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Duration

Course Duration S HAWAI ey

This course will take approximately 1 - 2 hours.

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

It's really up to you!

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

Select ‘Next’ to continue.

This course will take approximately one to two 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 HAWAI e

“

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 and silence your cell phone.
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Time and Leave - Salaried Employee

Course Obijectives | Key Terminology | Timesheet Tour | Salaried Reporting Key Points
Enter Salaried Time | Overtime/CompTime Requests
Need Help? | Exit Course

Mahalo for your kokua!

THE ABOVE TOPICS ARE
COVERED IN THIS
COURSE.

SELECT ‘NEXT' TO CONTINUE

\

e Course Obijectives

e Key Terminology

e Timesheet Tour

e Salaried Reporting Key Points
e Enter Salaried Time

¢ Overtime/Comp Time Requests

e Need Help?
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Course Objectives

Course Objectives

After completing this course, you will understand:

= Where to find additional help and assistance

= Key Terminology

= Key Points for salaried employees

= Entering time on a Salaried (Elapsed) Timesheet
= Submit Overtime Requests

= Submit Comp Time Requests

Select ‘Next’ to continue.

After completing this course you will understand how to:

e Where to find additional help and assistance

e Key Terminology

e Key Points for salaried employees

e Entering time on a Salaried (Elapsed) Timesheet
e Submit Overtime Requests

e Submit Comp Time Requests
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Need Help?

S HAWAN o

Hawaii Information Portal Service Center

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

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

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

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

Select ‘Next’ to continue.

ash
s
=S

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

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

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

Key Terminology

Time Reporting Code (TRC) Timesheet Exceptions

Payable Time Salaried (Elapsed) Timesheet

Compensatory Time Time Administration
(Comp Time)

Select ‘Next’ to continue.

Time Reporting Code (TRC)
Payable Time

Compensatory Time (Comp Time)
Timesheet Exceptions

Salaried (Elapsed) Timesheet
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,
one TRCis "OT - Overtime Pay". There are codes in HIP for each type of

time that you may be eligible to earn pay for.

Select ‘Next’ to continue.

Definition:

These codes are used to identify the type of time worked.

For example, one TRC is “OT - Overtime Pay”. There are codes in HIP for each
type of time that you may be eligible to earn pay for.
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Key Terminology

Timesheet Exception

Definition:

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

Select ‘Next’ to continue.

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

Payable Time

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

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

Select ‘Next’ to continue.

Definition:

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

Salaried (Elapsed) Time Entry

Definition:

When entering time, employees who use this method only enter their
exception time worked for each day. They do not need to enter
scheduled regular hours to HIP.

Select ‘Next’ to continue.

Definition:
When entering time, employees who use this method only enter their exception

time worked for each day. They do not need to enter their scheduled regular
hours to HIP.
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Key Terminology

Compensatory Time
(also known as Comp Time for short)

Definition:

Compensatory Time aka Comp time for short refers to time you've
earned working overtime hours that you can apply to take time off at a
later time.

Select ‘Next’ to continue.

Definition:
Compensatory Time, also known as Comp time for short, refers to time you've
earned working overtime hours that you can apply to take time off at a later time.
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Key Terminology

Time Administration

Definition:

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

Select ‘Next’ to continue.

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

Tour the Timesheet QHAWAHI

Lesson Scenario

In this lesson, you will learn how to:

Navigate to the Enter Time tile and discover the
fields on the timesheet and how they are used.

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

Select ‘Next’ to continue.

In this lesson, you will learn how to:

Navigate to the Enter Time tile and discover the fields on the timesheet and how
they are used.

Important: All time that you work must be entered timely into HIP and submitted

for supervisor approval. It must be submitted no later than the end of each pay

period - the 1st through the 15th of every month and the 16th through the end of
the month.

August 2021, Version 2 Page 14



o HAWA e

Course 101- Salaried (Elapsed) Time

¥ Employee Self-Service

Beneliciary Designation lax Withholding

Click the ‘Time’ tile.

Pay Statements Personal Details Classic Home
—— .
) [

Last Pay Date 06/06/2021

Direct Deposit

The tiles display on the Employee Self-Service page.

Salaried employees report exceptions only (i.e., any type of time other

than regular time, for example overtime, call back pay, night shift

differential, etc.). The system will automatically generate your hours
worked from your schedule and you will be paid accordingly.

Navigate to the Time tile to learn more.

The tiles display on the Employee Self-Service page.

Salaried employees report exceptions only (i.e. any other type of time other than
regular time e.g. overtime, call back pay, night shift differential). The system will
automatically generate your hours worked from your schedule and you will be
paid accordingly.

Navigate to the Time tile to learn more.

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

Overtime Requests Enter Time Weekly Time
06/01/21 - 06/16/21 06/02/21 - 06/08/21

@ Reported 1.00 @ Reported 1.00
@ Scheduled 120 00 @ Scheduled 48 (K)

Comp Time Request Absence Cancel Absences

N NN =1 =1

Navigating to the timesheet first takes you to the Time page. The Enter Time tile

is where you will enter your time and displays both Reported and Scheduled
hours based on your assigned work schedule and hours you entered.

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

Select ‘Next’ to continue

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

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

Overtime Requests Enter Time Weekly Time
056/01/21 - 06116121 06/02/21 - 06/08/21

@ Reported 1.00 @ Reported 1.00
@ Schaduled 12000 @ Scheduled 48 (0
Comp Time Cancel Absences

O O O Click the ‘Enter Time’ tile to
= open the timesheet.
Balas

alance Hours

View Requests Absence Balances Extended Absence Request

| 15 I

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

August 2021, Version 2 Page 17



e HAWAIIe e

Course 101- Salaried (Elapsed) Time

< Tme Elapsed Time A @ @
Job Title Awrpart Optns & Mince Wkr |
{ 1 May - 15 May 2021 »
HI Semi Monthly
Scheduled 88.00 Reported 0.00
View Legend Save for Later “Submit
Week10of3 )
Scheduled 40.00 | Reported 0.00
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Detalis 1 2 3 4 5 6 7
Scheduiod 3 Scheduied & Scheduled OFF  Scheduled OFF || Scheduled 3 Sehedued 3 Scheduied 3
Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0
( )

Once you click on the Enter Time tile, the Elapsed Time page will appear.

The Semi Monthly timesheet displays for all salaried employees. The semi monthly
time period will display the work weeks of time to be reported.

Select ‘Next’ to continue

Once you click on the Enter Time tile, the Elapsed Time page will appear.

The Semi Monthly timesheet displays for all salaried employees. The semi-
monthly time period will display the work weeks of time to be reported.
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< Time Elapsed Time A @ ©

Job Title Awrpart Optns & Mince Wkr |

{ 1 May - 15 May 2021 »
HI Semi Monthly
Scheduled 88.00 Reported 0.00

Save for Later Submit

Week 1 0of 3 2 TR
Scheduied 40,00 | Repolil Continue by clicking the
_ ‘View Next Week’ button.
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wi
Detalls ”
1 2 3 5
Scheduied 3 Scheduled 3 Scheduled OFF  Scheduled OFF | Scheduied 3 Schoduied 3 Scheduied 3
Reported 0 Reposted 0 Reportec 0 Reported 0 Reported 0 Reported 0 Reported 0

From the Elapsed Time page, you can enter new timesheets, view previous timesheets or edit
existing timesheets.

Make sure you are in the correct period and you can click the left or right arrow on the row
showing ‘Week 1 of 3’, when you hover the mouse pointer over these arrows you should see a
label popup for View Next Week or View Previous Week. Use these arrows to move between
weeks and report time.

From the Elapsed Time page, you can enter new timesheets, view previous
timesheets or edit existing timesheets.

Make sure you are in the correct period and you can click the left or right arrow
on the row showing ‘Week 1 of 3’, when you hover the mouse pointer over these
arrows you should see a label popup for View Next Week or View Previous
Week. Use these arrows to move between weeks and report time.

Continue by clicking the ‘View Next Week’ button
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< Time Elapsed Time A @ ©

Job Title Awrpart Optns & Mince Wkr |

{ 1 May - 15 May 2021 »
HI Semi Monthly
Scheduled 88.00 Reported 0.00

View Legend Save for Later Submit

{ Week2of3 )
Scheduled 40,00 Reported 0,00 |

Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Detalis 8 E 10 1 12 13 14
scheduiod & Seheduied 3 Scheduled OFF  Scheduled OFF | Scheduled 3 Sehedued 3 Scheduied 3
Reported 0 Reposted 0 Repores 0 Reported 0 Reported 0 Reported 0 Reported 0
v & ] =

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

The Header section is for information only. It displays the employee job title, pay period
begin and end date, and the Scheduled and Reported hours for the time period. Please note
for salaried employees, the Reported hours will not equate to all of your hours worked, just
time that you have reported. Also, the Scheduled hours will reflect hours in your normal
workweek (e.g., 40) plus any exception time you enter.”

Select ‘Next’ to continue.

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

The Header section is for information only. It displays the employee job title, pay
period begin and end date, and the Scheduled and Reported hours for the time
period. Please note for salaried employees, the Reported hours will not equate
to all of your hours worked, just time that you have reported. Also, the
Scheduled hours will reflect hours in your normal workweek (e.g., 40) plus any
exception time you enter.”
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< Time Elapsed Time A @ @O

Job Title Awrpart Optns & Mince Wkr |

q 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 88.00 Reported 0.00

: Save for Later f““fki

{4 Week2of3 »

ed 0.00

T Click the ‘View Legend’ link to go to the pesday  Wednesday ~ Thursday Friday

1" 12 13 14

Legend page.
'Schedulod 3 | Scheduled 3 | Schedulsd OFF  Scheduled OFF | Scheduled 3 Schedued & Scheduied &
Reported 0 Reported 0 Reportes 0 Reported 0 Reported 0 Repoted 0 Repocted 0
v & + -
Comments O @) O O ® ®) O

Click the ‘View Legend’ link to go to the Legend page.
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Legend
Time Details

Saved

The Legend page provides Fppyed
an explanatory status list of
colors and symbols that

display on the Time Denied

Pending Approvals

Calendar pages.

Pushed Back
Select ‘Next’ to continue.

Exception

Absence

Reported

Reported Under Schedule

The Legend page provides an explanatory status list of colors and symbols that
display on the Time Calendar pages.
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< Time Elapsed Time A
Job Title Awrpart Optns & Mince Wkr |
q 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 88.00 Reported 0.00

View Legend Save for Later Submit

{ Week2of3 »
Scheduled 40.00 | Reported 0.00

Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday  Thursday Friday
Details 8 9 10 1 12 13 14
———————o S=———————m e ————————u
schedusod 3 Schoduied 3 Scheduiod OFF  Scheduled OFF | Scheduled 3 Schedued & Scheduled &
Reported 0 Reported 0 Repores 0 Reported 0 Reported 0 Reported 0 Reported 0
v E + -

Scheduled Hours and Reported Hours

Comments

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

Select ‘Next’ to continue.

Scheduled Hours and Reported Hours

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

Job Title Awrpart Optns & Mince Wkr |

q 1 May - 15 May 2021 ’

HI Semi Monthly
Scheduled 88.00 Reported 0.00

View Legend Save for Later Submit

{ Week2of3 »
Scheduled 40.00 | Reported 0.00

Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday  Thursday Friday
Detals 8 9 10 1 12 13 14
Scheduled 3 Scheduied 5 Scheduiod OFF Scheduled OFF Scheduled & Schedued 5 Scheduied 5
Reported 0 Reported 0 Reportes 0 Reported 0 Reported 0 Reported 0 Repocted 0
Cir +| -
Cq — = = P (6 O )
Click the ‘Time Reporting Code’ drop
down arrow.

Click the ‘Time Reporting Code’ drop down arrow.

