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Introduction

The FAMIS Web Time system was designed to make time entry for individuals who are
required to track time in and time outs, as well as work orders. This system was
developed for these reasons:

e The University of Idaho implemented a web based time system that does not
track work orders.

e In order to use this system, a separate entry would have to be made in FAMIS to
enter the work order.

e The current time card system in FAMIS records time cards on a daily basis. The
desire is to be able to manage time cards on a weekly basis.

User Requirements
To use the FAMIS Web Time system, the user must:

e Have access to a computer connected to the University of Idaho network.
« Have an account in the PROD database.
« Have an account in FAMIS.

Purpose
The purpose of this document is to:

o List the user requirements.

e Instruct how to log in.

e Instruct how to enter / edit time in/time out records.

« Instruct how to enter / edit work order / hours records.
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@\Empl 7700 Name - KAXGHT, TIMOTHY W [Gpon Calandes | | Close C || User Manual || Supervisor Approval |
6 For The Waehs 2/14/2010 - 2/20/2010
Time In/Time Owt
Entat Doloult Tuses | | Inaert New Day -—
Click the Delete button for the Time In/Time Out records (below ) yeu do met work.
Click the Enter Default Times Button to add your default e,
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RSERT 13 MORDAY . 0 AWITL0 OIS1000320  ACILITING DEFMAT TiME e
16 T | DEFALT REGULAS
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./IFMM Ry
Number | ltem Description

Logged in Employee
Name

Indicates who is logged in

Open Calendar Button

Opens a calendar to allow you to select a different
week

Close Calendar Button

Closes the calendar

User Manual Button

Opens the online user manual in a separate
browser window or tab

Supervisor Approval
Button

Visible if you are a supervisor. When clicked,
opens the Supervisor Approval Form, which is
used to approve employee time cards

Selected Week

Indicates the selected week. This can be changed
by opening the calendar and selecting a different
week

Time In/Time Out
Table Enter Default
Times Button

Enters the default times that are stored in FAMIS
into Time In/Time Out table for the logged in user
for the selected week.
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Number

Item

Description

8

Time In/Time Out
Table Insert New Day
Button

Allows logged in user to enter a new Time In/Time
Out record.

9 Time In/Time Out Shows the Time In/Time Out records for the
Table logged in user for the selected week. This table
shows the hours the logged in user worked during
the selected week. Absences and Exemptions are
indicated by a Y in the appropriate fields.
10 Time In/Time Out Allows the logged in user to delete a Time In/Time
Delete Record Button | Out record.
11 Time In/Time Out Edit | Allows the logged in user to edit the selected Time
Record Button In/Time Out record.
12 Work Order/Hours Enters the value of the Hours Drop Down List into
Table Enter Default the logged in user's Work Order/Hours table for
Hours Button the selected week.
13 Hours Drop Down List | Allows the logged in user to change the number of
default hours when the /Hours Table Enter Default
Hours Button is clicked. The default value is 8.
14 Work Order/Hours Allows the logged in user to insert a new Work
Table Insert New Day | Order/Hours record.
Button
15 Work Order/Hours Shows the work orders and paid hours for the
Table logged in user for the selected week. If absences
are indicated in the Time In/Time Out table, such
as holidays, sick time, leave, etc, these are
accounted for by a work order, so there may be a
difference between the number of hours in the
Time In/Time Out and the Work Order/Hours
tables. The logged in user's pay is based on the
Work Orders/Hours table.
16 Work Order/Hours Allows the logged in user to insert a record in the
Table Insert Record Work Orders/Hours table. When clicked, the date
Button for the selected day is entered in the Insert Work
Order Hours form.
17 Work Order/Hours Allows the logged in to delete the selected Work
Table Delete Record Order/Hours record.
Button
18 Work Order/Hours Allows the logged in user to edit the selected
Table Edit Record Work Order/Hours record.
Button
19 Approve Button Allows the logged in user to approve the selected
week's time card. When clicked, the status is
changed to "E APPROVE"
20 Refresh Button Refreshes the screen
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Number | Item

Description

21 Logout Button

Closes the time card form and returns the logged
in user to the login screen.

How to Log In

1. Go to the FAMIS Home Page (http://banner.uidaho.edu/famis)

FAMIS

( ’ FAMIS Production:
Current FAMIS implementation.

FAMIS Test:
L‘ Preproduction.

FAMIS Self-Service

- FAMIS Self Service:
f‘ Current Famis implementation
L‘ rfAMIStSEIf Service Test:

reproduction.

Click here to add a FAMIS icon on your desktop.

News & Outages 3

06:21 17:30 - Network Outage: Admin Building (001
Closet A) Clean-Up

‘Starting at 5:30PM Network Team will be moving some patch
cables in the A closet of the Admin building. While there is a
slight risk of a longer outag

06-21 17:00 - Risk of Outage: banneraps2 and S

Notice: This application requires Java be installed and working properly with your web browser. Select the link below to
test your instailation and confirm you have the recommended Java version configured for this application.

Click here to test your Java installation now

2. Click on FAMIS Self Service

Entering A Service Request

Enter building search criteria:

Building Name:
Building Number:
Site: ALL SITES

Username thaight

Password eeee

W
[l
w0
g
10
w

@ Project Initiation Form

& “Discoverer Viewer
& FAMIS Web Time

& “Secure Access Management Online

& Visual Map

" ] xSpace Survey Resources

@ Utility Budget Report

@ FAMIS Documentation

* - Requires Login

r

3. Click on FAMIS Web Time
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4. Enter your FAMIS User Name and Password in the login screen.

Facilities Services - FAMIS Web Time

WOWE  ABSRITA AR EUIRVICES  FACKETELR TEAW  ABSEN VIR SUILOSNE TRADEE  LANDICATE & EXTERIORIVEE WIS TivE

Figure 1 - Blank Login Screen

Facilities Services - FAMIS Web Tinwe

WOME  ABORETA AR ESERVICES  FPALIALTIES TEAN  ADMIAANEE  BESLOENG TRADER  LANGICAPE & EXTRRIOR AVES WIS TINE

LITYTIRY

Figure 2 - Login Screen With User Name and Password

5. Click the Login button

6. If you successfully enter your User Name and Password, you will be taken to

your time card for the current week.

