repld Time A& Home | Sign Out

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

@HA\'\/M i AddTo v

Rapid Time

Rapid Session Information

"Description  Test Rapid Time Session Number 9989995999
“Template Type FElapsed Time Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated 06/11/21 8:05:43AM
“Processing Mode I[ Addition 2 User ID

Rapid Detail Information
5 Q Click the Processing Mode

drop-down arrow.

Delete  “Empl ID e "Date TRC
0 Q 0Q =]
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s
[_] Increment Date
Select All Deselect All Delete Selected |

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

Click the Processing Mode drop-down arrow.
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Favoriles ~ Main Menu > Empioyee Sef-Senvice Time and Labor WorkCenter Rapid Time .- Home \ Sign Out
=7 \) ﬁ‘l AddTo ~
&HAV{A | ort
» New Window Help nalize Page

Rapid Time

Rapid Session Information *Processing Mode definitions:
"Description Test Rapid Time
Addition mode = This is the default mode for
this screen. Add a new instance of time for
“Template DEFEXHRLY that day without replacing any time
previously reported for the same day.

“Template Type FElapsed hime Reporier

*Processing Mode i Addition

Correction Correction mode = Reported time is
R regenerated and any reported time that was
submitted earlier for this active session is
deleted.

Rapid Detail Information

5 Q

Delete  “EmplID RemP! Name
Replacement mode = System replaces any
=] Q 0 time entered for the same dates in any
previous session.

Add or Remove Rows
Addition and Replacement modes are used

Rows to Add | 1 for new sessions. The Correction mode is

Select Al Desstect All used for existing sessions.

Select ‘Next’ to continue. [

*Processing Mode definitions:

Addition mode = This is the default mode for this screen. Add a new instance of
time for that day without replacing any time previously reported for the same day.

Correction mode = Reported time is regenerated and any reported time that
was submitted earlier for this active session is deleted.

Replacement mode = System replaces any time entered for the same dates in
any previous session.

Addition and Replacement modes are used for new sessions. The Correction
mode is used for existing sessions.
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Favoriles ~ Main Menu ~

S HAWAII =2

Rapid Time

Rapid Session Information
"Description
“Template Type
*Template

*Processing Mode

Rapid Detail Information

5 Q

Delete *Empl ID

Add or Remove Rows

Empioyee Self-Service

Time and Labor WorkCenter

Rapid Time

Test Rapid Time Session Number

Elapsed Time Reporier v Session Status
DEFEXHRLY Q Last Updated
i Addition vl User ID
_ Replacement it [

Click ‘Addition’ on the list of values.
Rec
Q 0oQ

Rows to Add 1

Select All

Deselect All

Click ‘Addition’ on the list of values.

Copy Down Values from Last Row

[ Increment Date

# Home | Sign Out
AddTo ~

Help

Process Mc

9969999999

Not Submitted

06/11/21 8:05:43AM

"Date TRC

Add Row(s

Delete Selected |

August 11, 2021 Version 3
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Favoriles ~ Main Menu ~ Employee Sef-Senvice Time and Labor WorkCenter Repid Time * Home ]

SELHAWAII il

New Window | Help Pers: Page

Sign Out

Rapid Time

Process Monitor

Rapid Session Information

"Description  Test Rapid Time Session Number 9999999999

“Template Type Elapsed Time Reporter v Session Status  Not Submitted

“Template DEFEXHRLY Q

Last Updated  06/11/21 8:05:43ANM
~
“Processing Mode = Addition ) .
The system displays the Session Number as 9999999999
until you save the page, at which time it automatically

Rapid Detail Information assigns a session number.
5 Q - : :
Select ‘Next’ to continue.
Delete “Empl ID \ J TRC
] Q 0Q ft=2]
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s
| Increment Date

Select All Deselect All Delete Selected |

The system displays the Session Number as 9999999999 until you save the
page, at which time it automatically assigns a session number.
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Time and Labor WorkCentar Repld Time #& Home | Sign Out

AddTo ~

Rapid Time Process M

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

*Description Test Rapid T]
employee whose time you are entering.

“Template Type Elapsed Tin

“Template DEFEXHRL]  Note: It is important to enter the employee’s information
from left to right starting with the Empl ID field. This will
ensure only time reporting codes available to the employee
appear in the TRC field.

“Processing Mode = Addition

Rapid Detail Information \ o’
5 Q
Delete “Empl ID Ri’;ﬂ Name “Date TRC
= | all oa &
Add or Remove Rows
Rov Click in the Empl ID field. Copy Down Values from Last Row Add Row(s
| Increment Date
Select All i Deselect ATl T Delete Selected |

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

Note: It is important to enter the employee’s information from left to right starting
with the Empl ID field. This will ensure only time reporting codes available to the
employee appear in the TRC field.

Click in the Empl ID field.
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Rapid Time

Rapid Session Information

"Description  Test Rapid Time Session Number 9989995999
“Template Type FElapsed Time Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated 06/11/21 8:05:43AM
*Processing Mode  Addition ¥ User ID

Rapid Detail Information

5 Q
Delete  “Empl ID RemP Name "Date TRC
- I I . 1 .
For this example, type ‘00789000’ in the

Empl ID field and press the Tab key.

Add or Remove Rows

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

[l Increment Date
Select All Deselect All Delete Selected |

For this example, type 00789000’ in the Empl ID field and press the Tab key.
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@HANA‘l Porta Add To
» New Window Hel I Page
Rapid Time i i

Rapid Session Information

"Description  Test Rapid Time Session Number 9989995999

—
7

“Template Typ
The Empl Record field defaults to ‘0".

*Templati
Empl Record - Some employees have multiple Empl Record numbers in HIP
and it is important to pick the correct one. For example employees may

have multiple jobs and this would be indicated in the system as “0”,”1","2”,
etc.

“Processing Mod

Rapid Detail Information

=
P Q Select ‘Next’ to continue.

Delete *Empl ID -

£
Record ™" ——— aad
L 00785000 Q Nan:y Doe

Add or Remove Rows

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

[l Increment Date

Select All Deselect All Delete Selected |

The Empl Record field defaults to ‘0.

Empl Record - Some employees have multiple Empl Record numbers in HIP and
it is important to pick the correct one. For example employees may have multiple
jobs and this would be indicated in the system as “07,71",”2”, etc.
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Rapid Time Proc

Rapid Session Information

"Description  Test Rapid Time Gazeinn Numbar 9963933990
's

Templat you must pick the correct number that corresponds to the employee’s job

“Ten  in your department so the system can process pay effectively
“Processing

If 0 is the only available option, then that is fine.

Rapid Detail Informatio

5 Q Select ‘Next’ to continue.

Delete  “EmplID P! Name *Date TRC

0 00789000 Q Nancy Doe

Add or Remove Rows

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

[l Increment Date
Select All Deselect All Delete Selected |

You must pick the correct number that corresponds to the employee’s job in your
department so the system can process pay effectively

If O is the only available option, then that is fine.
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;g:HANA i Porta Add To
» New
Rapid Time

Rapid Session Information

"Description  Test Rapid Time Session Number 9989995999

“Template Type FElapsed Time Reporier v Session Status  Not Submitted

“Tem s /11721 8:05:43AM
The employee’s name displays based on the Empl ID you
‘Processing entered and the Empl Record number. 1828000

: . Select ‘Next’ to continue.
Rapid Detail Information

5 Q
Delete  “Empl ID RemP! Name "Date TRC
] 00789000 Q 0Q | NancyDoe
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s
[l Increment Date
Select All Deselect All Delete Selected |

The employee’s name displays based on the Empl ID you entered and the Empl
Record number.
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Rapid Time Process Monitor

Rapid Session Information

"Description  Test Rapid Time Session Number 9993995999
“Template Type FElapsed hme Reporier s Session Status  Not Submitted
"Tompiate’ [DEFEXHRLY Q Last Updated 06/11/21 8.05:43AM

*Pr Ing Mode = Add
= Next, enter the Date, the TRC, Quantity of hours, and

Combination Code for the time you are entering for this
employee. You will learn shortly what a Combination

Rapid Detail Information
Code is used for.

B Q

Delete “Emp! ID For this example, the employee was called back to work TRC

for three hours on May 3, 2021. }

1) 00789000
Select ‘Next’ to continue.
N >
Add or Remove Rows

Rows to Add 1 Copy Down Values from Last Row Add Row{s

_J Increment Date
Select All Deselect All Delete Selected |

Next, enter the Date, the TRC, Quantity of hours, and Combination Code for
the time you are entering for this employee. You will learn shortly what a
Combination Code is used for.

For this example, the employee was called back to work for three hours on May 3,
2021.
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Rapid Time Process Monitor

Rapid Session Information

"Description  Test Rapid Time Session Number 9989995999
“Template Type FElapsed Time Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated 06/11/21 8:05:43AM
*Processing Mode  Addition ¥ User ID

Rapid Detail Information

5 Q
Delete  “Empl ID RemP! Name "Date TRC
Ll 00785000 Q 0¢ Nancy Doe
Add or Remove Rows
I Copy Down Click the Calendar icon. —
Ll Increment D3
Select All Deselect All Delete Selected |

Click the Calendar icon.
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Sign Out

Rapid Time

Rapid Session Information

"Description  Test Rapid Time Session Number 9989995999

“Template Type FElapsed Time Reporter v Session Status  Not Submitted
“Template  DEFEXHRLY Q Last Updated  06/11/21 8.05:43AM
*Processing Mode  Addition ¥ User ID
Calendar
Rapid Detail Information May v|fa021 v
5 Q
S M-T W T F S
Delete  *EmplID Empl pome 1 | e

L 5 6 7 8

L 00789000 Q Click 3’ to select 5/3/2021 ]
x g 10 11 12 13 14 15

as the date.
16 17 18 19 20 21 22

Add or Remove Rows

23 24 25 28 27 28 29
Rows to Add 1 Copy Down Values ff 30 31 Row(s
Ll Increment Date

Select All Deselect All ) Current Date . flected |

Click ‘3’ to select 5/3/2021 as the date.
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Session Number 9999999999

r ~
Session Status

Select the appropriate Time Reporting Code for the

Last Updated hours you are entering.

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

*Date TRC Quantity Combination Code Select Combo Code

05/02/2021 [i2] v Select Combo Code

»sfrom Lastl Click the TRC drop-down arrow.

T T TTeTIROYST T

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

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

Click the TRC drop-down arrow.
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$§5L Wi

» New Window Help Pe ize Page

CTFTA - Adjust Take Comp (Federal) «
CTFTF - FMLA Take Comp Time (Federal)
CTFTK - Take Comp Time (Federal)

Session Number 9999999999 CTZEA - Adjust Earn Comp Time (State)
CTZPY - Pay Comp Time (State)
Session Status  Not Submitted CTZRG - Eam Comp Time (State)

CTZTA - Adjust Take Comp Time (State)
Last Updated 06/11/21 8:05:43AM | CTZTF - FMLA Take Comp Time (State)
CTZTK - Take Comp Time (State)

User ID EFMLE - Expanded Family & Medical Leav
EPSL1 - Emergency Paid Sick Leave
EPSL2 - Emergency Paid Sick Leave(2/3)
HZD15 - Hazard Pay Severe

HZD25 - Hazard Pay Most Severe

MEAL" - Meal - Breakfast

MEALZ - Meal - Lunch

*Date Select Combo Code

Click ‘NIGHT’ from the list

051022021 2] of options. Select Combo Code

»s from Last Row Add Row(s)

Delete Selected Row(s)

Click ‘NIGHT’ from the list of options.
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Session Number 9999999999

Session Status  Not Submitted

Last Updated _06/11/21 8.05.43AM

UserlD}  Most TRCs are set up to accept hours as input. There are a few TRCs,
such as Uniform Pay, that accept an amount as the input.

*Date TRC Quantity Combination Code Select Combo Code

05/02/2021 [ | NIGHT- ~ |I il Select Combo Code

4

»s from Last Row Click in Quantity field.

Most TRCs are set up to accept hours as input. There are a few TRCs, such as
Uniform Pay, that accept an amount as the input.

Click in Quantity field.
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Session Number 9999999999

Session Status  Not Submitted

Last Updated 06/11/21 8.05:43AM

User ID
*Date TRC Quantity Combination Code Select Combo Code
05022021 [ | NIGHT- ~ : Select Combo Code
ol
»s from Last Row Type ‘8’ in the Quantity field

and press the Tab key.

Type ‘8’ in the Quantity field and press the Tab key.
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Session Number 9999999999

Session Status  Not Submitted

Last Updated 06/11/21 8.05:43AM

User ID
Next, you will view or select a Combo Code (UAC).
*Date TRC Quantity Combination Code Select Combo Code
05/02/2021 [ | NIGHT- ~ 8 Select Combo Code

Click the scroll bar to move to the
right of the page. -

' — i

Next, you will view or select a Combo Code (UAC).

Click the scroll bar to move to the right of the page.
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Why is it necessary to enter a Combination Code on the timesheet?

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

What if the Combination Code is not entered?

If the combination code field is blank, the time will be charged to the UAC that is set-
up for the employee by HR in HIP (the UAC on the EPAR).

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

Select ‘Next’ to continue.

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

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

What if the Combination Code is not entered?

If the combination code field is blank, the time will be charged to the UAC that is
set up for the employee by HR in HIP (the UAC on the EPAR). .

If necessary, timekeepers can adjust employees’ timesheets to enter a missing
combination code or to make an adjustment if the value in this field is incorrect.
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Quantity Combination Code Select Combo Code Comments
"" Select ComboCode | |

Click the Select Combo Code button.

Click the Select Combo Code button.
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ChartField Common Component

ChartField Details

Search Options

Combination Code ®) Combination Codes

The Combination Code field and ChartField Detail
section displays the default UAC. The default UAC is set
up for the employee on the HR record in Job Data (like
ChartField Detail the UAC on the EPAR).

Payroll Number Later in this course you will learn how to change the
combination code so that it charges to a different UAC
z99 Q| is from the default setup in HIP by HR.

Select ‘Next’ to continue.

The Combination Code field and ChartField Detail section displays the default
UAC. The default UAC is set up for the employee on the HR record in Job Data
(like the UAC on the EPAR).

Later in this course you will learn how to change the combination code so that it
charges to a different UAC from the default setup in HIP by HR.
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ChartField Details

Search Options

CansbinatioaCad ®) Combination Codes.

In this example, you will use the default Combination Code and
ChartField Detail.

ChartField Detail

Payroll Number Fiscal Year Subdivis

Q00

In this example, you will use the default Combination Code and ChartField Detalil.

Click OK
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{ Notice the Combination Code field has been populated with the default code. ]

Quantity jCombination Code Select Combo Code Comments
8.00000C  § 000111 Select Combo Code
Click the scroll bar
r - i 1 b

Notice the Combination Code field has been populated with the default code.

Click the scroll bar
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» New Window Help Personalize Page -
Rapid Time Process Monitor

Rapid Session Information
“Description  Test Rapid Time Session Number 9999995999

“Template Type Elapsed lime Reporter v Session Status  Not Submitted

“Template DEFEXHRLY Q LastUpdated 08/11/21 8:05:43AM

“Processing Mo ( b
Use the Add or Remove Rows section to add additional time
entries for this employee or other employees.

Rapid Detail Information

5 Q For this example, Nancy Doe also worked NIGHT on 5/5/2021.
Lol I Select ‘Next’ to continue. TRC
n 00789000 o U TN e vsmEPe21 [  NIC
Add or Remove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s{

_| Increment Date
Select All Deselect All Delete Selected

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

For this example, Nancy Doe was also worked NIGHT on 5/5/2021.
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@HANA i 't Add To
» New Window Help Personalize Page
Rapid Time
Rapid Session Information
“Description  Test Rapid Time Session Number 9999995999
“Template Type Elapsed lime Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q LastUpdated 08/11/21 8:05:43AM
“Processing Mode Addition " User ID
Rapid Detail Information : 250
For this example, add one additional row.
5 Q
5 Empl x
Delete Empl ID Record Name Date TRC
) 00789000 Q 0Q | Nancy Doe 05/02/2021 ] | NIC

Double-click the number ‘1" in
Add or Remove Rows the Rows to Add field.

Rows to Add @ jast Row Add Row(s

T'Increment Date
Select All Deselect All Delete Selected F

For this example, add one additional row.

Double-click the number ‘1’ in the Rows to Add field.
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» New Window Help & e Page
ne Process Manitor

sion Information

“Description  Test Rapid Time Session Number 9999959999

“Template Type Elapsed Time Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated 06/11/21 8:05:42AM
“Processing Mode = Additicn o User ID

| Information

“Empl ID Rm Name *Date TRC
00789000 Q 0Q  NancyDoo 0510312021 (]| NIGHT- ~
00788000 Q 0Q  Nancy Doe 05032021 ] NIGHT- v
nove Rows Type ‘1’ in the Rows to Add field
T T and press the Tab key. Row Add Row(s)
Selant All Necalact All T Nelate Selantad Rowl<) ¥

¢ »

Type ‘1’ in the Rows to Add field and press the Tab key.
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» New Window Help Personalize Page -
Rapid Time Process Monitor

Rapid Session Information

“Description  Test Rapid Time Session Number 9999995999

“Template Type Elapsed lime Reporter v Session Status  Not Submitted

“Template DEFEXHRLY Q LastUpdated 08/11/21 8:05:43AM

“Processing Mode Addition " User ID

If most of the fields from the previous row have the same values
as the row you are adding, make sure the Copy Down Values
from Last Row box is checked.

Rapid Detail Informatio

5 Q

Delete “Empl ID Select ‘Next’ to continue. TRC

n 00789000 Q 0Q | NancyDoe 05/02/2021 [i] | NIC

Add or Remove Rows

Rows to Add 1 I Copy Down Values from Last Rowl Add Row(s

_I'Increment Date
Select All Deselect All Delete Selected F

If most of the fields from the previous row have the same values as the row you
are adding, make sure the Copy Down Values from Last Row box is checked.
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» New Window Help Personalize Page
Rapid Time Process Monitor

Rapid Session Information

“Description  Test Rapid Time Session Number 9999995999
“Template Type Elapsed lime Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated 08/11/21 8:05:43AM
“Processing Mode Addition " User ID

Rapid Detail Information

5 Q
Delete  *EmplID Rl Name “Date TRC
L] 00789000 Q 0Q | Nancy Doe
Click the Add Row(s) button.
Add or Remove Rows
Roiws to Add 1 Copy Down Values from Last Ro
_| Increment Date
Select All Deselect All Delete Selected F

Click the Add Row(s) button.
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®

Favoriles ~

@HAWM i AddTo v

New Window Help

ne Process Manitor
sion Information
"Description | Test Rapid Time Session Number 9999959999
“Template Type Elapsed Time Reporter v Session Status  Not Submitted

For this example, the Empl ID, Empl Record, TRC, and Quantity remain the same. You

“Pr
only need to change the Date to May 3, 2021.

| Inf Select ‘Next’ to continue.

*Empl ID Rm Name *Date TRC

00789000 Q 0Q  NancyDoo 0510312021 (]| NIGHT- ~

00789000 Q 0Q  Nancy Doe v
nove Rows

Rows to Add 1 Copy Down Values from Last Row Add Row(s)
_1 Increment Date
Selact All Necaleact All Nelata Selanted Rowl<) ¥
»

For this example, the Empl ID, Empl Record, TRC, and Quantity remain the
same. You only need to change the Date to May 3, 2021.
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sion Information

"Description | Test Rapid Time Session Number 9999999999
“Template Type Elapsed Time Reporter v Session Status  Not Submitted
“Template DEFEXHRLY Q Last Updated 06/11/21 8:05:42AM
“Processing Mode = Addition o User D

| Information

- Empl

Empl ID Record Name Click the Calendar icon.

00785000 Q pQ  Nancy Doe <
00789000 Q 0Q  NancyDoe v

nove Rows
Rows to Add 1 Copy Down Values from Last Row Add Row(s)
_] Increment Date
Selact All Necalact All Nelata Selanted Rowl<) !