August 2021, Version 2
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< Time Elapsed Time A @ ©®
Job Title Airport Opltns & Mince Wkr !"
Time Reporting Code (TRC)

CLEK1 - Call Back Fay
CLBK2 - Call Back Consultative Callis) . . .
CTF1E - Earn Comp Time {Federal',l Time Reporting Code is also referred to as TRC. Select the type of
CTFAT - Take Camp Time (Fedaral) . . PO T S
CTZ1E - Earn Comp Time (State) exception time to report from this list. This field reflects the type of

=Take C (State) time on your timesheet. Some exception types include overtime
MEALY - HMes) Ercokdam y pHioe oy
Ll hled Meaxias
MEAL2 - Meal - Lunch worked, call back pay, working condition differential, etc.
MEAL3 - Meal - Dinner
N1GHT - Scheduled Night Shift
NDIF1 - Overtime - Night Shift The available TRC options reflect what types of time you may be
OT - Qvertine Pay = = 5 % g
REGO0 - Regutar Time eligible for according to your job or union membership. Each
RST10 - 10 Hours Rest % o . .
RSTA2 215 Hoe Raet employee is only able to view TRC options that are applicable to
SHWUP - Rpd DayOff Una lo wik 3tus m o .
SPLIT - Spit Shift Dfferentia them. Note: Salaried employees do NOT need to enter regular
STOBY - Stand By Pay Portions 5 5
T T T e T hours worked, only exception types of time.

v
| S v i
For each type of time to report, you must enter the hours worked or
G units (such as meals) that are due to you.
Select ‘Next’ to continue.
...

Time Reporting Code (TRC)

Time Reporting Code is also referred to as TRC. Select the type of exception
time to report from this list. This field reflects the type of time on your timesheet.
Some exception types include overtime worked, call back pay, working condition
differential, etc.

The available TRC options reflect what types of time you may be eligible for
according to your job or union membership. Each employee is only able to view
TRC options that are applicable to them. Note: salaried employees do NOT
need to enter regular hours worked, only exception types of time.

For each type of time to report, you must enter the number of hours or units
(such as meals) that are due to you.
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< Time Elapsed Time

»
®

Job Title Awrpart Optns & Mince Wkr |

{ 1 May - 15 May 2021 »
CLBK?1 - Call Back Pay HI Semi Monthly
CLBK2 - Call Back Consultative Call(s) Scheduled 88.00 Reported 2.00

CTF1E - Earn Comp Time (Federal) S
CTF1T - Take Comp lime (Federal) .

CTZ1E - Earn Comp Time (Stats) Save forLater “Submit
CTZ1T - Take Comp Time (Stals)

MEALT - Meal - Breakiast I

MEALZ - Meal - Lunch { Week2of3 )

MEALS - Meal - Di""fﬁ Scheduled 40.00 | Reported 0.00

ay Sunday Monday Tuesday Wednesday Thursday Friday
s 9 10 1 12 13 14
RST10 - 10 Hou
RST12 - 12 Hou |
ngr F  Scheduied OFF | Scheduled 3 Scheduied 3 Scheduied 3
STDB A : ; 9 0 ported 0 Rep ] Reported 0
“wv]  For this example, click the ‘OT -
Overtime’ code from the list. ] =
Comments (@ D) | (@ @) '®) O '®)

For this example, click the ‘OT - Overtime’ code from the list.
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< Time Elapsed Time a

Job Title Awrpart Optns & Mince Wkr |

‘ 1 May - 15 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 4.00

View Legend Save for Later Submit

4 Week20of3 »
Scheduled 40.90 | Reparted 200

Time Reporting Code / Time Saturday Sunday Monday Tuesday  Wednesday Thursday Friday
Details 8 ] 10 1 12 13 14
Scheduled 5 Scheduled 8 Scheduled OFF | Scheduled OFF | Scheduled 3 Scheduled & Scheculed 8
Repotted 2 Reported 0 Reporled 0 Reported 0 Reporled 0 Reporled 0 Reporled 2
o
QT - Overtime Pay v & 200 s i
Comments [
Quantity Fields

Enter the number of hours worked or units you are due for each TRC you
select in the appropriate Quantity field for the date worked.

Note: There may be instances where some TRCs are reported in units
and not hours, such as meals or standby portions for instance.

Select ‘Next’ to continue.

Quantity Fields

Enter the number of hours worked or units you are due for each TRC you select
in the appropriate Quantity field for the date worked.

Note: There may be instances where some TRCs are reported in units and not
hours, such as meals or standby portions for instance.
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< Time Elapsed Time A : @

Job Title Awrpart Optns & Mince Wkr |

‘ 1 May - 15 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 4.00

View Legend Save for Later Submit

4 Week20of3 »

Scheduled
Time Reporting Code / Time / inday A ’ : : :
st ' S"ms'd‘” 5“':'“” M°; Click the ‘Add (+)’ button to add a new row.
Scheduled 3 Scheduled 8 Scheduled OFF || Scheduled OFF  Scheduled 3 Scheduled 8 Scheduled 8
Repotted 2 Reportes 0 Reporled © Reported 0 Reporled 0 Reporled 0 Reporled 2
o > \
OT-Overtime Pay v & 2.00

Add or Delete Rows

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

Add or Delete Rows

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

Click the ‘Add (+)’ button to add a new row.
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< Time

Job Title Awrpart Optns & Mince Wkr |

Elapsed Time

1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 7.00

fiew | egend Save for Later Submit
4 Week20of3 »
Scheduled 40.00 | Reparted 5.00
Time Repom‘ng_ Code / Time Saturday Sunday Monday Tuesday Wednesday  Thursday Friday
Details 8 9 10 1 12 13 14
Scheduled Scheduled § Scheduled OFF | Schedulsd OFF  Scheduled 3 Scheduled & Scheculed §
Repotted 2 Reported 0 Reporled 0 Reported 0 Reporled 3 Reporled 0 Reporled 2
o
QT - Overtime Pay v & 2.00 -+ -
WKDIF - \Warking Conc v &, 300 L
Comments O C () P O ® O

In this example above, there are now two rows available to select a TRC and enter hours.
For every type of time to report, employees need to enter the number of hours worked.

Select ‘Next’ to continue.

In this example above, there are now two rows to select a TRC and enter hours.
For every type of time to report, employees need to enter the number of hours

worked.

August 2021, Version 2
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< Time Elapsed Time A : @
Job Title Awrpart Optns & Mince Wkr |
‘ 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 7.00

Save for Later Submit

View | egend

4 Week20of3 »
Scheduled 40001 Repaged 500

Time Reporting Code / 5 S :
Details You will be asked to add a comment before submitting your timesheets, as

comments are required before submittal. You can provide additional
information to your supervisor by clicking the Comments button.

i Y

o
QT - Overtime Pay v & 2.00 -+ -
\WKDIF - Working Conc v E 3.00 + -
Comments C () C ) O O
Click the ‘Comments’ button.

You will be asked to add a comment before submitting your timesheets, as
comments are required before submittal. You can provide additional information
to your supervisor by clicking the Comments button.

Click the ‘Comments’ button.
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Cancel Time Reporting Comments Apply Doml

Bl Q
“Date Under Report  “Time Reporting Code Start Time = End Time Commant
05/08/2021 oT =
05/08/2021 WKDIF | I |-

Time Reporting Comments Page

You can add comments to a specific day instead of the entire timesheet. Note: When you click
on the comments bubble, all the TRCs shown on the previous screen will display so it can be
easy to mistakenly input a comment under the wrong TRC. Please pay careful attention to the
“Date Under Report” column and carefully input the comment related to the Time Reporting
Code(s) on the date shown. You will need to click on the ‘Done’ button to return to the previous
screen and access the comment bubble separately for any other dates worked.

For this example, you would enter a comment for the 2 hours entered for OTand then click the
Apply and Done buttons.

Select ‘Next’ to continue.

Time Reporting Comments Page

You can add comments to a specific day instead of the entire timesheet. Note:
When you click on the comments bubble, all the TRCs shown on the previous
screen will display so it can be easy to mistakenly input a comment under the
wrong TRC. Please pay careful attention to the “Date Under Report” column and
carefully input the comment related to the Time Reporting Code (s) on the date
shown. You will need to click on the ‘Done’ button to return to the previous
screen and access the comment bubble separately for any other dates worked.

For this example, you would enter a comment for the 2 hours entered for OT and
then click the Apply and Done buttons.
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< Time Elapsed Time A : ©
Job Title Aurpart Optns & Mince Wkr |
1 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 7.00

View Legend lSave for Later Submit 1

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

Save for Later — saves your work without leaving the page. The employee must return to
the timesheet and submit their reported time, however it will not be paid until it is
submitted by the employee and approved by their supervisor. When you Save for Later a
or.d green icon will display in the Day Summary column. If there is an exception rule, an error -
message may appear, for example overtime not pre-approved.
wwoil  Submit — runs the system processes on the reported time and generates an approval L
request to the supervisor. Any green ‘Save for Later’ icons in the Day Summary column get i
cleared when the Submit is clicked. If the system flags your time entry as an exception, an
error message may appear.

After taking any of these actions, clicking the Time button in the upper left hand corner of
the page will take you back to the Time menu page in HIP.

Select ‘Next’ to continue.

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

Save for Later - saves your work without leaving the page. The employee must
return to the timesheet and submit their reported time, however it will not be paid
until it is submitted by the employee and approved by their supervisor. When
you Save for Later a green icon will display in the Day Summary column. If there
is an exception rule, an error message may appear, for example overtime not
pre-approved.

Submit - runs the system processes on the reported time and generates an
approval request to the supervisor. Any green ‘Save for Later’ icons in the Day
Summary column get cleared when the Submit is clicked. If the system flags your
time entry as an exception, an error message may appear.

After taking any of these actions, clicking the Time button in the Upper left hand
corner of the page, will take you back to the Time menu page in HIP.
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Overtime Requests Enter Time Weekly Time
06/01/21 - 06/16/21 06/02/21 - 06/08/21

Cancel Absences

[

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

If you need to make any changes, you can go back into the timesheet and make necessary
changes before submitting it for approval. You must submit your time for approval in order
to be paid. You may submit multiple times for your supervisor’s approval, if corrections are
necessary.

Select ‘Next’ to continue.

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

If you need to make any changes, you can go back into the timesheet and make
necessary changes before submitting it for approval. You must submit your time
for approval in order to be paid. You may submit multiple times for your
supervisor’'s approval, if corrections are necessary.
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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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Salary Reporting Key Points QHAWAHI[HF

Understand Approvals

Understand Work Schedules

Select ‘Next’ to continue.

e Understand Approvals
e Understand Work Schedules
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Approval Process

Understand Approvals @HAWAH'

Lesson Scenario

In this lesson you will review the timesheet approval
process.

Select ‘Next’ to continue.

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

Certain transactions in HIP are required to be approved.

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

=  Once approved, the time is sent to Payroll and the employee is paid.

= |f the timesheet is not approved, the exception time will be paid after the "Reports to’
supervisor approves your timesheet..

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

Select ‘Next’ to continue.

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

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

¢ Once approved, the time is sent to Payroll and the employee is paid.

e If the timesheet is not approved, the exception time will be paid after the
‘Reports to’ supervisor approves your timesheet.

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

When employees submit their timesheets or overtime requests, they are automatically routed to
the “Reports To”supervisor determined by your department.

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

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

Select ‘Next’ to continue.

How does the system determine the Approver?

When employees submit their timesheets or overtime requests, they are
automatically routed the ‘Reports To’ supervisor determined by your department.

