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501 TA362: Time Entry Scenarios

Time Entry Scenarios Overview

This job aid contains various scenarios for entering time on the Timesheet. Use the Table of Contents
below to view the list of scenarios and the page number where each can be accessed.

Important Reminders:

. Enter and submit hours worked on the Timesheet at a minimum of weekly and at the end of the pay
period.

° Check entries the day after hours are submitted to view and correct any errors.

. Check the Reported Time Status at the end of each week / pay period and ensure hours worked
and absences submitted are approved.
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Overview — When to Enter and Submit Time Entered in the Timesheet Grid

Enter and submit your time in the Timesheet Grid of the Timesheet page on a daily or a weekly basis at
a minimum. Frequency may be affected by several factors (i.e., employee, employee group composition
and frequency of change of the charge distribution).

You can enter future time 90 days from the current day. If 90 days falls in the middle of a week, Cardinal
allows you to enter time for that week.

Examples:

If a self-service employee has multiple project charges on a daily basis and those projects vary
from day to day, then the employee may find it easier to enter time on a daily basis.

If a timekeeper is entering time for a crew for which charge distributions vary from day to day, the
timekeeper may want to enter time on a daily basis.

If employees are recording time related to a storm or disaster type event, time is generally entered
on a daily basis.

If a self-service employee charges their time to a single project or single cost center, such as an
administrative cost center, entering time at the end of each week is generally sufficient, provided
timesheet submission due dates set by the Agency are met.

If a self-service employee splits their time between two cost centers, such as 60% to one and 40%
to another, entering time at the end of each week should suffice, provided timesheet submission
due dates set by the Agency are met.

Rev 11/21/2019 Page 2 of 32



Time & Attendance Job Aid

//) Cardinal

501 TA362: Time Entry Scenarios

Submitting Time and Saving Time Submission for Later

Gen Admin Supy | / Coord |

Actions

Select Another Timesheet

LT e—

“Date [111112019_|[5) %

Reported Hours 0,00

Favorites v ‘ Main Menu ~ > SefiSenice~ > TimeReporfing~ > ReporiTimev > Timesheet
Timesheet
ROSA PARK Employee ID 00133846500

Empl Record 0
Time Reporting Type Positve
Earliest Change Date 08/12/2019

Previous Week  NextWeek

From Monday 11/11/2019 to Sunday 11/17/2019 7
Wed
3

Mon Tue Thy
LLrt) w2 nn

Fii sat sun
s 116 7

Total Time Reporting Code

[ v]

[ v]

*Taskgroup

VDOTCOMREQ

VDOTCOMREQ

VDOTCOMREQ

Business Unit Telecommute

50100

50100

50100

Equipment ID ChartFields
Q | ChartFieids #
Q ChartFields
a | ChariFields

0o o

| Savefor Later Submit ||

Reported Time Status

Date Total TRC Deseription

0.000000

Self Service

Time Reporting

Reported Time Status. \\ Summary u Leave / Compensatory Time. H Absence H Exceptions

Personalize | Find | ] [

Comments

101

o To submit time, enter hours on the Timesheet Grid and then click the Submit button under the
Timesheet Grid each time you make entries or modify the timesheet (daily or weekly, depending
on entry method). Please be sure all time for the pay period has been submitted by the due dates

set by the Agency for timesheet submission.

. The Save for Later button should not typically be used. This button allows you to save a time
entry and to complete it at a later date. However, this does not submit the time to go through the

Time Administration process.
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Reported Time Status Tab

Favorites = | Main Menu > SelfService » > Time Reporting= > ReporiTime »~ > Timesheet
Timesheet
ROSA PARK Employee ID 00133346500
Gen Admin S 1/ Coord | Empl Record 0
£N.£10min SUpY o Time Reporting Type Posifive
Actions = Earliest Change Date 08/12/2019
Select Another Timesheet
*View By Previous Week  Next Week
3
'S

*Date [11/0472019 |5 &
Reported Hours 42.00

From Monday 11/04/2019 to Sunday 11/10/2019 (2

e 115 s e s 1 1Mo TotalTime Reporting Code
2.00 2_00| CPE - Compensatory Leave Eamed

8.00 8.00 8.00 8.00 8.00 4D_DD| RGS - Regular Eamings - Salaried

| saveforLater | Submit |
Reported Time Status I Summary || Leave / Compensatory Time || Absence || Exceptions
—

Reported Time Status Personalize | Find | (B | @ 1-6 of 6
Date Reported Status Total TRC Description Add Comments
11/04/2019 Submitted 8.00 RGS Regular Earnings - Salaried D
11/05/2019 Submitted 8.00 RGS Regular Earnings - Salaried D
11/06/2019 Submitted 8.00 RGS Regular Earnings - Salaried D
11/07/2019 Saved 2.00 CPE Compensatory Leave Earned O
1170772019 Submitted 8.00 RGS Regular Earnings - Salaried O
11/08/2019 Submitted 8.00 RGS Regular Earnings - Salaried D

The Reported Time Status tab allows you to view the time you have entered by date and check on its
status. Any entries that have a Reported Status of Saved must be submitted in order to be processed
by Time Administration. To submit, click the Submit button under the Timesheet Grid.

Note: Time must be submitted to be seen by the Approver. There is no automated escalation process to
re-route submitted time to the next supervisor for approval if no action is taken by the original approver.
Thus, even if time is entered and submitted daily, the supervisor can approve time on a weekly basis.
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Overview — When to Enter and Submit Absences

Absences can be entered up to 90 days from the current day. If 90 days falls in the middle of a week,
Cardinal allows you to enter absence events for that week. Absences are entered from the Absence tab
on the timesheet. Absences should be entered and submitted in advance whenever possible (not to
exceed 90 days from the current day). Planned absences should be entered and submitted as soon as
the need for leave is known in order to obtain advance approval from the supervisor within the 90 day
window. Unplanned absences, such as sick leave, should be entered and submitted upon returning from

the leave.

Entering Absences

EE| Samt

Absence Events 7

e
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o
&

1. Gotothe Absence tab and click the Add Absence Event button. Enter the Start Date, End Date,
Absence Name and Reason. Then click the Details link and enter any Partial Days and their
Duration. Click the Calculate End Date or Duration and enter any Comments regarding the
absence. Be aware that the comments you enter here can be seen by anyone with access to the

page.