¢ »

Click the Calendar icon.
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Empioyee Sel-Service

sion Information

"Description  Test Rapid Time

“Template Type Elapsed Time Reporter

“Template DEFEXHRLY
“Processing Mode = Additicn
| Information
“Empl ID Rm Name
00789000 Q 0Q  Nancy Doe
00789000 Q 0Q  Nancy Doe
nove Rows
Rows to Add 1
Selant All Necalect All

Time and Labor WorkCenter

Repld Time

A& Home |

Sign Out

®

Ak To ~

Session Number 9599959999

Session Status Not Submitted

Click ‘5’ to select 5/5/21 as the date.

Q Last Updated  08/11/21 8:05:43AM
% User ID
Calendar
May v 2021 v
S M T ‘W T F S
1
Clicle (82 78
Click ‘5’ to select 5/5/21 b
as the date. = 7 e
18 19 20 21 22 |
23 24 25 28 27 28 29
30 3
Copy Down Values from Last Row || « Current Dats '
_] Increment Date
Nelata Selanted Rowl<) !
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n Process Maonitor

sion Information

"Description

“Template Type

Test Rapid Time

Elapsed Time Reporter

Session Number

Session Status

9599999999

Not Submitted

“Template | DEFEXHRLY Last Updated  06/11/21 8:05:43AM
“Processing Mode = Additicn o User ID
| Information
“Empl ID Rm Name *Date TRC
00789000 Q 0Q  Nancy Doe 0510312021 ]| NIGHT- ~
00789000 Q 0Q  Nancy Doe 05105/2021 ]| NIGHT- ~
Click below the seroll bar to move
nove Rows j . )
to the bottom of the page.
Rows to Add 1 Copy Down
_1 Increment Da
Selact All Necaleact All Nelata Selanted Rowl<) ¥

¢ »

Click below the scroll bar to move to the bottom of the page.
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“Template | DEFEXHRLY Qa Last Updated  06/11/21 805 43AM

*Processing Mode | Addition X User ID

1il Information

“Empl ID RemP! Name *Date TRC
00789000 Q 0Q | Nancy Doe 05/02/2021 [F] | NIGHT- v
00789000 Q 0Q | NancyDoe 05/052021 [i] | NIGHT- ~

emove Rows

Rows to Add 1 Copy Down Values from Last Row Add Row(s)
[l Increment Date
Select All Deselect All Delete Selected Row(s)
Save Submit I
Click the Submit button.

Click the Submit button.
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Reported Time entered in this session will be added (13504 10092)

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

If you meant to Add Reported Time using this session, select the OK button.

After reading the submission message, to confirm your intended task,

click the OK button to continue with the submission process.
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The session has just been submitted to Reported Time. (13504 40}

You will not be able to edit this session until it has completed processing. To
edit re-enter this page

If the session remains locked for an unusual amount of time, check the

pracess momitor for more details. The process name is TL_RAPIDTIME

Click the OK button to the processing message.
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> New Window | Hel I Page
Rapid Time Process

>

Rapid Session Information

Description Test Rapid Time Session Number 22072
Template Type Elapsed Time Reporter Session Status  Submitted to Time Admin |
Template DEFEXHRLY Last Updated 06/11/21 8:34:22AM
-
During validation, the system checks all the time reporting code and task data you have
entered for the session. It also verifies that the status of each employee is Active.
Ra
! Transactions appear on the Manage Exceptions pages for the timekeeper’s review if they
require further attention. For example, overtime will become an exception if not pre-
approved. 7
HT
All time transactions are converted to reported time, whether exceptions are created or not. ?’é‘
3 - . . iyl T
For those reported time entries that have related exceptions, the time can be verified or edy
corrected in the timesheet. i
A Select ‘Next’ to continue.
™~ TOWS W ™ow A ”
Increment Date

Select All Deselect All Delete Selected | ~
»

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

Transactions appear on the Manage Exceptions pages for the timekeeper’s
review if they require further attention. For example, overtime will become an
exception if not pre-approved.

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

For those reported time entries that have related exceptions, the time can be
corrected in the timesheet.
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S HAWAII e
»

If necessary, resolve exceptions so
the approver can approve the time.

Later in the course you will learn
on TestRapid Time Sessi

how to do that.
pe Elapsed Time Reporter Ses
ite DEFEXHRLY L3 4 - >
. Select ‘Next’ to continue.
de Addition L y
Empl
Record Name Date TRC Quantity
NIGHT -
0 Nancy Doe 05/02/2021 Scheduled 8.000000
Night Shift
NIGHT -
0 Nancy Doe 05/05/2021 Scheduled 8.0D0000
Night Shift
to Add Copy Down Values from Last Row Add Row(s)
Increment Date
Deselect All Delete Selected Rowis) 1

If necessary, resolve exceptions so the approver can approve the time.

Later in the course you will learn how to do that.
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Main Menu ~ Empioyee Self-Service Time and Labor WorkCenter Repld Time A& Home | Sign Out

@HA\NAW & f' ta AddTo ~ @

>

rocess Monitor
f N

1 All entries made on the Rapid Time Entry page are posted to the employees’
timesheets. From the timesheet, supervisors need to approve when

1\ Test Rapid Tim : : : :
o9 R applicable, and then the time entries are posted to Payroll for processing.

pe Elapsed Time Rg

e DEFEXHRLY )
Select ‘Next’ to continue.

de Addition
N v,
Empl
Record Name Date TRC Quantity
NIGHT -
0 Nancy Doe 05/02/2021 Scheduled 8.000000
Night Shift
NIGHT -
0 Nancy Doe 05/05/2021 Scheduled 8.000000
Night Shift
to Add Copy Down Values from Last Row Add Row(s)

Increment Date
Deselect All Delete Selected Rowis)

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

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Update Employee Work Schedule Sl HAWA][Fromeser

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. Schedules are not used to track
attendance.

Every new hire will be given a default M-F 8 hours a
day schedule.

Supervisors and Timekeepers have access to make
schedule changes.

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 their non-scheduled hours in the leave request.
Schedules are not used to track attendance.

Every new hire will be given a default M-F 8 hours a day schedule.

Supervisors and Timekeepers have access to make schedule changes.
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¥ Employee Self-Servic

Click the drop-down arrow.
s

To assign a schedule, 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
Time select it from the list of options.

N——

W-2/W-2c Consent

Personal Details

Last Pay Date 06/04/2021

Classic Home

@,

To assign a schedule, 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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v Employee Self-Service

Beneficiary Designation Employee Seif-Service lew W-2/W-2¢ Forms

from the list of options.

Last Pay Date 06/04/2021

Personal Details Classic Home

poy

javascriptlpSwpeTeTabFromDO(%2THRMS EMPLOYEEHC FR_MGR _SELF_SERVICE_FLU_GBL%27)

Click Manager Self Service from the list of options.
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gg;——ff,‘}j;l“ L ¥ Manager Self Service

Assign Work Schedule Time and Labor WorkCenter r
i %
Manage Delegation

4 Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favoriles ~ Main Menu ~ » Employee Sel-Service Time and Labor WorkCenter Manage Group Exceptions ‘ Home \ Sign Out

A fe ) -

I‘\VVA . Hi i
Time KeeperWorkCentel * New Window Help Personalize Page
@ Links C Exceptions Time Balances OT Reguests
= Other Tasks

Rapid Time Click the "Assign Work Schedule’ link.

........ » Filtering Options
i Queries C
) Exceptions (@
Time Keeper Queries
2 Comments related to Time F Q
Comp Time Bal for All EE T
Overview Details Demographics 1y
Current Delegations Query
Approval Workfiow Allow Last Name First Name Empl ID Rol
¥08 with
ilk ReportsiProcesses c =
+ Reports
A Rept Managet Allow Exceptions (7
Select All Deselect All
Save

Click the ‘Assign Work Schedule’ link.
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Main Menu ~ Manager Self Service Assign Work Schedule * Home Sign Out

QHA\'\/A [ AddTo ~

Assign Work Schedule

Enter any information you have and click Search Leave fields blank for a list of 2l values
Find an Existing Value

¥ Search Criteria

EmplID  begins with v

Empl Record = .
i it i Click in the Empl ID field.
Name begins with v
Type ‘00001234’ in the Empl
LastName begmns with v ID field then press the ‘Tab’
key to continue.
Business Unit  begins with v :

Department begins with v

Organizational Relationship = v v

®Include History [|Correct History " 1Case Sensitive

‘ Search ’ Clear | Basic Search B 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 Self Service Assign Work Schedule #& Home Sign Out

SELHAWAII3 o -

Assign Work Schedule

Enter any information you have and click Search Leave fields blank for a list of 2l values
Find an Existing Value
~ Search Criteria
Empl ID  begins with ~+ | 00001234
Empl Record = v
Name begins with v

LastName begmns with v

<

Business Unit  begins with

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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Assign Work Schedule

Josh Doe Employee 1D

Fmployment Record

Assign Schedules 7}

-1 v | View All

n Q
Primary Schedule AMemate Schedule | II»
*Effective Date *Assignment Method Schedule Group Schedule 1D Description Show Schedule
03152021 £ Select Predefined Scheduie v SOH Q MTUNTHFS Q' MonFns Show Schedule —

history of Schedule Assignments, including default changes

Return 10 Search Refreah Update/Display o 5
Click the ‘Add (+)’ icon.

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

AdiTa w (E'

Novtar

Assign Work Schedule
Josh Doe Employee 1D

Account Clerk I} Employment Record 0

Assign Schedules @)

m Q 1 w | View All
Primary Schedule AMemate Scheduls | I
*Effective Date “Assignment Method Schedule Group  Schedule ID Description Show Schedule
05182021 =] Select Predefned Schedue b SOH Q MTUNTHFS Q| MonFnB Show Schedule + —
p1s2021 BE Seledt Predefined Schadue v SOH Q MTUWTHFS Q' MonFid Show Schedule + —
P View history of Schedule Assignments, including default changes
| Save Return 1o Search Refresh Update/Disphay 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

Mansger SaF Secren
-
v ®
Novtar

Assign Work Schedule

Josh Doe Employee
Account Clerk I} Employment Re 0
Assign Schedules @)

m Q w | View Al

Primary Schedule AMemate Schedule | Iy

*Effective Date *Assignment Method Schedule Group  Schedule 1D Description Show Schedule

05182021 f) Select Predetnad Scheduie v SOH Q | MTUNTHFS -

031152021 F Seledt Predefined Schodue W SOH Q MTUNTHFS Show Schedule + -

» View history of Schedule Assignments, including defaulr chang 3

| save Return 10 Search Refresh Click the Search icon. Inciude History Corroct History

Click the Search icon.
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Look Up Schedule ID

setin STATE
sehodule ID | begins with v |

Descoption | begns with v |

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

21_PLATOON_BLUE  Ekie Piatoon 2021 Schedule
21 PLATOON GREEN Gresn Pisocn 2021 Schedule
21_PLATOON_RED  Red Flatoon 2021 Schedule
F10.5 Fnics
F3 Fii g

Fri-Sat12
FSAS Fr-Sal &
MI2THAFSA12 Mon 12Tha A/Fri-Sal 12
MI2TUSFSAY2 Moa 12/Tu 4Fn-Sat 12

MI2TUATHF12 Ko 12/Tu &The-F 12

MI2TU4THSALZ Mon 12/Tue 4Thu'Fri 12

MI2TU4WF 12

MIZTUIWTHIZ Mon 12/Tus d/ved-
MIZV4FSAI2 Mon 12AVed 4F-S4
MIXVETHF 12 Mon 12A%ed 4Thu-H

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

Click the ‘M3TUTHS8.5’ link.
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Manager Sef Servee Annign Work Schedle # Home | SignOut

Assign Work Schedule

Josh Doe Employee 1D
Account Clerk [ Employment Record 0

Achons

assun scnd - Review that the correct schedule has been selected. You may click Show

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

+
I

h - L
05182021 =) Select Predetned Schedule v SOH Q AMITUTHE S Q| Mon3TueThus s Ehow Scheduly

031152021 F Seledt Predefined Schodue v SOH Q MTUNTHFS [« MEETNNTFA 4_—“_;"-“%. -

P View history of Schedule Assignments, including default changes diCk the 'Show scb.dul" Iink-
| Save Return 10 Search Refresh

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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The detailed Schedule Calendar page enables you to select a date or
navigate to the desired period.
Select ‘Next’ to continue.

Workgroup BLOIEX

Ex HouryiSalanee BU 03

From Date 05182021 Load Calendar
Schedule Calendar
5 Q
Shift Time Configurable Tolals 1

Day Date Workday ID
Tuesday 05182021

Wednesday 05/19/2021

Thursday 052012021

Friday 052172021

Saburday 0572272021

Sunday 0572372021

Monday 0572472021

Cancel Refresh

Previous Period Next Pariod
Shirtio Sched Hrs Shift Detail
&850 Shift Detan
850 Shift Detail
3.00 Shift Desall

x
1o
e Page

The detailed Schedule Calendar page enables you to select a date or navigate

to the desired period.
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Schedule Calendar x

Employee ID
Employment Record Nk 0

Schedule Group  SOM State of Hawan
Schedule ID M3TUTHB.S Mon 3TueThu 8.5
Workgroup  BUOIEX Ex HourlyiSalanee BU 03
From Date 051182021 fal Load Calendar Previous Period Next Period
Schedule Calendar
5 Q 1-70i7 v
Shift Time Configurable Tolals 1
Day Date Wiorkday ID Shirtio Sched Hrg Shift Detail
Tuesday 05182021 &850 Shitt Detan
Wednesday 05/19/2021
Thursday 052002021 850 Shift Detail
Frid 0512172021
1
1
052472021 3.00 Shift Detall
— neel . Refresh

Click ‘OK’.
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Manager Sef Servee # Home | SignOut

©)]
Navtar

Assign Work Schedule

Josh Doe Employee

Account Clerk I Employment Res

Assign Schedules @)

H Q 1 - | Viewal
Primary Schedule AMemate Schedule | Iy
*Effective Date *Assignment Method Schedule Group  Schedule 1D Description Show Schedule
05182021 =) Seiect Predetned Scheduie v SOH Q MITUTHE S Q ' Mon3TueThus s -
o1s2021 BE Seledt Predefined Schadue v SOH Q MTUWTHFS Q' MonFiid Show Schedule + —

tory of Schedule Assignments, including default changes

Return 1o Search Refresh Update/Display Inchude History Correct 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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Reported Time Audit

Reported Time Audit QHAWAH'

Lesson Scenario

In this lesson, you will learn to use the Reported
Time Audit page.

The Reported Time Audit page is helpful for
research and audit of timesheet transactions. You
can view the status and history of a transaction
including the Reported Status, User ID of who
submitted it and related combo code.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to use the Reported Time Audit page.

The Reported Time Audit page is helpful for research and audit of timesheet
transactions. You can view the status and history of a transaction including the
Reported Status, User ID of who submitted it and related combo code.
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When do Timekeepers use Reported Time Audit?

Timekeepers have access to help employees and supervisors input time transactions.
Timekeepers also support supervisors and employees with research and audit of time
transactions.

The Reported Time Audit page is something that Timekeepers use to help research or
review the Reported Status, History and UAC for time transactions.

It is recommended to use this screen when the need arises to review details of time

transactions.

Select ‘Next’ to continue.

When do Timekeepers use Reported Time Audit?

Timekeepers have access to help employees and supervisors input time
transactions. Timekeepers also support supervisors and employees with
research and audit of time transactions.

The Reported Time Audit page is something that Timekeepers use to help
research or review the Reported Status, History and UAC for time transactions.

It is recommended to use this screen when the need arises to review details of
time transactions.
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¥ Employee Self-Servic

Click the drop-down arrow.
s

To research time transactions, 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
Time select it from the list of options.

N——

W-2/W-2c Consent

Personal Details

Last Pay Date 06/04/2021

Classic Home

poy

To research time transactions, 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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v Employee Self-Service

Beneficiary Designation Employee Seif-Service lew W-2/W-2¢ Forms

from the list of options.

Last Pay Date 06/04/2021

Personal Details Classic Home

poy

javascriptlpSwpeTeTabFromDO(%2THRMS EMPLOYEEHC FR_MGR _SELF_SERVICE_FLU_GBL%27)

Click Manager Self Service from the list of options.
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gg;——ff,‘}j;l“ L ¥ Manager Self Service

Assign Work Schedule Time and Labor WorkCenter r
i %
Manage Delegation

4 Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favoriles ~ Main Menu ~ » Empioyee Self-Service Time and Labor WorkCenter Manage Group Exceptions # Home | Sign Out

S HAWAII v~ @

Time Keeper WorkCente % hew Yeindow: | Rele: | -Feroeaize Tage
@ Links (o 2 Exceptions Time Balances OT Reguests
= Other Tasks
. » ]
= Click the ‘Reported Time Audit’ link.
n Work Schedule
........ » Filtering Options
[ Queries (&4
) Exceptions (@
Time Keeper Queries
2 Comments related to Time % Q
Comp Time Bal for All EE r
- Overview Details Demographics 1y
Allow Last Name First Name Empl ID Rol

ilk ReportsiProcesses c

+ Reports
A Rept Managet Allow Exceptions (?)

Select All Deselect All

Save

Click the ‘Reported Time Audit’ link.
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Favoriles ~ Main Menu ~ » Manager Seif Sarvice Time and Labor WorkCenter Repartad Time Audit # Home | Sign Out

Click the ‘<<’ arrow to expand the work area. e

Time Keeper WorkCenter #0 « || o ) hewvindow
R Liiiks o Reported Time Audit
Enter any information you have and chick Search Leave helds blank for a ist of all values
= Other Tasks
2 Rapid Time Find an Existing Value
Assign Work Schedule

Reported Time Audd v Search Criteria

EmplID  begins with v

@ Queries e i Empl Record = v

Time Keeper Queries Name begins with v

amments related to Time

\ Search | Clear | Basic Search @ Save Search Criteria

il Reports/Processes c
Reports
Report Manager

Click the ‘<<’ arrow to expand the work area.
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Favoriles ~ Main Menu ~ »  Manager Seif Service Time and Labor WorkCenter Repartad Time Audit ‘ Home \ Sign Out
\ e
AL HAWAI s .
One way to search is by using the Employee Selection feature.
Reported Time Audit Note: It is important to select the correct Empl Record
Enter any information you have and click Search | @ssociated with the employee’s position to retrieve the desired
data.
Find an Existing Value
¥ Search Criteria
Empl ID | begins with v
Bt Rusons |12 = Click in the Empl ID field.
Name | begins with v Type ‘00789000’ in the Empl
ID field then press the ‘Tab’
key to continue.
‘ Search ‘ Clear | Basic Search B Save Search Criteria

One way to search is by using the Employee Selection feature.

Note: It is important to select the correct Empl Record associated with the
employee’s position to retrieve the desired data.

Click in the Empl ID field.

Type ‘00789000’ in the Empl ID field then press the ‘Tab’ key to continue.
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out

@HA\'\/M i AddTo ~

Reported Time Audit

Enter any information you have and click Search. Leave fields blank for a ist of all values
Find an Existing Value
¥ Search Criteria
Empl ID | beginswith v 00789000
Empl Record | = v

Name | begins with v

3
Clear | Basic Search I Save Search Criteria

Click the ‘Search’ button.

Click the ‘Search’ button.
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out

e HAWAI ®

The Reported Time Audit page will default to the current week view.

ize Page

Reported Time Audit

Nancy Doe Employee ID 00789000

Employment Record (

“StartDate 061042021 || Lz
‘End Date (061172021 [z [\ IS Get Rowe
Time Information Click the ‘Start Date’
5 Q Calendar icon.
Overview Time Reporting
Date g;“dine”m"g Punch Type Punch Date Time Quantity Reported Status St

0.00

Retumn to Search Notify

The Reported Time Audit page will default to the current week view.

Click the ‘Start Date’ Calendar icon.
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Favoriles ~ Main Menu > Manager Self Service Time and Labor WorkCenter Reparted Time Audit

#& Home | Sign Out

W& HAWAI s~ D

Help Personzlize Page

Reported Time Audit

Nancy Doe Employee ID 00789000
Visitor Inf Prgm Asst I

af Employment Record (
Adions~ T
“Start Date |06/04/2021 (=]
*End Date |06/11/2021 Calendar
May v 2021 v
Time Information
S M T W T F _S
5 Q
Overview ImeRepottingl 2 3|4 5 6 7 8 Click on 'MIV 1’ button.
Time Reporting] ¢ 10 11 12 13 14 15 .
Date Code h Date e 1o St
6 17 18 19 20 21 22
23 24 25 26 21 28 29 0.00
30 3
Retumn to Search Notify )
:_ Current Date

Click on ‘May 1’ button.
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Repartad Time Audit #& Home | Sign Out

Ak To ~

Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter
= WA | nfer

WL HAWAI
Reported Time Audit
Nancy Doe
Visitor Inf Pram Asst |1 8
prnRis Click the ’End Date’

calendar icon.

