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About This Guide

The Time Management System Employee User Guide helps you learn the most commonly used employee
functions in the Time Management System.

The intended audience is employees who will use the Time Management System to report time, request time off
and generate reports.

The Time Management System automates and standardizes the time collection and approval processes. The
Time Management System delivers the functionality and flexibility to enforce the company’s time and attendance
policies.

Documentation Conventions

This guide uses the following notational conventions:

e Bold text represents exact text that appears in the Time Management System. This includes items such as
button text, menu selections and dialog box elements.

Example: Select OK to begin the operation.
e Aright arrow ( = ) represents successive menu selections.
Example: Choose File = Print to print the document.

e [talicized text represents a reference to other published material.
Example: Managers should refer to the Time Management System Manager User Guide for reference.

Help

If you have any questions regarding this guide or the Time Management System, contact your local Human
Resources representative.
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Navigation Basics

Time Management System

The Time Management System is a web-based application that can be accessed in one of the following ways:

o Select the Time Management System shortcut on your desktop. See “Create Desktop Shortcut” below.

e Select the Time Management System link in HR Self Service. To access the link, select QUICK LINKS = Time
Management System.

e Access the Time Management System directly by typing the URL

(https://tms.midamerican.com/workforce/Logon.do) in your web browser or create a favorite in your browser
to access this web address.

For nonexempt employees required to utilize the WebClock to record in and out times, select Go to WebClock
from the Time Management System Dashboard, or access the WebClock directly in one of the following ways:

e Select the WebClock shortcut on your desktop. See “Create Desktop Shortcut” below.

e Access the WebClock directly by typing the URL

(https://tms.midamerican.com/workforce/WebClockLogon.do) in your web browser or create a favorite in
your browser to access this web address.

Create Desktop Shortcut
1. Go to your desktop, right-click and select New =» Shortcut.

Folder

[

Shortcut

Ll

Microsoft Office Access 2007 Database

Bitmap Image

B

Cognos Configuraticn

Contact

Microscft Office Word Document
Journal Documen! t

View »

Sort By »

Refresh Microsoft Office PowerPoint Presentation

EE

Microscft Office Publisher Document
Text Document

Microsoft Office Excel Worksheet
WinZip File

Briefcase

Undo Rensme Cirl+ 7

New »

1 ® 4=

Bs  Personalize

2. Enter the URL for the Time Management System (https://tms.midamerican.com/workforce/Logon.do and
select Next.

Thes wizard helps you to
Internet addresses.
Type the location of the tem:

hittps /e redarnenc an com workforce L ogon do Browse.
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3. Enter the shortcut name (e.g., TMS) that will appear with the icon and select Finish.

} What would you like to name the shortcut?

Type a name for the shortcut:
™S

Click Finish to creste the shortcut.

(CFnwn ] [ Cancel
4. The new shortcut icon will appear on your desktop.

5. For nonexempt employees that are required to utilize the WebClock to record in and out times, repeat steps
1-4 using the URL for the WebClock (https://tms.midamerican.com/workforce/WebClockLogon.do).

Logging In

1. Log into the Time Management System or WebClock by entering your employee ID (with the T) and HR Self
Service password, and selecting Login or the login arrow button. If you have access to both the Time
Management System and the WebClock, your user ID and password will be the same for both logins.

Time Management System login: WebClock login:

Note: If your password expires or you are locked out of the Time Management System due to entering the
incorrect User ID and Password combination, go to HR Self Service at www.midamerican.com/ess/ and
select the link for forgot password.
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The first time you log in to the Time Management System Dashboard, the following dialog box appears.
Select OK.

Welcome to the Customizable Dashboard! *

i You can customize the links on this page using the icons described below. These icons wil
\3) appear when you hover over a link.

Click on the .4 to move a link to your favorites. These wil appear on the top of the
dashboard for easy access.

If you no longer need a link in your favorites you can click on the &7, This wil move the link
back to its original category.

You can reorder links by dragging and dropping them to a new location.

If logging into the Time Management System, the employee Dashboard appears. The Dashboard is
configured according to your company’s time and attendance requirements. The following is a sample
Dashboard. To log off, select Log Off.

.- = x =
ST ANAGEN SYSTEM h Home Help
ws' TIME MANAGEMENT SYSTE i@ @® e

.‘f—
¥ ) Time Entry i?l Schedules
(») Enter My Hours *£ My Time Off

{» GotoWeb Clock

|d Reports

lad View General Reports

If logging directly into the WebClock, the WebClock appears. The WebClock is configured according to your
company’s time and attendance requirements. The following is a sample WebClock. To log out, select
Logout.

WebClock

1/2012 11:28:16 am

Department

O In e Department Transfer e Out
e Out for meal Q In from meal

Timesheet
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Dashboard Functions

The Time Management System presents windows for recording your time and attendance data, such as hours
worked and the projects and tasks on which you worked. Depending on your configuration, you can perform tasks
such as viewing reports or requesting time off. The employee Dashboard typically provides links to the following
time and attendance related functions. Your Dashboard may have more or fewer functions. Access to certain
features is determined by your assigned user role. To return to the Dashboard from other windows, select Home.

Time Entry

e Enter My Hours: View, enter or update time sheet data, and submit time sheets. View your schedule and
leave balances.

e Go to Web Clock: The WebClock records in and out times for nonexempt employees. It functions like a
traditional time clock.

Schedules

o My Time Off: Submit time off requests, track the status of your request and view the history of past requests.

Reports

o View General Reports: The Time Management System includes reports for both employees and managers.
Employees can access general reports to view time sheet information for a certain period, roles delegated to
them or comments on time sheets.

Customizing the Dashboard

The Time Management System supports the following time and attendance Dashboard customization features:

e Rearranging function links:
To rearrange the order in which functions appear within a category, select and drag the function link.

‘:) Tim# Entry V) Time Entry () Time Entry
v r ~

Ed 2 »

Erter My How ] @ oo Web Clogk & GotoWeb Clock

-

@ ColpWeb Clogk [ E et My Hours ¥) Enter My Hours

e Creating a Favorites category for frequently-used functions:
Hover the pointer over the function’s star icon and select it to move the function to the Favorites section of
the Dashboard.

¢ Favorites
La

@ GotoWeb Clock

% ) Time Entry

¥) Enter My Hours 9 ~
¥ ) Time Entr
@ GotoWeb Clock £ \.) : .

¥) Enter My Hours
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To remove a function from Favorites, hover over the respective function link and select the star icon. The
function returns to its original category. The Favorites section will be removed after you leave the Dashboard

and return.
L? Favorites
Na Favorite ltems
l'/:( Favorites
> (V) Time Entry
& GotoWeb Clock Y

Q GotoWeb Clock
) Enter My Hours

Online Help

Once logged into the Dashboard, you have access to online documentation through the Help link.

Dashboard

The Help link opens in a new browser window with links to the Time Management System User Guides.

Time Management System Help

Home Services of America, Inc.

s Employee User Guides
o Quick Start User Guide for Nonexempt Employees
o Quick Start User Guide for Exempt Employees
e Manager User Guides
o Quick Start User Guide for Managers
s Timekeeper User Guides
o Time Management System Employee User Guide
o Time Management System Manager and Timekeeper User Guide
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Basic Time Entry

The WebClock

Nonexempt employees are required to record daily in and out times using the WebClock. WebClock users can
access the WebClock directly or through the Time Management System Dashboard. See “Logging In”. Time will
be displayed to the employee and recorded on the time sheet in the employee’s own time zone.

1. To access the WebClock from the Time Management System Dashboard, select Time Entry = Go to Web
Clock. The WebClock appears.

2|
WebClock
Department
¥ ) Time Entry [
¥) Enter My Hours - e) In e) Department Transfer (} out
Qe Wap Clock @ Out for meal @ In from meal
l Timesheet Logout
=]

Note: The WebClock inactivity timeout is 45 seconds. A message will appear with 15 seconds left until automatic
logout.