Enter / Edit Time Cards - For The Week: 17-Jun-2012 - 23-Jun-2012

Employes Name : HAIGHT, TIMOTHY W [ 0pen Calendar | | Close Calendar | [ User Manual | [ Supervisor Approval |

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

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

| Defautt Time In/Time Out | | Add New Day ]
WORK DATE IN1 ouT1 IN 2 ourt 2 IN 3 ours IN 4 outa T|HOURS|
DELETE | [EDT|[MONDAY , 06/18/2012  [07:00a11:30aM12:309M [04:00P R
DELETE | [EDT|[TuesDaY . os/isr201z [07:00aH11:30aM12:309M  [04:00P R
DELETE | [EDiT ||weDnespay, os/20/2012(07 0041 1:30aM12:309M  [04:00P R
DELETE | [EDT|[THURSDAY . 08/21/2012 07 0041 1:308M12:309M  [04:00P R
DELETE | [EDTT|[FRIDAY . 08/22/2012  [07:00411:30aM12:300M  [04:00P R
40.00
Work Order/Hours
I Default Hours—> J 8 - I New Work Order ]
'WORK DATE o DESCRIPTION/COMMENTS. STATUS
INSERT - MONDAY , 06/18/2012 8|51200320  |FACILITIES DEFAULT TIME E APPROVE
[—] 121512 Qrazur DEFAULT REGULAR
/18/2012 2[51200320 |FACILITIES DEFAULT TIME £ APPROVE
INSERT TUESDAY, 06/19/
[—] 12251 a3 DEFAULT REGULAR
INSERT ] DELETE | [EDiT ||WEDNESDAY, 08/20/2012 2[51200320  [FACILITIES DEFAULT TIME E APPROVE
DEFAULT REGULAR
INSERT [THURSDAY , 06/21/2012 8|51200320  |FACILITIES DEFAULT TIME E APPROVE
[—] 22312 A DEFAULT REGULAR
INSERT - FRIDAY . 06/22/2012 8|51200320  |FACILITIES DEFAULT TIME E APPROVE
[—] 121515 Qa2 DEFAULT REGULAR
| 40.00]

I Approve H Refresh “ Logout I

Figure 3 - Current Time Card
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Invalid Login Errors

The User Name and Password fields are required. If you do not enter these fields, the
error message "User ID Is Required!!” and/or “Password is Required!!" will appear
similar to those in Figure 4 below.

Facilities Services - FAMIS Web Time

Figure 4 - Missing Required Login Information

If you enter an incorrect User Name or Password, the message "Invalid User Name
and/or Password. Please Try Again." will appear. Check that the User Name and
Password is correct and try again. If you still are having problems logging in, contact
Mike Finkbiner, 885-2880, mikef@uidaho.edu

Fucilities Services - FAMIS Web Time

Figure 5 - Invalid User Name

Default Time Cards

If you work the same schedule most weeks, entering your time each week can be
completed with only a few mouse clicks. Many Facilities Services employees have a
default schedule stored in FAMIS, which allows the FAMIS Webtime to load default time

in/time outs and work orders.

If your default schedule is stored in FAMIS, then to complete your time card each week,
you would do the following:

1. If this is the first time you logged into FAMIS Webtime, your time card will look
something like Figure 6 below.


mailto:mikef@uidaho.edu
https://www2.sites.uidaho.edu/famiswebtime/manual/login3.jpg
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Enter / Edit Time Cards - For The Week: 17-Jun-2012 - 23-Jun-2012

Employee Name : HAIGHT, TIMOTHY W [ open Calendar | | Close Calendar | [ User Manual | [ Supervisor Approval |

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

« [_Add Time In/Time Out | Click the Add Time In/Time Out Buttan. A blank Time In/Time Out table will appear.

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

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

[no Records for Selected Week. Time In/Time Out Records are Required For Non-Exempt Employees Before the Time Card Can be Approved.]

Work Order/Hours

[ DefaultHours—> | 8 - [ New Work Order

WORK DATE NUMBER DESCRIPT STATUS
INSERT DELETE W MONDAY , 06/18/2012 0/51200320  |FACILITIES DEFAULT TIME IMODIFIED
INSERT DELETE ﬁ [TUESDAY , 06/19/2012 0[51200320 FACILITIES DEFAULT TIME IMODIFIED
INSERT ||[ DELETE | | Edit || YEO"ESDAY. 06/20/2012]  0[51200320 |FACILITIES DEFAULT TIME MooIFED
INSERT DELETE H [THURSDAY , 06/21/2012 0/51200320  |FACILITIES DEFAULT TIME IMODIFIED
INSERT || DELETE | | £dit ||FR™AY - 9s/22/2012 o[s1200008 [ANNUAL LEAVE MooIFED

T 0.00

[ Refresh | [ Logout |
Figure 6 - First of the Week Time Card

If there are no Time In/Time Out records, click the Add Time In/Time Out button.
This will create Time In/Time Out records for the current week showing.

Enter / Edit Time Cards
mglores Nama | WGT, EROTN W [ Coun Catendes oy r——— [Ty ve—" [Py p—

i B T Ot
e it [ e et W Uiy
ik e Dbt et S S T B i Ot vty (ko yo dhe st work

Click the Enter Dot Times Button 50 e voer Guluoh e

o A T e e e e
oo
=
[T —— —— o Oy
— T -
agpewwe | [ abesh | [ Loges

Figure 7 - After Adding Blank Time In/time Out Records

Click the Delete button in the Time In/Time Out table for the days you do not
work.

Example 1: If you work Monday - Friday, delete Sunday and Saturday.
Example 2: If you work overnight where you have a split shift during the day
starting on Monday afternoon and ending on Saturday morning, delete Sunday.


https://www2.sites.uidaho.edu/famiswebtime/manual/timecard2.jpg
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Enter / Edit Time Cards
Tmhores foame | HAXIMY, F9R0S0 W (G Calondar | [ Ciuse Calondar | [ Uar Mlasual Sagmrvinat Aoprvad

Thewe Bn/ Thme Owt
Lnt Dutint 1w st Ve (lay

T the Dafiete Button for the Thase In/Tiows Out records (bolow) you 4o mot work.

Bk th Enter Dofianlt Times Sution 80 s your delault e

[ woax oA TINY ODUTE N3 OWTA PR3 ONTA ING  OWTA ASONT CE)
MLETE | |1 s

woas DA TE . AT

0.00
Approve | [ Rebvenh | [ Logou

Figure 8 - After Deleting Non Working Days

. Click the Enter Default Times button above the Time In/Time Out table. This will
flood in your default time in and time outs into the table for the current week
showing.

Enter / Edit Time Cards
Deiopes Nare : HWAIHT, TIHOD W (“Goon Cotoader | | Couve Catonder 11 Sooe thanuel Sepervians Apgevval
Tiwe I Thome Owt
it Dadont T et e Gy
Ok the Debete buthon for The Thae T/ Thoe Ot recerds (hebow) you @0 sol work
Chch the Entor Delaw Thmes Sution o add your delosh Same
——ar T T R R SO T R ST TR R P S

Wark Order Wowrs

roms Daande Sourye s o

009
Appewvn | Retresh | [Logoue

Figure 8 - After Entering Default Time In/Time Outs

. Click the Enter Default Hours button above the Work Orders/Hours table. This
will flood in 8 hours in each record in the Work Order/Hours table for the current
week showing.

If you work a different number of hours each day (for example 4 X 10 hours),
change the number of hours in the drop down list to the number of default hours,
then click the Enter Default Hours button.