“Start Date |05/01/2021 |

*End Date |06/11/2021 ‘ Get Rows ]

Time Information

5 Q
Overview Time Reporting Elements i
Date g;“dine‘“’m"g Punch Type Punch Date Time

Retumn to Search Notify

Click the ‘End Date’ calendar icon.

Employee ID 00785000

Employment Record (

Quantity Reported Status St

0.00
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out

HAWAII™ % AddTo ~

Reported Time Audit
Nancy Doe Employee ID 00739000
Visitor Inf Prgm Asst || Employment Record (

Actions~

“Start Date |05/01/2021 |

*End Date |06/11/2021 =] | GetRows |
Calendar
Time Information May v|l2021 ~
5 Q

SLM IT N 5
Overview Time Reporting 1
TmeReportingl 2 3 4 5§ 8 7 @8

Date Code 1 Date s St

9 10|11|12 13 14

’ Click on ‘May 15’
16 17 18 19 20 21 22

Retumn to Search Notify

4 Current Date y

Click on ‘May 15’
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out
\ \ for A =
@:HANA t Add To
» vew Window | Help ersonalize Page
Reported Time Audit
Nancy Doe Employee ID 00789000
Visitor Inf Prgm Asst |l Employment Record (

Actions~

*Start Date |05/01/2021 |
i

“End Date [05/152021 mﬂ
Time Information
5 Q
Click on "Get Rows’.
Overview Time Reporting Elements i
Date E;“;Re”m"g Punch Type Punch Date Time Quantity Reported Status St

0.00

Retumn to Search Notify

Click on ‘Get Rows’.
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out

@HAWM i AddTo v

Reported Time Audit

Nancy Doe Employee ID 00789000
Visitor Inf Prgm Asst |l Employment Record 0

Actions~ f

= Exception time that was reported during May 1 - 15 will

“Start Date | 05/01/2021
appear in the Time Information section below.

“End Date |05/15/2021 [zl ‘ gﬂ.j

Time Information

Select ‘Next’ to continue.

5 Q X
Overview Time Reporting Elements Task Reporting Elements ]2
Da Time Reporting
te Code Punch Type Quantity Reported Status History Statu
05/03/2021 NIGHT Elapsed 200 Submitled Hislory Curee
05/05/2021 NIGHT Elapsed 800 Submitted fistory Curre
Return to Search Notify

Exception time that was reported during May 1 - 15 will appear in the Time
Information section below.
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Favoriles ~ Main Menu Manager Self Service

AL HAWAIIss

Reported Time Audit

Nancy Doe
Visitor Inf Pragm Asst ||

Time and Labor WorkCenter

A& Home |

Ak To ~

Reparted Time Audit

Employee ID 00789000

Employment Record 0

Sign Out

Actions~
- N
*Start Date |05/01/2021 (=] ) : :
Note: Night differential was reported on May 3 and 5.
*En 5715/ T . - . .
End Dat; (05152021 ) GetRd  Reported Status indicates that it was submitted, but not
approved.
Time Information
5 Q Select ‘Next’ to continue.
Overview Time Reporting Elements Task R ' J
Date g:’dinem'ﬁng Punch Type Quantity Reported Status History Statu
05/03/2021 NIGHT Elapsed 200 Submitled Hisle Curee
05/05/2021 NIGHT Elapsed 800 Submitted fistory Curre

Return to Search Notify

Note: Night differential was reported on May 3 and 5. Reported Status indicates

that it was submitted, but not approved.
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out
+ \} /A || format
? AddTo ~
S HAWAII
» New Window

Reported Time Audit

Nancy Doe Employee ID 00789000

Employment Record 0

Actions~

*Start Date |05/01/2021 |

“End Date |05/15/2021 [zl ‘ Get Rows

Time Information

5 Q
Overview Time Reporting Elements Task Reporting Elements ]2
Da Time Reporting
te Code Punch Type Quantity Reported Status History Statu
05/03/2021 NIGHT Elapsed 200 Submilled uree
05/05/2021 NIGHT Elapsed 800 Submitted /I fistory Curre
faturn o Seanch Mottty To research what happened, click

on the ‘History’ hyperlink.

To research what happened, click on the ‘History’ hyperlink.
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Main Menu Manager Self Service Time and Labor WorkCenter Reparted Time Audit .. Home \

S HAWAII e o

Sign Out

>

Reported Time Audit b
History The History page shows the history of the trasaction. In
this example, the night shift entry was input by the

timekeeper’s Audit User ID. The transaction is awaiting
Ti'/i"‘_n,;r‘:':"'urgmﬁss‘w supervisor approval as we note below Reported Status
N shows ‘Submitted’.

Nancy Doe

Reported Time History

m Q
Overview Time Reporting Elements Task Reporting Elements {13
00055000
Time
Action Audit User ID  Audit Date/Time Date Reporting Quantity Reported Status
Code
Add 00883000 06/11/2021 8:34:44.832058AM  05/03/2021 NIGHT 8.00 Submitted
I Click on ‘Return’.
Retumto Search | Notify

The History page shows the history of the transaction. In this example, the night
shift entry was input by the timekeeper’s Audit User ID. The transaction is

awaiting supervisor approval as we note below Reported Status shows
‘Submitted’.

Click on ‘Return’.
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out

@HAWM i AddTo v

Reported Time Audit

Nancy Doe Employee ID 00789000

Visitor Inf Pram Asst | Employment Record 0

Acions~
“Start Date |05/01/2021 k= To review what Combo Code
e e & ’
s PET— P ——— l was used, click the "Task
e S| Reporting Elements’ tab
Time Information
5 Q
Overview Time Reporting Elements l'fask Reporting Elements I ]2
Date e Reporing Punch Reported S Hi s
Code unch Type Quantity eported Status story taty
05/03/2021 NIGHT Elapsed 200 Submitled Hislory Curee
05/05/2021 NIGHT Elapsed 800 Submitted fistory Curre
Return to Search Notify

To review what Combo Code was used, click the ’Task Reporting Elements’
tab.
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Manager Seif Service Time and Labor WorkCenter Reportad Time Audit #& Home | Sign Out

Ak To ~

Reported Time Audit

Nancy Doe Employee ID 00789000

Employment Record 0

*Start Date | 05/01/2021 Ezl

“End Date | 05/15/2021 B ‘ Get Rot |
T iniciniation The Combination Code will show if it was entered,
= Q otherwise the Combination Code column will be blank.
»
N §

Overview Time Reporting Elements Task Reporting Elements I
Date g:di Reporting Punch Type Quantity 3:;'"955 Combination Code
05/03/2021 NIGHT Elapsed 800 STATE 000111
05/05/2021 NIGHT Elapsed 800 STATE 000111

Return to Search Previous in List Next in List Nd Click the seroll bar to view

additional information.

N
L Il

The Combination Code will show if it was entered, otherwise the Combination
Code column will be blank.

Click the scroll bar to view additional information.
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Favoriles ~ Main Menu ~ Manager Seif Service Time and Labor WorkCenter Reparted Time Audit A& Home | Sign Out
o HAVA[e wn @
gg: H A y JA | ort
» New Window elp Personalize Page

Employee ID 00729000

Employment Record 0

When the Combination Code column is blank, no

1 i GetRows combination code was input on the timesheet. Below
the Combination Code is populated indicating it was
entered on the employee’s timesheet.

ments Task Reporting Elements | [
Punch Type Quantity Eﬁf“"ess Combination Code ChantFlelds
Elapsed 8.00 STATE 000111 E rFields
Elapsed 8.00 STATE 000111 ChartFields
g Nt I Notity Click the 'ChartFields’ link
to get more details.

When the Combination Code column is blank, no combination code was input on
the timesheet. Below the Combination Code is populated indicating it was
entered on the employee’s timesheet.

Click the ’ChartFields’ link to get more details.
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ChartField Common Component

ChartField Detail

Combination Code Search Options

000111 Combination Codes

[ UAC details will appear in the event you need to verify the details. ]

ChartField Detail

Payroll Number Fund Fiscal Year Appropriation

Z99 S

&

I

UAC details will appear in the event you need to verify the detalils.

Click the ’Return’ 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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Reports

Reports and Queries Q,HAWAH'“‘

Lesson Scenario

In this lesson, you will learn how to use Query Viewer to
run predefined reports in HIP Time and Leave.

Helpful information including a list of available Time &
Leave queries may be referenced at https://
ags.hawaii.gov/hip/tl-reports-and-queries/.

Note: Several of the queries are mandatory for
timekeepers to run on a regular basis.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to use Query Viewer to run predefined reports in
HIP Time and Leave.

Helpful information including a list of available Time & Leave queries may be
referenced at https://ags.hawaii.gov/hip/tl-reports-and-queries/.

Note: Several of the queries are mandatory for timekeepers to run on a regular
basis.
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¥ Employee Self-Service

Beneficiary Designation

Begin by navigating to the Time and Labor
WorkCenter 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
select it from the list of options.

W-2/W-2c Consent

(~®+]

Last Pay Date 06/04/2021

Personal Details Classic Home

i

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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v Employee Self-Service

Click Manager Self Service
from the list of options.

Last Pay Date 06/04/2021

Personal Details Classic Home

poy

javescriptipSwpeToTabFromDO(2THRMS. EMPLOYEE HC_FR_MGR_SELF_SERVICE FLU_GBL%27)

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

Assign Work Schedule Time and Labor WorkCenter
Byl
| -
| -

Manage Delegation

. Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Sign Out

Time Keeper WorkCente &

% Links ¢ Fxceptions Ti
"""""""""""" The Time Keeper WorkCenter page displays. It is sometimes
more productive to work in multiple windows as will be
shown in this example. In one window you can view query
results and in a separate window you may continue working

— leportzd Time Audit
in HIP.

» Filtering Options

Other Tasks EXCOptlons

Rapid Time

» Employee Selectio

Assign rk Schedu

Click the New Window icon next to Query Viewer

R ——
Comp Time 8 Al EE
e (e Empl
3 Query Allow Last Name First Name Empl ID Job Title
Record
EE Approval Workflow
Roating
u 0
EE in SRNA/EMOB wil
Overims
Reporta/Procesase c .
#h ReportuiProcesses Allow Exceptions (D

Reports Select All Deselect All
7 Report Managar
Save

The Time Keeper WorkCenter page displays. It is sometimes more productive
to work in multiple windows as will be shown in this example. In one window you
can view query results and in a separate window you may continue working in
HIP.

Click the New Window icon next to Query Viewer
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Juery Viewer

Time Keeper WorkCente & ¢

& Links Query Viewer
c o O & nhitpsy/hihs92.hphawaiigov/psp/hihs9Z_8/EMPLOYEE/HR 0% v O o ¥ INn @
Other T4
' Rap Getting Started [ Smartshect: Pla

Time and Labor Wol

Query Viewer
i Queries Enter any information you have and click Search. Leave fields blank for a list of 2il values.
Time Ke *Search By Query Name beqins with
Comm T Y
ik ' A separate window with the Query Viewer page is displayed.
Cmeg The Query Viewer page enables you to run standard or
t”,,f predefined reports in HIP Time and Leave.
EE
- e In this lesson, you will run a predefined query to list
okt employees that have Payable Time needing approval.
Reports
7 Repe Start the lesson by maximizing the new window and
searching for the query by name.
Select ‘Next’ to continue.
\ J

A separate window with the Query Viewer page is displayed. The Query
Viewer page enables you to run standard or predefined reports in HIP Time and
Leave.

In this lesson, you will run a predefined report to list employees that have
Payable Time Needing Approval.

Start the lesson by maximizing the new window and searching for the query by
name.
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Favorites ™ Main Menu ~ » Manager Self Service > Query Viewer

#& Home | Sign O

& HAWAI e *

Nofification NavB

New Window | Help Personalize Page |

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all yalugs
*Search By Query Name _VJ begins with
7L
Search Advanced Search

For this lesson, Type “%payable%”,
then press “Tab”

To search for the report, you can enter a portion of the

report name and use wildcard (%) symbols before and after
your search term(s).

Another helpful example would be to use, “%HIP_TL%" to
retrieve available Time & Leave queries.

To search for the report, you can enter a portion of the report name and use
wildcard (%) symbols before and after your search term(s).

Another helpful example would be to use, “%HIP_TL%” to retrieve available
Time & Leave queries.

For this lesson, Type “%payable%”, then press “Tab”
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Favortas ¥ Main Meny ¥ vice Time and | abor WarkCenter Query Viewer ﬁ Home ‘ Sign Out]
| - linfar mat
[A linformatio A - (:)
&HA\V\’V | | Fort Add To
» New Window | Help | Personalize Page
Query Viewer

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

*Search By

Query Name " begins with ‘ %payable%|

anced Search

Click the Search button.

<| >

Click the Search button.
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Favortes ¥ Main Meny ¥ & Time and | abor WorkCenter Query Viewer Query Viewer * Home ‘ Sign Out]
L Hinfof mat A
S HAWAIIsse o~ @
New Window Help Personaiize Page
Query Viewer
Cnter any information you have and click Search. Leave fields blank for a list of all values.
*Search By Query Name begins with %PAYABLE
i e s
Search Results The predefined report(s) that match your search entry will
list below.
“Folder View - All Folders — 63|
Query
" Q
Query Name Description Owner Folder :#‘f_" 2:20?
HIP_TL_PAYABLE_TIME_BY_TRC Payable Time for TRC & Dt Rng Public HTML  Exce
HIP_TL_PAYABLE_TM_NOT_APPROVED Payable Time Needing Ap Click the Seroll bar. Exce

The predefined report(s) that match your search entry will list below.

Click the Scroll bar.
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Favortes ¥ Main Meny ¥ Manager Seif Senice Time and | abor WorkCenter Query Viewer Query Viewer | ﬁ Home ‘ Sign Out]

S HAWAII5 s B

Help

New Window Personalize Page

r a list of all values

begins with %PAYADLLC

Helpful hint: If this report is frequently used, click the

Favorite link so it will show on the Query Viewer page and

save the need to search for the query in the future.

1-20f2 | View All
Runto Runto Runto at Add to
Owner  Folder HTML  Excel XML Schedule Definitional References Favorites

for TRC & Dt Rng Public HTMI Excel | XML Schedule Lookup References Favorite
Needing Approval Click the Seroll bar. Excel | XML Schedule Lookup References Favorite

|

Helpful hint: If this report is frequently used, click the Favorite link so it will show
on the Query Viewer page and save the need to search for the query in the future.

Click the Scroll bar.
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- g Main Meny ¥ elf Senice Time and | abor WorkCenter Query Viewer Query Viewer * Home ‘

QHAWAI O Add To =

New Window Help Personalize Page
Query Viewer ( B
Enter any information you have a| 10 view the results of the report, choose one of the
Search By following formats to run the output results:
[ search i ' *  Run to HTML — creates a HTML file format
®  Run to Excel —creates a spreadsheet
Search Results = Run to XML — creates a file to use for databases
Select ‘Next’ to continue.
“Folder View
\ v
Query
5 Q
Query Name Description Owner Folder 2#‘? E;Te?
HIP_TL_PAYABLE_TIME_BY_TRC Payable Time for TRC & Dt Rng Public HTML  Exce
HIP_TL_PAYABLE_TM_NOT_APPROVED Payable Time Needing Approval Public HTML  Exce
< >

To view the results of the report, choose one of the following formats to run the
output results:

e Run to HTML - creates a HTML file format
e Run to Excel - creates a spreadsheet

e Run to XML - creates a file to use for databases
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Favortes Main Meny ¥ Manager Seif Sendce Time and Labor WorkCenter Query Viewer

S HAWAIIP s

Query Viewer | A& Home ‘ Sign Out

AddTo = @

Query Viewer

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

New Window

Help

*Search By  Query Name begins with %PAYABLE
Search Advanced Search
Search Results
“Folder View - All Folders —
Query
B Q
Query Name Description Owner Folder
HIP_TL_PAYABLE_TIME_BY_TRC Payable Time for TRC & Dt Rng Public
HIP_TL_PAYABLE_TM_NOT_APPROVED Payable Time Needing Approval Public
Click the “HTML” link.

javascriptsubmitAction_win&{document.wing, ‘ORYRUNS!'):

Click the “HTML” link.

Personaiize Page

Runto Runto
HTML  Excel

HTML [Exce
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HIP_TL_PAYABLE_TM_NOT APPROVED- Payable Time Needing Approval -
Download resulls m = Excel SpreadSheel  CSV Text File XML Fie (15 kb)
. PR =T

Row EmpllD Red# Name Employee Type Date UnderReport TRC Quantty  Source Indicator  Swpervisor 10 Superisor I

T

2

3

! r ™~

5

6 The available report information is noted above.

For this example the report data is not legible as the
lesson is how to run the report. When you run this
10 report in HIP the appropriate data will display

11 legibly for you.

14 Helpful hint about using the Payable Time Needing
15 Approval query results, timekeepers would review
the Supervisor column and work with the

18 supervisor(s) listed to take action.

Select ‘Next’ to continue.

The available report information is noted above. For this example the report data
is not legible as the lesson is how to run the report. When you run this report in
HIP the appropriate data will display legibly for you.

Helpful hint about using the Payable Time Needing Approval query results,
timekeepers would review the Supervisor column and work with the
supervisor(s) listed to take action.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

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

Time and Labor WorkCenter QHAWAH'

Lesson Scenario

In this lesson, you will learn about the WorkCenter.

Timekeepers use the Time and Labor WorkCenter for a
variety of key functions:

Rapid Time

Assign Work Schedule

Reported Time Audit

Query Viewer and top queries
Exceptions

Timesheet and Payable Time detail
Compensatory Time Balances
Overtime Requests

Select ‘Next’ to continue.

Lesson Scenario
In this lesson, you will learn about the WorkCenter.

Timekeepers use the Time and Labor WorkCenter for a variety of key
functions:

= Rapid Time

= Assign Work Schedule

= Reported Time Audit

= Query Viewer and top queries

= Exceptions

= Timesheet and Payable Time detail

= Compensatory Time Balances

= QOvertime Requests
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v Employee Self-Service

O — T

Beneficiary Designation

Begin by navigating to the Time and Labor
WorkCenter 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
select it from the list of options.

W-2/W-2c Consent

Last Pay Date 06/04/2021

Personal Details Classic Home

e i

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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v Employee Self-Service

Click Manager Self Service
from the list of options.