The WebClock for employees at HomeServices of America, Inc. not located in California will include the following
options:

¢ In: Records the start of work time. A successfully recorded In swipe is reported as follows:

Mon 01/09 12:22 prm: In Swipe Recorded Successfully.

e  Out for Meal: Records the time you leave for a meal.
¢ In from Meal: Records the time you return to work from a meal.
e Out: Records the end of the work day.

o Department: Allows you to enter a department code to charge your time to. Your default department will be
applied if this field is left blank.

o Department Transfer: Allows you to change the department your time will be charged to during the day.
o Timesheet: Takes you to the time sheet view.

e Logout: Logs you out of the Time Management System.
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a |
WebClock
01/31/2012 1
Department
\
o In 0 Department Transfer o Out
0 Out for meal Q In from meal
Timesheet Logout

2]

The WebClock for California

The WebClock for employees at HomeServices of America, Inc. in California will also include the following option:

o Waive 2nd Meal Break: Allows you to waive your second meal break of the day.

WebClock

) i

O Department Transfer

0 Out

O Out for meal

Timesheet Waive 2nd Meal Break

Department Transfer

O In from meal

Logout

When an employee performs work for a department other than his or her default department, a department
transfer must be performed on the WebClock. Select the Department field to see a list of available departments
or enter the new department code directly into the Department field, and select Department Transfer.

WebClock

Department

001

I =}
°'|J1.‘ ers Flus £ 0

10013 € e Relocaton {

Search

0014 Capitol Tile Beatr
0015 Capitol Tile Sewara 0 ]

—
WebClock
> [wepartment
o ¥ O Degartment Transfer c t

In from mea

© oo @ )

e 2nd Maal Braak Logent

Note: The department selection box contains a limited number of departments per company. If you do not see the
department you need, enter the first few characters of the department and select Search for more. Select the

department from the new list.
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Entering Time

For detailed explanation of the Employee Time Entry window and all its features, see “Time Entry Window”. If your
Time Management System configuration enables you to enter time directly into time sheets, do the following:

1. From the Time Management System Dashboard, select Time Entry = Enter My Hours to open your time
sheet. Your time sheet will appear using the default view or the view you last chose.

Y ) Time Entry

¥) Enter My Hour

& GotoWeb Clock

2. To change the view, select the arrow on the View button to access its drop-down menu, then highlight and
select a menu item to select a different view.

More * List View =
& L=t Vew

Tabile View

Dec 19, 3 Day View paks

Hours Am@

3. Ensure that the correct work period displays. To change the work period:
(1) Select the respective arrow on the Work Period button to retreat or advance a work period.

(2) Select the Work Period button to access a pop-up calendar and then select a work period or select the
Default Period button.

(3) If your work period is longer than a week and you want to enter time for the entire period, select the
Show All Weeks checkbox.

"4 12119{2011-01;01]2012,"-“ % b save | More » | ListView -

@ Time Sheet Leave Bala @ @

LT R s $  Dec19,2011 Show All weeks

19 20 21 22 23 24 25 26 27 28 29 3031 1 r

Select anywhere in the row in which you want to enter or modify time.

Record your time (see “Entering In/Out Time and Time Off Hours”).

Select the Save button after every time sheet change.

N o o &

Select the Submit button at the end of every work period to send your time and attendance information to
your supervisor for approval.
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Entering In/Out Time and Time Off Hours

1. Select a row in the Pay Code column to display the list pay codes available to you. Select a pay code.

Time Sheet eave Balances
LI T ... 13 2012 A
13 14 15 16 17 18 19 20 21 22 23 24 25 26 ' 5
Date Pay Code Hours
|Worke
Mon 02/13,) Q- et &

-- Select a Code -- @
Tue 02/14 0 (D)w| [Clock

Meal Period
Wed 02/150 )=
Thu 02/16 5 Q- Bereavement E
Frio2/17 0 0w Court Duty

2. Enter the time in the Hours column.

For pay codes associated with elapsed time (e.g., bereavement, court duty, etc.), enter the number of
hours.

4 01/30/2012-02/12/2012 [T B save | | @ submit | | More ~
Time Sheet | Leave Balances || Schedule

M T W 1' f s s iTvwr ‘F '5 sﬁ Feb®, 2012 [ she
30/31/1/2[/3/4/5(/6/7/8[9/10/11]12

Date Pay Code Hours

Mon 02/06 | g)l»  Court Duty

For pay codes associated with In/Out times, enter the In time on the first row of the Hours column and
the Out time on the second row. In/Out times can be entered in a variety of ways:

o Key-in “5” on the first row and select outside the cell. The system will interpret the time as 5:00 a.m.
and enter it on the time sheet in the correct format. “515” will be recorded as 5:15 a.m.

o Keyin “5p” to enter 5p.m. “515p” will be recorded as 5:15 p.m.
e 5 p.m. can also be entered in military time as “17”. “1715” will be recorded at 5:15 p.m.

e The system will prevent you from entering out times that are before in times or in times that are
after out times. The system will highlight the error and display a warning message:

4 12/21/2001-01/05/2012 T Sove D submt || More ~ | | ListView
Time Sheet eave Saances
Cdrrs smrTwTFEs snrTwr —
2122 2324 25 2627 28293031 1 2 3 4 5 Oecan30M Show AN Wesks
Date Pay Code F H Hours A W B
s 4+ 1 warked 05:00 am
e C4:00 am
Fol S G " | Dt tima camnst ba before in ima. |

e For shifts which start on the previous day, type in “-“ (the minus sign) before the time; for shifts that
end the next day, type in “+” (the plus sign). The minus and/or plus sigh must be entered for each
record of time that occurs before or after the day on that row.
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Time Sheet i: Leave Balances || Schedule
E,F ? gs : 11;] ‘: 12 1F3 15‘-_ ‘_55 .__-5 _1:, r: 11; ZFD Jan 12, 2012 | | Show All Weeks
Date Pay Code F H Hours A
Sun 01/08 0 - -- Select a Code --
0 - Worked 05:00 pm
08:00 pm
3 0 = Meal Peried 08:00 pm
Mon 01/09 09:00 pm
0 = Worked 05:00 pm
02:00 am
o = Worked 11:00 pm
02:00 am
- : O - Meal Period 02:00 am
ue 01/10
03:00 am
0 = Worked 03:00 am
08:00 am

Nonexempt employees are required to record all time worked, meal periods and department transfers utilizing
the WebClock. Time off work such as Court Duty is to be recorded directly on the time sheet. Employees cannot
enter or change information on an open clock-in row when updating the time sheet.

In the example below, this nonexempt employee (1) used the WebClock to record time worked and a meal period
for Monday, (2) entered Court Duty on the time sheet to record time away from work on Tuesday and (3) used the
WebClock to record a clock-in time for Wednesday. When the employee is updating the time sheet, he or she will
not be able to enter or change any information on the open clock-in row for Wednesday; the clock-out time will be
recorded using the WebClock.

I 1
ld 01/30/2012 - 02/12/2012 |7 bl save | | & Submi || More ~
Time Sheet Leave Balances Schedule
S — ES—— rev3,2012 Pshe
NiNi1.2!1314|93 & 8 9 10/1112
Date Pay Code Hours
0 - Clock 08:00 am
12:00 pm
Meal Period 12:00 pm
Mon01/30 D' ’ ‘_®
01:00 pm
c . Clock 01:00 pm
05:00 pm
rue 01/31 0 2 Court Duty 8.00 @
» Clock 08:00 am
ed 0201 O ‘_®

Exempt employees are required to record time off hours such as Court Duty directly on the time sheet. In the
example below, this exempt employee worked on Monday and entered 8 hours of Court Duty on the time sheet to
record time away from work on Tuesday.