Absence Events
Absence Take |

mmary || Absence || Excepons

* Start Date Erel Dty Alsence Name

Personalize | {1

Dedet

2. Click the Forecasting button after entering your absence detail.
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— T
Mon Tue Wed Tha Fri Sat Sun
[ a " ez "3 i s Total T Reporting Gode
200 8,00 PER - VSOP Personal Leave 50100
n SpvetorLater | Subrnit 1
| Beporied Time Stotus | Summary || Leave | Compenaatry Time |I Absence | Exceptions |
Forecast Successful:
Yau are eligible to take the requested absence and you may submit your request,
Dale Time: January 08,2017 at 22:03
- - —— _f
Absence Take [ Foretast Resulls
*5tart Date End Dute Absence Name Reason Duration 'llj::e Details Status Approval Monitor
(01082007 | [D1OWZ017 | [VEDP PersonalLea ~| [VEDP PomsonalLeave | B00Hours  Delolls Saved Appeceal Mordtoe $
|  Add Absence Event
[ Absence Entillement Balances
Entitierment Name Balance as of GLOAB01E From

3.  You will receive a Forecast Successful message if you are eligible for the Absence Request. The
Absence Request status is Saved. Click the Submit button on the Timesheet page each time you

enter or update an absence event. Please be sure to submit all absences for the pay period by the
timesheet submission due date.

Saving Absence Submission for Later

The Save for Later button should not typically be used. This button allows you to save an absence entry
and complete it at a later date. However, this does not submit the absence through the workflow process
to the supervisor for approval. Absence events can also have a status of Saved if you forecast an
absence entry and navigate away from the Timesheet page or log out of Cardinal without saving or
submitting.

Absences with a Status of Saved

Absences in Saved status appear in the From Monday to Sunday section of the timesheet, along with
absences that have been submitted. Be sure to review the current status of absence events and verify
that your absence request have been submitted for approval. Remember, absences in Saved status are
not routed for approval and thus are not picked up in the Absence Calculation or Time Administration
processes. Cancel any absences in Saved status that were not taken or are invalid; otherwise, they are
still considered taken by the forecasting process.
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Reported Time Status for Absences

[ saveforLater Submit 1

Reported Time Status [ Summary || Leave / Compensatory Tme || Absence || Exceptions

Absence Events (7 Personalize | (2
Absence Take ” Forecast Results ‘
*Start Date End Date Absence Name Reason Duration $;'; Details Status Approval Manitor Source Cancel Forecast  Edit
D1/09/2017 01/08/2017 VSDP Personal Leave  VSDP Personal Leave 8.0DHours  Details Needs Approvall Approval Monitor %rrr;\pelsahy::t O Forec
Add Absence Event

The Status column in the Absence Events section shows the current status of the absence event. If the
Status states Needs Approval, you have submitted your Absence Request. In addition, the Reported
Time Status section allows you to view absences you have entered by date and check on their status. If
any absence entries have a Reported Status of Saved, they must be individually edited and submitted in
order to be routed to the supervisor for approval, or individually edited and cancelled in order to be
excluded in forecasting future absences.

Submitting an Absence with a Status of Saved

To submit an absence event that is in Saved status, click the Edit button next to the individual event (the
Edit button may be grayed out if only 1 absence and no other time on Timesheet.). In the Absence
Events section, make any changes (if needed), Forecast the event (if required), and click the Submit
button under the Timesheet Grid. Repeat for all saved absence events one at a time. Remember, the
Submit button under the Timesheet Grid submits all hours reported on the timesheet but does not
automatically submit absences in Saved status.

Note: There is ho automated escalation process that re-routes submitted absences to the next
supervisor for approval if no action is taken by the original approver.
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Scenario 1: Entering Regular Time

501 TA362: Time Entry Scenarios

In this scenario, time is being entered for regular hours worked for three different charge distributions.

1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Favorites v ‘ Main Menu > SelfSenicew > TimeReporing~ > ReporiTimew > Timesheet

Timesheet

ROSA PARK

Employee ID 00183346500
Empl Record 0
Time Reporting Type Positive
Earliest Change Date 08122019

Actions~
Select Another Timesheet
ewsy
*Date 10/28/2019 E"v

Reported Hours 0.00

Previous Week  Next Week

From Monday 10/28/2019 to Sunday 11/03/2019 (2

Mon Tue Wed Thu Fri it Sun - -
1028 1029 om0 1031 " 12 13 [| [ Tt Time Reporting Code

8| 8| g 8 8|

RGS - Reguiar Eamings - Salaried v

II

“Taskgroup Business Uniff Telecommute Equipment ID ChartFields

22}

VDOTCOMREQ 50100 Q CharfFields

[

VDOTCOMREQ 50100 Q ChartFields

[+

VDOTCOMREQ 50100 Q ChartFields

| saveforlater | Submit |

| Reported Time Status | Summary || Leave / Compensatory Time | Absence || Exceptions
Reported Time Status Personalize | Find | 3] B 1011

Date Total TRC Description Add Comments

0.00

Self Service

Time Reporting

O0mm

2. The Timesheet page displays.

3. Inthe Timesheet Grid, enter the hours worked in the day fields (Mon, Tue, Wed, etc.).

All hours entered on a single row must have the same Time Reporting Code and charge

distribution. If either of these is different for hours, the hours must be entered on a new row.

5. Inthe Time Reporting Code field, select the Time

Reporting Code for the work completed. In

this scenario, it is regular hours so RGS - Regular Earnings - Salaried is selected from the drop-

down list.

0. If the hours are associated with telecommuting, the
Telecommute field. For this scenario they are not.

employee would select or enter TELE in the

7. The Equipment ID field is only used during potential storm or disaster events and no data should
be entered unless instructed to do so by business leadership. It is used to enter equipment used

during such an event. For this scenario, the field is

8. Click the ChartFields link.

Rev 11/21/2019

not used and is left blank.

Page 8 of 32




//;/ Cardinal

10.
11.
12.
13.
14.
15.
16.

17.
18.
19.
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ChartField Common Component
Hel
ielp Al
ChartField Detail
Employee ID EMPO0OD00023 Search Options
|
SetID: 50100 ‘ ® Speed Types
ChartField Detail
Accoun t Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PCE
53999 4720 o [6u3015 o | o iz | Y o | . | o | la [
v
< >

The ChartField Details page displays.

If you know the charge distribution, you can enter the values on this page.

The most efficient way to enter the distribution is the use the Speed Types Search Option.
Click the Search button.

The Search Speed Types page displays.

Enter the SpeedType key or search for it using the SpeedType Key Search button.

When you click the Search button, a pop-up box displays.

Select the desired SpeedType by clicking on the name.

[Search Speed Types
Help
SpeedType Key Q
Search by ChartFields
Account 599999 Asset| | Category| |Q
Fund0a720  |q AgencyUsel[  |q Subcategory| |q
Program[603016 |Q AgencyUse2[ |Q affliae] ]Q
Department[10081  x]Q PCBusinessUnitl|Q Fund Affillate |
Cost Center 12130001 ]Q Project |Q
1 — P E—
L SowceType[ o,
Search ‘ | Clear ‘ | Cancel ‘
ChartField Detail
Select SpeedType Account Department Project Task Fund FIPS Affiliate Agency Use 2
| 1| [Seled 12130001 599999 04720 -
< >

The information associated with the selected SpeedType prefills.