Last Pay Date 06/04/2021

Personal Details Classic Home

poy

javascriptlpSwpeTeTabFromDO(%2THRMS EMPLOYEEHC FR_MGR _SELF_SERVICE_FLU_GBL%27)

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

A LA
SLMAW Port3
Assign Work Schedule Time and Labor WorkCenter eam Time

Click the Time and Labor
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Favorites * Main Menu ~

S HAWAIIs

Manager Self Service

#& Home |

AddTo » V

Time and Labor WorkCentar Manage Group Exceptions Sign O«

New Window Help Personalize Page =

[Time Keeper WorkCente: = | A
¥ Links (2 ; Time Keeper E Time Balances Requests
»  Other Tasks Excepﬂons
Rapid ime
Assign Work Schedule The Ti K WorkCent disol
S e Time Keeper WorkCenter page displays.
il i Timekeepers use this page to navigate to frequently used tasks from
i3 Queries c a single location.
Exceptions @
> Time Keeper Queries
Comments related to Time 5 Q
Comp Time Bal for All EE Overview Delails Demographics | II»
Currenl Delegations Query
ST Allow Last Name First Name Empl ID
lill Reports/Processes c
Reports =
Repott Manager
Allow Exceptions @
v
( Calant AN Nanalant AN )
The Time Keeper WorkCenter page displays.
Timekeepers use this page to navigate to frequently used tasks from a single
location.
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Favorites * Main Menu ~ Manager Self Service Time and Labor WorkCenter Manage Group Exceptions # Home Sign O

S HAWAers e W

Noftification NavB

Time Keeper WorkCente %% New Window Help Personaliza Page 4
|’§- Links c I r 2
The Time Keeper WorkCenter page lists two activity sections:
Other Tasks
Rapid Timo = Links — lists frequently used task links
Assign Work Schedule = Queries —enables you to run pre-defined queries
Reported Time Audit
Query Viewe Select ‘Next’ to continue.
& Queries C I \ <
Exceptions (2
Time Keeper Queries
Comments related to Time 5 Q
Comp Time Bal for All EE Overview Delails Demographics | II»
Current Delegations Query
vl I Allow Last Name First Name Empl 1D
dlk Reports/Processes C
Reports
Reporl Manages
Allow Exceptions ()
v

Qalant AN Prnmnlant AN

The Time Keeper WorkCenter page lists two activity sections:

= Links - lists frequently used task links

= Queries - enables you to run pre-defined queries
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Favorites * Main Menu ~ Manager Self Service Time and Labor WorkCenter Manage Group Exceptions # Home Sign O

Sl HAWAII o sarro W

Noftification Navi

Time Keeper WorkCente Q . New Window Help Personaliza Page o4
% Links O ‘ Time Keeper | Timo Balances Raquests
E t,
Other Tasks g s )
Rapid Time To aid in the use of the Time Keeper WorkCenter, additional tools appear on
= Assign Work Schedule this page:
Reported Time Audit
Query Viewer s| <« | The double-arrow is used to expand the work area.
i@ Queries (&4
= A page icon is used to open a new window for the ‘Other Tasks’ link
Time Keeper Queries selected.
Comments related to Tim Select ‘Next’ to continue.
Comp Time Bal for All EE{_
Current Delegations Query — = =
Allow Last Name First Name Empl ID
dlk Reports/Processes C
Reports
Reporl Manages
Allow Exceptions (2)
v

Qalant AN Prnmnlant AN

To aid in the use of the Time Keeper WorkCenter, additional tools appear on this
page:

= The double-arrow is used to expand the work area.

= A page icon is used to open a new window for the 'Other Tasks’ link
selected.
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Favorites * Main Menu ~ Manager Self Service Time and Labor WorkCenter Manage Group Exceptions # Home Sign O

Sl HAWAII o sarro W

Noftification Navi

Time Keeper WorkGCente LJ New Window | Help | Personaliza Page = =
% Links O | Time Keeper : Time Balances Raquests
Other Tasks Click the double arrows in the top right corner of the
Rapid Time left panel on this page. This will close the panel and
Assign Work Schedule provide more space in the work area.
Reported Time Audit

Query Viewer

{2 Queries e » Filtering Options

Exceptions (2
Time Keeper Queries

Comments related to Time F Q
Comp Time Bal for Al EE Overview Details Demographics | I
Current Delegations Query
Allow Last Name First Name Empl ID

dlk Reports/Processes C
Reports
Reporl Manages
Allow Exceptions (2)

Qalant AN Prnmnlant AN

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

Exceptions Time Balances OT Requests

Exceptions

» Employee Selection

L~ N
» Filtering Options By default, the Exceptions tab displays.
Exceptions Timekeepers may use the four tabs — Exceptions, Time, Balances and
5 Q Overtime Requests — to do most of their work.
Overview Details 1)
Select ‘Next’ to continue.
Allow Last Name Exceptio
. w
L 0
Allow Exceptions (7
Select All Deselect All

Save

By default, the Exceptions tab displays.

Timekeepers may use the four tabs - Exceptions, Time, Balances and
Overtime Requests - to do most of their work.
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Time Keeper WorkCenter Tabs

Sl HAWAII= 521

Time Keeper WorkCenter Tabs

et |- LA e The above topics are covered in this section.

Select ‘Next’ to continue.

Exceptions Tab

Time Tab

Balances Tab

Overtime Requests (OT) Tab

The above topics are covered in this section.

August 11, 2021 Version 3 Page 136



ELHAVAI2,

Course 125 - Timekeeper

The Exceptions Tab

oL HAWAII™

Time and Labor WorkCenter/.
Exceptions lab |

E

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

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

Select ‘Next' to continue.

Time and Labor WorkCenter Exceptions Tab

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

In this section, you will learn to search for exceptions using two features on the
Exceptions tab - Employee Selection and Filtering Options
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Favoriles ~ Main Menu ~ »  Manager Seif Service Time and Labor WorkCenter Manage Group Exceptions ‘ Home \ Sign Out
] HAWAI[er s
SeLHAWAII =3 warc~ WD
» New Window Helg Personalize Pag
Time Balances OT Requests
r ~

Exceptions
By default, the Exceptions tab displays when you

navigate to the WorkCenter.

» Employee Selection

To view exceptions, you can search using either the
Employee Selection or Filtering Options.

» Filtering Options

o ; G Select ‘Next’ to continue.
xceptions .7}

\ .
5 Q
Overview Details Demographics | 1y
Allow Last Name First Name Empl ID Empl Job Title
Record
U 0

Allow Exceptions (¥
Select All Deselect All

Save

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

To view exceptions, you can search using either the Employee Selection or
Filtering Options.
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Favoriles ~ Main Menu ~ »  Manager Seif Service Time and Labor WorkCenter Manage Group Exceptions ‘ Home \ Sign Out
(e \ format Bag
Q:HANA I ort Add To @
» New Window Helg Per ialize Page
Exceptions Time Balances OT Requests
Exceptions

One way to search for exceptions is

nployee Selection
o using the Employee Selection feature.

Click the arrow to the left of

Employee Selection.
y
Overview Details Demographics | 1y
Allow Last Name First Name Empl ID Empl Job Title
Record
U 0

Allow Exceptions (¥
Select All Deselect All

Save

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

Click the arrow to the left of Employee Selection.
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Favoriles ¥ Main Menu = Manager Seif Service Time and Labor WorkCenter Manage Group Fxceptions

HAWAI

Exceptions Time Balances OT Requests

Exceptions

¥ Employee Selaction

Employee Selecflo Get Employees

Selection Criterion Selection Criterion Value

Time Reporter Group Q Clear Criteria
Employee 1D Q Save Criteria
r ~

Empl Record - -

o You can click the Get Employees button to generate a list of all employees
ol in your unit or department with unresolved exceptions.
First Name Alternately, you can use the Selection Criteria below to search for

employees with unresolved exceptions.

Diepartment Select ‘Next’ to continue.
Supervisor ID 3 < 4
Werkaroup Q

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

Alternately, you can use the Selection Criteria below to search for employees
with unresolved exceptions.
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Favoriles ~ Main Menu ~ » Manager Seif Sarvice Time and Labor WorkCenter

AWAI55

Exceptions Time
Exceptions
¥ Employee Selection

Employee Selection Criteria

Selection Criterion
Time Reporter Group
Employee 1D

Empl Record

Last Name

First Name
Department
Supervisor ID

Woerkagroup

Balances OT Requests

Selection Criterion Value

Manage Group Exceptions #& Home | Sign Out

Ak To ~ @

GetEmployees

Q Clear Criteria

Q Save Criteri, h
Q

Q

Click below the scroll bar to
move down the page.

Click below the scroll bar to move down the page.

e
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Favoriles ~ Main Menu ~ » Manager Seif Sarvice Time and Labor WorkCenter Manage Group Exceptions # Home | Sign Out
W \) AddTo ~
Sl HAWAII 55 ;
> Supervisor 1D Q %
Werkgroup Q

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

.lilte.'ing Options

Click the arrow to the left of
Filtering Options. 1>

Empl
Allow Tast Name rst Name Empl ID Recard Job Title

Allow Exceptions @
Select All Deselect All

Save

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

Click the arrow to the left of Filtering Options.
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Favoriles ~ Main Menu ~ » Manager Seif Sarvice Time and Labor WorkCenter Manage Group Exceptions # Home | Sign Out

SLHAWAI g

supervisor]  Complete one or more of the Filtering Options to search for exceptions. For 2
example, if you enter ‘MTLX0001’ in the Exception ID field and then click the Select
Werkoroup|  button, you will get a list of employees who have an Overtime Exception.

Select ‘Next’ to continue.

¥ Filtering Options
*Date Filter equal to v Start Date r‘]
Employee Filter | 29ual10 ¥ Employee ID
“Exception Filter equalto & Exception ID
Severity v
Run Control ID Select
Exceptions @
5 Q
Overview Details Demegraphics 1
Allow Last Name First Name Empl ID R.Ec':'?d' Job Title

Complete one of more of the Filtering Options to search for exceptions. For
example, if you enter ‘MTLX0001’ in the Exception ID field and then click the
Select button, you will get a list of employees who have an Overtime Exception.
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Favoriles ~ Main Menu ~ » Manager Seif Sarvice Time and Labor WorkCenter Manage Group Exceptions # Home | Sign Out
ﬁ“ format AddTo ~
I‘\VJA ' Porta c
Supervisor 1D Q 2
M
Werkgroup Q

Click above the scroll bar to
move to the top of the page.

¥ Filtering Options

*Date Filter = 943! t0 b4 Start Date
Employee Filter | 29ual10 v Employee ID
“Exception Filter equalto ad Exception ID
Severity v
Run Control ID Select
Exceptions @
H Q
Overview Details Demegraphics 1
Allow Last Name First Name Empl ID R Empl Job Title
ecord

Click above the scroll bar to move to the top of the page.
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Favoriles ~ Main Menu ~ »  Manager Seif Service Time and Labor WorkCenter Manage Group Exceptions ‘ Home \ Sign Out
\ format v
S HAWAII s s~ WD
» New Window Helg Personalize Pag
Exceptions Time Balances OT Requests
Exceptions
¥ Employee Selection ~ -
Employee Selection Criteria For instructions on resolving or allowing exceptions, refer to the fy"’

topic titled “Working with Exceptions” later in this course.
Bookmark the following URL https://ags.hawaii.gov/hip/exception-
Time Reperier Group management/ for details on what actions to take by exception E

ria
type.
Employee 1D ria

Select ‘Next’ to continue.

Selection Criterion

Empl Record
\ v
Last Name Q
First Name Q
Department Q
Supervisor ID Q
Woerkagroup Q

For instructions on resolving or allowing exceptions, refer to the topic titled
“Working with Exceptions” later in this course. Bookmark the following URL
https://ags.hawaii.gov/hip/exception-management/ for details on what actions to
take by exception type.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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The Timekeeper works with the supervisor to

ensure all payable time is approved. They also
have the ability to enter time on behalf of an
employee.

In this section, you will explore the time tab
and access the employees timesheet and
payable time detail.

Select ‘Next' to continue.

Time and Labor WorkCenter Time Tab

The Timekeeper works with the supervisor to ensure all payable time is
approved. They also have the ability to enter time on behalf of an
employee.

In this section, you will explore the time tab and access the employees
timesheet and payable time detail.
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Exceptions Time Balances OT Recquests
Exceptions - s =
Begin by navigating to the Time and Labor WorkCenter.
» Employee Selection By default, the Exceptions tab displays.
Select ‘Next’ to continue.
b Filtoring Options
Excoptions (7
B Q
Overview Desails Demographies |
Allow Last Name First Namo Empl 1D R c’::m Job Titke Exception D Description
0

Allow Exceptions &
Salect All Deselect All

Save

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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o Hudg P ize Pag

Exceptions |ml| Balances QT Recuests
=
Exceptions a
» Employee Selectiol Click the Time tab.
» Filtering Options
Lo ) l‘p’\n' LY ‘
B Q
Overview Details DemoqQraphis I»
Allow | a5t Name First Name Fmpl 1D R tl;,m Job Title Exception D  Descriptior
0
Allow Exceptions (%)
Select Al Deselect All
Save
javascrptoubenstAction RBET(document wir, TAZ_BUTTON D' 'SCH_TLWC22) »

Click the Time tab.
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Timekeepers can use this page to research payable time,
Tiexhoot. | Pavabie Tire Detal access/enter timesheet and statuses. You can look at
employee’s time detail to determine what action to take
next if any.

» Employee Selection

Timekeepers work closely with their supervisors to
ensure payable time is approved. You can run the
HIP_TL_PAYABLE_TM_NOT_APPROVED query to view

Change View

“Viow By | Weex payable time that has not been approved. Instructions
Date |05/11/2021 i) © on how to run queries is available in a different topic
within this course.
Employees For Totals From 0 ’ .
B Q Select ‘Next’ to continue.
£y

Time Summary Demcgraphics | I

Last Name First Name Employee 10 R;,;“""“ Job Tie “’:;.‘5: ":“[;:': oo k“’:ﬁ‘: Exception
N 0 0000000 0.000000 0.000000

Timekeepers can use this page to research payable time, access/enter timesheet
and statuses. You can look at employee’s time detail to determine what action to
take next if any.

Timekeepers work closely with their supervisors to ensure payable time is
approved. You can run the HIP_TL_PAYABLE_TM_NOT_APPROVED query to
view payable time that has not been approved. Instructions on how to run
queries is available in a different topic within this course.
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Maragee Seot Seaveon

Cxcepbons Time Dalances OT Requests

Timeshoot | Payabie Tene Delad

Click the arrow to the left of Show Scheaule Information
Employee Selection.
et VW
Employees For Totals From 06/06/2021 . 06M2/2021
m Q
Time Summary Demographics "
mpt Reported  Hours 10 be scheduled f
Last Name First Name Employee 1D Recorg | Job Tite Hours Approved Roiirs Exception y
N 0 0000000 0000000 0000000
jaascriptoubmithction winbidocumentwind, CRITERIA_GROUPECX) ,

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

Excepbons Time

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

Timeshool | Payabs Time Del

Select ‘Next’ to continue.

\ e

v Employee Selection

Fmployee Selection Criterla

Selection Criterion Selection Criterion Value

Time Reparer Group Q Clear Criteria
Employes 1D Q Save Cnteria
Empl Record Q
Last Name Q
First Name Q
Degartmant Q
Supervisor 1D Q
Workgroup Q

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

Alternately, you can use the Selection Criteria to search for employees with
payable time.
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Fxceptions Time Balances OT Requests

Timesheet | Payable Time Detad

¥ Employes Selection
Lmployee Selection Criteria
Selection Criterion For this example, click the
Get Employees button.

Time Reporer Group Clear Criteria
Employes 10 Q Save Criteria
Emol Record Q

Last Name Q

First Name Q

Department Q

Supanisor 1D Q

Workgroup Q

For this example, click the Get Employees button.
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Lxcephons Tame Balances OT Reguests
Timesheel | Payable Tune Detall ( D
Employees in your unit or department are listed below in the
> Bisioyes Siletiica Time Summary section. This is helpful for researching any
timesheet questions from your employees. Clicking on the
s Last Name of the employee takes you to the employee’s
timesheet.
ew iy | Week v
. \, »
Date |05/11.2021 oS e A e
cmploys:
5 Click the last name Doe .
Time
Last Name First Name Employee D EMH job Tite g Bt it | Exaphon recio:
Lioe Anne 0055000 0 Jander &0 00 000 40 00

Employees in your unit or department are listed below in the Time Summary
section. This is helpful for researching any timesheet questions from your
employees. Clicking on the Last Name of the employee takes you to the
employee’s timesheet.

Click the last name Doe.
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B o Laser WeshCemvier

limesheet
Ao Doe (mployss 10 000S5000
%06t Change Date 08
r ~
ct Anofiver Tl [
ety [Covas vaiod + | This is one way to access the employee timesheet for research
s 05012001 &) and review. In most cases Timekeepers will work with the
wsewand  SUpPErvisor to get payable time approved so the employee gets
paid.
romn Saturday OSU12021 to Saturday 04457021 Select ‘Next’ to continue.
At San Mon T
] &2 (7 7 /
800 800 800 800 80 &0
Save for Later Sabmat
Rmported Teme Status ey Comparasory Trve Aameca Lommchiea Laystie Tone
por I ]
Cate Reported ates Towd TRC Descnphon Add Comments
Co01°2021 SJrited 300 N1OHT Schaduied N Snt
050472001 S e 800 N1OHT Scheaded Ngr Sh A

This is one way to access the employee timesheet for research and review. In
most cases Timekeepers will work with the supervisor to get payable time
approved so the employee gets paid.
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Exceptons Time Dalsnces OT Requests
Timeshool
Another helpful resource for researching employee questions
A is the Payable Time Detail link. This allows access to
e et additional detail of the employee timesheet.
Click Payable Time Detail
W = Show Scheaul# Information

Date | 05/11/2021 i

Employees For Totals Erom 05/09/2021 - 05452021

= Q

Time Summary Dameographcs I

v - Fmpl Reported  Hours 10 be Scheduled i ¥
Last Name First Naene Employee 1D Recod Job Titke Hours Approved Hours Exception i
Do Anng 000550m 0 Janiler Il 40.00 000 4000
Doe Anne 00055000
javascriptosbmatAction winlidocumentwind ‘#ICSetheldTL MSS TIMESHEETEOTL UI_BTN_IDSUETAB2SOR_TL TIM2) ’

Another helpful resource for researching employee questions is the Payable

Time Detail link. This allows access to additional detail of the employee
timesheet.

Click Payable Time Detail
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Payable Time Detail

The Payable Time Detail shows the transactions for the time
Aseslics period specified. For this example, the dates are set to a single
jank! day. The transactions display on the Overview tab.

Start Date  05/112021 fi)
" Note: This page is useful for research and audit as additional
< P 1 — . - -
End Date 051312021 [z detail is available compared to Payable Time shown via the Team
Time tile.
» Payable Status Filter Select ‘Next’ to continue.
N »
Payable Time (2
Overview Time Reporting Elements Task Reporting Elements Cost and Approval | |y
Date Status Reason Code ‘!:I‘r:ll:‘ﬂopomng Quantity TRC Type
051172021 Taken by Payrol N1GHT 8.00 Hours
05/12/2021 Taken by Payrol NIGHT 800 Hours
051132021 skan by Payroll NIGHT 800 Hours
051412021 Taken by Payrell NIGHT 8.00 Hours
MR Taban hu Dawrn N1AHT A NN Haums S

The Payable Time Detail shows the transactions for the time period specified.
For this example, the dates are set to a single day. The transactions 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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Payable Time Detail
Anne Doe
Jansor i
chons -
Start Date |05/11202¢ [i5)

End Date |05312021 )| ™

The Task Reporting Elements tab provides detail like the
Combination Code. This can be helpful when needing to identify
or change a Combination Code.

Select ‘Next’ to continue.

» Payable Status Filter

Payable Time 2

DOverview Time Reporting Elements Task Reporting Elements

Date Status Reason Code
05/ 1172021 Taken by Fayioll

0511272021 Taken by Payroll

05112021 Taken ty Payroll

05142021 laken by Fayroll

051572021 aken ty Fayroll

051a2021 Approved

Time Reporting
Code

NIGHT

NIGKT

Cost and Approval

Quantity

200

a00

a.00

3.00

8.00

8.00

Taskgroup

PSNONTASK

PSNONTASK

PSNONTASK

PSNONTASK

PSNONTASK

PSNONTASK

Rusiness
Unit

Combination Code

539120

539120

539120

53120

330120

230120

The Task Reporting Elements tab provides detail like the Combination Code.
This can be helpful when needing to identify or change a Combination Code.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You've successfully completed this lesson.
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The Balances Tab

S HAWAIFromser

Time and Labor WorkCenter/.
Balances Jab |

E

The Timekeeper uses this tab to view employee
Compensatory Time balances.

In this section, you will learn to search for the
balances as of a specified date.

Select ‘Next' to continue.

Time and Labor WorkCenter Balances Tab
The Timekeeper uses this tab to view employee Compensatory Time balances.

In this section, you will learn to search for the balances as of a specified date.
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Exceptions Time

Exceptions

» Employee Selection

» Filtering Options

Exceptions (3
B Q
Overview Deatails
Allow Last Nome

Allow Exceptions (7
Select All

Save

Balances OT Requests

Demographics | I»

First Name

Deselect All

Begin by navigating to the Time and Labor WorkCenter.
By default, the Exceptions tab displays.

Select ‘Next’ to continue.