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

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

Employee submits Supervisor approves ’ HIP sends approved | Payroll processes’\he
time in HIP No payable time in HIP _‘_” time to Payroll I—‘—> appeoved time for

Yes

Your Supervisor or Your local
local timekeep ved? —»| timekeeper contacts
resolves exceptions No | Fiscal Office for heip

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

T8I Payable Timals
Twaded itk Payroll

Absence Request Approval and Processing
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Understand Work Schedules @HAWAH'FIF

Lesson Scenario

In this lesson you will learn to understand the
following:

The purpose of work schedules and how they are
used in HIP. Note: The designated “reports To”
supervisor as determined by your department
manages employee schedules in HIP. Timekeepers
also have access to tools in HIP to make employee
schedule updates or assignments.

Select ‘Next’ to continue.

In this lesson you will learn to understand the following:

The purpose of work schedules and how they are used in HIP. Note: The
designated “reports To” supervisor as determined by your department manages
employee schedules in HIP. Timekeepers also have access to tools in HIP to
make employee schedule updates or assignments.
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What are Work Schedules?

Work schedules are created and assigned to employees. For salaried time reporting, schedules are
set, and time reporters enter exception data.

Work schedules have several functions:
To provide a facility to create, view, and manage an employee’s schedule.

To provide schedule information that the system can use to create payable time for
exception reporters.

To alert the system so that the employees do not request absence on a scheduled day off.

Select ‘Next’ to continue.

Work schedules are created and assigned to employees. For salaried time
reporting, schedules are set, and time reporters enter exception data.

Work schedules have several functions:

¢ To provide a facility to create, view, and manage an employee’s schedule.

e To provide schedule information that the system can use to create payable
time for exception reporters.

¢ To alert the system so that the employees do not request absence on a
scheduled day off.
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Where are Work Schedules?

From within the elapsed timesheet or calendar, you will see Scheduled Hours and Reported
Hours entered by the Time Reporter.

Week 10of3 »
Scheduled 40 00 | Reported 400

Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Fnday
Details 1 2 3 K ] 8 7

Scheduled OFf Schedued OFF Sinedages Sheduled U Siheduied U Leheduled U Scheduled U
Reporicad O Reported O Roportod 4 Reportod O Reponce 0 Rapoted O Roporiee O

Saturday sSunday Monday Tuesday Wednesday Thursday Fnagay

N 3 S

Eam Comp Time (State) -
4 Hours

o Day

Schecuded Off Scherdes & Hours Schedulad: 8 Hours Scheduled: B Hours
Reported. 0 Heors Reperied: 4 Houws Reported 0 Heurs Reperted 0 Heurs

Select ‘Next’ to continue.

From within the elapsed timesheet or calendar, you will see Scheduled Hours
and Reported Hours entered by the time reporter.

August 2021, Version 2 Page 44



o HAWAFromzten

Course 101- Salaried (Elapsed) Time

Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!
You've successfully completed this lesson.
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Salaried Time Entry QHAWAHIF'

Lesson Scenario

In this lesson, salaried employees or elapsed time
reporters will learn how to enter and edit time
worked. Elapsed time reporters are required to
report non-regular time worked only.

Select ‘Next’ to continue.

In this lesson, salaried employees or elapsed time reporters will learn how to
enter and edit time worked. Elapsed time reporters are required to report non-
regular time worked only.

August 2021, Version 2 Page 46



o HAWA e

Course 101- Salaried (Elapsed) Time

Salaried Time Entry

Enter Exception Time
Edit Submitted Exception Time

Mid Period Termination/Rehire Timesheet Ent

Select ‘Next’ to continue.

Enter Exception Time

Edit Submitted Exception Time
Mid Period Termination/Rehire Timesheet Entry
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Enter Exception Time @HAWAHWWT%T&

Remember!

Salaried employees will not need to enter regular hours worked on a
timesheet. Instead, only enter exception hours on your timesheet.
The system will automatically generate your hours worked from your
schedule and you will be paid accordingly.

Here is what you need to know!

= When you take leave, you will need to create an absence
request in order for the system to calculate
your leave time correctly. See Course 200 for further details.

= Exception time can include overtime, call back pay, or comp
time, that you will need to enter on your timesheet.

=  Your manager/supervisor will still be

responsible for approving your time worked
and your absence request.

Select ‘Next’ to continue.

Salaried employees will not need to enter regular hours worked on a timesheet.
Instead, only enter exception hours on your timesheet. The system will

automatically generate your hours worked from your schedule and you will be
paid accordingly.

Here is what you need to know!

¢ When you take leave, you will need to create an absence request in order for

the system to calculate your leave time correctly. See Course 200 for further
details.

e Exception time can include overtime, call back pay, or comp time, that you will
need to enter on your timesheet.

e Your manager/supervisor will still be responsible for approving your time
worked and your absence request.
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¥ Employee Self-Service
Beneliciary Designation Tax Withholding View W-2/W-2¢c Forms
°0® 0

=’

Pay Statements Personal Details
=
@«

ast Pay Date 057/06/2021

Direct Deposit

Click the ‘Time’ tile. i

Click the ‘Time’ tile.

W-2W-2c Consent

@

Classic Home

imi

Frequently Asked Questions

<
L
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< Employee Self-Service

Overtime Requests rTime T Weekly lime
05101721 - 05115121 05/02/21 - 05/08/21

% @ Raported 0.00 @ Reported 000
- ) @ Schuduled 9600 @ Schoduled 40,00

Comp Time Request Absence Cancel Absences

41.25 Click the ‘Enter Time' .

Balance Hours

View Requests Absence Balances

Click the ‘Enter Time’ tile.
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< Time Elapsed Time A I @

Job Title Alrpert Optns & Mtnce Wkr |

< 1 May - 16 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 0.00
View Laged Save for Later | Submit |
Week10f3
Scheduled 40.00 | Reported 0.00
lime Repotting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 4 4 £ 6 '
Schedued § Scheduec & Schedusd OFF | Schedulec OFF  Scheduied Seheduled & Scheduled &
Reporied O Reportes 0 Reported 0 Reported 0 Sepoted O Reportes 0 Reported O
= *||=
Comni (@, () ® (D) P () O
Click the ‘Time
Reporting Code’ drop

T e The Elapsed Time page displays with the
list of TRCs. current Semi Monthly time period.

Click the ‘Time Reporting Code’ drop down arrow to see a list of TRCs.

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

Job Title Airport Optns & Mtnce Wkr |

Elapsed Time

] 1 May - 16 May 2021 »
HI Semi Monthly
Scheduled 88.00  Reported 0.00
— [ |
View Legend a8
Salaried employees will not enter regular hours worked on a
timesheet. Instead, only enter exception hours on your timesheet. The
Time Reparting Code / Time Satu system will automatically generate your hours worked from your
Detojls schedule and you will be paid accordingly.

S Select ‘Next’ to continue.

Scheoue

Reported

u T -
v B +| -
CLEK! - Cal Back Fay B — - — — ~— S
CLEK2 - Cail Back Consultative Call(s) », > Q) G @) (- ()
CTF1E - Earn Comp Time (Federal) B
| || CTFAT - Take Comp Tims {Faderal)

CTZAE - Earn Comp Time (State)
CTZ1T - Take Comp Tims {State)
MEAL1 - Meal - Breaktast
MEAL2 - Meal - Lunch
MEAL3 - Meal - Dinner
N1GHT - Scheduled Night Shift

NDIF1 - Qvertime - Night Shift

OT - Overtime Pey

REG0{ - Regular Time

RST10 - 10 Hours Rest

RST12 - 12 Howrs Res!

SHWUP - Rpd DayCft Una to wr« 3hrs min
SPLIT - Spit Shift Differential

STOBY - Stand By Fay Portions

TRVLT - Take Travel Comp Time

Salaried employees will not enter regular hours worked on a timesheet. Instead,
only enter exception hours on your timesheet. The system will automatically
generate your hours worked from your schedule and you will be paid accordingly.
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< Time Elapsed Time a @ ®
Job Title Airport Optns & Mtnce Wkr |
'l 1 May - 16 May 2021 v
HI Semi Monthly
Scheduled 88.00  Reported 0.00
e Laaend Save for Later ‘ Submit I
i
Select the type of exceptions time on the timesheet. Some exception [
Time: Re ;m&“'(n! Code / Time sal  examples are overtime worked, call back pay, working condition
Jetails
differential, etc.
Sche For every type of time to report, you must enter a value (for example
the number of hours or quantity for standby pay or meals).
v BB

Note:
CLEK! - Cal Back Fay
CLBK2 - Cal Back Consultative Call(s)
:E:; $.1;rgmnp:mv': ;fe;em::. = REGOO is only for labor reporting purpose on the elapsed
v - Idke Comp ime (raderal)
CTZAE - Eam Comp Time (State] timesheet. If applicable to you, your department will let you
CTZ1T - Take Comp Tims {State)
MEAL1 - Meal - Breakdast know.
MEAL2 - Meal - Lunch
MEALS - Meal - Dinner = N1GHT will pay per hours reported at established rate.
N1GHT - Scheduled Night Shift 3 = A 3
NDIF1 - Quertime - Night Shift = NDIF1 is paid at 1.5 times each hour reported at established
OT - Overtime Pgy
REGO0 - Regular Time rate.
il bt * MEALL1 requires a quantity for example 1 Breakfast is entered
SHWUP - Rpd DayOff Una to wrk 3hrs m with a value of 1" (and not the dollar value of the Meal).
SPLIT - Spit Shift Differential
STOBY - Stand By Fay Portions
TRVLT - Take Travel Comp Time - .

Select ‘Next’ to continue.

Select the type of exceptions time on the timesheet. Some exception examples
are overtime worked, call back pay, working condition differential, etc.

For every type of time to report, you must enter a value (for example the number
of hours or quantity for standby pay or meals).

Note:

e REGOO is only for labor reporting purpose on the elapsed timesheet. If
applicable to you, your department will let you know.

e NI1GHT will pay per hours reported at established rate.
e NDIF1 is paid at 1.5 times each hour reported at established rate.

e MEAL1 requires a quantity for example 1 Breakfast is entered with a value
of “1” (and not the dollar value of the Meal)
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< Time Elapsed Time a @ ®
Job Title Airport Optns & Mtnce Wkr |

] 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 01.00

Save for Later I Submit I

Week10f3 »
Scheduled 40.00 | Reporled 0.00
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 " 7
Schecued 8 SoreoLed 8 Sohecued OFF Soredvied OFF Somecuec 8 Sohedvied & Sonecuies 8
Regorted 0 Repored 0 Repories 0 Reporied 0 Reporied 0 Aeporied 0 Repoded 0

MEALT -
MEAL2
MEAL3 -
NIGHT -
NDIF1 -
0T - Ove
REG0O -
RST1D-1
RST12 - 12 Hours Res!

SHWUF - Rpd DayCff Una to wr« 3hrs min
SPLIT - Spit Shift Differential

STOBY - Stand By Fay Portions

TRVLT - Take Travel Comp Time -

For this example, select
‘CLBK1 - Call Back Pay’
from the list.

For this example, select ‘CLBK1 - Call Back Pay’ from the list.

August 2021, Version 2 Page 54



e HAWAIIe e

Course 101- Salaried (Elapsed) Time

Elapsed Time

Job Title Airport Optns & Mtnce Wkr |

< 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 0,00

View Legend Save for Later | Submit
Week10f3
Scheduled 40.00 | Reported 0.00
lime Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 4 4 5 6 r
Schedued 2 Sehadued 8 Schadusd OFF Sehedused OFF Schedued 8 Scheduked 3 Scheduled 3
Reporied 0 Reponies 0 Repocted U Reoorted 0 Sepoted O Reoortec 0 Reported 0
CLBK: -ColBackPay v &) @ o | | -
Comments Q" @ Q;' &

Click in the ‘Quantity’ field.