10
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Enter / Edit Time Cards
St e Nama | HAXIMY, FRACTW S | Oygn Catendar | [ Clowe Catendar | [ User Wamcal Supwrvince Appewval
For The Week: V142010 - 2200000
Flone Do/ Thews Ot
ntes Oolaut Thmwen et Thew Doy
CHC the Gwlbete betton for the Thme 1n/Fime Out seconds (Belew) you ds not werk.
CHch the Kmter Dutuet Tiomes Sotton 15 dd yoer defandt time.

WORE AN ARE Wi Imh Gwh AeA GwTa me Owte Amsewt e

Lt Otmtivv=e |0 [)( Sen tew oy )

A A ol

(o) (G (g e - v ve oo oo

(o] (GRS ) (EoeT] =omweser: sivron P

[ P6eRT ) [DEE ) ( o] m=msce” - e B

{ ek ) (ceue ) (gom) oo« wveees i
4000

Click the Approve button (below the Work Orders/Hours table) to approve the
weekly time card. This will change the Labor Status for your Work Order/Hours

table for the current week showing to E APPROVE.

Enter / Edit Time Cards

Coghoven Name - WAIGHT, TIMOD W [“Gun Catander | | Ciose Calondar e L it
Por The Weeh 2342010 - 3I0NI6IP

Time ba/Thme Ot

s Dot Tt et e ey

Ok [ Dbt bt e T Thoe G/ Thoe Ol recnrds (hebon ) wow B0 st sk,

Ok W (atew Dutant Thames Bution f add your detonl B,

f " M GNTR T ONT3 IeE OUTR IR Gwne
DELETE | (BT | =oA00% | GIR3016  ST-300M (1 D0t 13: 360w Tt
DELETE | [Bdur] masaar A |4 W 11 B ~
[ CELESE ) [EDAT] ™Womtater. SN 16N Do 11 b L1 e -
“DeLETE aalnteny "~
(caiow ) (gon) = - seawaei m
| feo o
Work Ordler/Wours
T Outit Mo | 5 | ][ owert Voo Dy
| sazs | [‘cerere | [eom) e
L
0
SR || ceceTe ot
s
2099

Fiiggl;réié  After Approving Your Time Card

Click the Logout button to log out and return to the Login Screen.
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Adding a New Time In/Time Out Record

There may be times when you will need to add a Time In/Time Out record, such as
getting called in to work on a day off. To add a new Time In/Time Out record:

1. Click the Insert New Day button (located above the Time In/Time Out table). This
will open the Insert New Day form.
Insert New Day

WORK
DATE:

Click the Work Date Field (above) to bring up calendar.

[IN 1:

ouT 1:

[IN 2:

ouT 2:

IN 3:

ouT 3:

[IN 4:

ouT 4:

JABSENT: [7] click if you are Absent.

EXEMPT: [T click if you are Exempt.

| New Day ] Cancel I

Figure 9 - Insert New Day Form

2. Click the Work Date field to bring up the calendar. Select the work date from the
calendar. In Figure 10 below, April 20, 2012 has been selected. When a date is
selected, it is entered in the WORK DATE field.

Insert New Day
| ] April, 2012 v
Su Mo Tu We Th Fr S5a
WORK 25 26 27 25 29 30 31
DATE: £ b £ i A I LI 3 §
_ g 1 2 3 4 5 6 7
[Click the Work Date Field (abo B 9 10 11 12 13 14
15 16 17 18 18 20 21
L 22 23 24 25 26 27 28
ouT 1- 2 30 i 2 38 &7 5
Today: October 13, 2012
IN 2:
ouT 2:
TN 3:
ouT 3:
IN 4:
ouT 4:
IABSENT: [C] click if you are Absent.
EXEMPT: [C] click if you are Exempt.
| New Day || Cancel |

Figure 10 - Selecting Work Date

12
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3. Enter the start time in the IN 1 field. It can be entered by enter typing the start
time in the IN 1 field, or by selecting the start time from the drop down list.

Insert New Day

20-Apr-2012

WORK
DATE:

IClick the Work Date Field (above) to bring up calendar.

IN 1:

OUT 1:

IN 2:

OUT 2:

IN 3:

OUT 3:

IN 4:

OUT 4:

IABSENT: [T Click if you are Absent.

EXEMPT: [7] Click if you are Exempt.

New Day ] Cancel ]

All the start and end times must be in the HH:MM AM/PM format, such as
07:30AM. Also the minutes must be in 15 minute increments (00, 15, 30, or 45).
If you type the time in the start or end time fields, the field will auto complete.

Figure 11 - IN 1 Times Drop Down List

Figure 11 - IN 1 Field Filled In

Insert New Day
20-Apr-2012
WORK
DATE:
IClick the Work Date Field (above) to bring up calendar.
IN 1: 07:30 AM
ouT 1:
IN 2:
ouT 2:
IN 3:
ouT 3:
IN 4:
ouT 4:
JABSENT: [T Click if you are Absent.
EXEMPT: [F] Click if you are Exempt.
New Day | Cancel ]

13
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4. Enter the end time in the OUT 1 field like you did in the IN 1 field.
Insert New Day

20-FEB-2012
WORK
DATE:
Click the Work Date Field (above) to bring up calendar.
IN 1: 07:30 AM
OUT 1: 11:30 AM
IN 2: [12:30 PM
outr2:  [oazoem
IN 3:
OuT 3:
IN 4:
OUT 4:
JABSENT: ] Click if you are Absent.
EXEMPT: [T click if you are Exempt.
| New Day ] Cancel ]

Figure 12 - Entering Time in OUT 1 Field Using Auto complete.

5. Repeat steps 3 and 4 above for the IN 2 and OUT 2 fields.
Insert New Day

22-Jun-2012
WORK DATE:

Click the Work Date Field (above) to bring up calendar.
IN 1: 07-00AM ]
ouT 1: 1130AM |
N 2: 12:30PM ~|
out2: [T -
IN 3: ;l
ouT 3: |
IN 4: |
ouT a: Ll
JABSENT: [7] click if you are Absent.
EXEMPT: [T click if you are Exempt.
I New Day J I Cancel ‘

Figure 13 - IN 2 and OUT 2 Fields Entered

14
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Enter / Edit Time Cards - For The Week: 14-Feb-2010 - 20-Feb-2010
Employee Name : VANDAL, JOE

[_Open Calendar | [ Close Calendar | [ UserManual | [ Supervisor Approval |

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

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

Default Time In/Time Out_| Add New Day

[[DELETE | [EDIT) ™
DELETE | [EDIT) ™
DELETE | [EOIT)

[ DELETE | [EDIT

[ DELETE | (EDr

[(DELETE ] [EDIT) S4TuRoAY . 02/20/2010 (07308

|48.00)

Work Order/Hours

Default Hours==> ] '3 |~ [ New Work Order

(eert ] (oeiee | (0n)
(InseRT ) [(DELETE | (ED)

40.00

Approve | [ Refresh | [ Logout

Figure 14 - New Day Entered

Click the New Day button (below the Exempt field) to add the new day.

In Figure 13 above, the user started at 07:30AM and stopped for lunch at
11:30AM on 22-JUN-2012. The user resumed work at 12:30PM and finished
work for the day at 04:00PM.