Click the Select button to choose the SpeedType and return to the ChartField Detail page.

In some cases, you may need to enter additional fields. For example, in the case of a project you

Rev 11/21/2019
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20.

21.

22.

23.
24,
25.

26.
27.

501 TA362: Time Entry Scenarios

ChartField Common Component
Help
i -~
ChartField Detail
Employee ID EMPDOOD0027 | Search Options ]
SetID: 50100 @ Speed Types | Searcn |
“ChartField Detail
|
|Acsount Fund Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Business Unit  Project i
|
593939 [04720 |a [eozars o [100s1] x| [r2120000 o | Ja [ la | Q| o | Ja [ la | Ja [
I
v
< >

Fill in any additional fields necessary on the ChartFields Details page if necessary. You may be
required to add additional information (e.g., Department or Activity — if you are charging a
project.).

Click the OK button. Cardinal verifies that the charge distribution is correct. If it is accurate, the
Timesheet page displays.

Once time has been fully entered for day, week, or pay period, click the Submit button so the time
goes through the Time Administration process.

A pop-up box verifies the submission of the time.
Click the OK button.
The Timesheet page displays.

3.00 8.00 &0/
| Save for Later Submit |
I:MI Summary II Leave / Compensatory Time II Absence II Exceptions |

Reported Time Status Personalize | Find | (B | @ 150f5
Date Reported Status Total TRC Description Add Comments
10/28/2019 Submitted 8.00 RGS Regular Earnings - Salaried D
10/29/2019 Submitted 8.00 RGS Regular Earnings - Salaried O
10/30/2019 Submitted 3.00 RGS Regular Earnings - Salaried D
10/31/2019 Submitted 8.00 RGS Regular Earnings - Salaried D
11/01/2019 Submitted 8.00 RGS Regular Earnings - Salaried D
Self Service

Time Reporting

Click to expand the Reported Time Status section of the Timesheet page.

Verify the time the Reported Time Status field indicates was submitted.
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Scenario 2: Making a Timesheet Adjustment

In this scenario, an adjustment is made for the previous week.

1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Favorites ~ | Main Menu ~

Timesheet

ROSA PARK

Actions~

Select Another Timesheet

> Self Service» > TimeReporting~ > ReporiTime ~ > Timesheet

Employee ID 00133346500
Empl Record 0
Time Reporting Type Positive
Earliest Change Date 08/12/2019

*View By [Week

vl

I *Date |11/11/2019

L] |

Mon
111

Tue
1112

8.00

| Save for Later Submit |

From Monday 11/11/2019 to Sunday 11/17/2019 (2

Wed
1113

8.00

Mot Wock

Reported Hours 24.00

Thu
11114

Fri
1115

Sat
11116

Sun

1147 Total Time Reporting Code

8.00 24.00|RGS - Regular Eamings - Salariad

Reported Time Status

Date Reported Status
111272019 Submitted
1113/2019 Submitted
11/114/2019 Submitted

Sell Service

2. The Timesheet page displays.

| Reported Time Status | Summary ” Leave / Compensatory Time || Absence || Exceptions

Personalize | Find | E1 | E 1-30f 3

Total TRC Description Add Comments
8.00RGS Regular Earnings - Salaried 2
8.00 RGS Regular Earnings - Salaried D
800 RGS Regular Earnings - Salaried D

3. Use the Previous Week link or Date to choose the week that you need to adjust.

4. In this scenario, the Previous Week link is used to view time reported for the week of 11/04/2019.

Rev 11/21/2019
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Favorites ‘ ManMenur > SefSenice~ > TmeReporingw > RepotTime~ : Timeshest
Timesheet
Employee ID 00183846500
EmplRecord 0
Time Reporting Type Positive
Actions Earliest Change Date 08/12/2019
Select Another Timesheet
“View By Previous Week  Next Week
“Date (11042018 5%
Reported Hours 40.00
From Monday 11/04/2019 to Sunday 11/10/2019 (7.
’:‘m L“/g ‘2’:,‘; L"‘,‘; 115’; ﬁ‘/‘; “5);'3 Total Time Reporting Code “Taskgroup Business Unit Telecommute Equipment ID ChartFields
.00 8.00] §.00 8.00 £.00 40.00 | RGS - Regular Eamings - Salaried M 'VDOTCOMREQ 50100 Q ChariFields
| saveforlater | Submit
[ Reported Time Status || Summary || Leave / Compensatory Time || Absence | Exceplions
Reported Time Status Personaize | Find | 21) 15015
Date Reported Status Total TRC Description Add Comments
11042019 Submitted 8.00RGS Regular Eamings - Salaried o
110052019 Submitted 8.00RGS Regular Eamings - Salaried o]
11006822019 Submitied 8.00RGS Regular Eamings - Salaried 0
1100772019 Submitted 3.00RGS Regular Eamings - Salaried O
11/0872019  Submitted 8.00RGS Regular Eamings - Salaried o

5.  Identify what needs to be adjusted. In this scenario, 8 hours reported on Friday 11/8 needs to be
charged to a different distribution. You must delete the 8 hours from Friday and insert a new row to
add 8 hours to the added row for the new charge distribution.

6. Add arow by clicking the (+) button next to the ChartField link.
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Favorites v ‘ Main Menu v

Timesheet
ROSAPARK
G Adrin Supy 1/ o |
Actions v
Select Another Timesheet
“View By

“Date[11/042019_|i)%

From Monday 11/04/2019 to Sunday 1171012019 (7
Mon Tue Wed Thu

Reported Hours 40.00

> SefiSenice > TimeRepongv > ReporiTimew > Timeshest

Employee ID 00183846500

EmplRecord 0

Time Reporting Type Positive
Earliest Change Date 08/12/2019

Previous Week  Next Week

sat

| saetortater Submit | |

| Reported Time Status || Summary || Leave Compensatory Time || Absence || Exceptions |

i e v M P 11‘,‘;’5 Total Time Reporting Code Taskgroup Business Unit Telecommute Equipment D ChartFields
8.00) 8.00) 8.00) 800 [ 32.00[RGS - Reguler Eamings - Salaried | VDOTCOMREQ 50100 Q | ChartFieids
8.00§RGS - Regular Eamings - Salaried v VDOTCOMREQ 50100 Q ChariFields

Reported Time Status personaize | Find || B 1.5015
Date Reported Status Total TRC Description Add Comments
111042019 Submitied 800RGS Regular Eamnings - Salaried o]
11052019 Submitied B.00RGS Regular Eamings - Salaried Q
11062019 Submitted 8.00RGS Reguiar Eamings - Salaried 0
110772019 Submitied 8.00RGS Regular Eamings - Salaried D
1110872019 Submitied 8.00RGS Regular Eamings - Salaried o]

Self Service

Time Reporting

7.  Enter the 8 hours correcting the charge distribution on the timesheet.

8.  Select the Time Reporting Code. For this scenario it is RGS.

9. Click the ChartField link.

Note: To see specific information for entering charge distributions, see Scenario 1 steps 9-20 of

this job aid.