Click in the ‘Quantity’ field.
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< Time Elapsed Time A I @

Job Title Alrpert Optns & Mtnce Wkr |

< 1 May - 16 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 0.00
View Laged Save for Later | Submit |
Week10f3
Scheduled 40.00 | Reported 0.00
lime Repotting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 - 6 r
Schedued & Seneduiec 8 Schudusd OFF Sehaduked OFF Schaduied 2 Seheduked & Scheduled 3
Reporied O Reportes 0 Reported 0 Reported 0 Sepoted O Reportes 0 Reported O

CLBK:-CelBackPay v &9 :] + -
Comments I\ ®) ®) o ®) o)

Enter the number of hours
worked. For this example, enter
‘2" in the Quantity field and
press the ‘Tab’ key.

Enter the number of hours worked. For this example, enter ‘2’ in the Quantity
field and press the ‘Tab’ key.
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< Time Elapsed Time a

Job Title Airport Optns & Mtnce Wkr |

] 1 May - 15 May 2021 >
monrec s
I scheduled 88.00 | Reported 2.00 |
View Legend Save for Later l Submit
I Scheduled 40 00 § Reported 2 00 l
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 6 7
Scheoued § Sormeouied 8 Soheduled OFF Sohedued OFF Sonecuec 8 Scheduied 8 Sonecues 8
Reported 2 Repore 0 Recried O Repoted 0 Receries 0 Segorted D Feperied 0
CLBK?-Cal BackPay v B 200 | -
Comments i W — A — g—: '\—:

After the hours are entered, note how the
Reported hours change.

Select ‘Next’ to continue

After the hours are entered, note how the Reported hours change.
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< Time Elapsed Time A I ®
Job Title Alrport Opins & Mince Wir |
] 1 May - 16 May 2021 »
1l Semi Monthly
Scheduled 88.00 | Reported 2.00
View Leaend Save for Later Submit
Week10f3| » I
Schoduled JODOiPl:nm‘.A. .

Time Reporting Code / Time Saturday Thursday Fridoy
Details 1 y

Enter additional exception time.

1 Click the right arrow to go to the s e
it next page.{when you hover your [ ipsasio
e B S mouse over this arrow the ‘View 1 =

Next Week’ label will appear)

Comments C D
- \

Enter additional exception time. Click the right arrow to go to the next page
(when you hover your mouse over this arrow the ‘View Next Week’ label will
appear).
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< Time Elapsed Time A I @
Job Title Airport Optns & Mtnce Whkr |
< 1 May - 16 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 2.00

Save for Later | Submit |

View Legend

4« Week20of3
Scheduled 40.00 | Reported 0.00

lime Repotting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 8 9 10 1" 12 13 1
Schedued 8 Seheiiec & Schedusd OFF Sehedules OFF Schedued & Scheduled & Scheduled 2
Regoiad O Repertes 0 Repoted 0 Repored O Sspoted O Reported © Reported O
CLBK? -CslBackPay v ? 4+ -
- » ) ™ g N I ™ e
Comments (G, () - (@ P () ()

To enter additional exception hours, you need
to add more rows for each Time Reporting

Code.

Select ‘Next’ to continue

To enter additional exception hours, you need to add more rows for each Time
Reporting Code.
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< Time Elapsed Time A I @
Job Title Alrpert Optns & Mtnce Wkr |

< 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 88.00 | Reported 2.00

View Legend Save for Later | Submit

4« Week20of3
Scheduled 40.00 | Reported 0.00

lime Repotting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 8 9 10 1" 12 13 14
Schedued § Schaduec 8 Schadusd OFF Scheduked OFF Schaduied 2 Schaduked 8 Schaduled 3
Regoiad O Repertes 0 Repoted 0 Repored O Sspoted O Reported © Reported O
CLBK? -CslBackPay v ? E—
Comments O O 8 (@)

Click the ‘Add’ button.

Click the ‘Add’ button.
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< Time Elapsed Time A I @
Job Title Alrpert Optns & Mtnce Wkr |

< 1 May - 16 May 2021 »
HI Semi Monthly
Scheduled 88.00 | Reported 2.00
Save for Later | Submit |

View Legand

4« Week20of3
Scheduled 40.00 | Reported 0.00

lime Repotting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 8 9 10 1" 12 13 14
Schedued § Sehadutec 8 Schedued OFF Sehaduks OFF Scheduied 3 Scheduked & Scheduled 3
Aegoried O Reportes 0 Rzported O Reoored O Szpotted U Regortes 0 Reporte O
CLBK:-CelBackPay v &9 | |-
o P ) ' Y Pax ) e
@ O O (= o

The new row is added. Click
the ‘Time Reporting Code’
drop down arrow.

The new row is added. Click the ‘Time Reporting Code’ drop down arrow.
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< Time Elapsed Time a @ ®

Job Title Airport Optns & Mtnce Wkr |

] 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 88.00  Reported 2.00
CLBK! - Cafl Back Fay A
CLEK2 - Call Back Consultative Call(s) Save for Later I Submit I
CTF1E - Earn Comp Time (Federal) SRS
CTF1T - Take Comp Tum
CTZ1E - Earn Comp Time (State] « Week2of2 »

CTZAT - Take Comp Tims (State)
MEALT - Meal - Brealoast Scheduled 40.00 | Reported 0.00
MEAL2 - Meal - Lunch

MEAL3 - Meal - Dinner

REGO{ - Regular

urday Sunday Monday Tuesday Wednesday Thursday Friday
9 10 1" 12 13 14

Time
RST1D-10 Lk Lo e eda Soneculod OFF Soreduied OFF SomecJec 8 Sohaduied 8 Somecuec @
RST1Z - 12 Repores 0 Reporied 0 Reperied 0 Aeporied 0 Repored O
SHWUP - H A
sruT-spf  For this example, select +
STOBY - 8¢ R Ve —
TRVLT Tr: 'ND'F’. = Overtime Night

Shift’ from the list. | |

TOMTONTS o o O [ ® @ @)

For this example, select ‘NDIF1 — Overtime Night Shift’ from the list.
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< Time Elapsed Time . @ ®

Job Title Alrport Opins & Mince Wir |

] 1 May - 16 May 2021 »
1l Semi Monthly
Scheduled 88.00 | Reported 2.00

Save for Later Sﬂwl‘

w L d
< Week20of3 »
Schoduled 40 00 | Reported 000
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Fridoy
Details 9 10 " 12 1 14
creceo b vorec ez ¥ Smecues OFF Yoreoseq U8 F vorecec d reaved i vorec.es ¥
Reported 2 Reporet & Rugorted © Roporied & Reparted 0 RMeperied 2 Reported 0
CLEK! -Cal BackPay v BB + -

NOFF1 - Ovarime - Nt ¢ v I =

Comments ( )
o -

Click in the ‘Quantity’ field.

Click in the ‘Quantity’ field.
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< Time Elapsed Time . @ ®

Job Title Alrport Opins & Mince Wir |

] 1 May - 16 May 2021 »
1l Semi Monthly
Scheduled 88.00 | Reported 2.00
Viow Lacund Save lor Lator Submit

<« Week20of3 »
Schoduled $0 00 | Reporied 0 00

Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 9 10 1 12 . 14
Sehecea b T Senecudee OFF Soredued OFF Somecsec t soreasea i Soneces §
Reported 2 Reporied O Regorted 0 Roperied Reperted O ———" Reportad 0
CLEK! -Cal BackPay v BB + -
NDIF1 - Overtime - Night § v BP0 Q + | -
Comments - - - - G O @)
= 2

Enter the number of hours
worked. For this example, enter
‘4’ in the Quantity field and
press the ‘Tab’ key.

Enter the number of hours worked. For this example, enter ‘4’ in the Quantity
field and press the ‘Tab’ key.
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Elapsed Time

Job Title Airport Optns & Mtnce Wkr |

< 1 May - 16 May 2021 »
W 8500 | Repored 600§
Viais Lasand Save for Later | | Submit |
Week 2 of 3
l Schedulsd 40.00 | Reported 4.00 l
lime —(<:vm!i||;3v( ode ! Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Detalls 8 9 10 1 12 13 14
D
Schedued Sehediec 8 Schadued DFF SenRNS Qe Soheduied 2 Sohediled 2 Soheduled 2
Repored U Repories 4 Reaporte|
ST e After the hours are entered, note how the L
Reported hours change.
NDIF1 - Overtime - Night £ w ’ 400 -
] Repeat the same steps for additional hours.
Comments O A/

Remember that for salaried employees, the
Reported hours will not equate to all of your
hours worked, just exception time that you
have reported.

Select ‘Next’ to continue

After the hours are entered, note how the Reported hours change.

Repeat the same steps for additional hours.

Remember that for salaried employees, the Reported hours will not equate to all
of your hours worked, just exception time that you have reported.
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2 Tins Elapsed Time A O
Job Title Airport Optns & Mmnce Wir |

1l 1 May - 16 May 2021 »

1l Semi Monthly

Scheduled 83.00 ' Reported 3.00

¢ Week3of3 / |
Schedutad 800 | Reprted 300 '

Time Re ;VL';; <;. de ! Time Sal;i::’lv C“thhe lsubmw
button.
SretuRs s
CLEKI-CalBackFsy v BB | -
-
NOIF1 - Overtme - Night € v ¥ + - =
For this example, three hours were entered on
l or o coio v I 00 4 - l Week 3 of 3 for Working Condition
Differential.
Comments @
Submit the timesheet.

For this example, three hours were entered on Week 3 of 3 for Working
Condition Differential.

Submit the timesheet.

Click the ‘Submit’ button.
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Rudes have successfully been applied
Pross OK to refresh your timesheol with updated payable time,

Click the ‘OK’ button.
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< Time Elapsed Time A I ®

Alrport Optns & Mince Wer |

] 1 May - 16 May 2021 »
1l Semi Monthly
Click the ‘Time’ button to Scheduled 88.00 | Reported 6.00
return to the Time page. Save for Lator Submit
4 Week3of3
Scheduled 800 | Reported 3 00
Time Reporting Code / Time Saturday
Details "%
Yreseo b
WKOIF - Werking Condtio v B 30 4 -
Comments C

Click the ‘Time’ button to return to the Time page.
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£ Employee Self-Service

Overtime Requests Enter Time
05101/21 - 05/15/21

Weekly Time
05/02/21 - 05/08/21

@ Reported 6.00

@ Scheduled 96.00

Comp Time Request Absence

® Reported 0.00

® Scheduled 40 00

Cancel Absences

You have returned to the Time page where you can review the hours entered in Enter Time

tile.

If you need to make any changes, you can go back into the timesheet and make necessary
changes before submitting it for approval. You must submit your time for approval in order
to be paid for time that you have entered. You may submit multiple times for your
supervisor’s approval, if corrections are necessary.

Select ‘Next’ to continue.

Nl

You have returned to the Time page where you can review the hours entered in

Enter Time tile.

If you need to make any changes, you can go back into the timesheet and make
necessary changes before submitting it for approval. You must submit your time
for approval in order to be paid for time that you have entered. You may submit
multiple times for your supervisor’s approval, if corrections are necessary.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Edit Salaried Time

Edit Elapsed Time &i}‘!A\)\/AHIF'r

Salaried employees will not need to enter regular hours
worked on a timesheet. Instead, only enter exception hours on
your timesheet. The system will automatically generate your
hours worked from your schedule and you will be paid
accordingly.

Here is what you need to know!
You are able to edit transactions up to 30 days prior to
today’s date. For assistance with entering or editing time
on timesheets prior to 30 days ago, please contact your
assigned timekeeper.
An example of why you need to edit a timesheet is: Your
supervisor has denied your timesheet and asked you to
make a change and resubmit.

Select ‘Next’ to continue.

Salaried employees will not need to enter regular hours worked on a timesheet.
Instead, only enter exception hours on your timesheet. The system will
automatically generate your hours worked from your schedule and you will be
paid accordingly.

