State of Delaware eSTAR JOb Aid
) (P

Employee State Time & Attendance Reporting

Job Aid 30: How to enter Optional Project Codes
Without approval you are not authorized to enter Optional Project Codes.

—

| Once Optional Project codes are authorized the Auditor is notified, the Auditor will enter the Optional
Project Code on for the number of hours indicated on specific days.

Log into eSTAR on your dashboard select Time Entry = Edit Employee Time.

() Time Entry , z”] Schedules

o]

& Edit Employee Time ["9] Employee Calendars
&3 Edit Time for Groups @ Assign Schedules

% Manage Group Schedules

|£ Reports

g View Reports

|j Settings

. New Analytics Report %, Manage Delegations

& View Analyiics

& Employees

£ Maintain My Employees

2| Select an assignment group if you have more than one group of employees, or use the “Find” button to
locate the employee by name or employee ID number.
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3/ e All employees:

o Enter Pay Code Worked Elapsed Work Time.

Scroll Right enter Nubmer of hours.

Scoll to the right of the row until you see the column Optional Project Code.
Select that cell and a drop down will apprear.

Select the correct optional project code.

0O O O O

Pay Code Hours: Clock In Mame ‘Clock Diut... Amownt Combo Code Optienal Project Hazard
o v PleaseSelect
4 = WKSCHELAPSED Work Srneduled 750
o v WORKED_ELAPSED WorkTime(E) 400 sPEL|

SPEL

+ = Please Select CoVID1E  COWIDTS

4 -+ WHESCHELAPSED Work Scneduled 750 FMLA FhLA
FRSL FRSL

+ = Please Select HOME HOME

o = | WESCHELAPSED Work Scneduled 7.50 MITCHELL  MITCHELL
SPEL SPEL

4 v e Search for 'SPEL' >
o » WKSCHELAPSED Work Scneduled 7.50
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4 = 'WKSCHELAPSED Work Scneduled 7.50
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s | Pleaseselec

4| After the information is added click Save.
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5] Once saved

The WK_SCH_ Elapsed Work Schedules hours will automatically adjust if the employee did not use the
entire day.

The Result Tab will separate the Reg hours using the Optional Code.

Excegtions & || Results " Scnedule " Leave ]

DDS Code o | Pay Code | Mours | am.._ | Rate | Calculated .. | Combe Cote | Optional P_. | Additional. | Wilmingto... | Eamings €. | Estimarsd...
31001100 HOL Holldsy TEQ D00 D30T 20307173 N N HOL 15220
351001100 REG Reguia.. 6350 000 20307173 20307173 N N REG 128951
351001100 | REG Reguia.. 400 D00 20307173 2030717 SPEL N N REG g.3
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