If additional time in and time outs are necessary, the IN and OUT pairs 3 and 4

are available. In Figure 15 below, the user worked a split graveyard shift, starting
at 12:00AM (midnight), stopping at 02:00AM, starting again at 05:00PM, stopping
for lunch at 09:00PM, starting again at 10:00PM, and ending the day at 12:00AM

(midnight).
Insert New Day
20-0ct-2012
WORK
DATE:
Click the Work Date Field (above) to bring up calendar.
IN 1: 12:00 AM
OUT 1: 02:00 AM
IN 2: 05:00 PM
ouT 2: 09:00 PM
IN 3: 10:00 PM
ourz:  [izooam
TN 4: I
OUT 4:
IABSENT: [7] click if you are Absent.
EXEMPT: [7] click if you are Exempt.
New Day ] Cancel ]

Time In/Time Out

Figure 15 - IN and OUT Pairs 1 Through 3 Used Showing Split Day

15
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The Enter Default Times button above the Time In/Time Out table uses values stored in
FAMIS to enter your default time in/time records into your time card for the selected
week. When you work a different schedule than your default, then it becomes necessary

to edit your time in/time out records manually.

The easiest way to edit a time in/time out records is to click the Enter Default Times
button to enter the default times, and then modify the record. Below are some examples
when the time in/time out hours may need to be updated after the default hours have

been applied.

User Works a Split Overnight Shift

1. Click the Edit button in the record to be edited.

Enter / Edit Time Cards - For The Week: 14-FEB-2012 - 20-FEB-2012

Employee Name 2. VANDAL, JoE Open Calendar | | Close Calendar | | Supervisor Approval

Time In/Time Out

+ Click the Delete button for the Time In/Time Out records (below) you do not work.
« Click the Default Times Button to add your default time

| Defauit Time In/Time Out Add New Day

WORK DATE IN1 our1 IN2 OuT2 | IN3 OUT3 | IN4 | OUT4 |ABSENT|EXEMPTIHOU
DELETE Qidn )wnn. 21572010 el 0PM! [ri00M s
DELETE ] [ Eau || uesoav-asezrno i 05:00P10:00PM12:00A R
DELETE || Edit 24712010~* 09:00PM10:00PM12:00A1 B
DELETE Edit || THURSDAY, 211812010 121004 00ANOSII0PM 05 :00PI0100RH12:00A 8
DELETE | |_Edit ||FrioAY, 214972010 * 05 00PHLO:00PAKL2 100N e
DELETE | | Edit || SATURDAY, 21192010 100AN02:00A! >
40.00

Work Order/Hours

| Default Hours==> | 3 ~ | New Work Order |

EDIT TIME INOUTS

WORK DATE HOURS[wO NUMBER] DESCRIPTION/COMMENTS STATUS
[:DELETE [_Edit J| monoay, 2452010 o[s1300320  [FACILITIES DEFAULT TIME ENTERED
[:DELETE [ Edit || uesoay, 2162010 0[S1300320 |FACILITIES DEFAULT TIME ENTERED

51300320 |FACILITIES DEFAULT TIME

DELETE | [ Edit || weonesoay, 21472010

ENTERED

ENTERED

[OELETE | [ Edt || FroaY, 2nsmsio 51300320 [FACILITIES DEFAULT TINE

[
DELETE | | Edit || THURSOAY, 2182010 ~ 0/51300320  |FACILITIES DEFAULT TIME
ol
o

ENTERED

0[51300320 |FACILITIES DEFAULT TIME

[ Edit_[saTuroaY, 21912010

ENTERED

Approve | | Refresh || Logout

Figure 16 - Time In/Time Out Table

2. In Figure 16 above, it shows the user has a split shift, where he clocks in at
12:00AM, clocks off at 02:00AM, clocks in at 5:00PM, clocks off at 09:00PM,
clocks in at 10:00PM, and clocks off at 12:00PM 6 days a week.

In this example, the user needs to remove the first time in/time out pair on
Monday (12:00AM - 02:00AM), as well as the second and third time in/time out
pairs on Saturday (05:00PM - 09:00PM, 10:00PM - 12:00AM). So the Edit button

for Monday has been clicked.
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Edit Time In/Time Out

ID: 'VANJOE15-FEB-2010

WORK_DATE: 02/15/2010

IN 1: 12:00 AM

OUT 1: 02:00 AM

IN 2: 05:00 PM

OuT 2: 09:00 PM

IN 3: 10:00 PM

OuT 3: 12:00 AM

IN 4:

OUT 4:

IABSENT: [7] Click if you are Absent.

EXEMPT: [T Click if you are Exempt.
Update Time In/Time Out J [ Cancel ]

Figure 17 - Edit Time In/Time Out Form

3. Make the changes to the time in and time out pair. In this example, remove the
valuesin Tl_1and TO_1.

Edit Time In/Time Out

ID: VANJOE15-FEB-2010

[WORK_DATE: 02/15/2010

IN 1:

ouT 1: [ . AM

IN 2: 05:00 PM

OouT 2: 09:00 PM

[IN 3: 10:00 PM

OuT 3: 12:00 AM

IN 4:

OuT 4:

ABSENT: [ click if you are Absent.

EXEMPT: [T Click if you are Exempt.
Update Time In/Time Out ] [ Cancel ]

Time In/Time Out

Figure 18 - Edited Time In/Time Out Form
4. Click the Update Time In/Time Out button to save the changes. In the above

example, the values for the second and third time in/time out pairs will shift to the
first and second pairs.
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5. Repeat steps 2-4 for any other days to be edited. In this example, Saturday
needs to be updated to remove the second and third time in/time out pairs. In
Figure 19 below, the second and third time in/time out pairs on Saturday have
been removed so now the correct number of hours is showing for a user working

WORK DATE N1 [outi| 1N2 |out2] INz [ouTz | IN4 | OUT 4 [ABSENT[EXEMPT[HOURS
DELETE MONDAY , 02/15/2010 [05:00PM09:00PM10:00PM [12:00A s
DELETE TUESDAY . 02/16/2010 [12:00AM02:00AM0S5:00PM 0:00PM12:00A! B
P Y, 3 : :00P! :00PM12:
DELETE WEDNESDAY, 02/17/2010[12:00AM02:00AM05:00PM 0:00PM12:00A! &
DELETE THURSDAV,02/18/2010 12:00AM02:00AM05:00PM 0:00PM12:00Al 5
DELETE FRIDAY , 02/19/2010 12:00AM02:00AMOS5:00PM 0:00PM12:00Al &
DELETE SATURDAY , 02/20/2010 (12:00AM02:00A! i
40.00

Work Order/Hours

[ Default Hours==> I 8 - [ New Work Order ]