Here is what you need to know!

You are able edit transactions up to 30 days prior to today’s date. For
assistance with entering or editing time on timesheets prior to 30 days ago,
please contact your assigned timekeeper.

An example of why you need to edit a timesheet is: Your supervisor has
denied your timesheet and asked you to make a change and resubmit.
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¥ Employee Self-Service
Beneliciary Designation lax Withholding View W-2/W-2c Forms W-2/W-2c Consent

m

Pay Statements

Last Pay Dat

You realized that you entered incorrect hours on Friday
for the exception Working Condition Differential.

Navigate to your timesheet and make the necessary
changes.

Security Setup Required Direct Deposit Frequently Asked Questions

Click the Time’ tile. fress

Click the ‘Time’ tile.

You realized that you entered incorrect hours on Friday for the exception
Working Condition Differential.

Navigate to your timesheet and make the necessary changes.
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< Employee Seif-Service

Overtime Requests Weekly Time
05/02/21 - 05/08/21

@ Reported G 00
® Scheduled 40 DO

Comp Time Cancel Absences

41.25

Balance Hours

View Requests

Click the ‘Enter Time’ tile.
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< Time Elapsed Time A : @®
Job Title Airport Oplns & Mince Wkr |
( 1 May - 15 May 2021 »
HI Semi Monthly
Scheduled 88.00 Reported 6.00
View Letern Save for Later Submit

4 Week3of3
Scheduled 5.00 | Reported 3.00

Time Reporting Code / Time Saturday

Details 15
Leheduea
Repored 3
pa— d
WKDIF - Working Conc v 8% 300 4+ -
/ Navigate to the week in which you
Commante want to make necessary changes. For

this example, you need to change the
Click in the ‘Quantity’ field. hours from 3 to 2 hours for the
Working Condition Differential TRC.

Click in the ‘Quantity’ field.

Navigate to the week in which you want to make necessary changes. For this
example, you need to change the hours from 3 to 2 hours for the Working
Condition Differential TRC.
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Elapsed Time

Job Title Airpart Oplns & Mtnce Wkr |

1 1 May - 15 May 2021 3
HI Semi Monthly
Scheduled B8.00 | Reported 6.00

Save for Later Submit

4 Week3ofd
Scheduled §.00 | Reported 3.00

Time Reporting Code / Time Saturday
Details 15

E—
Schedubed &

Reporied 3

WKDIF - Warking Core ~ BT : e -
Com J\

Enter the number of hours
worked. For this example, enter
‘2" in the Quantity field and
press the ‘Tab' key.

Enter the number of hours worked. For this example, enter ‘2’ in the Quantity
field and press the ‘Tab’ key.
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< Time Elapsed Time a ! ®

Job Title Airport Optns & Mince Wir |

4 1 May - 15 May 2021 [

HI Semi Monthly
Scheduled 88.00 | Reported 5.00

View Legend Save for Later |
1 Week3of3 A

Scheduled 800 | R
Time RE‘WB“"ﬂ,ICUdE [Time  Saturday Click the ‘Submit’ button to resubmit
etails
18 your timesheet for approval.
Scheduled 8
Repoited 2
-]
WEDIF - Warking Cone » &5 200 o | ==
Comments ]

Click the ‘Submit’ button to resubmit your timesheet for approval.
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Rules have successfully been applied.
Press OK to refresh your timesheet with updated payable time.

(o]

Click the ‘OK’ 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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Timesheet Editable

Mid-Period Term/Rehire Timesheet Entry @HAWA\ i

Lesson Scenario

In this lesson you will learn how to enter time for a mid-period
termination or a rehire timesheet.

For example, if you are rehired on a date that is not the first of the
month or sixteenth of the month, you will need to take additional
steps to access your timesheet on your first pay period following
your rehire.

The date on the timesheet screen will need to be updated to you
rehire date in order for the input fields to be activated.

Select ‘Next’ to continue.

In this lesson you will learn how to enter time for a mid-period termination or a
rehire timesheet.

For example, if you are rehired on a date that is not the first of the month or
sixteenth of the month, you will need to take additional steps to access your
timesheet on your first pay period following your rehire.

The date on the timesheet screen will need to be updated to your rehire date in
order for the input fields to be activated..
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R i HA‘\\JA“ e v Employee Self-Service
Beneficiary Desianation | TaxWithholding |

Navigate to your timesheet and make the necessary
changes.

W-2/W-2c Consent Time "B Pay Statements

]

Last Pay Date 07/20/2020

Personal Details “* ssic Home

Click the Time" tile.

Navigate to your timesheet and make the necessary changes.

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

*Selecta Job  Fligibility Wkr |[v|

Overtime Requests | E: Time Summary
09/16/20 - 09/30/20

No Time Reported

Report Time n Weekly Time Summary
Wednesday, Sep 23, 202§ -

@ Reported 0.00

® Scheduled 8.00

« Report Time

Request Absence

Click the ‘Enter Time’ tile.
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¢ Time Elapsed Time A" I @®

Job Title Eligibility Wkr |

4 16 June - 30 June 2020 4

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Legend Save for Later Submit

has a mid-period tima reporting profile changa on 06/18/2020

Week10f3 )
Scheduled 40 00 | Reported 0.00

Time ReporﬁngCodelTnme Tuesday Wednesday Thursday Friday Saturday Sunday Monday
Details 16 17 18 19 20 21 22

e
Scheduled & Scheduled 8 Schecduled 8 Schecduled 8 Scheculed OFF| Scheduled OFF  Scheduled 8
Reported 0 Reporled 0 Reporled 0 Reporled 0 Reporled 0 Reporled 0 Reporled 0

- E——
NOTE: The message above indicates that you
have a mid-period time reporting profile
change. Due to the mid-period time reporting

change, the time entry fields are grayed out.
Select ‘Next’ to continue.

NOTE: The message above indicates that you have a mid-period time reporting
profile change. Due to the mid-period time reporting change, the time entry fields
are grayed out.
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¢ Time Elapsed Time a ™
Job Title Eligibility Wkr |
‘ I 16 June - 30 June 2020 | .

AT Semit Monthly
ScheduledADO | Reported 0.00

View Legend Click in the ‘Date Range’ field. fayeor Later l Submit

Michele May Fredeluces has a mid®

Week10f3 )
Scheduled 40 0C | Reported 0.00
Time Reporting Code / Time _ Tuesday _Wednesday _Thursday Friday Saturday Sunday Monday
Details 22
Navigate to the day in which you want to make the time entry.
————
- -~ " w - - v duled 8
Reported 0 Reporled 0 Reporled 0 Reported 0 Reporled 0 Reporled 0 Reported 0
- C—
v|| ==
Comments ) €P) O O O 1) B

Navigate to the day in which you want to make the time entry.

Click on the ‘Date Range’ field.
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< Time Elapsed Time A" @

Job Title Eligibility Wkr |

4 16 June - 30 June 2020 >
Calendar x
Juna v 2020 v/

View Legend Save for Later Submit
S M T W T F S8 e

has a mid-period tif 1 9 3 4 5 B
7 8 9 0 11 12 13

|17 18 19 20 f
24 25 26 27 frday Sunday Monday

Time Reporting Code / Time Tuesday |

Bataile 16 D 21 22

\
i

=y ’ e

Schey Click 22’ : 5 Jled OFF Scheduled OFF  Icheduled 3

Repd Current Date » pd 0 | Repored 0  Repored 0

—
C—
Comments ) () O ) ) ), o

Click 22
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¢ Time Elapsed Time A" I @®

Job Title Eligibility Wkr |

4 22 June - 6 July 2020 4

HI Semi Monthly
Scheduled 88.00 | Reported 0.00

View Legend Save for Later ] Submit

Week10f3 »
Scheduled 40.00 | Reported 0.00

Time Reporting Code / Tim Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Details 22 23 24 26 26 27 28

Scheduled & Scheduled 8 Scheduled 8 Scheduled 8 Scheduled 8 Scheduled OFF  Scheduled OFF
Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reponed 0 Reported 0

v| !F 3| -

Comments O @) O P O & ®

The time entry fields are now available for time
entry for the desired dates.

The time entry fields are now available for time entry for the desired dates.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson!
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Overtime/Comp Time Entry

Overtime/Comp Time Entry @HAWAH' art

Lesson Scenario

In this lesson, salaried employees will learn how to
enter overtime and comp time requests.

Select ‘Next’ to continue.

In this lesson, salaried employees will learn how to enter overtime and comp time
requests.
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Overtime/Comp Time

Enter Overtime Request
Record Comp Time Earned

Comp Time Balance

O
B

Record Comp Time Taken

Select ‘Next’ to continue.

Overtime/Comp Time

Enter Overtime Request
Record Comp Time Earned
Comp Time Balance

Record Comp Time Taken
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Overtime Request

Enter an Overtime Request @HAWAH

Lesson Scenario

In this lesson you will complete the following:

Enter an overtime request.

Overtime is something that you need to request for
in HIP prior to working overtime and putting it on
your timesheet. Otherwise, if you enter overtime on
your timesheet beforehand, without entering an
Overtime Request first, it will create an exception
that your supervisor/timekeeper will need to
resolve.

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

Select ‘Next’ to continue.

In this lesson you will complete the following:

Enter an overtime request.

Overtime is something that you need to request for in HIP prior to working
overtime and putting it on your timesheet. Otherwise, if you enter overtime on
your timesheet beforehand, without entering an Overtime Request first, it will
create an exception that your supervisor/timekeeper will need to resolve.

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

m

Pay Statemonts
—

r- i

Last Pay Dato 06/06/2021

Securlty Setup Required

Click the Time" tile.

Click the ‘Time’ tile.

W.2'W .2¢ Consent

Porsonal Dotails Classic Home

poy
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Enter Time Weekly Time
050121 - 051157 05/02/21 - 0500872

@ Reported 0.00

Cancel Absences

I

Fxiended Absence Request

g

Click the ‘Overtime Requests’ tile.
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Request Ouwerdine List

Overtime Requests I
Employee ID
*General Prafassional Employment Record 0
Actinna «
View Options (3
Month 05 -May v Year | 2021 v View Requests
View All Requests 1 1

The Overtime Requests page displays.

Ne Qvertime Requests found Salect Add Request 1o subny

A Reyest The system will calculate overtime hours to pay you if the date

and hours on your overtime request match what is entered on
your timesheet. Your Supervisor can then immediately approve
the timesheet. If you have not submitted an overtime request,
you can still enter overtime on your timesheet, but work with
your department Timekeeper to have it processed.

lime Reparling

NOTE: You may not enter an overtime request for a date in the
past. You can enter the prior overtime on your timesheet
without an overtime request and work with your Supervisor to
resolve the exception{and approve the overtime).

Select ‘Next’ to continue.

The Overtime Requests page displays.

The system will calculate overtime hours to pay you if the date and hours on your
overtime request match what is entered on your timesheet. Your Supervisor can
immediately approve the timesheet. If you have not submitted an overtime
request, you can still enter overtime on your timesheet, but work with your
department Timekeeper to have it processed.

NOTE: You may not enter an overtime request for a date in the past. You can
enter the prior overtime on your timesheet without an overtime request and work
with your Supervisor to resolve the exception (and approve the overtime).
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Request Overine List

Overtime Requests

Fmployee ID
“General Professional Employment Record 0
View Options @
Month | 05 -May v Year | 2021 v View Requests

_J View All Requests

2lect Add Request 1o submit 5 request for approval
Add Request " I

N

Click the ‘Add Request’ button.

lime Reparling

Note: Overtime must be entered one day at a time. There is
not an option to enter overtime weekly or for multiple days.

Click the ‘Add Request’ button.

