State of Delaware eSTAR JOb Aid

Employee State Time & Attendance Reporting

Job Aid 16: Timesheet-Editing Employee Time and Using Pay CodesJob Aid 16: Timesheet-Editing
Employee Time and Using Pay Codes

L.

As a Manager or Auditor you can edit employee timesheets assigned to you. Timesheets are populated by
the employee’s worked hours and approved Time Off Requests. If a Time Off Request is missing or a
transaction needs to be added it can be entered on the employee’s timesheet with a comment. A Pay
Code is an unique identifier required for every slice of time in the timesheet. Pay codes classify employee
time units such as worked time, overtime, sick time, vacation, or reimbursements for the purpose of time
sheet calculations. Managers may have access to certain pay codes which are unavailable to employees.
Auditors have access to certain pay codes which are unavailable to Managers and can modify employee
timesheets. Managers still have to approve the final timesheet. Use the Pay Code Chart to help identify
the proper pay code and role to access it.

2. | To edit an employee’s timesheet select the Edit Employee Time in the Time Entry window.
¥ ) Time Entry 12| Schedules
) My Timesheet M My Calendar
s Edit Employee Time T Employee Calendars
£5 Edit Time for Groups # My Time Off
% Approve Time Sheets #5, Review Time Off Requests
@ Assign Schedules
£ Manage Group Schedules
i Reports ¢ My Swap Requests
#» Review Swap Reguests
g View Reports
s New Analyfics Report
& View Analvtics
|| settings
& e £# My Contact Preferences
%, Manage Delegations
2 Maintain My Emplovees
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The Manager Time Entry window appears. You can select the employee from your group or use the Find
button to quickly locate the timesheet for an employee.
Work Period £ |

Tuesday September 22, 2015
| {Loading default period) [ »

Assignments
4 Prev || * Ne o Sort
[ | | Nurse_supvi {43} |

When you select Find, a search criteria window will appear. Enter your search criteria. You can use a
wildcard character (*) to retrieve a list of employees matching the characters you enter. For example: if
you placed a D* in the Last Name field it would bring up everyone whose last name begins with a D.
Click Search to find the records, or click Cancel to exit the pop-up without searching.

<% Find Employees %

Search Criteria =

Empl ID:
Empl Record:
Last Name:
First Mame:
Middle Name:
Suffix:

DOs:

Job Code
Description:

Exclude inactive employees

Search Results +
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5. | When the search completes, the results display within the Find Employees pop-up window and appear in

% Find Employees
Search Criteria
Search Results
Your Role

Manager, Group

Manager, Group

Manager, Group

Manager, Group

Manager, Group
Manager, Group
Manager, Group
Manager, Group
Manager, Group
Manager, Group
Manager, Group
Manager, Group
Manager, Group

4

First Name

nr

Last Mame

a table. You are able to sort your search results by clicking the top of any column in the Find Employees
pop-up window. Select the employee.

e
s

Empl Record Middle Name

-

m

Q0 Qo Qo Qe g Qo 9

F

6. | To sort records, click the Sort button to display the Sort drop-down list. Select the option by which you

want the records sorted.

Work Period

«/||

.‘] 09,/06/2015 - 09/19/201
{Loading default perioed)

S » Tir

Assignments

o Prev || I Next | P Find)| &=

[_ Nurze Suflt @ Last Mame

Sort T

First Mame
Employee ID
09,
Thi
09,
Fri
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7. | Use the Work Period button to Navigate timesheets. To select a pay period for viewing or editing, under
Work Period access the pop-up calendar and select a pay period. Use the Minimize and Maximize
buttons to collapse or expand the left panel.
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8. | Select an employee from that assignment group. The employee’s timesheet appears. To add a pay code
select the plus icon™* .

Time Entry || ACT Balances 75.00 o hours

EIMTwTE i
© 78 0wu £ % sepo,2015 (Ul Show All Week

Date Hours. ClockIn Name  Clock Out Name  Amount  ComboCode  Optional Proj.. Hazard Pay  Shift Different... Standby Wilmingten Wag... Additional Data Comments

os/oe
os/07
T

osice

wed
0s/05

COOOOCOCOCO00O0

.30

Wours. ClockIn Name  Clock Out Name  Amount  ComboCode  Optional Proj.. Mazard Pay  Shift Different... Standby Wilmington Wag... Additional Data Comments

100000000000

3750

9. | Select the proper pay code from the drop-down menu. Pay Code availability will depend on the policy
profile of the employee. Refer to the Pay Code Chart.

Pay Code Hours ]
LCaese See - |
ADOL MRS WK Adduore’ Mours Worked
ALT Ao’ Lowve T
CIF Campanponane Immadane Famiy
QLOCK Clock Time
CLOCK ™ Clack (M
CLOCK_W Clock (W
NS Comoatncrate Wit (=—edate
COMP WRK MO Como Worked Halgay (COMP BANK

COND Wi MOL TN Como Worked Mol Talen

CTT Comp Time Taken
D Floacng Haiday
SN LML s Lot Lo -
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10. | When adding pay codes always include a comment in the comments column.
Comments
11. | To remove a pay code select the drop-down arrow next to the plus icon and select Delete Row.
-
= Cut 3
[0 Copy b
Bl Duplicate Row
v Create New Favorite From Row
Ez"l Change Work Date 3
12. | To copy an existing row select the drop-down arrow next to the plus icon and select the correct copy option.
O~ 7.50
= Cut 3
El Copy k Copy Row
Copy Entire Day
E Duplicate Row Copy Entire Week
&) Delete Row 77
v Create Mew Favorite From Row
[ Change Work Date k
13. | Click the Save icon to save any changes you make.
e Select and click the Save and Find option from the Save button to save the timesheet and
automatically open the Find Employees window.
e Select the Save and Next option to save the timesheet and automatically open the timesheet of the
next employee in the group.
|H5-a.1.re = | | More - |
kl, Save and Find
ke Save and Mext
14. | For navigation and basic functionality please refer to the My Timesheet Job Aid.
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