'WORK DATE [HOURS|WO NUHBEEI DESCRIPTION/COMMENTS STATUS
MONDAY , 02/15/2010 6 [S1000323 ;:g:blSEsoHuogisAY ENTERED
[TUESDAY , 02/16/2010 8|S1000320 ;i;g;ISSE:EZEZL;LT TIME ENTERED
WEDNESDAY, 02/17/2010| 8[s1000320 ;);(F::I[)IE;E:EZLEJT-AAL;\LT TIME ENTERED
@ ITHURSDAY , 02/18/2010 8|51000320 SZELLJSE:EEEEL;LT TIME ENTERED
@ FRIDAY , 02/19/2010 8|51000320 ;’;‘::bl;#ESEgsiiLT TIME ENTERED
@ [SATURDAY , 02/20/2010 2|S1300320 FACILITIES DEFAULT TIME ENTERED
[ 40.0

[ Approve ][ Refresh ][ Logout ]

Figure 19 - Time Card With Split Hours

User Works Different Hours One Day

There are times where you may need to work different times on a given day. To change

these hours, do the following:

1. Click the Edit button in the record to be edited.

Enter / Edit Time Cards - For The Week: 14-FEB-2012 - 20-FEB-2012

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

Employee Name : VANDAL, JOE

Time In/Time Out
* Click the Delete button for th

« Click the Default Times B

| Default Time In/Time Out

Add New Day

ecords (below) you do not work

WORK DATE

N1 |ours

our2

oura

12:0041

A-ss

=

DELETE | [ Edit

DELETE ([ Edt [luonoay, 215200

DELETE | [ Edit

2772000

[OELETE ) [Eon

THURSDAY, 2182010

DELETE | [ Edit

FRIDAY, 21192010

O

DELETE | [ Edit

SATURDAY, 21912010

Work Order/Hours

(Demtous=] ¢ ~ ([NemWodomes)

40.00

EDIT TIME INOUTS

STATUS

DELETE | [ Edit

MONDAY, 21152010

51300320

[FACILITIES DEFAULT T

IME

EnTeReD

[Ean |

TUESDAY, 2/16/2010

[FACILITIES DEFAULT T

TME

ENTERED

DELETE | [ Edit || weonesoay, 2172010

o
ofsi300320
o[st300320
B

[FACILITIES DEFAULT T1

ME

ENTERED

(e

THURSDAY, 24872010 |

[F1300320

[FACILITIES DEFAULT T

e

nTeReD

DELETE | [ Edt |

| FRIDAY, 211972010

cfsz300320

[FACILITIES DEFAULT T4

VE

ENTERED

e

SATURDAY, 2/19/2010 o[s1300320

[FACILITIES DEFAULT T

TME

ENTERED

0.00

[ Approve || Refresh | | Logout |

Figure 20 - Time In/Time Out Table
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2. In this example, the user came in early on Monday to be able to leave early. So
the start time needs to be changed to 07:00AM. He clocked out for lunch at
11:00AM, clocked back in at 12:00PM, and left for the day at 4:00 pm.

Edit Time In/Time Out

D: VANJOE15-FEB-2010

WORK_DATE: 02/15/2010

N 1: 107:30AM

OUT 1: 11:30 AM

[IN 2: 12:30 PM

ouT 2: 04:00 PM

[IN 3:

OUT 3:

IN 4:

OuUT 4:

ABSENT: "] Click if you are Absent.

EXEMPT: [7] Click if you are Exempt.
Update Time In/Time Out ] [ Cancel ]

Figure 21 - Edit Time In/Time Out Form

Enter the start time in the IN or OUT field(s) that needs updating. It can be

entered by enter typing the start time in the IN 1 field, or by selecting the start
time from the drop down list.

All the start and end times must be in the HH:MM AM/PM format, such as
07:30AM. Also the minutes must be in 15 minute increments (00, 15, 30, or 45).
If you type the time in the start or end time fields, the field will auto complete.

Edit Time In/Time Out

1D: VANJOE15-FEB-2010

IWORK_DATE: 02/15/2010

N 1: [o7-00avi

OUT 1: 11:30 AM

[IN 2: 12:30 PM

ouT 2: 04:00 PM

IN 3:

OuT 3:

IN 4:

OouT 4:

IABSENT: [7] click if you are Absent.

EXEMPT: [7] click if you are Exempt.
Update Time InfTime Out J { Cancel ]

Figure 22 - Editing TI_1 field
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4. Press the TAB key twice to go to the next field. Enter the time like you did in step

3 above.

Edit Time In/Time Out

ID: VANJOE15-FEB-2010

WORK_DATE: 02/15/2010

IN 1: 07:00 AM

OUT 1: 11:00 AM

IN 2: W

ouT 2: I!04:00 PM

IN 3:

OUT 3:

IN 4:

ouT 4:

IABSENT: [7] Click if you are Absent.

EXEMPT: [7] Click if you are Exempt.
Update Time In/Time Out J [ Cancel }

Time In/Time Out

Figure 23 - Editing TO_1 field

5. Repeat steps 3 and 4 above, if necessary.

Edit Time In/Time Out

ID: VANJOE15-FEB-2010

WORK_DATE: 02/15/2010

IN 1: 07:00 AM

OouT 1: 11:00 AM

IN 2: 'm—

ouT 2: 04:00 PM

IN 3:

ouT 3:

IN 4:

OUuT 4:

IABSENT: [T click if you are Absent.

EXEMPT: [7] click if you are Exempt.
Update Time In/Time Out J { Cancel J

Time In/Time Out

Figure 24 - Editing TI_2 field
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Edit Time In/Time Out

ID: VANJOE15-FEB-2010

WORK_DATE: 02/15/2010

IN 1: 07:00AM

OUT 1: 11:00AM

JiN 2: 12:00PM

OouT 2: 04:00PM

[IN 3:

OouT 3:

|IN 4:

OUT 4:

IABSENT: [T] click if you are Absent.

EXEMPT: [7] click if you are Exempt.
Update Time In/Time Out ] [ Cancel J

Fi-gure‘2.5 - Editing TO_2 field

6. Click the Update Time In/Time Out button to save the changes.

Enter / Edit Time Cards - For The Week: 14-Feb-2010 - 20-Feb-2010

EmployeeName:  JOEVAMIAL [ Open Calendar | [ Close Calendar | [ User Manual | [ Supervisor Approval |

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

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

| Default Time In/Time Out | | Add New Day

WORK DATE IN1 |OuT1 IN2 |[OuT2 | IN3 |OUT3 | IN4 | OUT4 |ABSENT|EXEMPT|HOURS|
+ 02/15/; f : : :
DELETE Edit ||[MONDAY . 02/15/2010  |07:00AM11:30AM12:30PM [04:00P) &
= /! : : 7 4
DELETE Edit ||TUESDAY . 02/16/2010 [07:30AM11:30AM12:30PM [04:30P) B

= NESDAY, 02/17, 7:30AM11:30AM12:30PM [04:30P
DELETE Edit ||\VEDNESDAY. 02/17/2010[07:30AM11:30AH12:30 04:30 s
DELETE Edit |[THURSDAY , 02/18/2010 [07:30AM11:30AM12:30PM  04:30P) s
DELETE Edit |[FRIDAY - 02/15/2010  [07:00AM11:30AM12:30PM [04:00P) s