4 01/30/2012-02/12/2012 [ D‘ save | & submi | | More ~
Time Sheet Leave Balances | Schedule
SR R ., ;, 2012 [sh.
2|3 6 8 10/11/12
Date Pay Cod Hours
Mon 02/06 | D> -~ Select a Code --
Tue 02/07 o - Court Duty 8.00

Wed 02/08 G - -- Select a Code --
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Entering a Reason

A reason is required for nonexempt employees if you enter time directly in the time sheet instead of using the
WebClock. Also, certain pay codes such as “Bereavement” require additional information to be entered in the
Reason field on the time sheet. For example, relationship is required for bereavement entries.

| 4 12/19/2011-01/01/2012 7 save | | @ Submit || More ~ | | List View ~
Time Sheet || Leave Balances Scheduie
M T T F B & N W TF S5 §
Dec 21, 2011 w All Weals
10 20/21 22 2324 25 |26 2728 29/30 31| 1 € S A W
Date Pay Code Hours Amount Reason
Mon 12/19 @ = Bersavemeant £.00 |Grandfather

Nonexempt employees are required to record all time worked, meal periods and department transfers utilizing
the WebClock. When a department transfer is performed utilizing the WebClock, accounting fields are
automatically entered on the time sheet. In the example below, this nonexempt employee used the WebClock to
record a department transfer at 10:00 a.m. The only time that will be allocated to department 0055 is from
10:00 a.m. - 12:00 p.m., which is 2 hours. The remaining time worked during the day will be allocated to the

employee’s default department, which is 6 hours.

| W o1/02/2012-01/15/2012 [T P save | | & Submit || More v | | List View ~

Time Sheet || Leave Balances || Schedule |

.z. 13' - ; 152 : .g. 1'Dw 12 LFE 154 155 Jan 12,2012 [ |show All Wasks
Date Pay Code Hours Amount Reason Dept
a iz Clock 08:00 am
10:00 am
| Clock 10:00 am 0055
Mon 01/09 L2200 oA
e NP Meal Period 12:00 pm
01:00 pm
i | Clock 01:00 pm
05:00 pm

Note: If hours worked after the meal period should be allocated to a department other than your default
department, another department transfer must be completed after the in punch from the meal period.

Comments

Comments can be entered for each individual time record or for the entire time sheet work period.

Time Record Comments
Use the Comments field to enter additional information related to a particular time entry.

1. After entering a Pay Code, select the Comments tab to open the Comments field.
2. Insert comments in the Comments field.

3. Select the Comments tab to close the Comments field.
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The Comments field in List View:

Time Sheet Leave Balances Schedule
FS§ S TWTFS5 SMTWTF
617188110 11 1213 14]115 16117 181920 T==9 2012 Show All Weeks
Date Pay Code F H Hours A w
Sun 01/08 Q-
O - Worked 08100 aen
Mon 01/09
05:00 pm
Tue 01/10 C+ 1 . @
wed 01/11 (D) Select a C
Time Sheet eave Balances Schecule

) FEL IR NS, (RESYERN NS,  1ae 9, 2012

e 1s - 1T Show All weaks

Date Pay Code F H Hours A w

suno1/oe | )iw
)| Worked 08:00 am

05:00 pm
Mon 01/09 @‘ ll
Tueor10  [(D)s elect @’
wed 01/11  [(D)w

Time Sheet Comments

Use Time Sheet Comments from the More drop-down menu to enter additional information related to the entire
time sheet work period.

1. Select the work period.
Select the drop-down arrow next to the More button.
Select Time Sheet Comments.

Enter comments related to the selected time sheet work period.

o > 0w DN

Select Close.

4 01/02/2012-01/15/2012 7 W | bl ssve @ Submt | More List View ~
W Copy Perio
Time Sheet eave Bala .»-b: - _} :I:b'w eriod

Print

TWIESS NITWTFESS ;.21 . .
313 4 5.6 78 9 10 11 12 13 14 15 3% Print Preferences

Date Pay Code M o Reioad Data teason

+ 1L | Holida) Time Sheet Comments
Mon 01/02 > v t
o
Teeoros (Ol

Q.

Note: Comments are visible to anyone that has access to your time sheet, including your manager, timekeepers and
payroll. It is recommended that comments entered on time sheets are brief and professional.
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Adding or Deleting Rows

Each row of your time sheet contains an Insert button with a drop-down menu from which you can select to cut or
copy a row, day or week. Additionally you can duplicate or delete a row. Add rows by selecting the Insert button
plus sign.

Date Pay Code
Sun 01/08 % v\ -~ Select a Code -
Meon 01/0% » ¥
Tue 01/10 j »
Wed 01/11

|
Thu 01/12
]
Fri01/13 o
Sat01/14
—
T 2

Insert a Row

Select the Insert button plus sign. The new row appears below the row on which you selected Insert and appears
in a different color.

Time Sheet Leave Balances schedule Time Sheet Leave Balances d
1 FS SLITWTFS SMTWTF
: > g 9 TL‘ W :T: ;Fj s.. s ': . wﬁ -T% :: Jon 9, 2082 6 7 .8 9 10/11/12 s 1617 18 19 20 092012
Date Pay Code F H 7 | B LR S =

Sun01/08 | ) Sun01/08 | D)/
- Vorked
O - Worked o Worke:
Mon 01/0%9

Mon 01/09 O : .
Tue 01/10 ) t de '_@

Duplicate a Row

1. Select the drop-down arrow next to the Insert button and select Duplicate Row. The duplicated row appears
below the currently selected row.

2. To apply that row’s time sheet information to another work day, click the drop-down arrow next to the Insert
button and select Change Work Date. From the popup calendar, select a date.

Time Sheet
Time Sheet E 5 ’ 1 ' '. .' _'_ ." " " .' W‘ .' . Jan 9, 2012 Show All wWeeks
r - s n. ,r " t ,' s s " _'k * ,'_ F Jan 9, 2012 Show All Week Date Pay Code F H Hours A
s e D=
Date Pay Code F M Hours o - PO 8.00

sun01/08 | w - on 01709
. O BT .00 Q- . 1—@ 8.00
Mon 01/09
o g Tue 01/10 o =2 .
Tue 01/10 B o
o0y [ ] 1/11 v

wed 02/31 |

Thu 01/12
he 01/12 ) e dem i) Ouplcate Row

O 1oL L2
101/13 %) Duphcate Row
Fn01/13 -
| Sat01/14 ) Oeiete Row
Sat01/14 ) Delete Row @
& Create New Favorte From Row
& Create New Favorte From Row

T Change Work Date ]
T Change Work Date b
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St 0114 Delete Row -
5 Time Sheet
& Create New Favorte From Row |
FSs 8
e b - ST <t
$ M T W T F S
s 7| | =
&l 9 g, 1 1;'—;3'] 1 | Sun 01/08
s cas Y = B & P Mon 01/09
|
| This infarmatien may ba out of date. Caloulate
Tua 0L/10

Copy and Paste Time Sheet Data

1.
2.

Select the drop-down arrow next to the Insert button.

Select Copy .

Select one of the following:

The Copy event is acknowledged.

Time Sheet |
s s
‘: L ..8 ..._
Date
Sun 01/08
Mon 01/09

Tue 01710

wed 01/11

|
|
Thu 01/12 |
Fri01/13 |

Copy Row
Copy Entire Day
Copy Entire Week

Leave Balances Schedule

-

w T F
11

12

FS S§NTwW
13 14 15 1617 18

n-

M

1

o

Pay Code

Schedule
S CSRINE  30n 10,2022 [Pl show Al wee

Pay Code F

Leave Balances
nElw ¢
9 10 111213
O-
4+ 1 PTO
O [EE
(+ 110

c.