Note: Overtime must be entered one day at a time. There is not an option to
enter overtime weekly or for multiple days.
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“General Frofessional Employment Kecord (0

Overtime Information G

Date On Request név‘ple 05/06/2021)

Overtime Hours N
Comment I 2
Select the date you need to
work overtime. Click the
‘Calendar’ button.
Submit
SIcH G TLotiam 0 e Raents Note you need to select a

current or future date. The
system will generate an
error message if a date in
the past is selected.

Select the date you need to work overtime. Click the ‘Calendar’ button.

Note you need to select a current or future date. The system will generate an
error message if a date in the past is selected.
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Favoriles *  Main Menu *
i l l

Request Overtime

“General Professional

Overtime Information 3

Submit

Cancel and Rsturn to Overlime

Overtime Request Details

Date On Request
Overtime Hours

Comment

Employment Record

(example 05/06/2021)

Calendar

May v 2021 v

23 4 587 8

9 1 11 12 13 14 15

1818 19 20 21 22

23 z‘iN 26 27 28 29

Click the ‘10" link.

#A Home Sign Out

AddTo ~

Click the “10’ link.
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Roguost Ovortimo List # Home Sign Out

®

Request Overtime
Overtime Request Details

Employoee 1D

DUTIVT I T TUTRLBIOT # Employment Record ()

Overtime Information (?)

a—

Date On Request 'i’a”'U"'LZ‘I ]| (example: 05/06/2027)

Overtime Hours -_

Click in the ‘Overtime
Hours’ field.

Comment

Submit

Cancel and Return to Ove o Roques

Click in the ‘Overtime Hours’ field.
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Request Overtime List # Home Sign Out

Add To «

Request Overtime
Overtime Request Details

Employse ID

"General Professional Employment Record 0

Overtime Information (2)

Date On Request |P5/10:2021  [iE]| (example: 05/06/2021)

Overtime !!cllls:
Comment I\

Enter the number of hours of

Submit overtime you need to work
Qe e e corresponding to the date you
choose. For this example, enter
‘4’ in the Overtime Hours field
and press the ‘Tab’ key.

Enter the number of hours you want to work corresponding to the date you
choose. For this example, enter ‘4’ in the Overtime Hours field and press the

‘Tab’ key.
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Favorites ~ Main Menu * o Request Overtime List # Home Sign Out

Sl HAWAl s 0

Request Overtime
Overtime Request Details

Employee 1D

*General Professional Employment Record 0

Overtime Information (2

Date On Request | 05/10/2021

Overtime Hours 4

1)

Comment

N

Submit

Click in the ‘Comment’ field.

Cancel and Rsturn to Overtime Requests

Click in the ‘Comment’ field.
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Favorites * Main Menu ~ o Roguest Overtime List A Home Sign Out
Add o =
Request Overtime
Overtime Request Details
Employee 1D
'Gﬁt?grqu!Pygrfgrs_?i(r;nral Employment Record 0
Overtime Information (2
Date On Request |05/10/2021  [if] (example: 05106/2021)
Overtime Hours 4
Comment Ji|
Submit
Cancel and Return to O Enter comments about the overtime
request. For this example, enter
‘Need to work additional hours’ in
the Comment field and press the
‘Tab’ key.
< >

Enter comments about the overtime request. For this example, enter ‘Need to
work additional hours’ in the Comment field and press the ‘Tab’ key.
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Recuest Overlime List A& Home Sign Out

AddTo * @

NavClar

New \Window Help Personalize Page
Request Overtime
Overtime Request Details

Cmployee ID

L\wuEie Civessune) Employment Record 0
Actions
Overtime Information ()

Date On Request | 05102021 []  (example: 05/06/2021)

Overtime Hours 4

Comment |Nead to work additions! hours 2
Click the ‘Submit’ button.

< >

Click the ‘Submit’ button.
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Roguost Ovortime List # Home Sign Out

Saving Page x
Submit Confirmation
‘/ The Submit was succesaful
Approval Details
—
Workflow
Role Name Name Action Transaction Daty Comment
Originator John Aloha )»l::ci)‘v.ul 05062021 Negd to work additional hours
Click the ‘OK’ button.
The Approval Details display the overtime request. HIP will
route the request to your supervisor for review and approval.
< >

Click the ‘OK’ button.

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

Reques! Overlime List #& Home | SignOut

View Options (@

AdITO @

New \Window Help Personalize Page =

Employee ID

Employment Record 0

Month 02 - February v Year 2020 v View Requests
_1 view All Requests
Overtime Requests
By 1-1 07 1[v] | view Al
Details Date On Request Overtime Hours Date Submitted Request Status
Detalls 02/10/2020 4.00 02/06/2020 Needs Approval
(
Add Request

St Baryice In the Overtime Requests section, you can click the Details link to review
Time Reporting

the request. Work with your supervisor should any changes to the
Overtime Request be needed.

Select ‘Next’ to continue

In the Overtime Requests section, you can click the Details link to review the
request. Work with your supervisor should any changes to the Overtime Request

be needed.

Select ‘Next’ to continue
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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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Comp Time Earned

Record Comp Time Earned @HAWAH'

Lesson Scenario

In this lesson you will complete the following:

Record comp time instead of being paid out
overtime.

Select ‘Next’ to continue.

In this lesson you will complete the following:

Record comp time instead of being paid out overtime.
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¥ Employee Sell-Service
Beneliciary Designation Tax Withholding View W-2/W-Zc Forms W-2/W-2c Consent

m

Pay Statements Personal Details Classic Home
=\
S @«

Last Pay Date 06/06/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Click the “Time’ tile.

Click the ‘Time’ tile.
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< Employve Soll-Service

Overtime Roquoests Woekly Time

05/01/21 . 0511521 05/02/21 . 05/08/21

@ Reportad 0 00
@ Schoduled 30 00

Comp Time Request Absence

0.00

Balance Hours

View Requests Absence Balances

| g I8!

Click the ‘Enter Time’ tile.
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Elapsed Time a @ ®

II] 1 May - 16 May 2021 >

HI Semi Monthly

< Time

Job Title *General Professional

Scheduled 80.00  Reported 0.00
View Legend Save lor Later Submit I
Week10f3 »
Scheduled 40.00 | Reported 0.00
Time Reporting Code | Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 8 7
Scheoued OFF Soreduled OFF Sohecuico 8 Soneduied € Sonecuec 8 Soheduied 2 Sonecuec 8
Repored 0 Reporied 0 Reccred O Feporied 0 Reperied 0 Aeporied 1 Repoded 0
v B | -
Comments O ¢ O CJ =) C ()]
The Elapsed Time page displays.
Search for the comp time TRC.
Select ‘Next’ to continue
The Elapsed Time page displays.
Search for the comp time TRC.
Page 107
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apsed lime

E 1 May - 16 May 2021 >

HI Semi Monthly
Scheduled 80.00  Reported 0.00

< Time

Job Title “General Professional

View Legsnd Save for Later Submit
Week10f3 »
Scheduled 40.00 | Reported 0.00
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 8 7

Scheoued OFF Soneduled OFF Sohecuico 8 Soreduied € Sonecuec 8 Soheduied 8 Soneouied 8

Repored 0 Reporied 0 Reccred 0 Feporied 0 Repored 0 Repocied 1 Reporied 0

() (P ()

(,onme' N ([ ®; (0] (:. C,'

Click the ‘Time Reporting
Code’ drop down arrow.

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

Porta _ ,
Course 101- Salaried (Elapsed) Time

< Time

Job Title *General Professional

CIFRQ - Earm Comp Time (Federal)
CTFTK - Taks Comp Tene (Federal)
CTZRQ - Earn Comp Time (State
CIZTR - Take G e (S|
MEAL1 - Meal - Brealfast

MEALZ - Meal - Lunch

MEAL3 - Meal - Dinner

NDIFF = Qvertrne - Nght Shift

NIGKT - Schedused Night Shin
O1 - Overtime Fay .
REGOO - Reguiar Time paturday
RST10 - 10 Hours Rest 1
RST12 - 12 Hours Rest

SHWUP - Rpd DayCTT Una to wrk 3hvs min
SPLIT - Spat Saint Direrential

STDBY - Stand By Pay Portions BC-'='° ?“
TRVLY - Take Travel Comp Ime B
| WKD13 - Werking Condiion Differential
v
Comments (H

Note:

Elapsed Time A @

1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 80.00 Reported 0.00

Save lor Later thlll I

Week10f3 »
Scheduled 40.00 | Reported 000

Note:

Federal and State Comp Time balances are accumulated
separately and it is important to select the appropriate Federal
or State Earn Comp Time option: -

= Earn Comp Time (State) may be used when 8+ hours are
worked in a day.

= Earn Comp Time (Federal) may be used when 40+ hours
are worked in a week.

Select ‘Next’ to continue

Federal and State Comp Time balances are accumulated separately, and it is
important to select the appropriate Federal or State Earn Comp Time option:

e Earn Comp Time (State) may be used when 8+ hours are worked in a

day,

e Earn Comp Time (Federal) may be used when 40+ hours are worked in a

week.
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Course 101- Salaried (Elapsed) Time

< Time

Elapsed Time

»

®
Job Title *General Professional

] 1 May - 16 May 2021 >

HI Semi Monthly
Scheduled 80.00 | Reported 0.00

CLEK2 - Cal Back Consultabve Call(s)
CIFRQ - Eam Comp Time (Federal)

- - Save for Later | Submit I
MEAL1 - Meal - Breakiast e

MEALZ - Weal - Lunch
MEAL3 - Meal - Dinner Week10f3 »

NDIFF - Ovarbme - Night Shift 25
NIGHT - Scheduied Night Shin Scheduled 40.00 | Reported 0.00

;;tha'_e;l::’:;:%me Baturday Sunday Monday Tuesday Wednesday Thursday Friday
RST10 - 10 Hours Rest 1 ? 3 4 5 6 7
RST12 - 12 Hours Rest

SHWUP - Rpd DayC1T Una to wrk 3hs min|
SPLIT - Spat Shift Diferential

STDAY - Stand By Pay Portiens

IRVLY - Take Travel Comp Tme

WKD13 - Working Condilion Differential

N L

goded OFF Sonheduled OFF Sohecuizd 8 Soheduied 8 Sonecuac 8 Scheduied 8 Soneouied 8

lorted Reporied 0 Rerores Rwporied 8 Repored 0 Reporied 1 Repoded 0

Comr C) 'l:. Cl \'.:‘
Select ‘CTZRQ — Earn Comp

Time’ from the list. -

Select ‘CTZRQ - Earn Comp Time’ from the list.
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Porta _ ,
Course 101- Salaried (Elapsed) Time

< Time Elapsed Time a @ ®

Job Title “General Professional

] 1 May - 16 May 2021 >
HI Semi Monthly
p
View Lagind Report actual hours worked. For example, if 8 hours of ]L}_,.,, | Subyit

overtime was worked, enter 8 hours. The system will auto-
calculate at 1.5x hours entered when adding to the comp time
balance . For this example it would add 12 hours comp time for |
Time Reporting Code | Tim the 8 hours OT worked. friday

Details

Select ‘Next’ to continue

e
\ bt 0
U U u y ™
CIZRQ-Eam Comp lime v BE + | -
Comments (@ () O () & 2 £:2)
Click in the
‘Quantity’ field.

Report actual hours worked. For example, if 8 hours of overtime was worked,
enter 8 hours. The system will auto-calculate at 1.5x hours entered when adding
to the comp time balance. For this example it would add 12 hours comp time for

the 8 hours OT worked.