Empl ID

Empl -
Record Job Title Exce|

n

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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javascriptasbmatActic

Exceptions

Exceptions

» Employee Selection

» Filtering Options

Exceptions (0

B Q
Overview Details
Allow Last Name

Allow Exceptions (7
Select All

Save

Mamagor Solf Sondce Timo and Labor WorkCentor Manage Group Exceptions

OT Requests

Click the Balances tab.

Demographics | II»

First Name Cmpl 1D

Deselect All

REET(documentwin®, TAS_BUTTON IO 'SOR_TL WC=23)

Click the Balances tab.

# Home Sign Out

AddTo @

Empl

Racord Job Title Exce|
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Exceptions Time Balances OTR

The Compensatory Time page enables you to view

balances based on a specific date. The date field
Select Employee defaults to the current date.

Compensatory Time

» Employee Selection In this example, you will search by the current date.

Select ‘Next’ to continue.

Refresh Summary Page

“Leave Type

o

Date 06/11/2021 '..-?1

Select All Deselect All

Notify

The Compensatory Time page enables you to view balances based on a
specific date. The date field defaults to the current date.

In this example, you will search by the current date.
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Exceptions Time Balances OT Requests

Compensatory Time
Select Employee

mployee Selection

Click the arrow to the left of Employee
Selection to expand the section.

TSR T -

Date 06/11/2021 -‘-‘1 "

Select All Deselect All

Notify

javascriptasbmatAction winlidocumentwind 'CRITERIA_GRCUPECX') )

Click the arrow to the left of Employee Selection to expand the section.
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&HA\N‘:\H A You can click the Get Employees button to generate a list of all employees in
i your unit or department.

Fxceptions Time 5 . " .
Alternately, you can use the Selection Criteria to search for employees with
leave and compensatory balances.

limesheet | Fayable Tim Select ‘Next’ to continue.

'¥Employee Selection \
Employee Selectio Tia Get Employees

Selection Criterion Selection Criterion Value

Clear Criteria

Time Reporter Group Q

Save Criterla

Employee ID Q

Empl Record Q

Last Name Q

First Nama Q

Depatment Q

Supanisor 1D Q

Workgroup Q

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

Alternately, you can use the Selection Criteria to search for employees with
leave and compensatory balances.
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Exceptions Time Balances OT Requests

Compensatory Time
Select Employee

v Employee Selection

Employee Selection Criteria

Selection Criterion sof  For this example, click the
Get Employees button.
Tima Reporter Group Clear Criteria
Employee ID Q Save Criteria
Empl Record Q
Last Name Q
First Name Q
Depanment Q
Superviser ID Q
Workgroup Q
javascriptasbmatAction winlidocumentwind 'CRITERIA_GRCUPECX') .

For this example, click the Get Employees button.
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Favoriles Main Menu ~ Manages Salf Service Time and Lahor WorkCenter Compensatory Time * Home | Sign Out

'igﬁrﬁ\\v'v'p\ I Rorta AddTo

Exceptions Time Balances OT Reguests

Compensalory Time
Select Employee

» Employee Selection

Refresh Summary Page

“Leave Type pensatory Time v

Date 061112021 [i] %

Information regarding employees Compensatory balances. Balances can be notified to the employees using the Notify function

Employees For

B Q Click the scroll bar

Compensatory Time Demographics  II»

Click the scroll bar
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Favoriles ~ Main Menu ~ Manages Saif Service Time and Labor WorkCenter Compensatory Time A& Home | Sign Out

QQ,HAWA I e o O

Refresh Summary Page

“Leave Type

061142004 Bl A

Employees in your unit or department are listed below in the
Compensatory Time section. This is helpful for researching any balance

Information regf  AU€stions from your employees.

Employees For
B Q

Compensatory Time Demographics I

Select Last Name First Name Employee ID Empl Record Job Title
Anne 00033000 0 Janior 1|
Select All Deselect All
Click the scroll bar
Notify
| |

Employees in your unit or department are listed below in the Compensatory Time
section. This is helpful for researching any balance questions from your
employees.

Click the scroll bar
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Favories ~ Main Menu ~ Manager Selt Service ['me and Labor WorkCenter Compensatory Iime #& Home | Sign Out

L‘QHA‘V‘V’A l 5 ‘l :;:':l -

The balance information includes Starting Balance, Units
(hours) Earned, Units (hours) Taken and End Balance totals.
Select ‘Next’ to continue.

Carry Over | Starting Balance Units Earned Units Taken End Balance Accrual Date

0.000000 0.000 240.000000 32000 & 208.000 04/1072021

The balance information includes Starting Balance, Units (hours) Earned,
Units (hours) Taken and End Balance totals.
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Refresh Summary Page

“Leave Type

Date |06/11/2021 [ixi]

Clicking on the last name of the employee takes you to that employee’s
Information|  balances.

Employees For

®/ Q
Compensatory Ti
Click ‘Doe’
Select Last N Employee ID Empl Record Job Title
' 00033000 0 Janitor 1l
Select All Deselect All
Notify

Clicking on the last name of the employee takes you to that employee’s balances.
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Favorties ¥ Main Menu ~ Manaqger Self Service lme and Labor WorkCenter Compensatory Time #& Home | Sign Out
111 M formane AddTo
E ! :-{'_\NA \ Ports A Te
» New Window | Help | Personalize P
UPW State Comp Time Off Detail
Anne Doe Employee ID 00033000
Janitor Il Employment Record 0

Displays the balance of Compensatory time for an employee as of the specified date. This balance may be positive or
negative, depending on how the plan s set up and what has been reported

' '’

The Compensatory time balance is displayed for the employee by
- the specified date. Units Earned is always displayed as YTD

Start Date  O4/107202 2 3
information.
End Date 04/1072021
The compensatory time limits vary by union. See your collective
bargaining agreements.

Compensatory Time Select 'Next’ to continue.

® Q . /
Plan Plan Description Unit Type Expiration Date Starting Balance Units Eamed Unit
01CT2 UPW State Comp Time Off  Hours 216 000000 0 000000

The Compensatory time balance is displayed for the employee by the specified
date. Units Earned is always displayed as YTD information.

The compensatory time limits vary by union. See your collective bargaining
agreements.
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Favorties ¥ Main Menu ~ Manaqger Self Service lme and Labor WorkCenter Compensatory Time #& Home | Sign Out

&HA\VA \ i .l :;'."-l AdTo v

End Date 04/10:2021 5| R
Compensatory Time
m Q
Plan Plan Description Unit Type Expiration Date Starting Balance Units Eared Unit:
01CTZ UPW State Comp Time Off  Hours 216.000000 0.000000
01CTZ UPW State Comp Time Off  Hours 224000000 0.000000
01CT1Z UPW State Comp Time Off  Hours 01/01/2098 212.000000 12 000000
01CT2 UPW State Comp Time Off  Hours 220 000000 0 000000
01C12 UPW § To return to the IiSt Of employees' dick 228 000000 0 00000
the Return to Select Employee link.

01CT2 UPW § 0000000 228 000000

I IH:dlurn 1o Selact Fmployes

To return to the list of employees, click the Return to Select Employee link.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.

August 11, 2021 Version 3 Page 173



ELHAVAI2,

Course 125 - Timekeeper

The Overtime Requests Tab

The Overtime Requests Tab QHAWAH'?

Lesson Scenario

In this lesson, you will learn to use the Overtime
Requests Tab in the Time and Labor WorkCenter.

The Timekeeper uses this tab to determine
whether employees have any pending overtime
requests. Overtime requests are required for both
overtime and compensatory time earned, which
are both are both types of time. You can view
approved, submitted and denied requests.

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

Note that HIP’s overtime requests process does
not replace any forms that your department may
currently require for authorizing overtime
budgets.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to use the Overtime Requests Tab in the Time and
Labor WorkCenter.

The Timekeeper uses this tab to determine whether employees have any
pending overtime requests. Overtime requests are required for both overtime
and compensatory time earned, which are both are both types of time. You can
view approved, submitted and denied requests.

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

Note that HIP’s overtime requests process does not replace any forms that your
department may currently require for authorizing overtime budgets.
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Mamager Sell Seivice Tame and Labor 'WorkCenler Manaye Group Exceplions A Home Sign Qut

Exceptions Time Balances OT Requsst

Exceptions Begin by navigating to the Time and Labor WorkCenter.

By default, the Exceptions tab displays.
» Employee Selection

Select ‘Next’ to continue.

» Filtering Options

Exceptions @

H Q
‘ Querview | Detalls Demographics | |I»
Allow Last Name First Name Empl ID Retc':m Job Title Fxceptio

0

Allow Exceptions (7)
Select All Deselect All

Save

Begin by navigating to the Time and Labor WorkCenter. By default, the
Exceptions tab displays.
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Sign Out

| OT Requests l

Click the Overtime Requests tab.

Exceptions Time Balances

Exceptions

» Employee Selection

» Filtering Options

Exceptions 2
5 Q
Overview Details Demogrephics | |i»
Allows Last Name First Name Empl ID Empl  10p Tide Exceptio
Record
U 0

Allow Exceptions (7
Select All Deselect Al

Save

Click the Overtime Requests tab.
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Mamager Sell Seivice Tame and Labor 'WorkCenler View Overfime Roquests A Home Sign Qut

Exceplions Time Balances OT Requests

View Overtime Requests
Select Employee

mployee Selection

Click the arrow to the left of

Employee Selection.
Last Name First Name Employee ID Fmployment Record  Job Title Hours |
: : < : ployee ployment Rec ! : Appn
Last Name 0 0.0

Click the arrow to the left of Employee Selection.
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Favariles * Main Menu Sign Out

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

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

View Overtime overtime requests.

Select Employ Select ‘Next’ to continue.

\ Get Employees

Clear Criteria

v Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group Qa

Save Criteria
Employee I Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor ID Q
Workgroup Q

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

Alternately, you can use the Selection Criteria to search for employees with
overtime requests.
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Favariles ~ Main Menu ~ Mamager Sell Seivice Tame and Labor 'WorkCenler View Overfime Roquests A Home Sign Qut

Exceplions Time Balances 01 Requests

View Overtime Requests
Select Employee

v Employee Selection

Employee Selection Criteria Get Employees
: |
Selection Criterion sq  For this example, click the srererT
lear Criteria
Get Employees button.
Time Reporter Group
Save Criteria
Employee 1D Q
Empl Record Q
Last Name Q
First Name Q
Department Q
Supervisor ID Q
Workgroup Q

For this example, click the Get Employees button.
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Mariggee Seaf S Term el Lt WerkCurslar e N & Homs: Sign Out
e @
L

Exceplion: Time Balances OTR S -~
View Overtime Requests : o : A S
Select Employee At this point in time, there is one employee in your unit
or department who has overtime hours approved or
¥ Employee Selection submitted.
Employses For. Jane Aloha Select ‘Next’ to continue
7 Q
\
Time Reporters Demographics | I
Last Name First Name Employee 1D Employment Record  Job Title H(}‘"::rg’vz ”o‘zf?::::

Jahn 00012475 0 Janitor It 0 000000 aac

At this point in time, there is one employee in your unit or department who has
overtime hours approved or submitted.
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[T — Teww e Liabor WorkCursdar & Homs: Sign Out

wior @

Exceplions Time Balances OT Requests
View Overtime Requests

Select Employee

¥ Employee Selection

Employees For Jane Aloha

" Q
Time Reporters Demographics I
st Name i 9 > " " e Hours tobe  Hours Apprc
Last Name First Name Employee 1D Employment Record  Job Title Approved or Submi
LS Jahn 00012475 0 Janitor Il 0000000 aa(

You may need to scroll to the right to see all
Click Aloha the information about the overtime request.
For this example click the employee’s last
name to view any Overtime requests.

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

For this example click the employee’s last name to view any Overtime requests.

Click Aloha
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Mariggee Seaf S Term el Lt WerkCurslar e N & Homs: Sign Out

wior @

View Overlime Requests

Overtime Requests

John Aloha Fmployee ID 00012475
Janitor 11 Employment Record 0
View Options 2

Month | 06 - June . year 2021 v View Requests

View All Requests

Overtime Requests (2

m

Details Date On Request Cvertime Hours  Date Submitted Request Status

Detads 0611172021 800 D&/112021 Aporovad

Retun to Seiect Employee

In this example an Overtime Request for June 11, 2021
was found and the request status shows ‘Approved’.

Click the Return to Select
Employees Timekeepers can’t take any action on overtime requests;

however, you can work with the supervisor to get
overtime requests approved to avoid an exception.

In this example an Overtime Request for June 11, 2021 was found and the
request status shows ‘Approved’.

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

Click the Return to Select Employees
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Exceplion: Time Balinces |{ OTRequests |

View Overtime Requests

Select Employee
b Erfisdorce Solchion You are returned to the View Overtime Requests page.
Employee Selection
Employees For Jane Aloha Select ‘Next’ to continue.
" Q
Time Reporters Demographics I
Last Name First Name Employee 1D Employment Record  Job Title H(}\L::rg,vz "o‘g:m:
Jahn 00012475 0 Janitor I 0000000 aac

You are returned to the View Overtime Requests page.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.

August 11, 2021 Version 3 Page 184



ELHAVAI2,

Course 125 - Timekeeper

Working with Exceptions

Working with Exceptions QHAWA’ R

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.

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. Ildentifying and resolving exceptions will generate payable time and
pay employees for time reported.
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What are Exceptions?

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

A process called Time Administration runs every night in HIP. This process applies the
rules for processing time. If the rules are not applied correctly, the system creates an
exception that must be resolved or allowed in order for the time to be approved by
the employee’s 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 a kind of notification generated by the system when reported time
is incorrect or when reported time does not comply with a rule.

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

It is recommended to login daily to review and clear exceptions.
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Each exception has a
Status and a Severity
level.

’ 1 Ppb -
- » ‘.:',' ' \ 2
il st

Select ‘Next’ to continue

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

Statuses help you work with When an exception is
exceptions. Unresolved created, the status of the

v . exception is Unresolved.
Possible exception statuses x

are Unresolved, Resolved,

and Allowed. When the exception condition

When an exception is resolved, Resolved no longer exists, the status of
it is automatically removed the exception changes to
from the list of exceptions. Resolved.

Indicates the supervisor or
Allowed timekeeper allowed the
exception, which generates
payable time without
Select ‘Next’ to continue. resolving the exception.

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.

Status Definitions
= Unresolved- When an exception is created, the status of the exception is
Unresolved.
= Resolved- When the exception condition no longer exists, the status of
the exception changes to Resolved.
= Allowed- Indicates the timekeeper allowed the exception, which
generates payable time without resolving the exception.
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What does the Severity Level of an Exception mean?

Severity Level What it means

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

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

Select ‘Next’ to continue.

What does the Severity Level of an Exception mean?
Severity Level

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

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

Select ‘Next’ to continue

What are some examples of exceptions?
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Examples of Exceptions

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

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

Quantity Exceeds TRC The employee has entered more time than

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

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

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

August 11, 2021 Version 3 Page 191



o HAWAFromzten

Course 125 - Timekeeper

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. Timekeepers may support supervisors with
exceptions should they require assistance.

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. Timekeepers may support supervisors with exceptions should they require
assistance.

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:
= 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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¥ Employee Self-Service

Click the drop-down arrow.
s

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

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

N——

W-2/W-2c Consent

Personal Details

Last Pay Date 06/04/2021

Classic Home

@,

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

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

Click the drop-down arrow.
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v Employee Self-Service
Beneficiary Designation

Employee Seif-Service

Click Manager Self Service
from the list of options.

Last Pay Date 06/04/2021

Personal Details Classic Home

poy

jovascriptipSwpeToTabFromDO(R2THRMS EMPLOYEEHC HR MGR_SELF_SERVICE_FLU_GBLR27)

Click Manager Self Service from the list of options.
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gg;——ff,‘}j;l“ L ¥ Manager Self Service

Assign Work Schedule Time and Labor WorkCenter
i %

Manage Delegation

‘.| liihe Tineand Iaber
WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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L AP v W

Time Keeper WorkCenter & New VWindoy Help | Personalize Page

% Links c Exceptions Time Balances OT Requests

= Other Tasks
Rapid Time Click the double arrows in the top right corner of the
left panel on this page. This will close the panel and

provide more space in the work area.

Exceptions (7

B Q
Overview Details Demographics "
- Empl -
Allow Last Name First Name Empl ID Record Job Title
(] 0

il Reporis/Processes Cc

Allow Exceptions
- Reports Select ANl Deselect All

Reporl Manager

Save

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

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

ployee Selection

Click the arrow to the left of

Employee Selection.
Overview Details Demographics II»
Allow Last Name First Name Empl ID Ro’::r': Job Title Exceptic

Allow Exceptions (7
Select All Deselect All

Save

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

Click the arrow to the left of Employee Selection.
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&F‘A‘v\"_};‘ [ i P )]
NavBar
» New Win Help | Pe alize Page
Exceptions Tima Balances OT Requests
Exceptions
v Employee Selection
Employee Selection Criteria | Get Employecs
Selection Criterion Click the Get Emp'm" button.
Time Reporter Group ! Q Clear Criteria
Employee ID Q Save Criteria
Empl Record Q
Last Name Q
First Name Q
Depariment Q
Supervisor |D Q
VWorkgroup Q

Click the Get Employees button.
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@
Nl
Empi Record ( Y i
P In this example, one employee has an exception that needs to be
resolved or allowed.
Frst Name
Ogpartment The timekeeper reviews the details to determine what action to take
and coordinates with the supervisor as appropriate.
Supervisor ID
Véorsgroup Select ‘Next’ to continue.
L .
* Filtering Options
Exceptions (2)
m Q
Ovetview Details Demographics I»
Allow Last Name First Name Empl 1D NQEZIQI’I:‘]‘ Job Title Exception 1D Des
~ . S over |
I Doe John 00987654 Q0 Alrport Fire Eguipment Oplr MTLX0001 i
Allow Exceptions
Select All Deselect All

Save

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

The timekeeper reviews the details to determine what action to take and
coordinates with the supervisor as appropriate.
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Empl 1D

0uLs /654

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

Select ‘Next’ to continue.

Empl
Recorg Job Title Exception |0 Description Date

COwertime & not pee:

0 Airport Fire Equipment Optr MTLX0001 eppraved

060972021

Seventy

High

The Severity is High, which means the employee will not be paid until the
exception is resolved.
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New ¥ dovy kslp Fersonalze Page

tions Time Balences OT Requests

ons
The exception is “Overtime is not pre-approved”. To resolve
yee Selection | this exception the timekeeper works with either the employee
or the supervisor to confirm the time is worked and valid. If

g Options valid, the supervisor or timekeeper would then allow the
exception.

15 2

- Select ‘Next’ to continue.
iew Delaits]

\ y

Last Name First Name Empl ID RGECIL?J Job Title Excaption 1D Description
p—

Doe John 08B 7554 0 Airport Fire Equipment Optr MTLX00DT e ey
P

ceptions (2
Select All Deselect All
Save

The exception is “Overtime is not pre-approved”. To resolve this exception the
timekeeper works with either the employee or the supervisor to confirm the time
is worked and valid. If valid, the supervisor or timekeeper would then allow the
exception.
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Exceptions

» Filtering Options 4
Click the Details tab
Exceptions (2)

B Q

Qverview Demographics | 1»

Allow Last Name First Name Empl ID ngﬂ: Job Title Exception ID Sourcy

Doe John 00987654 0 Amor Firs Equipment Optr MTLX0001 Tmesh
Allow Exceptions (%)
Select All Deselect All

Save

Click the Details tab
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Exceptions

» Employee Selection

Additional exception details display, click the scroll bar for

b Filtering Options additional information.

Exceptions (2)
B Q
Qverview Details Demographics | 1»
Allow Last Name First Name 00055000 mp| 1D ngﬂ: Job Title Exception 1D Source
Doe John 00987654 0 Amor Firs Equipment Optr MTLX0001 Tmesh
Allow Exceptions (%)
Select All Deselect All
Save
Click the seroll bar

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

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

Last Updated Exception Data Explanation Comment

06102021 N e
12:15:20P 1 Acton Requred: Overtime request 1S not pre-approvad in the 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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Exception Explained

Fxception ID
MTLX0001
Descniption

Quertime is not pre-approved .
Cwertime 5 not ore-approved in the system. All overbme must be pre-approved
In the system

Action Required This needs 10 be either allowed of edited if not correct. Chack your
o2partment policies for pre-approved overtime.