Work Order/Hours

[ DefaultHours==> | 8 ~ | New Work Order

WORK DATE NUMBER| DESCRIPTION/COMMENTS STATUS

=, |MONDAY , 02/15/2010 e[51000322 |[FACILITIES HOLIDAY MODIFIED
DELETE ] [ Edit DEFAULT HOLIDAY
= ITUESDAY , 02/16/2010 g[s1000320 FACILITIES DEFAULT TIME [MODIFIED
DELETE [E_T‘J DEFAULT REGULAR
|WEDNESDAY, 02/17/2010 8[s1000320 FACILITIES DEFAULT TIME [MODIFIED
DELETE l Edit IDEFAULT REGULAR

- ITHURSDAY , 02/18/2010 8(s1000320 FACILITIES DEFAULT TIME [MODIFIED
DELETE Edit [DEFAULT REGULAR
" FRIDAY , 02/19/2010 8|S1000320 FACILITIES DEFAULT TIME [MODIFIED
DELETE @ [DEFAULT REGULAR
| 40.00|

| Approve l] Refresh H Logout ]

Figure 25 - Time Card Showing Edited Times on Monday

Absences

The Time In/Time Out table is used to record the the time you are actually working.
Absences, such as holidays, leave, and sick time are indicated by a Y in the Absence

field. In the example below, Monday is a holiday, and the user is not working that day.
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To indicate the absence, do the following:

1. Click the Edit button in the record to be edited.

Enter / Edit Time Cards - For The Week: 17-Jun-2012 - 23-Jun-2012

Employee Name : HAIGHT, TIMOTHY W[ Open Calend ][Clnsel" lend ][ User Manual ] [ Supervisor Approval ]

Time In/Time Out
= Click the Delete button for the Time In/Time Out records (below) you do not work.
» Click the Default Times Button to add your default time.

| Default Time In/Time Out | | Add New Day ]

WORK DATE IN1 ouT1 IN2 out2 INZ | OUTZ2 IN4 | OUT4 [ABSENTEXEMPT|HOURS|

MONDAY , 06/18/2012  |07:00AM11:00AM12:00PM |04:00P! A
[TUESDAY , 06/15/2012 [07:00AM11:30AM12:30PM  (04:00P! B
WEDNESDAY, 06/20/2012(07:00AM11:304M12:20PM  [04:00P B
[THURSDAY , 06/21/2012 [07:00AM11:30AM12:30PM  |04:00P! B
FRIDAY , 06/22/201Z  |07:00AM11:30AM1Z2:20PM [04:00P B

Figure 26 - Time In/Time Out Table

2. Check the Click if your are Absent box.
Edit Time In/Time Out

ID: VANJOE15-FEB-2010

WORK_DATE: 02/15/2010

IN 1: 07:00AM

OouT 1: 11:00AM

IN 2: 12:00PM

ouT 2: 04:00PM

IN 3:

OUT 3:

IN 4:

ouT 4:

IABSENT: [¥] Click if you are Absent.

EXEMPT: [7] click if you are Exempt.
Update Time In/Time Out ] [ Cancel ]

Figure 27 - Updating Absent Flag

3. Click the Update Time In/Time Out button. This will change the Absent flag to Y
and remove time in / time out values for that record.
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Enter / Edit Time Cards - For The Week: 14-Feb-2010 - 20-Feb-2010

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

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

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

[__Default Time InfTime Out | [ Add New Day ]

WORK DATE IN1  OuT1 N2 OUT2 IN3 OUT3 IN4 OUT4 ABSENT
Y

@MOHD:Y 02/15/2010 o
@ @ 'TUESDAY , 02/16/2010 |07:30AM|11:30AM 12:30PM (04:30PM. s
@ WEDNESDAY, 02/17/2010/07:30AM 11 130PM |04:30PM s
@ [@ THURSDAY , 02/18/2010 |07:30A :30PM |04:30PM 5
e
El

DELETE | [EDIT|[FRIDAY . 02/19/2010  (07:30AM|11:30AM 12:30PM |04:30PM

2.00|

Work Order/Hours

[__DefaultHours=> ] [g | ~|[__New Work Order

WORK DATE HOURS WO NUMBER DESCRIPTION/COMMENTS. STATUS

INSERT :DELETE [EDIT| MONDAY , 02/15/2010 851000323  FACILITIES HOLIDAY E APPROVE
DEFAULT HOLIDAY

INSERT :]DELETE (EDIT| TUESDAY , 02/16/2010 851000320  FACILITIES DEFAULT TIME £ APPROVE
DEFAULT REGULAR

INSERT | [ DELETE WEDNESDAY, 02/17/2010 /51000320 |FACILITIES DEFAULT TIME E APPROVE
DEFAULT REGULAR

INSERT DE:JLETE THURSDAY , 02/18/2010 851000320  FACILITIES DEFAULT TIME £ APPROVE
DEFAULT REGULAR

INSERT D:ELETE DED”- FRIDAY , 02/19/2010 851000320  FACILITIES DEFAULT TIME £ APPROVE
DEFAULT REGULAR

40.00

Figure 28 - Updating Absent Flag

Adding Work Orders

Default work order records are created weekly. If you work a regular schedule, then all
you would need to do is update the number of hours worked for each work order by
clicking the Enter Default Hours==> button above the Work Orders/Hours table to
update your labor records for the week.

You are paid based on the entries in the Work Order/Hours table. In the Time In/Time
Out table, absences are indicated by a Y in the Absent field, and the total hours are the
number of hours actually worked. For the Work Order/Hours table, these absences
must be accounted for. For example, on Monday, February 15, 2010, the user was
absent due to the President's Day Holiday. In the Work Order/Hours table, this was
accounted for with Work Order S1300323 (FACILITIES HOLIDAY).

There are times when you will need to add a work order, such as when you do work on

a work order other your default work order, such as S1300320 (FACILITIES DEFAULT
TIME, FY13). To add a new work order:
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1. Click the Insert New Work Order button above the Work Order/Hours table.