10. After all time has been entered, click the Submit button to have the time go through the Time

Administration process.

11. A pop-up box verifies your submission. Click the OK button.

12. Confirm the time was submitted by checking the Reported Time Status section on the Timesheet

page.

Rev 11/21/2019
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Scenario 3: Uncompensated Overtime and Straight Overtime
In this scenario, time will be entered for regular time, uncompensated overtime, and straight overtime.
1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Favorites « | Main Menu ~ > SelfService~ » TimeReporting~ > ReporiTime~ > Timesheet
New
Timesheet
ROSA PARK Employee ID 00464341900
Fin Sves Mar | Empl Record 0
on syes var Time Reporting Type Posifive
Actions ¥ Earliest Change Date 09/03/2019
Select Another Timesheet
“View By [Week v] Previous Week  Next Week
*Date 10282019 |5 o
Reported Hours 0.00
From Monday 10/28/2019 to Sunday 11/03/2019 (7
Mon Tue Wed Thu Fri Sat Sun -
10728 10729 10130 10731 110 12 "3 otal Bme Reparting Code “Taskgroup
2.00 2.00 2.00 2.00 2.00 | RGS - Regular Eamings - Salaried LY ‘ 'VDOTCOMREQ
[ v VDOTCOMREQ | i3
[ v] VDOTCOMREQ
| Save forLater | Submit |
‘ Reported Time Status || Summary H Absence || Exceptions ‘
Reported Time Status Personalize | Find | | E 10f1
Date Total TRC Description Add Comments
0.00
Self Service
Time Reporting

2. The Timesheet page displays.

3. Enter regular hours. In this scenario, there are 8 hours entered for each day. All hours are for the
same charge distribution, so they are entered on the same row.

4.  Once hours are entered, select the Time Reporting Code and click the ChartField link to select or
enter the charge distribution.

Note: To see specific information for entering charge distributions, see Scenario 1 steps 9-20 of
this job aid.
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Favorites = ‘ Main Menu ~

Timesheet

ROSA PARK

Actions =
Select Another Timesheet
*View By [Week V]
*Date [10/2822019 | %

Reported Hours 0.00

From Monday 10/28/2019 to Sunday 11/03/2019 (7

> SelfService» > TimeReporting~ > ReporiTime~ > Timesheet

Employee ID 00464341900
Empl Record 0
Time Reporting Type Posifive
Earliest Change Date 03/03/2019

Previous Week Mext Week

MNew Wind

o028 o 1059 1051 1 i fij3 Totsl Tums Reporting Code “Taskoroup
[ 8.00] | 8.00] | 8.00] | 8.00] | 8.00] | | [ | [RGS - Regular Eamings - Salaried V| [vDoTcomRrea |, 54
| 5.00 [UOT - Uncompensated Overtime /| vooTCOMREQ | ] 501
| I I I I I I | | v] [VDOTCOMREQ |Q (5
| saveforiater | Submit

| Reported Time Status || Summary ” Absence || Exceptions ‘

Reported Time Status

Date Total TRC Description

0.00

Personalize | Find | @I E 10f1

Add Comments

In this scenario, the employee has worked 5 hours of uncompensated overtime on Thursday and
3 hours of straight overtime on the same day. Enter the uncompensated overtime on the second

row.

Select UOT - Uncompensated Overtime for the Time Reporting Code.

Click the ChartField link to enter the charge distribution for the uncompensated overtime.

Rev 11/21/2019

Page 15 of 32



Time & Attendance Job Aid

/’) Cardinal

501 TA362: Time Entry Scenarios

Favoriles v Main Menu ~

Actions =

Select Another Timesheet
*View By [Week V]
*Date (10282018 |[5] %

From Monday 10/28/2019 to Sunday 11/03/2019 (2

Reported Hours 43.00

> SelfService~ > TimeReporfing~ > ReporiTime~ > Timesheet

Employee ID 00464841900
Empl Record 0
Time Reporting Type Positive
Earliest Change Date 09/03/2019%

Previous Week Next Week

kY

*Taskgroup B
VDOTCOMREQ |G, 504

§

105 1028 1030 1031 i 115 b Total Time Reporting Code
[ [ [ 3.00] | [ [ 3.00[081 - OT @Straight Time - Sal v|
8.00 2.00 8.00 8.00 8.00 40.00 | RGS - Regular Eamings - Salaried e VDOTCOMREQ |3, |5
e ————
I 5.00] 5.00 [UOT - Uncompensated Overtime V| VDOTCOMREQ |Q, 5I
| Save for Later Submit
Reported Time Status Summary ” Absence ” Exceptions ‘
Reported Time Status Personalize | Find | Ed] | E 170f7
Date Reported Status Total TRC Descripfion Add Comments
10/28/2019 Submitted 3.00RGS Regular Earnings - Salaried @]
10/29/2019 Submitted 3.00RGS Regular Earnings - Salaried ]
10/30/2019 Submitted 3.00031 OT @straight Time - 3al @]
10/30/2019 Submitted 3.00RGS Regular Earnings - Salaried ®]
10/30/2019 Submitted 5.00U0T Uncompensated Overtime ]
10/31/2019 Submitted 8.00RGS Regular Earnings - Salaried ®]
11/01/2019 Submitted 8.00RGS Regular Earnings - Salaried &
Seli Service

8.  Enter the straight overtime on the third row of the timesheet. Select the straight overtime Time
Reporting Code, OS1 - OT @Straight Time - Sal for the hours.

9.  Click the ChartField link to enter the charge distribution.

Note: To see specific information for entering charge distributions, see Scenario 1 steps 9-20 of

this job aid.

10. Once all hours are entered, click the Submit button to have the time go through the Time

Administration process.

11. A pop-up box verifies your submission. Click the OK button.

12. Confirm the time was submitted by expanding the Reported Time Status section on the

Timesheet page.
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Scenario 4: Reporting Holiday and Leave the Same Week
In this scenario, time is entered on a week which contains a holiday and a leave request.
1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Favorites ~ | Main Menu ~ > Seli Service ~ > Time Reporting~ > ReporiTime ~ > Timesheet

Timesheet

ROSA PARK Employee ID 00183846500
Empl Record 0

Time Reporting Type FPosilive

Earliest Change Date 08/12/2019

Actions~

Select Another Timesheet
*View By [Week ]
*Date |[11/11/2019 [ )

Previous Week Nexi Week

Reported Hours 0.00

From Monday 11/11/2019 to Sunday 11/17/2019 (7

Mon Tue Wed Thu Fri Sat sun ] .
11111 112 11113 1114 11115 1116 117 Total Time Reporting Code “Taskan
[ | VDOTCH
[ v] vDOT
[ V] vDOT
| Save for Later | Submit

! Reported Time Status ‘| Summary || Leave / Compensatory Time || Absence ” Exceptions

Reported Time Status Personalize | Find | | 10f1
Date Total TRC Description Add Comments

0.00

Self Service

Time Reporting

2. The Timesheet page displays.

3.  When a holiday occurs during the week, it is populated in payable time but not visible on the
timesheet. If you enter time on a day where a holiday is scheduled, when you either save or submit
your time, the following message displays:

IMessage

Wamning -- 2019-11-11 is scheduled as a holiday (13504, 3003)

——

|4 Reporied Daie is scheduled as a Holiday. Press OK o Save the Reported Time and return to Timesheet page. Press
I cancel to return to Timesheet page to save or change your Reporied Time.