Jan 9, 2012 Show All Wea

F H Hours

(2]

o

O P10

P C b —
b

opy »
T30,
3 Dupicate Row

P

8.00

Copy Row -
Copy Entire Di

Copy Entire Week

5. Navigate to where you want to paste the copied information. From the drop-down arrow next to the Insert
button, select Paste 1 Entry. The Paste event is acknowledged.

- .
Time Sheet || Leave Balances || Schedule l‘ 01/06/2012 - 01/20/2012 | * .'[ \d sve | | @ Submt || More v | | LstV 1 entry pasted.
Fs suidwrT Fs suTwTF Time Sheet | Leave Balances | Schedule
6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 .
FSs SsHEEW Y F 5 s HmTWTEF
Date Pay Code 6 7.8 9 10111213 14 151617 181920 o 102012 LlshowAll weeks
sun01/08 | Dl elect a Code Sy Gol E = S F——
- O PTO

Mon 01/09 Sun 01/08 Q = Select a Code
Tee01/10 | Ox |SETETIETER | > l oven 01700 (RN |TTC 8.00
Wed 01/11

% |1 ’ T £.00

| e

Thu01/12 | B copy b ]
Fio113 | £ Poste 1 Entry wed01/11 Dl ‘
Sat01/14 The 01/12 - - -~

@ o

= Fri01/13 (+ 1
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Cut and Paste Time Sheet Data

1.
2.
3.

5.

Select the drop-down arrow next to the Insert button.
Select Cut.
Select one of the following:
= Cut Row
=  Cut Entire Day
=  Cut Entire Week
The Cut event is acknowledged.
Time Sheet Leave Balances Schedule e a-,,m U * PeRY er = wboa
Fs sCITwWT Fs sMTWTF 9901 i o
& 7 8 ® 10111213 14 1516 17 18 19 20 Siviie:
1’_ w _' '_ Jam 8, 2013 ou Al Wiilcs
Date Pay Code F H Hours TR L AR
Sun 01/08 O'@"" . nde F M Haues A W B A
- PTO 8.00 9
Men 01/09 2 8.00
Cut v i
Tue 01/10 v Cut Row P
e Bk 3 Copy 4 Cut Entire Day
The 01/12 Paste 1 Entry Cut Entire Week
Navigate to where you want to paste the copied information. From the drop-down arrow next to the Insert
icon, select Paste 1 Entry. The Paste event is acknowledged. The cut row’s data is deleted.
Time Sheet || Leave Balances || Schedule 4 01/06/2012-01/20/2012 7] B | Sove | | @ Submt || More ~ | | ListV 1 entry pasted.
F S S N W T FS SNTWTF Ia Time Sheet Leave Balances Schedule
6 7 8 9 101112 13 14 15 1617 18 19 20
US| [SEmERw T F US| (STMITIWITUE] 5, 10,2012 [T Show All wesks
Date Pay Code < 8 9 /10 11 121314 15 16 17 18 19 20
Sun01/08 [ )» Date Pay Code F " Hours A w
Mon 01/09 O~ s suno01/08 | D=
Teeouio (s BTSN 3  Memouos O~ 4-@
Wed 01/11 | ® Ci y | O - == Select a Code -~
Thi01/12 | copy R Twe01/10 () [EE 8.00 @
Fri01/13 | j Paste 1 Entry | -
Sa01/14 | l@ wed 01/11 (D)
1 Thu01/12 (D)=

-

Note: Cutting a row will remove the hours for that row. If you want to retain the hours for a row, use the copy option.
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Delete a Row

1. Select the drop-down arrow next to the Insert icon.

2. Select Delete Row.

3. Select Yes.
Time Sheet
f s g r 'l' W _T_‘ _F___ -54 S_ 't '_ vi 'l" _‘ Jan 9, 2012 Show All weeal
Date Pay Code F H Hours
sun01/08 )+ elect a Code
G = PTO 8.00
Mon 01/09 @
Cul b
Tue 01/10 - x
3 Copy v
Wed 01/11 > © | Are you sure you want to delete this row?
-
Thu 01/12 . = /
Fri01/13 J Duplicate Row
Sat01/14 €) Delete Row Ves No
& Create New :@me Row '®

4. The row will be deleted.
Time Sheet
Jan 9, 2012 Show All Weeks

Date Pay Code F H Hours A w
Sun 01/08 O

mono01/0s DT 4-@

Tue 01/10 O

Note: You cannot delete the only row for a date or a pay code. Instead, the delete process clears the data and lets you
save the blank row.

Copy from Prior Period

To copy a prior time sheet into the current time sheet, select the More button and select Copy From Prior Period.
Copy From Prior Period is enabled only if you have a prior work period. The prior work period’s rows will be copied
and pasted into the current work period without overwriting the existing entries.

4 01/06/2012-01/20/2012 ' B sove D submt | More = st View
™ Copy From Prior P
Time Sheet eave Balance hedule 3 Copy From Prior Period
= Print
F s 5 TWTFS S NTWTEF Jan9
6 7 B8 9 1011121314 151617 1819 20 1 4 Print Preferences
¥ Reload Data
Date Pay Code El' - TP v
Time Sheet Comments
Sun 01/08 O t -
.

Note: This feature is only supported for periods that are exactly the same length and type (e.g., biweekly). System-
generated time entries (e.g., Holidays) will not be copied from the prior period.
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Time Record Favorites

Time Record Favorites allow you to insert a pre-defined time record into your time sheet. Instead of entering each
part of a time record every time you need to enter the information on a time sheet, you can create a favorite,
which enters a combination of information all at once.

1. To create a favorite on a time sheet, fill in the fields of a time record which will become a favorite.

Note: The Time field cannot be pre-defined in a favorite. You must directly enter hours on the time sheet after
applying a favorite.

2. Select the Insert button drop-down menu on the time record from which you want to create a favorite.

3. Select Create New Favorite from Row. The Create Favorite window appears, listing the values of the various
fields on the time record.

I
[ Time Sheet
|
F§ SHMNTWTFS § TWTF Jan 16, 2012 Show All Wesks
- ? 8 9 10111 131 15 18 17 1815 2
BC
Date Pay Code F H Hours A w RC A ]
Sun01/15 | )=
4 [P 1 o -
= Ol od 08:00 am 123
= 035:00 pm 456
Cut b -
Tue 01/17 =
j Copy b
Wed D118
The 01/19
Fri 01/20 § Dupkcate Row
€ Delete Row

& Create New Favorte From Row
7] Change Work Date T@

4. Fill in the Create Favorite window:
a. In the Favorite Label field, enter a name for the favorite as follows:
e “Pay Code Name - Favorite Label’, e.g., “Worked - NORMAL"

b. Select the check boxes of the parameters you need to appear each time you use the favorite. If you do
not want the favorite to include a pre-defined value for a particular field, unselect that field by selecting
the corresponding checkbox. These fields remain blank on the time record when you apply the favorite,
requiring the user to enter a value each time.

Note: A pay code must always be part of a favorite, since this field is mandatory for any time record.

c. Select Create Favorite to create a favorite for the time record.

Create Favorite X
Favorite Label: Worked - NORMAL

Field Name Value
Pay Code Worked
BC =

Yl Rc (8c) 123
BC

L RC (RC) 436
Commaents

Create Favorite Cancel
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5. The favorite you created appears in the Pay Code field and is available for you to use in your time sheet. The
favorite displays with the given label at the top of the Pay code drop down menu. A star icon appears beside
the name of the favorite.

Time Sheet Leave Baances SCNEOLNe
S SMTwTFs s nRiwWTF . ..a012 s
& 7 8 © 1011121314 151647 181920 " Show AR Wesks
BC
Date Pay Code F M Hours A w RC ]
Sun01/15 ()l
o P o v Worked - NORMAL 08:00 am 123
Mon 01/1
i 05:00 pm 456
E— O - Worked - NORMAL | 08:00 am 123
adedndec * Worked - NORMAL . 05:00 pm 456
wed 01/18 O = -- Salect a Code --
Clock
Thu 01/19 .
— 0 Meal Pariod
Fri 01/20 o v =

Note: Your favorites are not made available to other users; that is, only you have access to the favorites you create. It is
recommended that favorite labels used on time sheets are brief and professional.
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Submitting Time Sheets

At the end of each work period, you will receive a reminder email to submit your time sheet. Exempt employees
will only have to submit their time sheet if they have time off hours recorded for the work period.