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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Maruagger Seof St Torm sered Lt WrkCurslar [T —— Sign Out

Exceptions Time Closing the Exception Explained popup returns you to
Exceptions the Exceptions page.

» Employee Selection

} Filtering Options

Exceptions (2}

s Q

aweven | Click the Allow box

00055000 | 1D ngﬂ: Job Title Exception ID Source

|E I Doe John 00987654 0 Aipor Fira Equipment Optr MTLX0001 Tmesh

Allow Exceptions (%)
Select Al Daselsct All

Save

Closing the Exception Explained popup returns you to the Exceptions page.

Click the Allow box
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Exceptions

» Employee Selection

» Filtering Options

Exceptions 2

s Q
Qverview Detgils Demographics | 1I»
Allow Last Name First Name Empl ID Ri’gﬂ Job Title Exception 1D Source
1] - 3 0 Asport Fira Equipment Optr MTLX0001 Tmesh
Doe lohn 00055000 Quip

Allow Exceptions ()

Select All Deselect All
[ save |
Click the Save button to allow
the exception

Click the Save button to allow the exception
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Exceptions Time Bsalancas OT Requests

y Click the Home icon
Exceptions

» Employee Selection

» Filtering Options
Exceptions (2}
B Q
Qverview Details Demographics | 1»
Allow Last Name First Name 00055000  p ngﬂ; Job Title Exception 1D Source
Doa John 00987654 0 Aipor Fira Equipment Optr MTLX0001 Tmesh

Allow Exceptions (3

Select All Deselect All
- — Approving the exception clears the Allow checkbox

column on the Exceptions page. For this example, the
time will be available for the supervisor to approve after
the Time Administration process runs.

Save

Approving the exception clears the Allow checkbox column on the Exceptions
page. For this example, the time will be available for the supervisor to approve
after the 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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Lesson Scenario

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

Timekeepers can report time on behalf of employees
if they cannot do so for themselves and/or use paper
timesheets. They can also add comments for non-
regular time.

Note: The preferred method to enter time on the
employee’s behalf is to use rapid time entry. If there
is a reason to use the timesheet, use this lesson as
reference material. Supervisors use Team Time to
enter timesheets. Timekeepers may use Team Time
as an alternate method of entry.

Select ‘Next’ to continue.

Lesson Scenario

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

Timekeepers can report time on behalf of employees if they cannot do so for
themselves and/or use paper timesheets. They can also add comments for non-
regular time.

Note: The preferred method to enter time on the employee’s behalf is to use
rapid time entry. If there is a reason to use the timesheet, use this lesson as
reference material. Supervisors use Team Time to enter timesheets.
Timekeepers may use Team Time as an alternate method of entry.
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Report Time using Time Keeper WorkCenter

These above topics are covered in this section

Select ‘Next’ to continue.

Report Time using Time Keeper WorkCenter
Report Time on behalf on an Employee (Team Time)

These above topics are covered in this section
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Report Time (WorkCenter) QHAWN Rl

Lesson Scenario

In this lesson, you will learn to report time for an
employee using the Time Keeper WorkCenter.

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

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn to report time for an employee using the Time
Keeper WorkCenter.

Note: The preferred method to enter time on the employee’s behalf is to use
rapid time entry. If there is a reason to use the timesheet, use this lesson as
reference material.
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Click the drop-down arrow. Begin by navigating to the Timesheet in
' ’ | Manager Self Service.

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

W-2W-2¢ Consent

9

Personal Details Classic Home

Last Pay Date 06/04/2021

«

7

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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v Employee Self-Service

lew W-2/W-2¢c Forms

Click Manager Self Service
from the list of options.

W-2/W-2¢ Consent

&

Personal Details Classic Home

Last Pay Date 06/04/2021

poy

javascriptlpSwpeTeTabFromDO(%2THRMS EMPLOYEEHC FR_MGR _SELF_SERVICE_FLU_GBL%27)

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

Manage Delegation

*, Clickthe Time and Labor
*  WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Manager Self Servee Time and Labor WorkCenter Manage Group Exceptions

% Links C: 3 i Fxceptions Time Balances OT Requests

Other Tasks
Rapid Time Click the double arrows above. This will close the

o panel and provide more space in the work area.

Reported Time Audit

Assign

Query Viewer l

» Filtering Options

Bl Queries (o SO Exceptions &
Time Keeper Queries 5 Q
Comments related to Time Qverview Details Demographics I
Comp Time 8 All EE
v AR Empl
Current Deleq 3 Query Allow Last Name First Name Empl ID Record Job Title
EE Approval Workflow
Roating
] 0
EE in SRNA/ENOB wil
Overims
Reporta/Procease c .
#h ReportuiProcesses Allow Exceptions (D
Reports Select All Deselect All
7 Report Managar
Save
< )

Click the double arrows above. This will close the panel and provide more
space in the work area.
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Manager Selt Sary Time and Labo [ et & Home Sign Out

| 1
Fxceptions I; Time .I‘ Balances OT Requests

Exceptions

» Employee Selection Click the Time tab.

» Filtering Options

Exceptions (2 The Exceptions page on the Time and Labor WorkCenter displays by
5 Q default.
Overview Details De

Start by navigating to the employee’s time sheet.

Allow Last Name Exceptio

Allow Exceptions (7
Select All Deselect All

Save

The Exceptions page on the Time and Labor WorkCenter displays by default.
Start by navigating to the employee’s time sheet.

Click the Time tab.
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Main Menu ¥ Manager Self Sarvica Tim= and Labor WorkCentar # Home Sign Out
Add o w @
oyt
The Timesheet page displays.
Exceptions | Time | Balances OT Requests
This is the recommended way for timekeepers to access
Timesheet | Payabie Tims Detail timesheets for employees. There exist other navigation
options for access to employee timesheets (for example,
@ via the Team Time tile or using the NavBar).
ployee Selection
For this lesson our focus is the navigation within the
Time Keeper WorkCenter to access employee timesheets
Click the arrow to the left of as the WorkCenter is the recommended starting point for
Employee Selection. | Timekeeper tasks.
\ o’
Employees For Totals From 10/25/2020 - 10/31/2020
m Q
Time Summary Demaographics 13
Empl - Reported  Hours to be Scheduled
Last Name First Name Employee ID Record Job Title o Approved PPz |
_ast Mame 0 0.000000 0.000000 0.000000

The Timesheet page displays.

This is the recommended way for timekeepers to access timesheets for
employees. There exist other navigation options for access to employee
timesheets (for example, via the Team Time tile or using the NavBar).

For this lesson our focus is the navigation within the Time Keeper WorkCenter to
access employee timesheets as the WorkCenter is the recommended starting
point for Timekeeper tasks.

Click the arrow to the left of Employee Selection.
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avarte # Home Sign Out
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You can click the Get Employees button, which will

display a list of all the employees you have access to
FExceptions Time Balances | OT Request (according to your security profile).
= Or you can use the Selection Criteria to search by a

limesheet | Fayable lime Detal SpeCiﬁC value.
For this example you will search using the Employee ID.
. ¥:Employee Selecticn

N o
Employee Selection Criterla

Get Employees
Selection Criterion Selection Criterion Value

Clear Criteria
Time Reparter Group

Save Criteria

Employee ID F Q

Emgl Record Q

Last Name . .

Click in the Employee ID field.

First Nama

Department Q

Supanisor 1D Q
Workgroup Q

e You can click the Get Employees button, which will display a list of all the
employees you have access to (according to your security profile).

¢ Or you can use the Selection Criteria to search by a specific value.
For this example you will search using the Employee ID.

Click in the Employee ID field.
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Manager Seif Sarvice Tim= and tar Sign Out

®

Exceptions Time Balances OT Requests

Timesheot | Payable Time Detail

Employee Selection Criteria Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteria
Employee ID
Emgp! Record Q
Last Name . .
Type ‘00011000’ in the Employee ID field
First Name and press the Tab key.
Department QL
Supemsor ID Q
Workgroup Q

Type ‘00011000’ in the Employee ID field and press the Tab key.

August 11, 2021 Version 3 Page 221



ELHAVAI2,

Course 125 - Timekeeper

Favortes ¥ Main Wenu ~ Manager Self Service Tim= and Labor WorkCentar Tmashast # Home Sign Out
VI i
Al
Exceptions Time Balances OT Requests
Timesheet | Payable Tima Detail
Click the Get Employees
¥ Employee Selection button.

Empiloyee Selection Criteria

i Get Employees i

Selection Criterion Selection Criterion Value

Clear Criterla
Time Reporter Group Q

Save Criteria
Employee ID 00011000 Q
Empl Record Q
Last Name Q
First Name Q
Depatment Q
Supenisor 1D Q
Workgroup Q

v
< >

Click the Get Employees button.
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Exceptions Time Balances 0T Requests

A row displays for the employee in the Time Summary
section. Clicking on the employee’s Last Name takes you to
the employee's timesheet.

Timeshest Payable Time Detail

» Employee Selection

Change Yiew

“View By | Weak w Show Schedule Information
Date |0511/2021 =i Pravious Weak MNexd Waek
Employees For , Totals From 05/08/2021 - 05/15/2021
5 Q
Time Summary Demographics 113

Lot Nosma ) Empl Job Title Reported  Howrs to be Scheduled

Record Hours Approved Hours
Click the Last Name.
0| Pre Audit Clerk | 1.00 0.00 40.00

A row displays for the employee in the Time Summary section. Clicking on the
employee’s Last Name takes you to the employee’s timesheet.

Click the Last Name
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#& Home Sign Out

AddTo - @

NenvBar

Timesheet

Lani Doe

The Timesheet opens to the current Calendar Period.

Select Another Timesheet

‘View By  Calandar Periog v Previous Period Nex! Petiod
o

Date 050172021

Reported Hours  6.00

From Saturday 05/01/2021 to Saturday 05/15/2021 (2

Sat Sun Mon Tue Wed Thu Fri Sat Sun
51 52 53 54 ,
100 150 1 Note the hyperlinks offer additional options
to change to the Previous Period, Next Period,
S bt Submit Previous Employee, Next Employee or change

to the Punch Timesheet.
Reported Time Status Summary Absence Exceptions Payable

For this example we will change to View By
Reported Time Status Day.

5 Q Select ‘Next’ to continue.

Date Reported Status Total TRC UG ”

The Timesheet opens to the current Calendar Period.

Note the hyperlinks offer additional options to change to the Previous Period,
Next Period, Previous Employee, Next Employee or change to the Punch
Timesheet.

For this example we will change to View By Day.
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Timesheet

Lani Doe

Select Another Timesheet

“View £ ,‘l Calandar Pariod

‘Date 05012021  fr

Employee 1D
Empl Record 0

Earliest Change Date

Previous Period

Click in the View By
field.
From Saturday 05/01/2021 to Saturday 05/15/2
Sat Sun hu
51 52 53 54 55 56
1.00 150 150 1.00
Save for Later Submit
Reported Time Status Summary Absence Exceptions Payable Time
Reported Time Status
5 Q
Date Reported Status Total TRC Description

00011000

08/01/2021

Next Peried

Punch Timesheet
Fri Sat Sun
57 58 59
Add Comments

Click in the View By field.
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Manager Sef Servce

# Home Sign Out

A To * @
Timesheet
Lani Doe Employee ID 00011000
Empl Record 0
ficlion Eartiest Change Date  06/01/2021
Select Another Timesheet
*View By | Calendar Period vl Previous Period  Next Petiod
*Daté
eporewrours 500 Punch Timesheet
From Saturday 05/01/2021 to Saturday 05/15/20 Click the Day option.
sat sun Mo ‘ Fri sat Sun
51 52 5 57 518 59
1.00 150 150 1.00
Save for Later Submit
Reported Time Status Summary Absence Exceptions Payable Time
Reported Time Status
5 Q v
Date Reported Status Total TRC Description Add Comments
»

Click the Day option.
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Manager Sof Serviea

Confirm the Date field shows the needed
date. For this example ‘5/01/2021" is the date
you will work on for Lani Doe.

Select Another Timesheet

Ve by | 2 Select the applicable Time Reporting Code /

Time Details to report any non-regular time,
Reported Hours  0.00 such as Comp Time, Overtime, Stand By Pay,
Call Back Pay, Night Differential, etc.

r t e
‘Date | 051012021 ERY

Saturday 05/01/2021 & - .
§°; Total Time Reporting Code Business Unit  Combination Code ChartFlelds

STATE Q Q| | CharFieids +

v STATE Q Q |  CharnFields =

« +

Click the Time Reporting Code drop-

= down arrow.
Save for Later Submit

Reported Time Status Summary Absence Exceptions Payable Time

Reported Time Status

Confirm the Date field shows the needed date. For this example ‘5/01/2021’ is
the date you will work on for Lani Doe.

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

Click the Time Reporting Code drop-down arrow.
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Manager Sef Sernce Tene and Lator WorkCenter

ADM - Administrative Leave Employee ID 00011000
CLBK1 - Call Back Pay Empl Record 0
CLBK2 - Call Back Consultative Calis) -
- / Earlie anpe Date 08101/
a CTFEA - Adust Eamed Comp Time (Fed) mheut Chnoe Da 0810172021
) CTFPY - Pay Comp Time (Federal) -
Select Another Timesheet CTFRQ - Eam Comp Time (Federal) r
CTFTA - Adust Take Comp (Federal)
"View BY | CTFTF - FMLA Take Comp Time (Federal) Previous [ Next Day
CTFTK - Teke Comp Time (Federal)
‘Date | CTZEA - Agust Eam Comp Time (State)
CTZPY - Pay Comp Time (State) Pinch Tinecheel
CTZRQ - Eam Comp Time (State) 4
CTZTA - Adust Take Comp Time (Stale)
CTZTF - FMLA Teke Comp Time (State) Click the Scroll Bar
el 0642021 (3 CTZTK - Take Comp Time (Stata)
Saturday 0501/2021 EFMLE - Expanded Family & Medical Leay
sat EPSL1 - Emergency Paid Sick Leave ¥ a N— >
51 Total EPSL2 - Emargency Paid Sick Leave(213) Business Unit  Combination Code ChartFields
HZD15 - Hazard Pay Severs -
v gTATE Q Q | ChanFields =
v STATE Q Q atFieid: o
v 9 . . 3
A list of Time Reporting Codes to report
time, such as Comp Time, Overtime, Stand By
Save for Later Submit . . 3 2
Aboly Pay, Call Back Pay, Night Differential, etc is
displayed. For this example navigate to OT -
Reported Time Status Summary Absence Exceptions Payat] Overtime Pay
=2 g \. y
Reported Time Status =
’

A list of Time Reporting Codes to report time, such as Comp Time, Overtime,
Stand By Pay, Call Back Pay, Night Differential, etc is displayed. For this
example navigate to OT - Overtime Pay.

Click the Scroll Bar.
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Manager Sof Servica Tiene and Lador WorkCanter

Timesheet

QT - Overtime Pay Employee ID 00011000

0 C Empl Record 0
RNG - Regular - Negaiive

RST10 - 10 Hours Rest
TR P . RST12 - 12 Hours Rest
seiect Another limesheet RWC - Reqgular Pay = i
SHWUP- Rpd DeyOF Une tovd Click OT — Overtime Pay option.
"View By | SPLIT - Spiit Shift Differential
STDBY - Stand By Pay Portions'
‘Date | TA- Temporary Assignment Pay
TAOT - Overtime during Temporary Asgn Punch Timesheet
10! - TOI p =
TRVLE - Eam Trave! Comp Time
TRVLJ - Airplane Travel Pay
TRVLT - Take Travei Comp Time
WC - Workers Compensation

Eariest Change Date 061012021

Saturday 05012021 &

Sat WKDIF - Working Condition Differential
51 Toal | \wr . Tacable WIK Business Unit  Combination Code ChartFlelds
ZUNFM - Uniform Pay
vi STATE  Q Q|  Chanfleids +
v STATE Q Q | | ChariFlelds -+
v STATE Q Q | | ChanFields +
Save for Later Submit Apply Schedule

Reported Time Status Summary Absence Exceptions Payable Time

Reported Time Status

Click OT - Overtime Pay option.
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# Home Sign Out

AddTo w @

Timesheet
Lani Doe Employee 1D 00071000

Empl Record 0

Earliest Change Date  06/01/2021

Select Another Timesheet
"View By | Day
*Date | 05/01/2021

Reported Hours  0.00

Saturday 05/01/2021 ]

S;il Total Time Reporting Code Business Unit  Combination Code ChartFields
E OT- Overtime Pay v STWE  Q Q| | ChartFrelas +
v STATE Q Q | | ChartFields +
STATE Q Q Fiaic -+
Click in the field for ‘Sat 5/1’.
- - Schedule
Absence Exceptions Payable Time

Reported Time Status Summary

Reported Time Status

Click in the field for ‘Sat 5/1".
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Employee 1D 00011000
Empl Record 0
A Earfiest Change Date 061012021
Select Another limeshest
"iew By | Day v Previcus Day Next Day
‘Date |0si012021  F %
Reported Hours  0.00 nch Timesheet
Saturday 05/01/2021 )
S;."l Total Time Reporting Code Business Unit  Combination Code ChartFields
E OT - Quertime Pay v STATE Q Q | ChanFields +
R STATE Q Q nF seids +
R i 3 v STATE Q Q alds +
Type ‘4’ in the ‘Sat 5/1’ field,
then press the ‘Tab’ key.
Apply Schedule
Reported Time Status Summary Absence Exceptions Payable Time
Reported Time Status -
»

Type ‘4’ in the ‘Sat 5/1’ field, then press the ‘Tab’ key.
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Employee ID 00011000

Review the entries for Lani’s timesheet for accuracy. In order
to activate the Comments field, the Submit or Save for Later
button must be clicked. The timesheet can be repeatedly
submitted, if needed.

Select Another Timeshest
"View By | Day
‘Date | 0510112021
The recommended practice is to primarily use the Submit

button on this screen. Doing this helps reduce the risk of
Saturday 050172021 forgetting to return and submit a saved entry at a later time.

Ssail Total Time Reportigreoue BUSTTESS U COMOIToT CO0E " CIFeus

4 0T - Overtme Pay v STATE Q Q|  ChanFields -+

v STATE Q Q| chanFieids +

v STATE Q Q | | ChanFiaids +

Save for Later I Submit ' | Apply Schedule

Reported Time Status Summary

Click the Submit button.

Reported Time Status

Review the entries for Lani’s timesheet for accuracy. In order to activate the
Comments field, the Submit or Save for Later button must be clicked. The
timesheet can be repeatedly submitted, if needed.

The recommended practice is to primarily use the Submit button on this screen.
Doing this helps reduce the risk of forgetting to return and submit a saved entry
at a later time.
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1 unresolved High Severity exception(s) in the tims period Please review (13504 83)

High Severity Exceptions exst In the time penod. Please work with your department timekeeper
or Supenvisor to resoive the exception(s) and process ihe tmeshest anines

An exception was generated in this example because an OT
request was not pre-approved by a supervisor. You can work
with the supervisor to allow the exception.

An exception was generated in this example because an OT request was not
pre-approved by a supervisor. You can work with the supervisor to allow the
exception.

Click the OK button.
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Timesheet

Lani Doe Employee i) 00011000

Empl Record 0

Earliest Change Date  05/01/2021

Select Another Timesheet

"Vigw By { Day vi Previous Day  Next Day

‘Date |05012024 B ¥

The Timesheet screen displays. Navigate to the Reported Time

Saturday 05/01/2021 () Status section.
zail Total T weporang Coue L COUE cieTEields
400 400 OT- Overtime Pay v STATE Q Q| | ChartFields +
Save for Later Submit
Reported Time Status || Summary  Absence | Exceplions  Payable Time Click the Scroll Bar

Reported Time Status

5 Q

Date Reported Status Total TRC Description Add Comments Exd

The Timesheet screen displays. Navigate to the Reported Time Status section.