Note: Entering time on a holiday may be appropriate if you worked on the holiday or need to enter
other hours on holidays to make up difference between holiday hours and scheduled hours.

Rev 11/21/2019 Page 17 of 32



’jCardinal Time & Attendance Job Aid
v

501 TA362: Time Entry Scenarios

Favorites - | Main Menu ~ > Seli Service= > TimeReporing= > ReporiTime = > Timesheet \
Timesheet
ROSA PARK Employee ID 00183846500
Gen Admin S |/ Coord | Empl Record 0
280CCTn Supy L Leore. Time Reporting Type Posifive
Actions Earliest Change Date 08/12/2019
Select Another Timesheet
*View By [Week V] Previous Week  Next Week
*Date [11/11/2019 EH w
Reported Hours 0.00
From Menday 11/11/2019 to Sunday 11/17/2019 (%
Mon Tue Wed Thu Fri sat Sun .
1 1112 113 e 11115 11116 117 Total Time Reporting Code
.00 8.00) T 16.00[RGS - Regular Eamings - Salaried v/
8.00 8.00|RGS - Regular Eamings - Salaried '
~
| Save for Later | Submit
| Reported Time Status || Summary | Leave/ Compensatory Time I Absence I| Exceptions
Reported Time Status Personalize | Find | | E 10f1
Date Total TRC Description Add Comments
0.00 )
4, In this scenario, time is not entered on Monday, November 11 because it is a holiday. The

employee worked regular hours Tuesday, Wednesday, and Thursday and wants to use a vacation
day for Friday. The hours worked in this example are for two different charge distributions.

5.  Enter the hours worked. Remember, all hours worked on a single row, must have the same
Time Reporting Code and charge distribution.

6. Choose the appropriate Time Reporting Code for the hours worked. In this scenario, RGS -
Regular Earnings - Salaried is selected.

7.  Click the ChartField link and enter the charge distribution for each row of time.

Note: To see specific information for entering charge distributions, see Scenario 1 steps 9-20 of
this job aid.

Rev 11/21/2019 Page 18 of 32



/jCardinal Time & Attendance Job Aid
y 4

10.
11.

501 TA362: Time Entry Scenarios

NN TN A TN TN T T e N T TN IRV Wt \_.N—/\/""”"‘_A\A
From Monday 11/11/2019 to Sunday 11/17/2019 (7
Mon Tue Wed Thu Fri Sat Sun -
111 112 113 1114 115 116 117 Total Time Reporting Code “Taskgroup
[ il 2.00] | 2.00 | |1 il il | 16.00[RGS - Regular Eamings - Salaried | VDOTCOMRE!
.00 8.00| RGS - Regular Eamings - Salaried o VDOTCOMRI
|
| I I | I I I | | v VDOTCOMR
| SaveforLater | Submit |
| Reporled Time Status ” Summary || Leave | Compensalory Time || Absence || Exceptions
Absence Events (7 Personalize | (7]
| Absence Take
*Start Date End Date Absence Name Reason 'IL'I;SB Details Status Approval Monitor Source Cancel Edit
. Administrator Absence =
Details Approval Monitor Event O Edit
|___Add Absence Event |
Absence Entitlement Balances Personalize |
Entitlement Name Balance as of 07/24/2019** From To Accrual Period
0.00 Hours &1/10/2019 Year to

Click the Absence tab to enter an absence request. In this scenario, Friday, November 15 is a
vacation day.

Click the Add Absence Event button.

| Reported Time Status H Summary || Leave / Compensatory Time H Absence H Exceptions |

R 4 \WMMJW\WwaAM“\/\M\JWW\

Absence Events (7
Absence Take
Start Date End Date Absence Name Reason Duration .Il'.l;";le Details Status Approval Monitor Source Cancel Forecast

— r — — - " Employes e
111502019 |5 [11/15/2019  [[5] [Vacation v| [vacation v Hours || Details New Approval Monitor e o] Forec|

Add Absence Event

Absence Entitlement Balances Personalize |

Entitlement Name:

Balance as of 07/24/2019** From Accrual Period

Enter the details for the absence on the newly enabled row.

After entering the Start Date and End Date, Absence Name, and Reason, click the Details link.
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12.

13.

14.

501 TA362: Time Entry Scenarios

Favorites - | Main Menu + >  Seli Service « >  Time Reporfing~ > Repori Time ~ > Timesheet

Absence Event Details

ROSA PARK

Gen Admin Supv 1/ Coord |

+ Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.
Absence Detail (7

*Start Date [11/15/2019  |[3] View Monthly Schedule
End Date [11/15/2018 |[]

Filter by Type [All v]
*Absence Name |Vacat|'on v | Current Balance 443.55 Hours™
*Reason |Vacation v]
Partial Days [None v|
Duration 2.00 Hours
[ Calculate End Date or Duration |
Comments
Reporter Comments: F
Cancel
* Required Field

**Digclaimer The current balance does not reflect absences that have not been processed.

The Absence Event Details page displays and allows you to select whether the time is for a partial
day and to calculate the duration of the absence request. After entering the details for the
absence, click the Calculate End Date or Duration button.

You can enter comments if you choose in the Reporter Comments field. Please note comments
entered are visible to others so should not contain personal or sensitive information.