1. To submit your time sheet for approval, select the Submit button after ensuring all time is correct and saving
the time sheet.

2. The message “Time sheet submitted” appears if the submission was successful.

3. A Recall button replaces the Submit button.

|¢ 12/19/2011 - 01/01/2012 7 I | bl save | Submt | More v | | ListView *

Time Sheet eave Balarce eduie

" ;‘,!v-'. i ;1 FENETOFSEES.  Dec22,2011 [ show All Weeks

! 4 12/19/2011-01/01/2012 T B | |J D Recal  More | LstView = & Submitted by GREEN, LAUREN S [ Tr

Time Sheet

>

Haaw 31 r.8. 38 ;_"_'f‘f TEFCSUE. Dec20,2001 [ Show All Waeks

Recalling a Submitted Time Sheet

You can recall a submitted time sheet if it has not yet been approved by your manager.

1. Select the work period using the Work Period button. If the time sheet has not yet been approved, the Recall
button appears with the function buttons.

Select the Recall button. A dialog window appears, prompting you to confirm your decision.

Select OK to display the time sheet.

Notice that after recall the Save button is reactivated and the Submit button reappears. Update the
information recorded in the time sheet, then save and resubmit the time sheet.

4 12/19/2001-03/01 /2002 T | L) o Rec, More = | ListView - & Submited by GREEN LA-.-H!NSj

HI*T;SI:”IH‘

I
| Time Sheet
|- A

Jan 1, 012 |V Shew Al weaks

4 12/19/2011-01/01/2012 T B | Hseve @ sumt| More=| | LstVew =

.H T “ T F § i : TWTF §| . Jan 1, 2012 V| Show all weeks
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Amending a Submitted Time Sheet

As an employee, you can amend time sheets that have already been processed by payroll. Amended time sheets
must be approved by a manager (or payroll) in order for them to be included in end of period processing and
therefore paid.

Employees can amend time sheets from the prior work period only. Managers and timekeepers can amend time
sheets for work periods paid in the current year. Time sheets for work periods in prior years cannot be amended.
Any changes you make must be approved by your manager to be considered for recalculation.

Any changes made to a time sheet for which you have already been paid will cascade through all time sheets up
through the current work period. The difference will be applied to your current pay and paid time off bank
balances.

If you amend a past time sheet to account for a PTO day that you entered as a workday, then that change -
because it affects your PTO bank - is used to recalculate your bank balances for each successive time sheet up
through the current work period.

1. To amend a closed time sheet, use the Work Period button to select a prior work period.

2. |If the time sheet can be amended, an Amend button appears in the functions toolbar.

[-J - Ej Amend || More ¥ Table View - |Tl1is time sheet was already processed. Press amend button to make changes.

Timesheet Amend time sheet

Select Amend to access your prior time sheet for editing. The time sheet opens for edits.

3. Edit and Save the time sheet. The Other Versions button appears.

HSauE * || More * || Other 'I.-'ersionilj Table Yiew -

Timesheet View other versions

4. Select the Other Versions button. The Time Sheet Versions window appears.

Time Sheet Versions

Employee Dennis Adkins (10882)
Period 0200872010 - 02/1442010

Open version
e Created On: 031092010 12:34 pm
Wiew This Compare To
Versian Open ¥ersion
Version #1 )
& Created On: 021162010 0957 am Y W
® Paidwith period ending: 02142010 £ i
View This Compare To
Version Qpen version

Select View This Version to display the original version of the time sheet.

Select Compare To Open version to list the differences between the two versions. A pop-up window displays
the results of the comparison.

7. To submit your amended time sheet for approval, select the Submit button.

Page 23



Time Management System Employee User Guide

Other ¥Yersions

Time Sheet Comparison Report
Erployee: Adkins, Dennis (10852)

Period: 02/08/2010 - 02/14/2010

Version

02/16/2010 09:57 am

Open wersion

#1
» 03/09/2010 12:34 pm

S Print
&arnendrnended Timesheet

In Out Hours Location Department

Shift

Comments

Work Date £ Pay Code
EDJ 0Z2f09/2010:BEREAYEMENT

8.00

Legend

Example

Meaning

An unchanged value

Mo change

8 ¥

Yol : .

¥alue in open version

Data changed

Added

Added to open version
{In open version, but not in version #1)

beleted

Deleted from open version
{In version #1, but not in open version)

Close

8. After viewing the comparison, you can print the results or close the window to return to the time sheet.

Exceptions

An exception is a conflict noted between your time and attendance information and the rules under which your

time sheet is processed.

1. Exceptions generate messages which appear in the Exceptions tab on the Time Entry screen.

2. If a specific time record has a related exception, an exception pin appears which you can select to display the

Exception tab.

To view exceptions for a specific day, select the Filter exception by day checkbox.

Some messages are informational and require no action; others require a satisfactory resolution before the
time sheet can be successfully submitted. Red-level exceptions must be corrected before the respective time

is paid.
4 02/13/2012-02/26/2012 [T P | b save @ Subme | More v | | Lst View
Time Sheet
ITWT F S5 5 TFS S =
iaa 1311611 ol 23| 26 28| 24 Feb 13, 2012 /| Show All Weeks
Date Pay Code Haours Amount Har ason
O=-pc 08:00 am
g e | P Mssing n or Out time
Exceptions P
Date Exception Message
Tue 02/14 Migging [n or Out time.

48.00 total hours

Total -
0.00

Dept

Filter exceptions by day

Saverity -
Error (mot paid)
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Resolving Exceptions

Certain exceptions must be resolved before your time sheet can be submitted successfully. In the following
example, an exception message indicates that Tuesday, Feb. 14 is missing a clock-out time. The severity of this
red-level exception is Error, which means it will not be paid unless resolved. The exception can be cleared by

recording an out-time using the WebClock. Once the exception clears, the time sheet can be submitted
successfully.

| Time Sheet || Leave Balances || Schedule 48.00 total h

MEIIW T FS55 MTWTEFSS
- Feb 14,2012  [7]Show All W
13 1415 16 17 18/13 * S AL Wee e

Date Pay Code Hours A t R Dept Total
@ v | |Clock 08:00 am 0.00
Tue 02/14 “
Q- Select 3 Code
8.00

Exceptions # || Summary

Filter exceptions by day
Date

Tu=02/14

Exception Message
Missing In or Out time.

Severity ~
Error (not paid)

Page 25



Time Management System Employee User Guide

Time Off Requests

Benefit-eligible employees can submit time off requests, track the status of requests and view the history of past

requests using the My Time Off function. When employees request time off an email is sent to the appropriate
person to review.

Submitting a Time Off Request

1. Select Schedules = My Time Off in the Dashboard.

V) Time Entry .2i Schedules

¥) Enter My Hours * MyTime Off

2. The My Time Off window appears. Select Create New Request. The Create Time Off Request window appears
in which you specify the type and dates of your request.

Create Time Off Request
Paycode
PTO Sched g

My Time Off

,Jl Create New Reques Sartiets -
02/07/2012/.2
2> End Date
Current Past 02/07/2012 8
Type Start Date ~ End Date

s') Enter details for this date range.

@ cancel this Time O1f Request

3. Choose the type of time off from the Paycode drop-down list.

Enter the day on which you want to begin your time off in the Start Date field, or select the Calendar button

on the right of the date field to display a calendar from which you can choose the date. Ensure that the Start
Date is today’s date or later.