Enter / Edit Time Cards - For The Week: 21-Oct-2012 - 27-Oct-2012

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

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

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

| Default Time In/Time Out | | Add New Day
WORK DATE 1 [ouri| N2 [our2]| vz [oura| ina [ oura [aesentlexempifnous
[ Edit ||[MONDAY . 10/22/2012  |07:004M11:304M12:30PM [04:00P 5
[ Edit |[TUESDAY . 10/23/2012 [07:00aM11:304812:30PM [04:00P" B
% [WEDNESDAY, 10/24/2012|07:00AM11:30AM12:30PM |04:00P! 0
% THURSDAY , 10/25/2012 [07:00AM11:30AM12:30PM |04:00P! s
Edit ||FRIDAY . 10/26/2012 [07:00a811:304812:30PM 041007 s
| 40.00

Work Order/Hours
Y New Work Oder Button - Adds New
[ Default Hours—> | 8 ~\ [ New Work Order Work Order

WORK DATE NUMBE] STATUS

[ Edt ||[MONDAY , 10/22/2012 8[51300320 |FACILITIES DEFAULT TIME ENTERED
DELETE ) Gyl bEFAULT REGULAR

[TUEsDAY , 10/23/2012 8[51300320  [FACILITIES DEFAULT TIME ENTERED
DELETE || Edt | DEFAULT REGULAR

AY, 10/24/2012]  ©[51300320 |FACILITIES DEFAULT TIME enTereD
DELETE | | Edit | DEFAULT REGULAR
THURSDAY , 10/25/2012 5[51300320 [FACILITIES DEFAULT TIME EnTeRED
DELETE | [ Edit ] DEFAULT REGULAR

FRIDAY , 10/26/2012 8{s1300320 FACILITIES DEFAULT TIME [ENTERED
DELETE | [ Edt ] DEFAULT REGULAR
il — — ~ la0.00°
wve  Refresh | Logout
J

Figure 29 - Work Order/Hours Insert New Order Button

Insert Work Orders/Hours

Click the Work Date Field (above) to bring up calendar.
(WORK_DATE:

HOURS: 0

M

Enter a valid work order in the field above, or click the

Enter Work Order Number Search WO

WORK €
ORDER: Search WO button to find a Work Order.
COMMENTS:

STATUS: ENTERED

[ Inset WO H Cancel ]

Figure 30 - Insert Work Orders/Hours Form
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2. Click the Work_Date field to bring up the calendar.
Insert Work Orders/Hours

‘ October, 2012 >

Su Mo Tu We Th Fr S
Click the Work Date Field (abo| ~ . =~ T e

\WORK_DATE: 90 1% &k s s
7 8 =% 100 1¥ A2 13

14 15 16 17 18 19 20
21 22 23 24 25 26 27

HOURS: 0 28 29 30 31 1 2
4 5 6 7 8 9 10

Enter Work Order Number

]

Today: October 22, 2012
Enter a valid work order in the e AUUVE,; UF CICK Ome

[WORK €
ORDER: Search WO button to find a Work Order.
COMMENTS:

STATUS: ENTERED

‘ Insert WO H Cancel |
Figure 31 - Work_Date Field Calendar

3. Click the date in the calendar to enter the date into the Work Date field. Press
the TAB key to go to the Hours field.

Insert Work Orders/Hours

26-Oct-2012

Click the Work Date Field (above) to bring up calendar.
WORK_DATE:
HOURS: 0 ~|

Enter Work Order Number Search WO ]
\WORK Enter a valid work order in the field above, or click the

ORDER: Search WO button to find a Work Order.

COMMENTS:

STATUS: ENTERED

I Insett WO H Cancel I

Figure 32 - Work_Date Field Filled In

4. Enter the number of hours in the Hours field. The hours must be between 0 and
12. A decimal is not required, but if a partial hour is to be entered, it must be in
guarter hour increments (.25, 50, or .75). Tab to the next field.
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Insert Work Orders/Hours

26-0ct-2012

Click the Work Date Field (above) to bring up calendar.
WORK_DATE:
HOURS: 4 _j

Enter Work Order Number [ Search WO
WORK Enter a valid work order in the field above, or click the

Search WO button to find a Work Order.

ORDER:

COMMENTS:

STATUS: ENTERED
{ Inset WO J [ Cancel ]

Figure 33 - Hours Field

Enter the Work Order Number in the "Enter Work Order Number" field. As you

start typing in the field, the field will start to auto fill. You can also select the work

order num

ber from the auto fill dropdown list.

Insert Work Orders/Hours

26-0ct-2012
Click the Work Date Field (above) to bring up calendar.
WORK_DATE:|
HOURS: 4 |
5130032 Search WO
51300320 sick th
ir click the
WORK 51300321
(ORDER:
51300323
51300324
COMMENTS: [°1300325
STATUS: ENTERED
[ Inset WO [ [ Cancel |

Figure 34 WO Field

If you enter an incorrect work order number, an error message will appear and
the Insert WO button will disappear. Correct the error to continue.
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Insert Work Orders/Hours
26-Oct-2012

Click the Work Date Field (above) to bring up calendar.
WORK_DATE:

HOURS: 4 ;I
S130030 Search WO
51300300
ir click the
WORK 51300301
ORDER: 51300303

Please Enter a Valid Work Order Number!!

COMMENTS:

STATUS: ENTERED
[ Cancel ]

Figure 35 - Work Order Error Message

6. If you do not know the work order number, click the Search WO button. The
Select WO from List will appear. As you start typing the work order number, the
list will auto fill with matching work order numbers and their descriptions. Select
the appropriate work order from the list.

Insert Work Orders/Hours
26-Oct-2012

WORK_DATE: [Click the Work Date Field (above) to bring up calendar.

HOURS: s -]
Enter Work Order Number Search WO
[Enter a valid work order in the field above, or click the Search WO button to find a Work
(Order.
JRUIEEO (FACILITIES DEFAULT TIME) ~|
51300289 (SURPLUS - WAREHOUSE WORK) -

$1300299 (FIRE CALLS - VOLUNTEER FIREMEN)

$1300300 (AMBULANCE CALLS - VOLUNTEER AMBULANCE CREW)
51300301 (SAFETY MEETINGS)

$1300303 (BEX - CAMPUS STORAGE YARD CLEANUP AND ORGANIZATION)
$1300311 (SURPLUS - WEB AUTHORING HOURS)

$1300314 (SWEET AVENUE FOUNTAIN MAINTENANCE - PLUMBING)
iiaiii $1300315 (CONTROLS COMPUTER MAINTENANCE)

(ORDER: $1300317 (APOGEE/INSIGHT NETWORK MAINTENANCE)

$1300318 (APOGEE / INSIGHT HARDWARE MAINTENANCE)

$1300321 (FACILITIES PROBLEM TIMECARD)

Figure 36 - Work Order Selected from Search box

7. Enter your comments in the Comments field. This is optional.
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Insert Work Orders/Hours
26-Oct-2012

Click the Work Date Field (above) to bring up calendar.
[WORK_DATE:|

HOURS: 4 |

S$1300301 Search WO

Enter a valid work order in the field above, or click the

WORK ;
ORDER: Search WO button to find a Work Order.

(COMMENTS: [ATTENDED SAFETY MEETINGS

STATUS: ENTERED

[ Inset WO H Cancel ]

Figure 38 - Comments Field

Click the Insert WO button to save the work order.