Click the OK button to return to the Timesheet page.
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s ™A,
Mooy A, — S NG, N I NIV W
a{“\ﬂmfﬂ}{;mr " Submit T —~ TN W N A B

| Reported Time Status || Summary || Leave / Compensatory Time || Absence || Exceptions |

Absence Events (7 Personalize |

Absence Take

*Start Date End Date Absence Name Reason Duration #;";‘e Details Status Approval Monitor Source Cancel Forecast Edit Delete

TaMERARAe 1t A1HERR1G | - - . . Employee =l

11152019 |5 [1115/2019 |[) [Vacation ~| [Vacation v £.00Hours  Details New Approval Monitor Timeshast Forec| Edit De|

Add Absence Event

Absence Entitlement Balances Personalize |

Entitlement Name: Balance as of 07/24/2019* From To Accrual Period

B e I . i e e i VY

15. Click the Forecast button. When an absence is entered and requires forecasting, the Forecast
button is enabled.

Favorites ~ ‘ Main Menu ~ > SelfSevice~ > TimeReporting~ > ReporiTime~ > Timesheet

New Window
Timesheet

ROSA PARK Employee ID 00183846500

Empl Record 0

--------------- Time Reporting Type Positive
Earliest Change Date 08/12/2019

Actions~
Select Another Timesheet
*View By [Week v
*Date [11/11/2019 |5 %

Reported Hours 32.00
From Monday 11/11/2019 to Sunday 11/17/2019 (2

Previous Week NextWeek

Mon Tue ‘Wed Thu Fri Sat Sun

111 11012 1113 1114 1115 1116 117 Total Time Reparfing Code *Taskgroup
| | g.00 | 8.00 | | | | 16.00[RGS - Regular Eamings - Salaried | VDOTCOMREQ
8.00| 8.00 | RGS - Regular Eamings - Salaried v| VDOTCOMREQ
I 8.00 8.00 VAC - Vacation I VDOTCOMREQ

[ |
| Savefor Later Submit 1

| Reported Time Stalus || Summary || Leave /G y Time || Ab: | B i |

Forecast Successful:
You are eligible to take the requested absence and you may submit your request.
Date Time: November 15,2019 at 09:20
Absence Events (7
Absence Take || Forecast Results ‘

*Start Date End Date Absence Name Reason Duration .IL!:';te Details Status Approval Menitor Source ‘Cancel Foreca:
— — . Employee —r—
111152019 |[5] [11/15/2019  |[5] [Vacation w| [Vacation ~ 8.00 Hours  Details Needs Approval Approval Monitor Timeshest O | Forec
Add Absence Event

~MW‘\JM;
16. Once the forecast is successful, the requested absence appears on the timesheet grid. Absence

requests do not require a charge code distribution.

17. Click the Submit button to have the time processed by Time Administration and for the absence to
be sent to the supervisor for approval.

18. A pop-up box confirms your submission. Click the OK button.

19. Verify the time was submitted by checking the Reported Time Status section on the Timesheet
page. Note that the Reported Hours indicates 32 for the week. Holidays hours are not included in
the Reported Hours or Reported Time Status in Cardinal.
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501 TA362: Time Entry Scenarios

Scenario 5: Using Compensatory (Comp) Leave

In this scenario, compensatory time that was earned will be taken. The employee is using four (4) hours
of compensatory time on Tuesday. The Time Reporting Code is CPT - Compensatory Time Taken.

1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

N st VI . s NV i WS . o SOV NI SN DY o I N
| Save for Later Submit | o M SR .

| Reported Time Status || Summary | Leave/ Compensatory Time ﬂabsence || Exceptions |

Leave and Compensatory Time Balances (2 Personalize | Find | @l = 1-20f2
Deszcription Plan Recorded Balance Minimum Allowed Maximum Allowed View Detail
Comp Time COMP_LEAVE 13.00 0 120 E
Comp Time OT_LEAVE 150 0 430 E

Self Service

Time Reporting

n

The Timesheet page displays. Before using compensatory time, verify the available balance.

w

To verify your balance, click the Leave/Compensatory Time tab.

| Save for Later Submit |

| Reported Time Status || Summary || Leave { Compensatory Time || Absence || Exceptions |

Leave and Compensatory Time Balances (7 Personalize | Find | | E 1-2 0f 2
Description Plan Recorded Balance Minimum Allowed Maximum Allowed View Detail
Comp Time COMP_LEAVE 13.00 0 120 E
Comp Time OT_LEAVE 1.50 0 430 E

Self Service

Time Reporting

4.  This section allows you to see compensatory and overtime leave balances. In this example, the
employee has 8 hours of compensatory leave that can be taken.

5.  Click the View Detail icon. You can also click the plan name, COMP_LEAVE, to view additional
detail information.
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Leave and Compensatory Time
Help

Detail

ROSA PARK Employee ID 00183846500

Gen Admin Supv 1/ Coord | Employment Record 0

Displays the balance of Leave/Compensatory time for an employee as of the specified date. This balance may be positive

or negative, depending on how the plan is set up and what has been reported

Leave and Compensatory Time Personalize | Find | View All | (2 First ‘4 150f§ '* Last
Plan Plan Description Unit Type IExpiraliDn Date Starting Balance Units Earned Units Taken End Balance Accrual Date
COMP_LEAVE Compensatory Leave Plan Hours 10/11/2020 12.000000 1.000000 0.000 13.00f 10/11/2019 A
COMP_LEAVE Compensatory Leave Plan Hours 10/10/2020 6.000000 6.000000 0.000 12.00§ 10/10/2019
COMP_LEAVE Compensatory Leave Plan Hours 10/09/2020 4.000000 2.000000 0.000 6.00§ 10/09/2019
COMP_LEAVE Compensatory Leave Plan Hours 10/08/2020 2.000000 2.000000 0.000 4.00§ 10/08/2019
COMP_LEAVE Compensatory Leave Plan Hours 10/07/2020 0.000000 2.000000 0.000 2.00§ 10/07/2019 v

6. From the Detail pop-up page, check the Expiration date, which is the last date you can take this
leave.

7. Inthis example, the employee’s Compensatory Leave Plan hours do not expire until one year
from the Accrual Date or date earned.

8.  Close the Detail View box by clicking the X at the top of the page.
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12.

13.

14.

15.
16.

501 TA362: Time Entry Scenarios

Select Another Timesheet
iow By [ S ] Previous Weskc  Next ieek
*Date (01022017 |5 ®

Reported Hours 40.00

From Monday 01/02/2017 to Sunday 01/08/2017 ";"

e T wed ™ s S ot Time Reporing Code Business Uit Tetscommute Exuipmentin Chaies

12 i 3 15

- - i = s =
[ 200 | 11 i i i ] 400[CPT- G Leave Taken | Y la [ ChartFields
[ Y- [ - | R [ — ] o0 Ja | Q| Charnlds

—
Save forLater | Submit |

Reported Time Status | Summary || Leave / Compensatory Time || Absence || Exceptions
tory Time Balances (7/ Personalize | Find | (3| B 1081

Mini llowed  Maximum Allowed View Detail

Plan Type Plan

(Gomp Time COMP_LEAVE 300 0 120 B |

Self Senvice
“

Time Reporting
5

Enter the hours taken and the associated Time Reporting Code, the Time Reporting Code
is CPT - Compensatory Time Taken.

Click the ChartField link.
The charge distribution defaults. Click the OK button to return to the Timesheet page.

Enter the regular hours worked as you normally would on a separate row by selecting the Time
Reoprting Code.

Click the ChartField link to enter the charge distribution.

Note: To see specific information for entering charge distributions, see Scenario 1 steps 9-20 of
this job aid.

Once the time has been entered, click the Submit button to have the time processed by Time
Administration.

A pop-up box confirms your submission. Click the OK button.