Enter the day on which you want to end your time off in the End Date field, or use the Calendar button.

Select Enter details for this date range to display the details of your time off request.

Create Time Off Request
Paycode

PTO Sched v ﬁ—@

Start Date

02/20/2012 3 '—@
End Date
02/24/2012 (3 0—@

& Enter details for this date range Q—@
9 ~al this Tine Off

Cancel this Time Off Request
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7. The Edit Time Off Request Details window appears. The hours request default to the employee’s scheduled
hours for that day. You can modify the hours requested and also select another pay code from the Paycode
column.

e Select the Insert button f“J];' in the Action field of a row to add another row for that day, select the Pay
code and enter the hours for that type. Remember to adjust the other hours for that day accordingly, if
necessary.

e Select the Delete button 3 in the Action field of a row to remove the hours you have entered in that
row. If more than one row for that day has been created, the row itself will be removed. If the row is a
beginning or ending row, the hours will be removed and a subsequent select will remove the row.

e Select View and confirm details for this Time Off Request.

Edit Time Off Request Details
Action Date Range & Paycode Hours Requested

@M 02202012 PTOSched ~ 8.00

@ M8 02212012 PTOSched ~ 8.00

'1}“ & 022272012 PTO Sched - 8.00

@M 02232012 PTOSched ~ 8.00

@ ¥ 02242012 PTOSched ~ 8.00
&) View and confirm details for this Time Off Request. Q—@
() Create new Time Off Reque
@ Cancel this Time Off Request

8. The Review/Finish Time Off Request screen lists the hours you requested and your adjusted bank balances.
The Adjusted Bank Balances reflect time off requests, but does not include future accruals. The leave
balance in the Time Entry window does not include future time off requests or future accruals.

9. If necessary, enter a note to accompany your request in the Comments to Manager field.

Request Summary
Date - Paycode Hours Requested

0272072012 PTO Sched 80
02/212012 PTO Sched 80
02/22/2012 PTO Sched 80
02/2372012 PTO Sched 80
02/2472012 PTO Sched 80
Adjusted Bank Balances

A & Bank Initial Balance  Ending Balance

92302 PTO 80.00 40.00

Comments to Manager

Requesting to take PTO 4—@

Exceptions

&) Submit this Time Off Request
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10. If exceptions prevent you from submitting the request, select Enter details for this date range to return to the
previous screen and make a different selection or Cancel this Time Off Request to return to the Create New
Request window.

;) Submit this Time Off Request

11. If no exceptions prevent you from submitting the request, select Submit this Time Off Request to create and
submit your request. The My Time Off screen reappears, listing the status of all your time off requests.

Your request has been submitted.
Exceptions
My Time Off
é lﬁcreate New Request
1 Current Past
&/ Submit this Time Off Request
J:"’" details for this date range Type Start Date ~ End Date Status
kot et b Time off - PTO Sched 02202012 021242012  Pending
@) Cancel this Time Off Request

Notes:

> When your manager approves the Time Off Request, the requested time posts to your time sheet as the
respective time off.

> You will receive an email message when your manager approves or rejects your request.

> All paid time off requests are contingent upon hours being available at the time of the scheduled absence. If
hours are not available, your supervisor or manager must determine if the time away from work is allowed.

Email Notification

The following table shows when time off request email is sent, the recipients and the content of the message.

Day and time . .
- Recipient M t M
to send email ecipients essage subjec essage
Submission of Manager and Time Off Request - “Employee Name” has requested time off. Please
time off request Delegates Pending review and approve.
Approval of time Time Off Request - Your time off request has been approved.
Employee
off request Approved
Rejection of Time Off Request - Your time off request has been rejected.
. Employee .
time off request Rejected
Cancellation of Manager and Time Off Request - “Employee Name” has cancelled his or her request for
time off request Delegates Cancelled time off.
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Canceling a Time Off Request

You can cancel a time off request before or after it has been approved.

1. Go to Schedules =& My Time Off.

Y ) Time Entry i2] Schedules
> Enter My Hours % My Time O
@ GoloWeb Clock .®

_! Settings

# Change My Password

Select the Current tab.

Select the respective time off request.

My Time OFf
@ _,J Create New Request
Current Past
Type Start Date ~ End Date Status
Time off - PTO 0232012 0zrz012 Pending

©

4. The View/Cancel Time Off Request window appears listing the details and history of the request. Select
Cancel this Time Off Request at the bottom of the screen to withdraw your request.

0 Back
w Cancel this Time Off Request. q_®

The Reason for Cancellation window appears. Enter your reason for cancellation, if necessary.

Select Cancel this Time Off Request.

Reason for Cancellation

Decided to not take PTO this week

& Cancel this Time Off Request 4—@

& Return to Time Off Request list
7. The My Time Off window appears again, showing the status of the request as cancelled.

My Time Off

__P Create New Request

Current

Type Start Date ~ End Date Status

Time off - PTO 017232012 01272012 Cancelled Q—@
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Time Entry Window

The Employee Time Entry Window comprises various fields and tabs which allow easy viewing and entry of your
time. After you login to the system, open your time sheet by selecting Enter My Hours from the Time Entry area of
the Dashboard. Nonexempt employees can also open the time sheet by selecting Timesheet from the WebClock.

Dashboard: WebClock:
: WebClock
b4 ) Time Entry
¥) EnterMyvH r\ (5] " o out
@ GotoWeb Clock ©  owhrma ©  nombes
Timeshgst Logout

The Employee Time Entry Window provides the options necessary for completing time entry. From this screen,
depending on your role, you can perform one or more of the following tasks:

e Enter time on your time sheet

e View your schedule

e View or acknowledge any exceptions (errors or warnings) about your time sheet
e View details of available time off

e See a preview summary of time entered on the time sheet

The following is an example of the Employee Time Entry Window. The exact appearance of the time sheet varies
according to your Time Management System configuration.

4 12/19/2011-01/01/2012 [ B | k) save | | More v | | ListView v
Time Sheet | Leave Balances Schedule
13 :TD ;" :1:“. :Fa 24 :ss :'5 27 ;‘:3 :Ts sFo 35 T Dec19,2011 [ show All Weeks
Date Pay Code Hours Amount Reason Dept
Mon 12/19 ([ )|» | elect = Code
Tue 12/20 |[)wm| |- Selecta Code--
wed 12/21 || ©)|r - Select a Code
Thu 12/22 £y~ -- Sele
Fri 12/23 Ol Select 2 Code
Sar 12/24 ) v
Sun 12/25 |[()lw| |- Selecra Code--
0.00
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Note the following user features:

1. Hover the pointer on the line separating the panels to activate the “adjust height” control. Select and drag the
line up or down to adjust the relative height of the panels.

Select the arrow to hide the bottom panel. Select it again to display it.

3. Use the scrollbar to access parts of the time sheet which are not currently visible.

i . 1
~ 1 1 y .
Ly ! I o E
= - E
LA |

- S

4. When a time sheet cell shows a green triangle in the upper right corner, you can select the cell to activate the
“details” tab.

4

egular Worked 07:00 am ®4,|}3
11:05 am--|additional data exists for this row, Expand details to see it,

Function Buttons

Several buttons reside at the top of your time sheet. These buttons execute certain program functions.

4 12/27/2000-01/02/2010 [T kH Save || @ Submit|| More = Table View =

Button Functions

Button Button Name Function

4 11/01/2010- 117072010 ) Work Period Selects the work period to view.

Select the calendar button to access a pop-up calendar from
which to select a work period. (See “Changing the Work
Period.”)

< Save Saves your time sheet data. This should be done every time
H ave you enter new data or make any changes.

@ Subrnit Submit Sends your completed time sheet to your supervisor for
approval.

- Recall This button appears after the time sheet has been submitted.
;'d Recall If the time sheet has not yet been approved, it recalls the
time sheet and allows you to make modifications.