Click in the ‘Quantity’ field.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time a @ ®

Job Title “General Professional

] 1 May - 16 May 2021 >

HI Semi Monthly
Scheduled 80.00  Reported 0.00

Viewr Legend Save for Later Submit
Week10f3 »
Scheduled 40.00 | Reported 0.00
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 8 7
Scheoued OFF Soneduled OFF Sohecuico 8 Soreduied € Sonecuec 8 Soheduied 8 Sonecuied 8
Repored 0 Reporied 0 Repored 0 Fmporied 0 Reporied 0 Aeporied 1 Repoded 0

CIZRQ- Eam Comp Time v B : || -
Comments O o ) R [, Q (@ ()]

Enter the number of hours you
want to request. For this
‘example, enter ‘8’ in the
Quantity field and press the
‘Tab’ key.

Enter the number of hours you want to request. For this example, enter ‘8’ in the
Quantity field and press the ‘Tab’ key.
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Porta _ ,
Course 101- Salaried (Elapsed) Time

< Time Elapsed Time a @ ®

Job Title “General Professional

] 1 May - 16 May 2021 >

HI Semi Monthly
Scheduled 80.00  Reported 0.00

Save for Later Submit

View Legend
Week10f3 »
Scheduled 40.00 | Reported 0.00
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 B 7
Scheoued OFF Soneduled OFF Sohecuico 8 Soreduied € Sonecuec 8 Soheduied 8 Sonecuied 8
Repored 0 Reporied 0 Repored 0 Fmporied 0 Reporied 0 Aeporied 1 Repoded 0

CIZRQ-Eam Comp Iime v i, E + -

Comments (:.' (:,‘ -I C,' 'l'_: (:1 (:.‘

You are required to add a comment
with reason for comp time.

Click the ‘Comment’ icon.

You are required to add a comment with reason for comp time.

Click the ‘Comment’ icon.
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Course 101- Salaried (Elapsed) Time

Cancol Time Reporting Comments

*Date Under Report & *Time Reporting Code Start Time End Time

1 050372021 CTZRQ I_'|| |I

The Time Reporting

Comments page displays.

Click in the ‘Start Time’ field.

The Time Reporting Comments page displays.

Click in the ‘Start Time’ field.

Apply | |Done |

1 rom

Comment *
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Course 101- Salaried (Elapsed) Time

Cancol Time Reporting Comments Apply | |Done |
1 rom
+ Q
*Date Under Report & *Time Reporting Code Start Time End Time Comment
1 05032021 CTZRQ I l $| -

Enter a start time. For this example,
enter ‘8:00AM’ in the Start Time field
and press the ‘Tab’ key.

Enter a start time. For this example, enter ‘8:00AM’ in the Start Time field and
press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

Cancol Time Reporting Comments Apply Doml
1 rowm
+ Q
*Date Under Report & *Time Reporting Code Start Time End Time °© Comment *
1 05032021 CTZRG 8:00AM l I + -
Click in the ‘End Time’
field.

Click in the ‘End Time' field.
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Course 101- Salaried (Elapsed) Time

Cancol Time Reporting Comments Apply | |Done |
1 rom
+ Q
*Date Under Report & *Time Reporting Code Start Time End Time Comment
1 05032021 CTZRG £.00AM I I + -

Enter a start time. For this example,
enter ‘5:00PM’ in the End Time field
and press the ‘Tab’ key.

Enter a start time. For this example, enter ‘5:00PM’ in the End Time field and
press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Comments Apply | |Done
1o
Bl Q
“Date Under Report & *Time Reporting Code & Start Time & End Time & Comment =
1 05832021 CTZRG B:00AM 5.00PM + -

Enter a comment about the comp time
request. For this example, enter
‘Request Comp Time' in the
Comment field and press the Tab’
key.

Enter a comment about the comp time request. For this example, enter ‘Request
Comp Time’ in the End Time field and press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Com -
Click the ‘Apply’ button.
*Date Under Report ©  “Time Reporting Code ©  Start Time °© En = T
1 0500372021 CTZRQ 8.00AM 5.00PM Request Comp Time | [

Click the ‘Apply’ button.
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Course 101- Salaried (Elapsed) Time

Cancol Time Reporting Comments Apply

1 rom

*Date Under Report = *Time Reporting Code Start Time End Time © The TRC updates with the
complete description.

1 05032021 [ CTZRG ]e‘;g.w 5 00FM

Click the ‘Done’ button.

The TRC updates with the complete description.

Click the ‘Done’ button.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time a @ ®

Job Title *General Professional

] 1 May - 16 May 2021 >

HI Semi Monthly
Scheduled 80.00  Reported 8.00

View Legsnd Save for Later
Week10f3 »
Scheduled 40.00 | Reported 800 L
. Ay Y
Time Reporting Code / Time Saturday Sunday Monday Tuesday W C|IC|( the Submit' button.
Details 1 2 3 4
Scheoued OFF Soreduled OFF Sohecuisa 8 Soreduied € Sonecuec 8 Soheduied 8 Sonecuied 8
Repored 0 Reporied 0 Recoried & Rporied 0 Reperiad 0 Ruporied: 0 Repoded 0
CIZRQ-Eam Comp lime v BE e.0o + | -
Comments (:.' (:) (’_‘: CJ 'l:. CI (:.‘

The Comments icon now changes letting you know that
comments have been added.

Click the ‘Submit’ button.

The Comments icon now changes letting you know that comments have been
added.
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Course 101- Salaried (Elapsed) Time

‘ 1 ived High Severity lon{s) In the time pericd Please review
' High Severity Exceptions axist in the time period. Plzase work with your d2p timekeeper or Supervisor to resolve the exception(s) and process the timeshaet entries.

If an employee does not request overtime and receive approval
beforehand, a High Severity exception message will generate.
Please work with your supervisor to resolve the exception and
process the timesheet entries.

Click the ‘OK’ button.

If an employee does not request overtime and receive approval beforehand, a
High Severity exception message will generate. Please work with your
supervisor to resolve the exception and process the timesheet entries.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time a @ ®
Job Title “General Professional
] 1 May - 16 May 2021 >
HI Semi Monthly
Scheduled 80.00  Reported 8.00
Vieve Legind Save for Later Submit
Week10f3 »
Scheduled 40.00 | Reporled .00
Time Reporting Code | Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 3 4 5 8 7
Scheoued OFF Soneduled OFF Sohecuico 8 Soreduied 8 Sonecuec 8 Soheduied 8 Sonecuied 8
Repored 0 Reporied 0 Repoded 3 Faporied 0 Repored 0 Repocied 1 Repored 0
a
CIZRQ-Esm Comp Time v BE 8.00 + -
Comments (@®; o (@ (@) (@) () O

The system displays the Exception warning icon above the hours if no
Overtime Request is submitted beforehand. Work with your Supervisor to
resolve errors if they exist.

If there are no errors, the timesheet routes to your Supervisor for approval.

Select ‘Next’ to continue

The system displays the Exception warning icon above the hours if no Overtime
Request is submitted beforehand. Work with your Supervisor to resolve errors if
they exist.

If there are no errors, the timesheet routes to your Supervisor for approval.
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Course 101- Salaried (Elapsed) Time

Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Course 101- Salaried (Elapsed) Time

Comp Time Taken

Record Comp Time Taken @HAWAH'

Lesson Scenario

In this lesson you will complete the following:

Record comp time for time away from work, instead
of using paid vacation time.

In HIP Comp Time is a type of time and not a type of
leave. This is why Comp Time is not an absence
request, rather it is entered on your timesheet.

Select ‘Next’ to continue.

In this lesson you will complete the following:

Record comp time for time away from work, instead of using paid vacation time.

In HIP Comp Time is a type of time and not a type of leave. This is why Comp
Time is not an absence request, rather it is entered on your timesheet.
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Course 101- Salaried (Elapsed) Time

¥ Employee Sell-Service
Beneliciary Designation Tax Withholding View W-2/W-2c Forms W-2/W-2c Consent

m

Pay Statements Personal Details Classic Home
r,-—t",‘
S @«

Last Pay Date 06/06/2021

Security Setup Required Direct Deposit Frequently Asked Questions

Click the “Time’ tile.

Click the ‘Time’ tile.
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Course 101- Salaried (Elapsed) Time

Overtime Requests

Comp Time

View Requests Absence Dalances Extended Absence Request

| IQI |Efj

Click the ‘Enter Time’ tile.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time
lob Title Staff Services Supvr il

< 1 May - 16 May 2021

HI Semi Monthly
Scheduled 80.00 Reported 0.00

LG

jow Leg Save lor Later l Submit |
Week10of2 »
Scheduled 4000 | Reported 000
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 ' 4 5 6 7
Scheouied OFF Soreouied OFF Sonecuee 8 Sorcoued & Sonecec 8 Soredved E SomecJec 8
Regorted 0 Reporied O Recoresd O Reporied 3 Repcried 0 Aeporied 0 Repoded 0
v ’ + -
Comments (T: ‘L:;J‘ (’: (:,' " (:‘l )
The Elapsed Time page displays.
Search for the comp time TRC.
Select ‘Next’ to continue
The Elapsed Time page displays.
Search for the comp time TRC.
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Porta _ ,
Course 101- Salaried (Elapsed) Time

< Time Elapsed Time A 0O

Job Title Staff Services Supvr I

< 1 May - 16 May 2021 »
HI Semi Monthly
Scheduled 80.00 Reported 0.00
i Lii Save for Later | Submit I
Week10f3 »
Scheduled 4000 | Regorted 000
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 ? ] 4 5 ] 7
Seheouled OFF Sonaduied OFF Somecdee § Sorcosed & SonecJec @ Soredved Soec.ec 8
Reporied 0 Reporied O Recoresd 0 Reporied 0 Reperied 0 Reporied 1 Repoded 0

ol ' -
<r—| N = = ® @ @

Click the ‘Time Reporting
Code’ drop down arrow.

Click the ‘“Time Reporting Code’ drop down arrow.
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Informatio

Porta _ ,
Course 101- Salaried (Elapsed) Time

< Time

lob Title Staff Services Supvr il

CLEK?! - Cal Back Fay

gyt

CTFRQ - Earmn Comp Tine (Federal)
CTFTK - Take Comp Tame (Federal
CTZRQ - Eam Comp Time (State
CTZTK - Taks Comp Teme (State)

- Wieal - Brel
MEAL2 - Migal - Lunch
MEAL3 - Meal - Dnner
NDIFF - Overtime - Night Shift
NIOKT - Schaduied Night Shitt
OT - Overtime Pay
REGOQ - Reguiar Time
RST1N - 10 Hours Rest
RST12 - 12 Hours Res!
SHWUP - Rpd DayO™ Una to wri 3hrs min
SPLIT - Spat Snift Difrerentia
ST08Y - Stand By Fay Foricns
TRVLT - Take Travel Comp Time

urday

ea OFF

v

Comments

Note:

Elapsed Time a

®

< 1 May - 16 May 2021 »

HI Semi Monthly

Scheduled 80.00 Reported 0.00

Save lor Later lW'

Week10f3 »

xﬂgihm J!Q m Bﬂﬂgvlﬁﬂ 0 00

Note:

Federal and State Comp Time balances are accumulated
separately and it is important to select the appropriate Federal
or State Take Comp Time option:

=  Take Comp Time (State)
=  Take Comp Time (Federal)

Remember to check your Comp Time balances for any
available time.