Verify the time has been submitted by expanding the Reported Time Status section of the
Timesheet page.
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Scenario 6: Editing an Absence Once Submitted
In this scenario, an absence request will be edited once it has been submitted.
1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Favorites + | Main Menu + > SeffService~ > TimeReporting~ > ReporiTime~ : Timesheet
Timesheet
ROSA PARK Employee ID 00123846500

Gen Admin Supv | f Coord | Empl Record 0
— Time Reporting Type Posilive
% .

: : Earliest Change Date 08/12/2019
Select Another Timesheet

“View By [Week V] lext Week
e

*Date 11/042019 |5 "0

Reported Hours 40.00

From Monday 11/04/2019 to Sunday 11/110/2019 (7

Mon Tue Wed Thu Fri Sat Sun - "
111 1115 116 17 118 119 1110 Total Time: Reporting Code “Taskgroup
3.00 8.00 8.00 8.00 32.00|RGS - Regular Eamings - Salaried v VDOTCOMREQ
8.00 8.00VAC - Vacation VDOTCOMREQ
| saveforLater | Submit |

| Reported Time Status '| Summary H I_.eaveiCompensatory'ﬁmel Absence I Exceplions |
u franksind | 2|

2. The Timesheet page displays.

3.  Confirm the timesheet is on the week that requires the adjustment. If the timesheet is not on the
week that requires the adjustment, use the Previous Week link or the Date field to display the
correct week. In this scenario, the adjustment needs to be made for the current week which
displays.

4.  Click the Absence tab to open the Absence Events section of the Timesheet page.

—a

| Reported Time Status H Summary H Leave / Compensatory Time " Absence ‘| Exceptions ‘

Absence Events (7 Personalize | (71
Absence Take || Forecast Results | [F=9

*Start Date End Date Absence Name Reason Duration #;':E Details Status Approval Monitor Source ‘Cancel Forecast Edit
_ - _ Employee o
11/08/2019 11/08/2019 Vacafion Vacation 8.00 Hours  Details Needs Approval Approval Monitor Timesheet Forec| | Edit ‘

| AddAbsence Event |

Absence Entitlement Balances Personalize |
Entitlement Name: Balance as of 07/24/2019** From To Accrual Period
Parental Leave 0.00 Hours 01/10/2019 01/09/2020 Year to Date A~

WWWWMWJ

New Window |

| save for Later Submit | /J\'\\‘f mmmw‘/‘\*ﬂ\fw\"w e

WM

Business Uni

50100

50100

SN

5.  Click the Edit button on the row of the absence that needs to be adjusted. This opens that row so

that changes can be made. The Edit button may be grayed out in some cases (e.g., if only 1
absence is entered and no other time in the week) so user may not need to click the Edit button.
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M“MW“NMWWJJ“\W-\,A\_W
L"‘J{I;r-:»m Monday 11/04/2019 to Susdauw 11400010 W
Annual Leave Incentive

Mon Tue| Civil and Work Related Leave Fri Sat Sun

1114 11/5| Donated Leave Rec (Lv Share) 1118 1119 1110 Total Time RS
Educational Leave w/ Pay
5.00 5.00||Educational Leave wio Pay 32.00
Emergency Preparation Time
Emergency Service Volunteer 2.00 200 VAC - Va

Employee Recognition Program
Employee Suggestion Frogram

Save for Later Family and Medical Leave
Leave Without Pay
Reported Time Status || Summar| Military Bank Leave Absence | Exceptions
Military Leave
Military Leave Disaster
Absence Events (7 Military Physical

Parental Leave
Absence Take Forecast Resuy Pre-Layoff Leave

Public Health Emergency

*Start Date End Date Select Absence Name Duration #':;E Details Status
11/08/2019 [&] 11/08/2019  |[5] Hours Details Needs Approva

Victim of Disaster
_ Volunteer Service Leave
Add Absence Event Worker's Comp (Day of Injury)

6.  Select the absence type you want to change using the drop-down menu in Absence Name field.
In this scenario, the absence is changing from Vacation to VSDP Sick Leave.

Message

] |: The absence name was changed. Some detailed information associated with the modified absence name will be :
clearad. Would you like to continue?

Yes i| No |

7. A popup Message box displays indicating the absence name was changed and that detailed
information related to the absence name will be cleared. Would you like to continue?

Click the Yes button to continue.
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F e N N A AN AN e W e VRNV WV P W AN M’u““\\

Absence Take || Forecast Results |

*5tart Date End Date Absence Name Reason Duration #:;e Details Status Approval Monitor Source Cancel Fo
- - . p Employee =
1110812019 E?,] 1110812019 Eﬂ |VSDP Sick Leave v| |VSDF Sick Leave M Hours § Details Needs Approval Approval Monitor Timesheet O | For

Add Absence Event

8. Choose the Reason from the pull down. Typically, this will be the same as the name of the
absence.

9.  Click the Details link to open the details page.
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12.
13.
14.
15.
16.
17.

Time & Attendance Job Aid

501 TA362: Time Entry Scenarios

Favorites = ‘ Main Menu ~ > SelfService~ > TimeReporting~ > ReporiTime~ > Timesheet

Absence Event Details

ROSA PARK

Gen Admin Supv |/ Coord |

Instructions
Enter Start Date, End Date, and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page.
Absence Detail (?

*Start Date |11/08/2019 |[5] View Monthly Schedule
End Date 11/08/2019 B

Filter by Type[Al v
*Absence Name | Vacation v | Current Balance 443.55 Hours™
*Reason [Select Absence Reason v]
Partial Days [None v]
Duration |8.00 Hours
I Calculate End Date or Duration i
Comments
Reporter Comments: ’@2
Cancel
* Required Field

*[Disclaimer The current balance does not reflect absences that have not been processed.

The Absence Event Details pop-up window displays.

In this scenario, the only change is to absence type. Click the Calculate End Date or Duration

button.

Click the OK button to return to the Timesheet page.

Click the Forecast button.

Confirm that you receive the Forecast Successful message.
Click the Submit button.

A pop-up box confirms your submission. Click the OK button.

Verify the time has been submitted by viewing the Reported Time Status tab on the Timesheet

page.
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Scenario 7: Reporting Intermittent FMLA

In this scenario, intermittent FMLA will be used. The employee has already been approved for FMLA
and an Administrator added the appropriate balance in Cardinal for the employee. The employee will
use FMLA for Thursday and Friday.