- Amend Enables a user to change a previously submitted and

EA Amend

processed time sheet. Button appears after an employee
submits a time sheet and it has been processed by payroll.
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Button Button Name Function

More The More menu reveals the Print, Print Preferences, Reload
Data and Time Sheet Comments functions.

Print Preferences X

Select the components you would like to print

e

'l;’

Time Sheet
Leave Balances

Schedule

Exceptions

e
b e

Summary

Print detail rows

H Save as Default % Frint x Cancel

The Print Preferences function enables you to select or
exclude the following fields to print:

e Time sheet

e Leave Balances
e  Schedule

e  Exceptions

e  Summary

The Reload Data button performs time sheet calculations
without saving the data.

Time Sheet Comments: Add comments to your time sheet.

View Allows you to select the List View, Table View or Day View of
your time sheet. The view you select alters the presentation
of the data on the Time Sheet tab. The system remembers
the last view used.

Table Yiew =

Changing the Work Period

The work period button allows the user to move forward or backward one period at a time, using the arrow
buttons or to select a specific period to move to using the calendar button.

1. Select the respective arrow on the Work Period button to retreat or advance a work period.

2. Select the Work Period button to access a pop-up calendar and then select a work period or select the
Default Period button.

3. If your work period is longer than a week and you want to enter time for the entire period, select the Show All
Weeks checkbox.

,« 12/19/20:1-01/01(2012’“ % b save | More v | | List View ~

@ Time Sheet Leave Bala @ @

TWTFS S MTWTFS S
20 2 26 27 28 29 3031 1

19 20 21 22 23 2

Dec 19, 2011 Show All Weeks

&

4. Select anywhere in the row in which you want to enter or modify time.

5. Record your time and attendance information (see “Entering In/Out and Elapsed Time”).

6. Select the Save button after every time sheet change.
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7. Select the Submit button at the end of every work period to send your time and attendance information to
your manager for payroll processing.

Time Sheet Views

The Time Management System provides three views (or formats) for displaying time sheet information: List View,
Table View and Day View. Each view displays time sheet information for an entire work period. Your ability to view
any or all depends on your Time Management System configuration.

Select the respective view through the View button.

More * | | ListView. ~
® List View

Tabie View
Dec 19, 2 Day View peks

Hours Am@

List View

The List View is the default view; it displays the days in the selected work period as a list. The sum total for the
work period is displayed in the upper right corner.

‘1 12/19/2011 - 01/01/2012 77 P | ko Save | | More + | | List View ~

Time Sheet Leave Balances || Schedule 8.00 total hours

TWTFSS NMTWTEFEF S &8
31 1

Dec 19, 2011 [V w All wesk
19 20|21 22 23 24 25| 26 /27 28 29 30 =€ "I Show All Weeks

Date Pay Code Hours Amount Reason Dept
Mon 12/19 Y| | Select a Code --

Tue 12/20 (N> Select a Code
Wed 12/21 o v -- Select a Code
Thu 12/22 Q> -- Select a Code --
Fri 12/23 ,r:) - Select a Code
Sar12/24 L) >
Sun 12/25 Ny -- Sglect a Code --
0.00

Table View

The Table View eliminates the need to enter repetitive information for each entry on your time sheet. For
example, instead of selecting a pay code for each day, you can enter this information once in Table View and
simply enter hours for each day of the work period. Totals per pay code appear on the right side of the window
and totals for each day at the bottom of the window.

Page 33



Time Management System Employee User Guide

|1 12/19/2011 - 01/01/2012 [ || Save | | More ~ | | Table View ~

I Time Sheet

BECEEER » tw T F s s

D I
15 20 21 22 23 24 25 26 27 28 29 30 31 1 Doc 192011t Dec 25,2011 Wishow All weeks

Leave Balances | Schedule ‘

Mon Tue Wed Thu Fri Sat Sun
g 12/19 12/20 12/21 12/22 12/23 12/24 12/25 BARsco Depk Totals
0 - }-- Select a Code -- v J ¥
Totals 0.00 .00 .00 0.00 0.0
Cod Mon Tue Wed Thu Fri Sat Sun
G 12/26 12/27 12/28 12/29 12/30 12/31 01/01 S0 Dept Totals
O +  Holiday 8.00
0 »| -~ Select a Code
Totals B.00 .00 .00 0.00

Day View

The Day View displays only one day of time and attendance information. To view a specific day, select its
respective date in the calendar bar.

I 4 o01/16/2012-01/20/2012 [77] p | H More v | | Day View =

|. Time Sheet | Leave Balances | Schedule |

M TwTFs s EITwTFSs s Jan 23, 2012
(16 17 18 10 20 21 22 23 24 25 26 27 28 29

Worked Time ™

Pay Code Hours Reason Dept Total
| J - Clock
> Worked 08:00am  test 4.00
12:00 pm
| J e Meal Period 12:00 pm test 0.00
01:00 pm
[ > Worked 01:00 pm test 4.00
05:00 pm
8.00

Time Away From Work
Pay Code Hours
| ‘) pes Bersavement

Reason Dept

0.00

Show all Weeks

If your work period is longer than a week and you want to enter or view time for the entire period, select the Show
All Weeks checkbox (in the List and Table views only).

4 12/21/2011-01/05/2012 |7 b | || save & Submit || More v | | List View ~

i Time Sheet Leave Balances ‘ Schedule ' /
WTFS SMIIWTFS SMTWT ,
2122 2324 252627 28293031 1 2 3 4 5 Dec27,2011 Wishow All weeks
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Exceptions Tab

An exception is a conflict noted between your time and attendance information and the rules under which your
time sheet is processed. Exceptions generate messages which appear in the Exceptions tab on the Time Entry
screen. Some messages are informational and require no action; others require a satisfactory resolution before
the time sheet can be successfully submitted. Error level exceptions must be corrected before the respective time
is paid.

The Exceptions tab presents exceptions. Each exception shows the:

e Date of the exception

e Exception message describing the problem

e Severity of the exception (Informational, Warning or Error)

e Any action that may be required (appears when applicable)
Exception messages are color-coded to identify the level of severity:

e Red: Errors present

e Yellow: Warnings present

e White: No exceptions or only informational messages present
By default, exception messages are displayed in decreasing order of severity.

The rank of severity codes, from highest to lowest, is as follows:

SEVERITY LEVEL | FIELD OPTIONS

Warning

Informational message

Least Severe No Exceptions

Select any column header (Date, Exception Message or Action Required) to reorder the list.
Select the arrow which appears next to the column name to select a different sort order.

Time entries associated with exceptions appear on the time sheet marked with a colored pin. Select the pin
to display the exception message.

Time Sheet 1 Lasve Balinces = 0.00 total heurs
LESENERSESSEE IISNETIEIEE reb13,2012  [7]show Al Wedls
e B ropored on schedind o

Wed 02/15

Date 4 E Pay Code - Hours Amount Reason Dept Total
AT
4

ThuN2/16

Showing exceptions for Feb 13, 2012 [/

Date Exception Message Severity ~

en 02/13 Neo time reported on schaduled day Info.
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Leave Balances Tab

The Leave Balances tab displays the number of hours available in time off banks, taking into account any hours
used during the current period. It includes initial and ending balances for the period. Employees add and
withdraw from those banks according to company guidelines.

For any given bank, notice the functions in the following example:

(1) Select the Show Details link in the lower right corner of a bank to see more details about the period’s bank
transactions.

