FAMIS Web Time Quick Reference Guide

To Enter Your Time in the FAMIS Web Time

1. Go to https://www.sites.uidaho.edu/famiswebtime/

2.

3.

Fucilities Services - FAMIS Web Time
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At the login screen, enter your
FAMIS User ID and Password,
click the Logon button

Enter / Edit Time Cards

If this is the first time you updated your time card this week, (if not, skip to #4)

Employee Name : VANDAL, JOE [ Open Calendar ][ Close Calendar ][ User Manual ] [

Supervisor Approval

For The Week: 2/14/2010 - 2/20/2010

Time In/Time Qut
If there are no Time In/Time Out Records:

1. Add Time In/Time Qut

| a. Click the Add Time

Mo Records for Selected Week|

Work Order/Hours

[ Enter Default Hours=—> B ;I [ Insert New Day

'WORK DATE HOURS WO NUMBER DESCRIPTION,/COMMENTS STATUS
INSERT | [ DELETE | [EDT||[MonDAY . 02/15/2010 0|51000320  |FACILITIES DEFAULT TIME MODIFIED
[DEFAULT REGULAR
INSERT |/[ DELETE | [EDIT|[TUEs0AY - 02/16/2010 o|51000320  |FACILITIES DEFAULT TIME MODIFIED
DEFAULT REGULAR
INSERT | /[ DELETE | [EDIT || wEDHESDAY, D2/17/2010) o|s1000320  |FACILITIES DEFAULT TIME MODIFIED
DEFAULT REGULAR
INSERT ||| DELETE | [EDIT |[THURSDAY . 02/18/2010 051000320 |FACILITIES DEFAULT TIME MODIFIED
DEFAULT REGULAR
INSERT DELETE EDIT FRIDAY , 02/19/2010 0/51000320 FACILITIES DEFAULT TIME MODIFIED
DEFAULT REGULAR
0.00
Approve |[ Refresh || Logout
Enter / Edit Time Cards
Employee Name : VANDAL, JOE Open Calendar | [ Close Calendar | [ User Manual | [ Supervisor Approval
For The Week: 2/14/2010 - 2/20/2010
Time In/Time Out
[__Enter Default Times | | Insert New Day
Click the Delete button for the Time In/Time Out records (below) you do not work.
Click the Enter Default Times Button to add your default time.
o TS T TS WS TR R SR b. Inthe Time In/Time O
DELETE | [EDIT [ ggoAv - © -
— =t -
e En table, click the D
((oELETE | [EDT] . AG !
DELETE | [EDIT )| WeonesoaY, 02/ b tt f d d
[[OELETE ] [EDIT J|™VRs0AY - © u On Or ayS yOU O
DELETE | [EDITJ|™™® X 2
( I o |
[(DELETE | [EDIT) [sATuRoAY iy \
0.00
Work Order/Hours
[ Enter Default Hours==> '8 | ~|[_Insert New Day |
WORK DATE HOURS WO NUMBER DESCRIPTION/ COMMENTS STATUS
[[INSERT ] [(DELETE ] [EDIT] MoNoAY - 02/13/2010 ° ACILITIES DEFAULT TIME MODIFIED
(INSERT | [ DELETE | [EOIT| TUES0AY - 02/16/2010 0/s1000320 uLT TIME MODIFIED
[(nseRT ] [(DELETE ] [EOT] 3 .
T ReGuLAR
[(NSERT ] [ DELETE ] [EDIT) Weonesoav. o2/17/2010 o/s1000320 5 DEFAULT TIME MODIFIED
DEFAULT REGULAR
(INSERT | ((DELETE ) (EDiT) THuRsoAY - 02/18/2010 0/S1000320 |FACILITIES DEFAULT TIME mooIFIED
(NSERT ) [ DELETE ] [EDIT] rioAY - ox/39/301¢ 0/51000320 MooFIED
0.00

[(Approve ] [Refresh ] [ Logout ]


https://www.sites.uidaho.edu/famiswebtime/
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Enter / Edit Time Cards

Employee Name : VANDAL, JOE Open Calendar | [ Close Calendar |

User Manual Ly—wmw—:wmm—y—

User Manual

For The Week: 2/14/2010 - 2/20/2010
Time In/Time Out

Enter Default Times Insert New Day

L

Click the Delete button for the Time In;

ut records (below) you do not work.

Click the Enter Default Times Button to add your default

I T WORK DATE
((DELETE ] (EDiT) MonoAY - 0x/a3/2010
_DELETE ] [E0T] ™ se*
DELETE ] [EODIT]
(o ) (200)
([OELETE ] [EDm] ™ies
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Click the Enter Default Times

Work Order/Hours

Entor Default Hours==>  |'3 | ~|[_Insert New Day |

button (above the Time In/Time
Out table).

INSERT | [ DELETE | [EDIT] MjpProsy - ox/23/2010
((NSERT ) [ DELETE ) [EDT)TvesoAY - o2
[(mseRT ) (oeLETE | (E
(et ) (oeee ) (for

[(INSERT | [ DELETE RERG PP « SaAaL0

If you need to change your time
in/time out hours, use the Edit
button for the record to be

Approve Refresh | | Logout
Appeove) [Refoash) ([Lopeut;)

Enter / Edit Time Cards

Employee Name : VANDAL, JOE ["Open Calendar | [ Close Calendar User Manual Supervisor Approval

For The Week: 2/14/2010 - 2/20/2010
Time In/Time Out

Entor Default Times Insort New Day |

Click the Delete button for the Time In/Time Out records (below) you do not work.

Click the Enter Default Times Button to add your default time.

WORK DATE
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DELETE | (EDIT) ™
DELETE | [EDT] *
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(DELETE ] (£0m) ™o~

‘Work Order/Hours
Entor Dsfault Hours-—> =] [ iert How Day ]

7:30AM
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[Approve | [ Refresh | [ Logout

Enter / Edit Time Cards
Employee Name : VANDAL, JOE

[_Open Calendar | [ Close Calendar | [ User Manual | [ Supervisor Approval

For The Week: 2/14/2010 - 2/20/2010
Time In/Time Out

[_Enter Default Times | [ insertNewDay |

Click the Delete button for the Time In/Time Out records (below) you do not work.

Click the Enter Default Times Button to add your default time.

Work Order/Hours.

[ Enter Default Hours==> 8 | ][ InsertNewDay |

ORK DATE

we
[(NSERT ) [[DELETE ) (EDI) MovowY - o2/33/20:0
(NSERT )| (DELETE ] (£DI) Tvesor" - ox/asiaeio

HOURS WO NUMBER
851000320 FACH

(NSERT ) [(DELETE | (D) veereson. s 77aong € ApoRoOVE
[NSERT ) (DELETE ) (E0m) ™o & 51000320 & Aponove
108 ssi000320  FaciL AmoROVE

INSERT |
DEFAULT REGULAR

40.00

[ Approve

Click the Enter Default Hours
button (above the Work
Order/Hours table).

If you need to change your
work order or labor hours, use
the Edit button for the record to

o '

Approve Button.

f'you don’t want to approve your time
card just yet, just log out. Your time card
will be saved.

Qnce approved, your time card is done
for
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For more detailed instructions on how to use FAMIS Webtime, go to here.


http://fm-lightning.dfm.uidaho.edu/documentation/docs/time_keeping/FAMIS_Web_Time_User_Manual.pdf
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