1. Navigate to the Timesheet page using the following path:

Main Menu > Self Service > Time Reporting > Report Time > Timesheet

Select Another Timesheet
“View By Previous Week ~ Next Week
*Date 01302017 |5 %

Reported Hours 16.00

From Monday 01/30/2017 to Sunday 02/05/2017 "

Mon Tue Wed  Thw  Fi  Sa  Sun o o . ... Business
130 1 M

5;3 Total Time Reporting Code it Telecommuta Equipment ID ChartFields

8
857
g

| 8.00 3.00 16.00 FML - Family Medical Leave 50100 ChartFields

[ saveforiater | Subrmit 1

| Beported Time Status || Summary || Leave / Gompensatory Time: I Absence I Exceptions

Absence Events (7/ Personalize | ()
Absence Take || Forecast Results
unit

*Start Date End Date Absence Name Reason Duration Type  Details Status Approval Monitar Source Cancel Forecast Edit  Delete

Administrator Absence
]

017232017 DUBZNT Family and Mediical Leave 16.00Hours  Details Needs Approval Approval Monitor Event

0173012017 |5 [01730/2017 [ [Select Absence Nam v Details New Approval Monitor Employes Timeshest ] Forec| Edit Deleq

Add Absence Event

The Timesheet page displays.

Click the Absence tab to open the Absence Events section of the Timesheet.
Click the Add Absence Event.

Enter the Start Date.

Enter the End Date if different than the start date.

Absence Name: Select Family and Medical Leave.

Reason: Select the type of FLMA (family, personal or military).

Click the Details link.

© © N o g bk~ 0D

[EnY
e

In this example, the employee is taking two (2) days, so no adjustments need to be made to the
entries.

11. Click the Calculate End Date or Duration button.

12. Click the OK button to return to the Timesheet page.

13. Click the Forecast button. The Forecast Successful message displays.
14. The hours are populated in the Timesheet Grid at the top of the page.

15. FMLA is not payable time. When using FMLA, the employee must enter two lines in the Absence
Events section of the Timesheet page. One row is for the FMLA time being used and one line is
for the absence type that is being used to create payable time.
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18.
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20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

501 TA362: Time Entry Scenarios

Once the FMLA time has been entered and forecasted. Click the Submit button located at the
bottom of the Timesheet Grid and scroll back up to the Absence Event section.

The Submit Confirmation page displays.

Click the OK button. The Timesheet page displays.

Select Another Timesheet
Wiewby[Week ] Previous Week ~ Next Week
*Date [01/302017 |5 %

Reported Hours 16.00

From Monday 01/30/2017 to Sunday 02/05/2017 '?

| Mon Tue wed
1130 s M

Sat 52‘:2 Total Time Reporting Code m;‘"eﬁ Telecommuta Equipment ID ChartFields

52
2

Thu
202

| 8.00 3.00 16.00 FML - Family Medical Leave 50100 ChartFields

[ |
[ saveforiater [ Subrmit 1

| Beported Time Status || Summary || Leave / Gompensatory Time || Absence || Exceptions

[Absence Events 7/ Personalize | ()
Absence Take || Forecast Results

*Start Date End Date Absence Name Reason Duration

Unit

Type  Details Status Approval Monitar Source Cancel Forecast Edit  Delete

Administrator Absence
]

017232017 DUB20T7 Family and Mediical Leave 18.00Hours  Details Needs Approval Approval Monitor Event

Detalls New Approval Monitor Employee Timesheet ] Forec Edit Dele]

Click the Add Absence Event button. This enables a new row to enter the absence to be used in
conjunction with FMLA.

Enter the Start Date.

Enter the End Date.

Enter the Absence Name.

Enter the Reason.

Click the Details link.

For this scenario, click the Calculate End Date or Duration button.
Click the OK button to return to the Timesheet page.

Click the Forecast button.

The Forecast Successful message displays and the absence is added to the timesheet grid.
Click the Submit button.

The Submit Confirmation message displays.

Click the OK button.

Verify the time submitted by expanding the Reported Time Status section of the Timesheet page.
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Scenario 8: Cancelling an Absence

In this scenario, an absence request will be cancelled once it has been submitted. The same process
applies to cancel an absence that has been saved.

1. Navigate to the Timesheet page using the following path:
Main Menu > Self Service > Time Reporting > Report Time > Timesheet

The Timesheet page displays.

Favorites + | Main Menu ~ > SeliService > TimeReporing» > ReporiTime = > Timesheet 3
Timesheet
ROSA PARK Employee ID 00133846500
Gen Admin Supv |/ Coord | Empl Record 0
Gen Admin Supv 1/ Coord | Time Reporting Type Fosiive
Actions = Earliest Change Date 08/12/2019
Select Another Timesheet
*View By [Week M Pravious Week  Mext Week
*Date [12/02/2019 |
Reported Hours 8.00
From Monday 12/02/2019 to Sunday 12/08/2019 (7
Mon Tue Wed Thu Fri Sat Sun . "
122 123 124 1255 126 27 128 Total Time Reporting Code *Taskgroup
8.00 8.00 VAC - Vacation VDOTCOMREQ
| saveforlater | Submit |
LReported Tim

2.  Confirm the timesheet is on the week that requires the cancellation.

3. Use the Previous Week or Next Week links or the Date to enter the correct week. In this
scenario, the cancellation needs to be made for the current week which displays.
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[ SaveﬁW“\,ﬁMme~f MMM\M””WWMW}

| Reported Time Status ” Summary H Leave / Compensatory Time I‘ Absence I‘ Exceptions |

Absence Events (27 Personalize | (71
Absence Take || Forecast Resuits |

Unit

Type Details Status Approval Monitor Source Cancel Forecast Edit

Forec

*Start Date End Date Absence Name Reason Duration

Employee
Timesheet

12/04/2019 1210472019 Vacation Vacation 8.00Hours  Details Needs Approval Approval Monitor

| Add Absence Event |

MMW
Click the Absence tab to open the Absence Request section of the Timesheet page.

Click the Edit button on the row of the absence that needs to be cancelled. This opens that row so
that changes can be made.

b,

N e Y N N A NN A A e prnan

| Reported Time Siatus || Summary || Leave / Compensatory Time | Absence \ Exceptions

Absence Events (7

Absence Take || Forecast Results
Uni

*Start Date End Date Absence Name Reason Duration Ty:e Details Status Approval Monitor Source Cancel Forecast)

Employee ﬁ

Timesheet oy

12004/2019 [ [12/04/2019 [ [Vacation v| [vacation v 8.00Hours Details Needs Approval Appraval Monitor

Add Absence Event

Select the check-box in the Cancel field.
Click the Submit button.
A pop-up box confirms your submission. Click the OK button.

Verify the time does not appear on the Timesheet Grid or in the Reported Time Status section of
the Timesheet page to confirm that it has been cancelled.

Note: If you accidentally cancel an absence and need to undo your cancellation:

a. Click the Edit button next to the absence that was cancelled in error.

b. Edit at least one of the fields (dates, absence name, or hours). Making a change revokes the
cancellation.

Forecast the absence event (if applicable for the absence entered).

If you need to change fields back to their original values, click the Edit button.

Change the field(s) previously edited back to the original request.

Forecast (if applicable for the absence type entered).

Click the Save for Later or Submit button.
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