Time Sheet Leave Balances Schedule
Floating Holiday Hours
Initial Balance Sun 01/01 0.00
Credits 24.00
Debits (8.00)
Ending Balance Sat 01/14 16.00

(2) The Floating Holiday bank is shown in the detail view. Select the Hide Details link to return to the summary

view.
Time Sheet Leave Balances Schedule
Floating Holiday
Date Credit Debit Balance Action Source
Sun 01/01 0.00 Balance Forward
Sun 01/01 24.00 24.00 Accrual
Tue 01/10 (8.00) 16.00 Usage Floating Holiday
Hours 24.00 (8.00) 16.00 Hide Details <<

Summary Tab

The Summary tab reports the calculated results of the data input on the main time sheet, including overtime,
shift premiums, etc. User-controlled grouping capabilities are provided on this tab. Any column is available for
grouping; by default the data is grouped by Pay Code.

Exceptions & | Summary |

Work Date Pay Code Hours Reason Dept
01/16/2012 Regular Pay 8.00 test
01/17/2012 Regular Pay 8.00 test
01/18/2012 Regular Pay 8.00 test
01/19/2012 Regular Pay 8.00 test
01/20/2012 Regular Pay 8.00 rtest
Total 80.00
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Note the following features:

[

1)

)
3)
4)

” Time off Balance ” 2 [eding ” Results ” Schedule l
=R o

Assignment = Work Date Pay Code " In Site ut Site r

PROGRAMMER 0-4/18/2011 Regular Hours 9522 3 12.00 -
PROGRAMMEFR o N4M13/2011 | Reanlar Hoors 95327 12.00
Select a column title to display the sorting arrow and sort in increasing order. Select it again to sort in

decreasing order. All columns can be sorted.
Select and drag the line separating two columns to modify the width of the left-hand column.
Select and drag a column title to change the display order of the column.

Select the arrow on top of the right-hand scroll-bar to display the menu that allows you to show/hide columns
by checking or un-checking the appropriate check boxes.

The figure below depicts a sample of a customized view of the Summary tab; the results are sorted in increasing
hours order; the Amount and Reason columns have been hidden. Each Pay Code is summarized by Work Date.
Select Split Slices to view each record of time.

s ¥ || Summary
4 ~
Work Date Pay Code Hours ~ Dept e
12/29/2011 Regular Pay 3.20 7| Work Date
12/30/2011 Regular Pay 4.20
| Pay Code
12/19/2011 Regular Pay 4.40
Howr
12/21/2011 Regular Pay 4.60 ||
12/25/2011 Raegular Pay 5.40 Amount
12/20/2011 Raegular Pay 3.80 Reason
12/26/2011 Holiday 6.40 7| Dept
<pi "
Total 34.00 Spit Skces
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Schedule Tab

The Schedule tab displays schedules—your regularly-assigned work hours. Employees have read-only rights for

their schedules.

4 12/19/2011-01/01/2012 7] P | Ldsave @ Submt | More v | ListView <+
J Time Sheet U Leave Balances ” Schedule .
ElTwW T FS S5 MTWTES S Dec 19, 2011 Sl Al Ak
19 20 21 22 23 24 235 26 27 28 29 30 31 1 ’
Date Pay Code In Total
o wWorked
Mon 12/19 |&D'® 5
. worked
Tue12/20 (¥ 27
o worked
wed 12/21 Ol 7

Printing the Time Sheet

You can print the information from all of the tabs in your Employee Time Entry Window.

1.

4 o1/02/2012-01/15/2012 [T DJ kdsave | More

'_Tm_eShee-_l_-". Leave Baances I Schedue ‘

M TWTF S S

2 3/4'5 6 7 8 5 101112131415
Mon
Pay Code 01/02

o » Holiday

Vew *
@ Prior Penod [
e
3 Print mtmm::G) V] Show A
@ Reload Data Thu
01/0%

Time Sheet Comments

A Print Preview window and Print dialog box appeatr.

Geners! | Oions]

In the Time Entry window, select the More button and select Print.

Il wesks

@DMRZ? EAST HP 4515 on SDVP0030
% DMR27 NEAST HP 4050 #2 on sdvp0040.mec.i.midamerican.com
@ DMR27 SEAST HP 4050 on SDVP0030

Enter either a single page number or a single 1~;-l- 2!-21 ks 3_»3-

[ conce

(91308) [l | cccime
Monday Jan
Time Sheet
Monday Janual s Microsoft XPS Document Writer
Pay Code 1 |
Holiday Status:  Ready

TR Location: DMR27
—— e a
Code -- Comment
Totals

Page Range

Monday Janual @ Al
Pay Code c

Select = (© Pages: 1
Code --
Totals page range. For example, 5-12
Leave Bala
PTO
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Note: If the Print dialog does not open, select the Print link in the upper right area of the Print Preview
window.

Select your print options and select Print.

Select the Close link to close the Print Preview window.
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Generating Reports

The Time Management System provides report generation for employees and managers. Employees can access
general reports to view time sheet information for a certain period, roles delegated to them, time spent by project
or comments on time sheets.

1. To generate a report: from the Dashboard, select Reports = View General Reports. A list of report categories
appeatrs.

(¥) Time Entry
‘el Favorites D

¥ Enter MvHours @J System Reports
e Web Clock @J Time Sheet Reports
2/ Recently Viewed

>
d Reports
a8 View General Reports -® -
Search: &

2. Do one of the following:
= Select a report category to display the respective reports, or

W Favorites - Employee Time Sheet Approval History
& System Reports : |#) Employee Time Sheet Audit o
# Time Sheet Reports -

W Recently Viewed

= Search for the report.
a. Enter the name or part of the name of the report in the Search field.
b. Reports with the search criteria in their name appear in the Search Results pane as you type.

3. Select the name of the report you want to generate.

Search: time shee{ =
Search Results

J Time Sheet Reports

#) Employee Time Sheet Approval History @

#) Employee Time Sheet Audit
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4. A second pane appears, allowing you to specify report criteria. Complete the respective fields.

5. Select your preferred output format:
= Excel to view/print the report as an Excel spreadsheet.

HTML (the default) to view the report in the browser window as a web page.

PDF to view/print the report in Adobe Acrobat PDF format. The Adobe Acrobat Reader is required to view
this format.

6. Select Submit to generate the report.

d Employee Time Sheet Approval History

Start Date
02/20/2012 73]

End Date @

02/26/2012 5]

Generate Output As:

Excel @ HTML ' PDF 1—@
Submit Q—@

7. The following figure shows a sample report in HTML format.

Employee Time Sheet Approval History from 2/20/2012 to 2/26/2012

Employee Name (ID)  Assigned Approver Pay Period End Submitted?  Submitted Time Sheet Approver  Approver ID

Evaluation Evaluation
Date/Time

Date/Time Result

Pay Period End: 2/26/2012

Lewis, Alexis (92303) Thompson, Ethan 022672012 Yes 02/08/2012 15:15 THOMPSON, ETHAN sz101 02/08/2012 15:34 Approval
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Report Favorites

Report favorites give you quick access to frequently run reports by letting you store those reports in a top-level
folder. You have the ability to specify and store your own report favorites.

Creating a Report Favorite

1. From the Dashboard, select View General Reports. On the Report window, navigate to and select the report
you want to designate as a favorite.

2. Select the Favorites button (the star). The star turns yellow.

Root Menu / Time Sheet Reports
\Jl Favorites

IR P Employee Time Sheet Approval History .
@) System Repors ; 2] Employee Time Sheet Audit
# Time Sheet Reports -

< Recently Viewed

Sasrch -

3. The report now appears in the Favorites folder.

Root Menu / Favorites

n Employee Time Sheet Approval History

@ System Reports
@) Time Sheet Reports
o Recently Viewed

Removing a Report Favorite

1. Toremove a report favorite, highlight the report name to be removed.
2. Select the Favorites button.

Root Menu / Favorites

BB Employee Time Sheet Approval History

@l Time Sheet Reports - u

' Recently Viewed

@ System Reports

Sesrch o

3. The report is removed from the Favorites folder and the star icon turns gray.

Root Menu f Favortes

-
@ System Reports

@) Time Sheet Reports

< Recantly Viewed
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