Select ‘Next’ to continue

Federal and State Comp Time balances are accumulated separately, and it is
important to select the appropriate Federal or State Earn Comp Time option:

e Take Comp Time (State)

e Take Comp Time (Federal)

Remember to check your CompTime balances for any available time.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time N

Job Titke  Staff Services Supvr Il

CLEKT - Cal Back Fay = < 1 May - 15 May 2021 »
CLBK2 - Cat Back Consuttabve Call(s) HI Semi Monthly
CTFRQ - Earn Comp Time (Federal)

AR DAOL Scheduled B0.00 ' Reported 0.
CTFTK - Take Comp Tene (Federal) Scheduled 80.00 ' Reported 0.00
T \

Save for Later ' Submit I
MEAL2 - Wgal - Lunch

MEAL3 - Meal - Dner 10f3 »

)IFF - Overtime - Night ¢ : ' 3

Nor1 - oagsasvion ] Select ‘CTZTK = Take Comp o escres 000

OT - Overtime Pey ' i )
REGOO - Reguiar Time Time' from the'hSt' Tuesday Wednosday Thursday Friday
RST10 - 10 Hours Rest ; 5 4 5 6 7
RST1Z - 12 Hours Res!
SHWUP - Rpd DayOT Una to wr« 3hrs min
SPLIT - Spit Snift Differentin!
S108Y - Stand By Fay Forions > S e U 2 RN ot
TRVLT - Take Travel Comp Time 0 Repernee 0 Recerss O Repored 0 Regerned 0 Reported 2 Regcries O
WKDIF - Workng Condition Differantial

v ’ + -

d OFF Ochedi md OFF Scrmadnd Schedued | St we B Arhedind Serme ma

Comments (P ) O

Select ‘CTZTK - Take Comp Time’ from the list.
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Porta _ ,
Course 101- Salaried (Elapsed) Time

< Time Elapsed Time A O

lob Titke Stafi Services Supvr Il

] 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 0000  Reported 0.00

Save for Later l Submit I

Vie
Week 10f3 )
D00
Time Reporting Code / Time = vy Friday
Detalls Enter the number of hours taken as comp time. :
Schacuied OFF Schadiind OFF Sermeided B Schachind [——r Gchechind § [——
Ragomed 0 Reporas O Resoes O Repored O Regered 0 Begored 0 Regertes 0

CTZTK - Take Comp Time v B E |-

Click in the
‘Quantity’ field.

Enter the number of hours taken as comp time.

Click in the ‘Quantity’ field.
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Course 101- Salaried (Elapsed) Time

< Time
b Titke  Stalf Services Supvr Il
Vie
Time Reporting Code / Time Saturday
Details 1
Schecided OFF
Ragonmed O

CTZTK - Take Comp Time v

Comments &P

Elapsed Time

] 1 May - 15 May 2021 »

HI Semi Monthly
Scheduled 0000 Reported 0.00

Week10f3 )
Scheduied 40.00 | Regorted 0.00

Sunday Monday Tuosday
2 3 1

Wodnesday

Save for Later ' Submit I

Thursday Friday

Screchod i Serac inc i

Reperned 0

Schadi/nd OFF Serecided B

Recores O Regcred O

—

Reperas O

Enter the number of hours you
want to request. For this
‘example, enter ‘8.00" in the
Quantity field and press the
‘Tab’ key.

[—y—y

Regcries O

Gehechind |
Regored 0

Enter the number of hours you want to request. For this example, enter ‘8’ in the
Quantity field and press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time A : ®
lob Title Staff Services Supvr il

< 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 80.00 ' Reported 3.00

View Lecend Save for Later . Submit I
Week10f3
Scheduled 40.00 | Reportod 800
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Detaiis 1 2 ) 4 3 : 7
ShecUcd OFF | Sorooued OFF  Screoudecd Sorcased € SonecJec § Soreaved § Sonecec §
Reported 0 Repocied 0 Repord § Repocied 0 Reporied 0 Regoried 0 Reporied 0

CIZIK- Take Como Time v 8.00 E + | -
Comments O @ @ '® ® ®)

You are required to add a comment
with reason for comp time.

Click the “‘Comment’ icon.

You are required to add a comment with reason for comp time.

Click the ‘Comment’ icon.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Comments Apply | |Done |
110w
wl Q
*Date Under Report “Time Reporting Code Start lime End Time Comment
1 050312021 CTZTK L m + -

The Time Reporting

Comments page displays.

Click in the ‘Start Time’ field.

The Time Reporting Comments page displays.

Click in the ‘Start Time’ field.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Comments Apply {Doml
1 om
s Q
*Date Under Report “Iime Reporting Code Start lime End Time Comment
1 05032021 CTZTK | | o2 O

Enter a start time. For this example,
enter ‘8:00AM’ in the Start Time field
and press the ‘Tab’ key.

Enter a start time. For this example, enter ‘8:00AM’ in the Start Time field and
press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

amer B e e HpPYY | ey

1 row
5Q
*Date Under Report “Time Reporting Code Start Time End Time Comment ©
1 05032021 CTZIK 200AM I I +| =-
Click in the ‘End Time'
field.

Click in the ‘End Time' field.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Comments Apply | |Dane |
1 rom
5 Q
*Date Under Report “Time Reporting Code Start Time End Time Comment
1 051032021 CTZTK 800AM | I | -

Enter a start time. For this example,
enter ‘5:00PM’ in the End Time field
and press the ‘Tab’ key.

Enter a start time. For this example, enter ‘5:00PM’ in the End Time field and
press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

riow

*Date Under Report “Time Reporting Code Start Time End Time Comment

1 050312021 CTZTK £00AM 5 00PM e -

A

Enter a comment about the comp time
taken. For this example, enter ‘Using
Comp Time' in the Comment field
and press the ‘Tab’ key.

Enter a comment about the comp time taken. For this example, enter ‘Using
Comp Time’ in the Comment field and press the ‘Tab’ key.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Comments | Apply || Done |
A 110w
*Date Under Report ©  "Time Reporting Code ©  Start Time End Time Click the ‘Apply’
button.
1 0540372021 CTZTK &00AM 5 00PM g

Click the ‘Apply’ button.
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Course 101- Salaried (Elapsed) Time

Cancel Time Reporting Comments Apply!
on

*Date Under Report ©  “Time Reporting Code ©  Start Time End Time The TRC updates with the
complete description.

1 054372021 CTZTK 800AM 5 00PM

Click the ‘Done’ button.

The TRC updates with the complete description.

Click the ‘Done’ button.
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Course 101- Salaried (Elapsed) Time

< Time Elapsed Time A @ ®
Iob Title Stafi Services Supyr I

1 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 80,00 ' Reported 8.00

Viow Lacead Save for Later | Submit |
Week10f3 »
Scheduled 4000 | Reported 8 00
Time Reporting Code / Time Saturday Sunday Monday Tuesday Wednesday Thursday Friday
Details 1 2 ) 4 5 6 7
Sthecued OFF Soreduied OFF Somesued § Soredsed 2 Sonesdec 8 Stheaued & Soreces §
Raported 9 Repoced 0 Regorted & Reporied 0 Rupcrted 0 Aegeried 2 Repodded 0
CTZTK - Taks Comp Time v B 8.00 $| -
Comments C O & (@ (& @ P
1o V- - » >

The Comments icon now changes letting you know that
comments have been added.
Select ‘Next’ to continue.

The Comments icon now changes letting you know that comments have been
added.
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Course 101- Salaried (Elapsed) Time

< Time apsed Time N @
Job Title Staff Services Supvr il

L 1 May - 16 May 2021 »

HI Semi Monthly
Scheduled 8000 | Reported 8.00

View Legand Save for Later F
Week10f3 »

Scheduled 40 00 | Reported 8 00

D00 P 5
o Click the ‘Submit’ button.
Time Reporting Code / Time Saturday Sunday Monday Tuesday
Details 1 2 3 4
Stheosed OFF || Soreduwied OFF  Sonecuec§ T Sonecusec b soneased s Sonecuea
Pogorted Repoced 0 Racorted 8 Reporied 0 Reperied 0 Rogeried Repored 0
CTZIK-Take Como Time v 8.00 +| -

Commuents <) ) (=
\~ .'

Note: The ‘Submit’ process validates the available leave /
comp time balances. If an employee does not have required
balance in a comp time plan, an exception will be generated.

Click the ‘Submit’ button.

Note: The ‘Submit’ process validates the available leave / comp time balances.
If an employee does not have required balance in a comp time plan, an
exception will be generated.
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Course 101- Salaried (Elapsed) Time

Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.
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Comp Time Balances

Comp Time Balances @HAWAH' ati

Lesson Scenario

In this lesson you will learn how to view leave and
comp time balances.

Select ‘Next’ to continue.

In this lesson you will learn how to view leave and comp time balances.
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Course 101- Salaried (Elapsed) Time

¥ Employee Sell-Service

Beneliciary Designation Tax Withholding

m

Pay Statements

—_—=\.
si)e

Last Pay Date 06/06/2021

Secririn: Casin ensd

Click the Time” tile.
QAL . 3ss
Set Up YOUr PasEWOrS SacuYy usston

Click the ‘Time’ tile.

Viow W-2/W-2¢ Forms W-2'W-2¢ Consent

Personal Details Classic Home

pos

Direct Deposit

Frequently Asked Questions
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Course 101- Salaried (Elapsed) Time

< Lmployee Sell Service

Overtime Requests Enter Time Weaekly Time
0501)21 - 051521 05102121 - 05)08/21

@ Ruporled 24 0

® Schaduled 40 00

Click the ‘Comp Time’ tile.
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¢ Time Comp Time A @
0MCTE 01C1Z
Plan Type Comp Time Plan Type Comp Time
Recorded Balance 12.00 Recorded Balance 20175
As of Date 0152021 As of Date 03/15/2021
Expiration Pariod Nevar Expiration Pariod Novor
o

The Comp Time page displays.
Comp Time TRC's will only appear if there is a balance.

Each Comp Time notes the:
= Plan Type (Leave or Comp Time)
= Recorded Balance
= As of Date
= Expiration Period

If you have questions about Comp Time Awards (CTA) or Comp
Time Travel (CTT) plans please contact your Timekeeper.

Select ‘Next’ to continue

The Comp Time page displays.

Comp Time TRC’s will only appear if there is a balance.

Each Comp Time notes the:
e Plan Type (Leave or Comp Time)
e Recorded Balance
e As of Date
e Expiration Period

If you have questions about CompTime Awards (CTA) or Comp Time Travel
(CTT) plans please contact your Timekeeper.
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< Time Comp Time ﬁ : @
0MCTF 01C1Z
Plan Type Comp Time Plan Type Comp Time
Recorded Balance 12.00 Recorded Balance 20175
As of Date 03152021 As of Date 03/15/2021
Expiration Fordod  Never Expiration Pericd Novor
Click the “01CTF’ Comp Time tile.
Click the ‘O1CTF’ Comp Time tile.
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Comp Time Balances History

Rofurn 1 Ledve Ba

Leave Balance

01CTF Balance Minimum Balance Maximum Dalance

12.00 0

Leave Balance Details

Accrusl Date Famed Taken Balance

031152021 12.00 0.00 1200

Balances are as of the specred Accrual Date

The Comp Time Balances History page displays. It provides
the balance and accrual details of the selected Comp Time.

Leave Balance displays the minimum and maximum balance
for the selected Comp Time type.

Level Balance Details section displays the actual accrual date
as well as the earned, taken and balance based on that date.

Select ‘Next’ to continue

The Comp Time Balances History page displays. It provides the balance and
accrual details of the selected Comp Time.

Leave Balance displays the minimum and maximum balance for the selected
Comp Time type.

Level Balance Details section displays the actual accrual date as well as the
earned, taken and balance based on that date.
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Comp Time Balances History

Roturrt to Leava Balunies |

Leave Balance h

q
If you wish to view a different plan, click
the ‘Return to Leave Balances’.

Leave Balance 0

Accrusl Date Famed Taken

03152021 12.00 0.00

Balances are as of ihe specred Accrual Date

Maximum Dalance

If you wish to view a different plan, click the ‘Return to Leave Balances’.
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< Comp Time Balances History

p—

Click ‘Comp Time Balances History’ to
navigate back to the Employee Self-
Service menu.

J J

Click ‘Comp Time Balances History’ to navigate back to the Employee Self-
Service menu.
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Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You’ve successfully completed this lesson.

End

August 2021, Version 2 Page 153