Click the Scroll Bar
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Empl R

d 0 -
Earliest Change Date  05/01/2021
Select Another Timesheet
"View By | Day ¥ Previous Day Next Day

-~y

*Date_ 05/01/2021

Note the Reported Status now shows Submitted. Also the Add

Comments field shows a comments icon.
Saturday 05/01/2021 @

27: Total Time Reporting Code Business Unit  Combination Code ChartFlelds
400 400 OT-Overtime Pay v STATE Q Q | | ChanFields +
Save for Later Submit

Reported Time Status Summary Absence Exceptions Payable Time

Reported Time Status 2 .
Click the Add Comments icon.
5 Q
Date Reported Status Total TRC Description w Add Comments Exce
050172021 Submtted 400 OT Qvertime Pay (

Note the Reported Status now shows Submitted. Also the Add Comments
field shows a comments icon.

Click the Add Comments icon.
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TR Comments

Employee ID 00011000

Employment Record 0

Comment hisiory cannot be altered of removed. Once you select OK 10 jeave the page or seiect Apply for one or more entered comment, you vall
not be abie to alter or remove those comments later

Comments related to time entered for 05/01/2021

m Q

User ID DateTime Created  Source

“r 117 . Time
1 05012021 06/112021 218AM Regoriin

Ty Sm—— The Comments screen displays. Note the warning that comment
history cannot be altered or removed.

W e | Select ‘Next’ to continue.

s e i1
javascriptvoid(0)

The Comments screen displays. Note the warning that comment history cannot
be altered or removed.
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TR Comments

Employee ID 00011000
Employment Record ¢

Comment hislory cannot be altered of removed Once you select OK 10 leave the page of select Apply for one or more enterad comment, you will
not be able to after or remove these commenls later

Comments related to time entered for 05/01/2021
m Q

User ID DateTime Created  Source

Time

1 050172021 06/11/2021 Z18AM Regorting

Add Comment

Click in the Comment field.
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TR Comments

Comments

Employee [D 00011000
Employment Record 0

Comment hstory cannol be alered of removed. Once you select OK 10 Jeave the page or select Apply for one or mare entered comment, you will
not be able to alter o remave those comments tater

Comments related to time entered for 05/01/2021
5 Q 1-10f 1 View Al

User ID DateTime Created  Source

1 05012021 06112021 218AM  [OR

Type ‘OT Worked’ in the Comment field, then press the Tab key.
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Employee [0 00011000

Fre Audit Clesk | Employment Record @
Actions -

Note

Comment history cannat be 3
not be able to alter ar remave

[ Carefully review the comment entered before clicking the ‘OK’ button.

Comments related to time entered for 0510172021
| Q

User ID DateTime Created  Source

Time
1 05012021 06M12021 Z18AM Reparting _{)T'n'mrloe-d

Carefully review the comment entered before clicking the ‘OK’ button.

Click the OK button.
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Manager Self Servies Time and Labor WorkCemer Treshost

’ New Window Help
Timesheet
Employee 10 00011000
Empl Record @
Earliest Change Date 050172021
Select Another Timesheet
*View By | Day V. Previous Day  MNext Day
‘Date 05012021
Reported Hours 400 Punch Timesheet
Saturday 0501/2021 )
-~ Total Time Rej
00 so0 o1.0ve| Note the Comments field heading updates to display ‘Review + -
Comments’.
Save for Later Su
Select ‘Next’ to continue.
Reported Time Status Summary
Reported Time Status
§ Q
Date Reported Status Total TRC Description L:':""';‘:'m Exception
050112021 Submitied 400 o7 Qvertime Pay P &
»

Note the Comments field heading updates to display ‘Review Comments’.

August 11, 2021 Version 3 Page 240



e HAWAIIe e

Course 125 - Timekeeper

Maragar Sof Servca Time and Labor WorkCanser Tereshoot

Timesheet
Employee 0 00011000
Empl Record 0
Earliest Chanpe Date  05/01/2021
Select Another Timesheet
“View By | Day V: Previous Day  Next Day

pate |0s01202{
After the employee’s time is submitted, the Time
Administration process runs and converts reported

Saturday 05/01/2021 ) time to payable time.
g‘,‘,‘ Total Time Repd . Ficlds
The payable time must be approved by the
400 400 oT-ovel  supervisor in order for the employee to be paid. Fehs + —
Save for Later Suti

Note: If there are exceptions, the supervisor or
timekeeper must allow or resolve them before the

e | Sy supervisor can approve the time.

Reported Time Status

= a Select ‘Next’ to continue.
\ b
Date Reported Status Total TRC Description el Exception
050122021 Submitied 400 OT Quertime Pay > &

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

The payable time must be approved by the supervisor in order for the employee
to be paid.

Note: If there are exceptions, the supervisor or timekeeper must allow or resolve
them before the supervisor can approve the 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 using Team Time

Report Time (Team Time) QHAWAH'

Lesson Scenario

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

This lesson shows the navigation used by Supervisors
to report time on behalf of employees. This is just
one of the options to enter time for an employee
available to a timekeeper. This way is one employee
at a time whereas Rapid Time allows you to input
multiple employees at once.

Select ‘Next’ to continue.

Lesson Scenario

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

This lesson shows the navigation used by Supervisors to report time on behalf of
employees. This is just one of the options to enter time for an employee
available to a timekeeper. This way is one employee at a time whereas Rapid
Time allows you to input multiple employees at once.
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¥ Employee Self-Service

Beneliciary Designation y TS WZIW 2T 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
Pay Statements select it from the list of options.

Last Pay Date 06/04/2021

Security Setup Required Direct Deposit

Setup Complete

Jane Aloha@hawaii.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 Self-Service

Beneliciary Designation lax Withholding £,

W-2/W-2¢ Consent

> A

& Vanager Self Service
b= 1

from the list of options.

Last Pay Date 06/04/2021

Security Setup Required

Setup Complete

Jane.Aloha@hawaii.gov

javascriptipSwipeToTabFromDD(5e27HRMS EMPLOYEEM_ESS_HOMEPAGER2T),

&

Classic Home

i

Direct Deposit Frequently Asked Questions

E | S

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

Assign Work Schedule Time and Labor WorkCenter

-l-l-
n

Click the Team Time tile.

i3

Click the Team Time tile.

Manage Delegation

&

August 11, 2021 Version 3

Page 246



ELHAVAI2,

Course 125 - Timekeeper

< Manager Self Service

« Timesheet ~ Enter Time

Enter Time Use fillers 1o change the search criteria of Gel Employees to apply the default Manager Search Oplions

Trie Summary Get Employees l Filter l

» Report Time

i Weekiy Time Entry
The Timesheet: Enter Time page displays.
[[%, Weakly Time Summary
@ Payable Time There are two ways to access the timesheets for the

employees you have access to.
|§! Comp Tims

m * You can click the Get Employees button, which will

O Fiequest Absence display a list of all employees you have access to.

I® Cancel Absences = Or you can use the Filter button to search by a

specific selection criterion.
I View Regueats

|} Absence Balances Select ‘Next’ to continue.

(@ Manage Exceptions

2] Werkforce Availabiity

The Timesheet: Enter Time page displays.

There are two ways to access the timesheets for the employees you have access
to.

e You can click the Get Employees button, which will display a list of all
employees you have access to.

¢ Or you can use the Filter button to search by a specific selection criterion.
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< Manager Self Service Team Time

« Timesheet ~ Enter Time

Enter Time Use fillers 1o change the search criteria of Gel Employees to apply the default Manager Search Oplions

Time Summary Get Employees

o Report Time

i Weekiy Time Entry

Click the Filter button.

[[%, Weakly Time Summary

@ Payable Time

{8 Comp Tims For this example, you will use the Filter button.

(1 Request Absence m
1P Cancel Absences

1P View Requests

|W! Absence Balances

@ Manage Exceptions

(2] Workforce Availabiity

For this example, you will use the Filter button.

Click the Filter button.
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Time Reporter Group ‘

Cmployee ID ‘

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 }

| Forthis example, you will search using the
Supervisor ID ‘ Employee D

Workgroup ‘
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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Cancel|

Time Reporter Group 1

Empl Record |

Last Name ‘

First Name ‘

Department ]

Supervisor ID ‘

Workgroup ‘

Click in the Employee ID field.

August 11, 2021 Version 3 Page 250



o HAWAermateg

Course 125 - Timekeeper

Concel]

Time Reporter Group |

Empl Record |
Last Name |

First Name |

Department [

Supervisor ID |

Workgroup |

Type ‘00012475’ in the Employee ID field and press the ‘Tab’ key.
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Cancel|

Time Reporter Group 1

Employes ID 00012475

Empl Record |

Last Name ‘

First Name ‘

Department ]

Supervisor ID ‘

Workgroup ‘

Click the Done button.
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< Manager Self Service

> Timesheat ~ Enter Time
| |
Enter Time Select Empiayee 110w
v
Tt ey Name/Title Exceptions Hours to be Approved
o) tTi
g Fioport Time John Aloha
Janitor Il
i Weekiy Time Entry
[[%, Weakly Time Summary
(@ Payable Time
A row displays for each employee
|§! Comp Tims -
m that meets the filters you entered.
(1 Request Absence

Select ‘Next’ to continue.
! Cancel Absences

I View Regueats
|W! Absence Balances
(@ Manage Exceptions

[3-] Workforca Availabiity

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

«> Timeshesat

Enter Time
Time Summary
o Report Time

i Weekiy Time Entry
[[%, Weakly Time Summary
@ Payable Time
|§! Comp Tims
(1 Request Absence
1P Cancel Absences
1P View Requests
|W! Absence Balances
(@ Manage Exceptions

(2] Workforce Availabiity

Team Time
“

Enter Time
Select Employee Select the row for the employee -~

- whose time you will enter.

Name/Title " - d
- John Aloha
 Janitor I

For this example, click the row
m for John Aloha’.

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

For this example, click the row for ‘John Aloha’.
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< Manager Self Service Team Time
« Timesheet - John Aloha
Enter Time
Enter lime =
J;‘:gﬁlohak‘ «» Previous Next o,
Time Summary Return to Seiect Employee
4 1 June - 15 June 2021 »
 Report Time
= HI Seml Monthly
I/ Scheduled 88.00 | Reported 0.00 | Unapproved Time 0.00
| Weekiy Time Entry
- - Save for Later ' Submit I
[ E—
The Timesheet opens to the current week for T
@| the pay period. sculed Lm-ummnl ime 0.00
Ii' Wednesday Thursday Friday Saturday  Sunday Manday
| In this example, it opens to Week 2. If 9 10 L 12 13 Lo
@  necessary, you can use the right and left
arrows to move to a different week. SIS [ | | Sstadcion Bl | BRMeEd o | ANt Ofi Achatia
"l Recorted d 0 Repores 0 Rezorted 0 Reporied 0 Reportece 0
™ If needed, you can also move to a different + -
pay period.
. 5 ¢3 B ¢ (® &
L1 Select ‘Next’ to continue. > i > v >
3 wamE RN <

(2] Workforce Availabiity

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

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

If needed, you can also move to a different pay period.
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< Manager Self Service Team Time
« Timesheet - John Aloha
Enter Time
Enter Time >
John Aloha@ «» Previous Next o,
Jenitor Il
Time Summary Return to Seiect Employee

] 1 June - 15 June 2021 »
HI Semi Monthly
| Unapproved Time 0.00

o Report Time

i Weekiy Time Entry

Click the blue tab to close the left panel Save for Lator || Submit |
[F3 Weekiy Time S Y
et Sl ey and provide a larger work area.
: : 3
@ Payable Time : ) Unapproved Time 0.00
Time Reporting Code ! Tuesday Wednesday Thursday  Friday Saturday  Sunday Manday
||} Comp Tims Time Details 3 9 10 11 12 13 14

(1 Request Absence

—
cheduled OF Scheduled 8

Scheculed 8 Schedded § || Sehedued 8 Scheduled 8| Schedded OF
R sporied 0 Reportec O

Reporms 0 Regocied 0

v; + -

eported 0 Repores 0 | Resoded 0

1P Cancel Absences

1P View Requests
Comment bl [ 272

|f! Absence Balances S il S .

(@ Manage Exceptions

[7-] Workforce Availabdity

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

John Aloha
Enter Time
o)
John AIOhao 2. Previous Next &
Janitor 1
Retum to Select Employee
4 1 June - 15 June 2021 »
HI Semi Monthly
Scheduled 83.00 | Reparted 0.00 | Unapproved Time 0.00
View Legend Save for Later ' Submit I
Select the applicable Time Reporting Code / Time Details to
lime H"w-f'n'-"r-u,llﬁ--kdv Time report any non-regular time, such as Comp Time, Overtime, y
etalls
m Stand By Pay, Call Back Pay, Night Differential, etc.
Schedued § echadld 2 echad s s Tesedues 2 Scheduled OFF Szheduled OFF Stheduled 8
Reporied 0 Reporied 0 Reported 0 Repored 0 Reported 0 Reported © Recorms O
} [ ol | & | =

)
\J

I \(_ omments C () () () (@) O

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

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

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

John Aloha
Enter Time

John Aloha®)

«» Previous Next o,
Janitor 1l
Retum to Select Emy

CZO0TN - AGust Take Comp Time (Stale) = < 1June - 16 June 2021 4
CZ01Y - Pay Comp Time (State) HI Semi Monthly
EFMLE - Expanded Family & Madical Leav

EFSL1 - Emergency Faid Sick Leave Scheduled 83.00 | Reparted 0.00 | Unapproved Time 0.00
Paid Sick | 2ave(2/3)
HZD15 - Hazard Pay Severe Save for Later l Submit |
HZD25 - Hazard Pay Most Severa =
MEAL1 - Meal - Breakfast
MEALZ - Maal - Lunch 4 Week20f3 »
MEAL3 - Meal - Dinne:
2 G,ﬁsm’mj:; - Scheduled 40.00 | Reported 0.00 | Unapsroved Time 0.00
= - ! hnday Monday
- - - A e : 13 14
m S oo For this example, click ‘OT — Overtime

e Pay’ from the list of values. -
W c S Rev;u‘s"P:ay = fes pod OFF  Schecuded s
SHWUP - Rpa Dayff Unatowrk 3nrs min - | ° . . e ° Taveesit
SFLIT - Spiit Shift Differential -

[ v = +| -

Comments C O () & (@) ) O

For this example, click ‘OT - Overtime Pay’ from the list of values.
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< Manager Self Service

John Aloha
Enter Time

John Aloha®)
Janitor 1
Retum to Select Employee

«» Previous Next o,

1 June - 15 June 2021
HI Semi Monthly

\iwe Lacend Enter the elapsed time for each work day when the non-

regular time occurred. For this example, the employee

Save for Later ' Submit I
worked overtime only on Friday, June 11.

lime Reporting Code | Time Tuesday Wednesday Thursday Friday Saturday Sunday Monday
m Detalla 8 9 10 1 12 13 14
Schedusd 8 ik @ Sehedulea 8 Seheduied
Recoried Recorted 0

Scheduled OFF Scheduled OFF
Feporied 0 Repored 0

Schecded 8
Reporied 0 Reported 0
OF - Overtime Fay v !

—
I

Comments L2

Click in the field for ‘Friday 11’.

Enter the elapsed time for each work day when the non-regular time occurred.
For this example, the employee worked overtime only on Friday, June 11

Click in the field for ‘Friday 11°.
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< Manager Self Service Team Time
John Aloha
Enter Time
®
John Al°hav . Previous Next 5,
Janitor 11
Relum to Select Employee
< 1 June - 15 June 2021 3
H1 Semi Monthly
Scheduled 83.00 | Reparted 0.00 | Unapproved Time 0.00
Vil ncead Save for Later ' Submit I
<« Week20f3 »
Scheduled 40.00 | Reported 0.00 | Unapproved Time 0.00
lime Reporting Code | Time Tuesday Wednesday Thursday Friday Saturday Sunday Monday
n Detalla 8 9 10 1 12 13 14
Schadusd § Sehaduled 8 Senedukes 2 Schaduke & Scheduled OFF Scheculed OFF  Sthecdled 8
Recorded 0 Recorded 0 Reported 0 Repored 0 Reparted 0O Reporad O Reperied O
O1 - Overtime Fay v = &
Comments > ) C

Type ‘4’ in the Friday 11 field
and press the ‘“Tab’ key.

Type ‘4’ in the Friday 11 field and press the ‘Tab’ key.
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< Manager Self Service

John Aloha

Enter T{ )

Johnale  Note: When you select a Time Reporting Code in order to report non-regular time, such

TS 4 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.

el Select ‘Next’ to continue. )LI

\

4 Week20f3 »
Scheduled 40.00 | Reported 4.00 | Unapproved Time 0.00

lime Reporting Code | Time

Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Detaila 3 q 10 11 12 13 14
Schesusd § haduked 8 Seheduke: 3 Schadui & Scheduied OFF Scheculed OFF Sthecded 8
Recoried Recorted 0 Repatied 0 Repored 4 Reparted 0O Reported 0 Repores O
OF - Overtime Pay v ! 400 -+ -
Comments C (@ () () 2 ) 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

John Aloha
Enter Time

John Aloha®)
Janitor 11
Retum to Select E

+ Previous Next o,

1 June - 15 June 2021

H1 Semi Monthly

Scheduled 88.00 | Reported 4.00

Unapproved Time 0.00

View Legend Save for Later l Submit I

4 Week20f3 »

Scheduled 40.00 | Reported 4.00 | Unapproved Time 0.00
lime Reporting Code | Time

Tuesday Wednesday Thursday Friday Saturday Sunday Monday
m Detalla 8 9 10 1 12 13 14
Schedusd 8 Schedukd @ Schedules 8 Scheduied & Scheduled OFF Scheduled OFF Schecdded 8
Recorted 0 Recorted 0 Repatied 0 Repormd 4 Reporied 0 Reported 0 Regcried D

OF - Overtime Fay v !

Comments (:5 ( D ‘: P, "::-‘ "\’_"‘ I m | (N

Click the Comments icon.

Click the Comments icon.
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Cancel Time Reporting Comments Apply [Donel
1 rom
5 Q
*Date Under Report © "Time Reporting Code ©  Start Time ¢ End Time © Comment ©
1 08/11/2021 oT |ﬁ | -
A
Click in the ‘Start Time’ field.

{ Enter the required information on the Time Reporting Comments 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‘l
1 rom
5 Q
*Date Under Report © "Time Reporting Code ©  Start Time ° End Time © Comment <
1 0811172021 ot I I E| |-
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 [Donel

1 row
5 Q

*Date Under Report © "Time Reporting Code ©  Start Time ! End Time © Comment

Click in the ‘End Time’ field.

Click in the ‘End Time’ field.
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Cancel Time Reporting Comments Apply !ﬂ‘l
1 rom
5 Q
*Date Under Report © "Time Reporting Code ©  Start Time ! End Time © Comment <
1 0611172021 ot 5o I ] E| |-
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

*Date Under Report © "Time Reporting Code

1 08/11/2021 ot

Time Reporting Comments

Start Time *

5p

End Time ©

9p

Comment <

QT for special project

Apply | Dane I

s

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.

Q

1 rom
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Cancel Time Reporting Comments ﬂ@
- 1 rom

*Date Under Report © “Time Reporting Code ©  Start Time End Time

Click the ‘Apply’ button.

1 06/11/2021 o7 Sp 9p s

Click the ‘Apply’ button.
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Cancel Time Reporting Comments Apply |Done|
1 rom
5 Q
*Date Under Report © "Time Reporting Code ©  Start Time © End Time © Comment ©
1 06/11/2021 oT 500PM 9.00PM P padtproect + -

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 06/1112021 oT 5 00PM 9 00PM QT for spacial project + =

Click the ‘Done’ button.
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< Manager Self Service Team Time
John Aloha
Enter Time
John Aloha @ If you are ready to submit the timesheet for this pay T N
S et period, click the Submit button. If you are not ready
' to submit, click the Save for Later button.
Scheduled 83.00 | Reparted 4.00 | Unapproved Time 0.00
View Legend l Sn!!hlh!'l I Submit |
« Week20of3 » /I
Scheduled 40.00 | Reported 4.00
lime Report Code ! Time Tuesds Wednesday Thursday .
ime Rey I[)enrui_]“; Tim Tuie : ay n!‘ Ay |;{’ Ay dlck thes br' ¢ button.
Schedusd 8 Scheduke 8 Schedues 2 Scheduied & Scheduled OFF Scheduled OFF Schecded 8
Reporied 0 Reporied 0 Reported 0 Repored 4 Reported 0 Reported © Recorms 0
O - Cvertime Fay v # 4.00 -+ -
Comments @ O () S (& O O

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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Would you like 1o validate worked time?

Select to validate the worked time.

Select to validate the worked time.

Click the Yes button.
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< Manager Self Service Team Time
« Timesheet - John Aloha
Enter Time
Enter Time -
John Aloha @ «» Previous Next o,
Jenitor Il
Time Summary Return 1o Seiect F e
&5 Hepont Thow The Saved icon shows that the overtime on

Friday 11 has been saved.
i Weekiy Time Entry

View Leqend . Later Submit
b e Select ‘Next’ to continue. |t
iz Weekly Time Summary
@ Payable Time Scneculed 40.00 | Reported 4.00 | Unapgroved Time 0.00

lime Reporting Code ! Tuesday Wednesday Thursday  Friday Saturday  Sunday Manday
||} Comp Tims Time Details 3 9 10 11 12 13 14
(1 Request Absence m

—
Scheduled 8 Schedded § || Sehedud 8 Scheduled 8| Scheduded OF Scheduled OF Scheduled S
Reporms 0 Aecocsd R,

D 0 sporimd 0 R-prnm-w.n 0 fReported 0 Reportec O
OT - Overtime Pz v ! 4 + -

Comments P, (€D

1P Cancel Absences
1P View Requests

|W! Absence Balances
@ Manage Exceptions

[3-] Workforca Availabiity

The Saved icon shows that the overtime on Friday 11 has been saved.
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< Manager Self Service Team Time
> Timesheat ~ John Aloha
Enter Time
Enter Time P~
J_ohn Aloha®) 2. Previous Next 5
Jenitor I}
Time Summary Return to Seiect Employee

4 1 June - 15 June 2021 B
HI Semi Monthly
Scheduled 88.00 | Reported 4.

o Report Time

| Unapproved Time 0.00
1 Weekiy Time Entry

Viaw Legend Save for Later

.

[[%, Weakly Time Summary

< Week2of3 »
@ Payable Time Scheculed 40.00 | Reported 4.00 | Unapgroved Time 0.00

lime Reporting Code / waday Wednesday Thursday
|§! Comp Tims Time Detalls a

m 8 9 10 Click the Submit button.

(1 Request Absence

"
Scheduled 8 Schedded S || Sehedumd 8 Seheduled 8 SohedJded OF Scheduled OF Scheduled S

Reporms 0 Regorted 0 Repormd 0 Reporm: 4 Rezorted 0 Reporied 0 Reportec 0
B! Cancel Absences =]
07 - Overtime Pz v ? 4.00 + -
1P View Requests
Comments L2 () (. (o (D] (. )
| Absence Balances - st - s b - L

(@ Manage Exceptions

(2] Workforce Availabiity

Click the Submit button.
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< Manager Self Service

« Timesheet - John Aloha
P — — ~
Enter Ti > : g :
i After the employee’s time is submitted, the Time 2 Previous Next
Time Summary Administration process runs and converts reported
time to payable time. s
» Report Time
5 Wesky Time Entry The payable time must be approved by the -
supervisor for the employee to be paid. Sav for Ltor | submit |

[ Weekly Time Summary

Note: If there are exceptions, you can work with the

(@ Payable Time
supervisor to allow or resolve them.

Sunday Manday

|§! Comp Tims 13 14

Select ‘Next’ to continue.

(1 Request Absence

'\
Repcrms 0 Rezoried 0 Reported 0 Repores 4 Recocded 0 Reported 0 Reportec 0

B! Cancel Absences o

(B View R : O - Overtme Pe v| B 400 + -
lew Reguests

Comments \- [ (D (, S/ C 1
|W! Absence Balances

(@ Manage Exceptions

2] Werkforce Availabiity

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

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

Note: If there are exceptions, you can work with the supervisor to allow or
resolve them.
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Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Adjust Reported Time

Adjust Reported Time Q,HAWAH'“‘

Lesson Scenario

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

Consult with your fiscal office if you have any questions
about this function.

Select ‘Next’ to continue.

Lesson Scenario

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

Consult with your fiscal office if you have any questions about this function.
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Why is it necessary to enter a Combination Code on the timesheet?

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

What if the Combination Code is not entered?

If the combination code field is blank, the time will be charged to the UAC that is set
up for the employee by HR in HIP (the UAC on the EPAR).

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

Select ‘Next’ to continue.

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

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

What if the Combination Code is not entered?

If the combination code field is blank, the time will be charged to the UAC that is
set up for the employee by HR in HIP (the UAC on the EPAR).

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

i i

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

If the Manager Self Service home page does not

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

W-2W-2¢ Consent

9

Personal Details

Last Pay Date 06/04/2021

Classic Home

poy

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

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

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

Beneficiary Designation Employee Seif-Service lew W-2/W-2¢ Forms

from the list of options.

Last Pay Date 06/04/2021

Personal Details Classic Home

poy

javascriptlpSwpeTeTabFromDO(%2THRMS EMPLOYEEHC FR_MGR _SELF_SERVICE_FLU_GBL%27)

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

Manage Delega<’ -

~ Click the Time and Labor
< WorkCenter tile.

Click the Time and Labor WorkCenter tile.
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Tiec and Lavor WorkCenter Mroge 5w Exacpton:

& Link o R [ Time Balances  OT Requests

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

i Queries o Exceptions (2
= (o)
¥ -
Time Keeper Quernes
Overview Detars Demographics | I»
‘ame Empl
Allow Last Name First Name Frpl ID Record Job Title
POIOY
o 0
EE In SRNAE
& ReportsProcesses ¢ ¢ Allow Exceptions
. Select All Ueselect All
Reports
Repon Manage Save

Click the double arrows in the top right corner of the left panel on this page. This
will close the panel and provide more space in the work area.
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Exceptions 07 Reauests
Exceptions -
» Employee Selection C“Ck the .nm. tab-
» Filtering Options
cxcaptions: U The Exceptions page on the Time and Labor WorkCenter displays by
L default.
Overview Details Demo
Start by navigating to the employee’s time sheet.
Allow | a5t Name Description
0
Allow Exceptions O
Select All Desetect All
Save
javascriptasbematAction_RBET(document vanC. TAZ_BUTTON_ID' 'SCH_TL WC22) »

The Exceptions page on the Time and Labor WorkCenter displays by default.
Start by navigating to the employee’s time sheet.

Click the Time tab.
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T and Lator WorkCenter Timechoet

Excepbons Time Balances OT Requests
TR VS T St Since you know which employee needs the adjustment,
you use the Employee Selection option to search for the
ployes Selection timesheet.

Click the arrow to the left of

Show Schedule Information

Employee Selection.

Employees For Totals From 06/06/2021 . D&/12/2021
m Q
Time Summary Demographics »
Empt Reported  Hours to be Scheduled I
Last Name First Name Employee 1D Recorg  Job Tie Hours  Approved Howrs Exception
N 0 0000000 0000000 0 000000

Since you know which employee needs the adjustment, you use the Employee
Selection option to search for the timesheet.

Click the arrow to the left of Employee Selection.
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Excepbons Time Balances OT Requests

Timeshoet | Payable Tine Delal

j'}fm[, avee Selection

Employee Selection Criterie Gel Employees
Selection Criterion Selection Criterion Value
Time Reponer Group Q Clear Criteria

Employee 1D II Q I Save Critena
—
Empl Record ’_.R Q

Last beivme Click in the Employee ID field.
Fiest Name

Departmant Q

Supervisor 1D Q

Workgrowp Q

Click in the Employee ID field.
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T and Lator WorkCenter Timechoet

Excepbons Time Balances OT Requests

Timesheet | Payable Tine Delal

v Employee Selection

Employee Selection Criterie Get Employoes
Selection Criterion Selection Criterion Value
Time Reponer Group Q Clear Criteria
Employeo 1D Save Cntena
Empl Record R Q
Last Name
Type ‘00022000’ in the Employee ID
First Name field, then press the Tab key.
Departmant
Supervisor 1D Q
Workgrowp Q

Type ‘00022000’ in the Employee ID field and press the Tab key.
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T ard Lazor WorkCanter Timechoct R Home Sign Out

N

Excepbons Time Balances OT Requests

Timesheet Payabie Tena Detod

= tmpioyee seiection | Click the Get Employees button.

Employee Selection Crite! J . Gﬂm
Selection Criterion Selection Criterlon Value

Time Reporter Group Q Clear Criteria
Employee 1D 00022000 Q Save Cniterla
Empl Record Q

Last Name Q

First Name Q

Department Q

Supervisor 1D Q

Workgroup Q

Click the Get Employees button.
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Excepbons Time Balances OT Requests
Timeshoet | Payable Tine Delal PO TY . . .
e The employee is listed below in the Time Summary section.
Clicking on the Last Name of the employee takes you to the
» Employes Selection employee’s timesheet.
Change View
View Dy | Week v Show Schecule Information
Date |05/14/2021 &) v Pravious WWe Next W
Fmployees For Totals From 05/052021 - 05152021
m Q

Time Summary Demcgraphics v

| st Name First Name Fmployee I - :‘;“'p‘; Job Tine m "‘:“&:‘:w'_’: “hm"": Exception E
0 Accountant V 625 000 4000
Click the Last Name

The employee is listed below in the Time Summary section. Clicking on the
Last Name of the employee takes you to the employee’s timesheet.

Click the Last Name
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In this example, Kimo Doe worked his scheduled 40 hours for the
Aemuntant \ week for his department. In addition, he was called back to work
two hours for a special project that receives federal funding.

Kimo entered the two hours and the appropriate comments on his
timesheet, but he did not select a value for the Combination Code
field. Unless corrected, these hours will be charged to the UAC set
up in Job Data (the UAC on the EPAR).

From Saturday 0501/2021 to Saty ¢ 7 N
: - Select ‘Next’ to continue.
Sat Sun Mon
5 52 i 10
15 25 175 200
Save for Later Submat
Reported lime Status Summary Compansatory Time Absence Exceptions Fayavie Time
Réported Time Status
o Q
Date Reported Status Total TRC Descniphon Add Comments

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

Kimo entered the two hours and the appropriate comments on his timesheet, but
he did not select a value for the Combination Code field. Unless corrected,
these hours will be charged to the UAC set up in Job Data (the UAC on the
EPAR).
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Timesheet
4 o In order to correctly report Kimo’s hours, the timekeeper must
Ko Do enter the combination code.
s Another 1 s hea!
View Oy Calendar Peciod v Previous Pe I od
Date 05012021 3| "
Reported Hours 1075 Y ool
From Soturday 0501/2021 to Saturday 05'15/2021
Set Sun Mon Tue Wed Thu Fri Sat Sun Mon
5 L & hie 5% 5% i 5% L] 510
150 125 178 200
Save for Later Submat
Reported Iime Status Summary Compensatory Tame Absence Exceptions Payabie Time
Reporiad [ime Status . .
: Click to the right of the scroll bar.

nQ

Date Reported Status Total TRC Description Add Comments
—— -
L 11

In order to correctly report Kimo’s hours, the timekeeper must enter the
combination code.

Click to the right of the scroll bar.
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Favorftos ~ Main Monu * Managor Soif Sordco Tino and Labor WorkCentior # Home Sign Out

&‘H“:‘\v\l“‘ﬂ I ot Add To ¥ @

The Time Reporting Code, Business Unit, Combination Code
and ChartFields columns display along with the add and
delete a row buttons. To input the Combination Code click
on the ChartFields link. Note the current Combination Code
is empty so the time is currently charged to what is setup on
the employee’s HR record in Job Data (the UAC on the EPAR).

Sat

515 Total Time Reporting Code Business Unit Combination Code ChartFields
8.00  CTZRQ - Eam Comp Time (State) v STATE Q
275 | CTZTK - Take Comp Time (Stats) v STATE Q 000560020

Click the ChartFields link.

The Time Reporting Code, Business Unit, Combination Code and ChartFields
columns display along with the add and delete a row buttons. To input the
Combination Code click on the ChartFields link. Note the current Combination
Code is empty so the time is currently charged to what is setup on the
employee’s HR record in Job Data (the UAC on the EPAR).

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

ChartField Detall

Search Options

Combination Code & Combination Codes

ChartFigld Detall

Payroll Number Fund

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

Click the Search button.
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Click the Magnifying
Glass icon for th

Combinaton Code

Soarch by ChartFields

Fund Project

Fiscal Year Project Phase
Appropriation Encumbrance
department Imposed

Subdiviscnr Activity hartheld ¢

L o0 L LI|P

Object

You can search for the available fields
Search Clear Cancel applicable to the Combination Code. For
example if you know the Payroll Number you

Combination Code / Chartf eids
can search that way.

5 Q

Select Combo Code Object Payroll Number Fiscal Year Fund Imposed Encul

1 Seles

You can search for the available fields applicable to the Combination Code. For
example if you know the Payroll Number you can search that way.

Click the Magnifying Glass button for the Payroll Number field.
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Look Up Payroll Number

Search by  Payroll Number Mﬁuw{ I I
- Cancel I Advanced Lo

Search Results
Only the first 300 results can be displayed.

View 100 ¢« 4 130001300 v

Payroll Number
A list of available Payroll Numbers

displays. You may scroll through the list
and click on the Payroll Number desired or
type the Payroll number in the Search by
box.

AB3
AGL
B23 DBEDT
B24
B25

HIH
B26 HHFDA (After-the-Fact)

B2/ Havweaii Tourism Authority

B28 . Hawaii Tourism Authority - ATF
B2M Bus, Econ Dev & Tour - Hourly
B2N HHFDA (Hourly)

c2 Land & Natl Resources

A list of available Payroll Numbers displays. You may scroll through the list and
click on the Payroll Number desired or type the Payroll number in the Search by
box.

Type ‘D41’ in the Payroll Number begins with field, then press the Tab key.
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Look Up Payroll Number X

Help

earch by: Payrell Number begins with D41

Advanced Lookup

Search Results
Only the first 300 results can be displayed.

View 100 ¢ 4 | 1:30001300.v, » ¥

Payroll Number Description

AG3 Agriculture

AL Agr Forestry Hourly

823 DBEDT After-the-Fact

824 Business, Econ Dev & Tourism
825 HI Housing Finance & Dav Admin
826 HHFDA (After-the-Fact)

827 Hawail Tourism Authority

826 Hawail Tourism Authority - ATF
BM Bus, Econ Dev & Tour - Hourly

8N HHFDA (Hourly)

~M 1 amd 0 Mast Danacrnnn

Click the Search button.
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Look Up Payroll Number

Searchby. Payroll Number begins with D41

t10f1 v »

Description
D of T Highway Div

The desired Payroll Number displays and
you may review to ensure that the
description matches what the employee
needs.

The desired Payroll Number displays and you may review to ensure that the
description matches what the employee needs.

Click the ‘D41’ Payroll Number link.
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Course 125 - Timekeeper

Search Combination Codes

Combination Code

Search by ChartFields

Payroll Number |P41 Function/CostCenter

Fun Project

Fiscal Yoar \ Project Phase

Appropriation

Department

Subdivision/Activity

Object
The Payroll Number is populated. You may
search as needed in the remaining fields
Search Clear to further narrow the search. If you know
some of the other ChartFields you can
input them. For this example we know

m Q the desired Fund field.

Combination Code / ChartFields

\
Soloct Combo Code Object Payroll Numbor Fiscal Yoar

The Payroll Number is populated. You may search as needed in the remaining
fields to further narrow the search. If you know some of the other ChartFields
you can input them. For this example we know the desired Fund field.

Type ‘T’ in the Fund field, then press the Tab key.
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Search Combination Codes

Combination Code

Search by ChartFields
Payroll Number D41 Function/CostCenter
Fund |T Project

Fiscal Yoar Project Phase

Appropristion ) ' Encumbrance
Department
Subdivision/Activity

Object

Search Clear

For this example we also know the desired
Fiscal Year.

Combination Code / ChartFlelds
m Q

Soloct Combo Code Payroll Number Fiscal Yoar

For this example we also know the desired Fiscal Year.

Type 21’ in the Fiscal Year field, then press the Tab key.
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Search Combination Codes

Combination Code

Search by ChartFields
Payroll Number D41 Function/CostCenter

Fund [T Project

Flscal Year |21 Project Phase
Appropriation Encumbrance
Department Imposed
Subdivision/Activity Chartlield 2

Object

Payroll Number Fiscal Yoar

Click the ‘Search’ button.
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Search Combination Codes

Combination Code

Search by ChartFlelds
Payroll Number D41 Function/CostCenter
Fund T Project
Fiscal Yoar |21 Project Phase
Appropriation Encumbrance
Departmoent Imposod
Subdivision/Activity Chartfield 2

Object

Search Cloar

Combination Code / ChartFields
m Q

Select Combo Code Payroll Number Fiscal Yoar

Click the Scroll Bar
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Search Combination Codes

Search Clear Cancel

Combination Code / ChartFields

" Q

Combo Code

For this example the Combo Code needed
by the employee is available. You may
click the scroll bars to navigate left and
right or further down the list should you
000543370 need to view additional columns before
selecting the appropriate Combo Code.

000543345

000543346

000543375

000543393

000560020

000575521

For this example the Combo Code needed by the employee is available. You
may click the scroll bars to navigate left and right or further down the list should
you need to view additional columns before selecting the appropriate Combo
Code.

Click the ’Select’ button.
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ChartField Common Component

ChartField Detail

Q Search Options

Combination Code ® Combination Codes

[ The ChartField Details populate for review.

ChartField Detail

Payroll Number Fiscal Year Appropriation Department Subdivision/Activity

Q 9 Q 3} Q 554

The ChartField Details populate for review.

Click the 'OK’ button.
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Main Menu * Mamager Sell Secvice Tame and Labor WorkCenler #A Home Sign Out

AMLYA

L HAWAI

The Combination Code populates based on the
selection completed.

;: ; Total Time Reporting Code Business Unit Combination Code ChartFields
8.00 §| CTZRQ - Earn Comp Time (State) v STATE Q| 000560020 Q | ChantfFields
275 ) CTZTK - Take Comp Time (State) v STATE Q| (000560020 Q | | ChartFields

Click the Scroll Bar

2

Ir 1 ;

The Combination Code populates based on the selection completed.

Click the Scroll Bar
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Manager Self Servico Tino and Labor WorkCenlnr =Noe! . Home Sign Out

Timesheet

Kimo Doe
Kimo Doe 2
T You are returned to the employee Timesheet
¥
Select Another Timesheet
“View By Calendar Pericd v Previous Period  Next Period
‘Date 05012021  [i]
Reported Hours  10.75 Punch Timesheet
From Saturday 08/01/2021 to Saturday 05/15/2021 (2
Sat Sun Mon Tue Wed Thu Fri Sat
LU S 03 o4 59 =7 i 8
150 125 175
Save for Later m Submit
Click the ’Submit’ button.
Reported Time Status Summary Compensatory Ti 3

You are returned to the employee Timesheet

Click the ’Submit’ button.
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Rules have successfully been applied (13504 1626)
Press OK to refresh your timesheet with updated payable time.

The message letting you know that Rules have successfully been applied
appears.

Click the 'Ok’ button.
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Mamager Self Service Tine and Labor WorkCenler #A Home Sign Out

AddTo ~

Timesheet The employee’s timesheet displays with the updated changes.
You may further review to ensure accuracy.
Kimo Doe
Accountant V

Select ‘Next’ to continue.

Select Another Timesheet

VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV Previous Period Next Period
‘Date 05012021 [ 7
Reported Hours  10.75 Punch Timest
From Saturday 08/01/2021 to Saturday 08/15/2021 (2
Sat Sun Mon Tue Wed Thu Fri Sat
" Si2 50 54 S5 5% Sit 58
150 125 1.75
Save for Later Submit
Reported Time Status Summary Compensatory Time Absance Excaptions Payable Time

The employee’s timesheet displays with the updated changes. You may further
review to ensure accuracy.
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Course 125 - Timekeeper

Congratulations!

You've successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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End

Sl HAWAII= 521

Maika’i! /
Please click ‘Save and exit’
at the upper right.

To continue close the lesson by clicking
Save and exit’ in the top right-hand
corner of the course.

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

Maika’i!

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

To continue close the lesson by clicking ’Save and exit’ in the top right-hand
corner of the course.

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