Enter / Edit Time Cards - For The Week: 14-Feb-2010 - 20-Feb-2010

Employes Name : VARDAL: J0E ("Open Calendar | [ Close Calendar | [ User Manual | [ Supervisor Approval |

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

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

[_Default Time In/Time Out | Add New Day

WORK DATE IN1  OUT1 IN2  OUT2 IN2Z OUT3 IN4 OUT4 ABSENT
¥

@ MONDAY , 02/15/2010 b
"DELETE | @ TUESDAY , 02/16/2010 |07:30AM|11:30AM|12:30PM |04:30PM 5
@J @ WEDNESDAY, 02/17/2010/07130AM|11:30AM|12:30PM  |04:30PM A
'THURSDAY , 02/18/2010 |07:30AM|11:30AM|12:30PM |04:30PM B
FRIDAY , 02/19/2010  |07:30AM|11:30AM 12:30PM |04:30PM P

3

2.00]

Work Order/Hours

[__Default Hours==> ][5 | ~|[__New Work Order

WORK DATE HOURS STATUS

[ INjSERT] [:DELETE CJED'T MONDAY , 02/15/2010 8/51000323 |FACILITIES HOLIDAY ENTERED

DEFAULT HOLIDAY

:JINSERT :DELETE jED” TUESDAY , 02/16/2010 51000320 | FACILITIES DEFAULT TIME ENTERED

DEFAULT REGULAR

INSERT | [ DELETE | [EDIT | WeONESDAY. 02/17/2010 8/51000320 |FACILITIES DEFAULT TIME ENTERED

DEFAULT REGULAR

INSERT |:jDELETE C'ED'T THURSDAY , 02/18/2010 8/51000320 |FACILITIES DEFAULT TIME ENTERED

DEFAULT REGULAR

INSERT | [ DELETE FRIDAY , 02/19/2010 451000301  |SAFETY MEETINGS ENTERED

ATTENDED WINTER DEFENSIVE DRIVER

TRAINING

(INSERT | :jDELETE :]EDIT FRIDAY , 02/19/2010 851000320 |FACILITIES DEFAULT TIME ENTERED

DEFAULT REGULAR

44.00

Approve | [ Refresh | [ Logout

If necessary, make adjustments to other work orders for that day, or add
additional Time In/Time Out records. In the above example, the user attended a
safety meeting for 4 hours on Friday on Work Order S1000301, and changed the
number of hours on Work Order S1000320 from 8 to 4. For instructions on how
to change a work order, go to Editing Work Orders.
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Editing Work Orders

There may be occasions where a work order needs to be changed. For example, a user
may perform work on a different work order part of the day, and the number of hours on
the default work order needs to be changed.

In the Adding Work Order section, a new work order, S1000301, was added. The
number of hours for default work order, S1000320, needed to be changed. To edit a
work order:

1. Click the Edit button for the Work Order/Hours record that needs to be changed.

Enter / Edit Time Cards - For The Week: 14-Feb-2010 - 20-Feb-2010

Einployee:Names¥ANDAL; SOE [_Open Calendar | [ Close Calendar | User Manual | [ Supervisor Approval |

Time In/Time Out
+ Click the Delete button for the Time In/Time Out records (below) you do not work.
o Click the Default Times Button to add your default time.

[ Default Time In/Time Out | Add New Day |

07:30, 04:30PM
FRIDAY , 02/19/2010 07:30AM|11:30AM 12:30PM  |04:30PM

Work Order/Hours

New Work Order button - Adds Work
[__Default Hours==> ][5 | ~|[__New Work Order ] Order
Hou =

TNURSDAY 02/18/2010

ssssss

Figure 40 - Edit Button for Work Order/Hours Record to be Changed

2. Edit the items that need to be changed. In this example, the number of hours
needs to be changed to 4.
Edit Work Orders/Hours

LABORID: 1923135

WORK_DATE:|02/18/2010

4
HOURS:
CREW: Select Crew From List V
3|
WORK
(ORDER: $1000320

COMMENTS: |DEFAULT REGULAR

STATUS: ENTERED

[ Update WO || Cancel |

Figure 41 - Editing Hours for Work Order
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3. Notes: The hours must be between 0 and 12. A decimal is not required, but if a
partial hour is to be entered, it must be in quarter hour increments (25, 50, or.
75).

If you enter a different work order, the work order must be a valid work order,
otherwise an error message will appear and the Update WO button will
disappear.

Edit Work Orders/Hours

LABORID: 1923135

WORK_DATE:|02/18/2010

4
HOURS:
CREW: Select Crew From List Y
N o
e, [s10000320

Please Enter a Valid Work Order Number!!
COMMENTS: [DEFAULT REGULAR

STATUS: ENTERED

 Cancel |

Figure 42 - Work Order Error Message

4. Click the UpdateWO button to save the changes.
Enter / Edit Time Cards - For The Week: 17-Jun-2012 - 23-Jun-2012

Employee Name : HAIGHT, TIMOTHY W I Open Calend ”CInse Calend ” User Manual I I Supervisor Approval I

Time In/Time Out
+ Click the Delete button for the Time In/Time Out records (below) you do not work.
+ Click the Default Times Button to add your default time.

| Default Time In/Time Out | | Add New Day ]

WORK DATE IN1 ouT1 IN2 ouT2 INZ outz IN 4 OUT 4 |ABSENT|EXEMPT|HOURS|

MONDAY , 06/18/2012 07:00AM11:00AM12:00PM |04:00PM 3
[TUESDAY , 06/13/2012 |07:00AM11:30AM12:30PM |04:00PM 3
WEDNESDAY, 06/20/2012(07:00AM11:30AM12:30PM (04:00PM 8
THURSDAY, 06/21/2012 |07:00AM11:30AM12:30PM (04:00PM 8
FRIDAY . 06/22/2012 07:00AM11:30AM12:30PM |04:00PM 8

Work Order/Hours

{ Default Hours==> ] g - I New Work Order

WORK DATE HOURS|WO NUMBER| DESCRIPTION/COMMENTS STATUS

INSERT DELETE MONDAY . 06/18/2012 8(S1200320 |FACILITIES DEFAULT TIME ENTERED
INSERT DELETE [TUESDAY . 06/19/2012 8[s1200220 FACILITIES DEFAULT TIME ENTERED
INSERT DELETE WEDMESDAY, 06/20/2012| 8[s1200220 FACILITIES DEFAULT TIME ENTERED
INSERT DELETE [THURSDAY , 06/21/2012 8[s1200220 FACILITIES DEFAULT TIME ENTERED
INSERT DELETE FRIDAY . 06/22/2012 4(51200220 FACILITIES DEFAULT TIME ENTERED
INSERT DELETE FRIDAY , 06/22/2012 4(51200220 FACILITIES DEFAULT TIME ENTERED

[ 40.00
l Approve H Refresh H Logout ]

Figure 43 - Time Card With Work Order Inserted
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Approving Your Time Card

At the end of the work week, you will need to approve your time card. After your time
and work orders have been entered for the week:

1. Click the Approve Button
Enter / Edit Time Cards - For The Week: 17-Jun-2012 - 23-Jun-2012

Employee Name : HAIGHT, TIMOTHY W [ gpen Calendar | | Close Calendar | [ User Manual | [ Supervisor Approval |

Time In/Time Out
= Click the Delete button for the Time In/Time Out records (below) you do not work.
« Click the Default Times Button to add your default time.

| Default Time In/Time Out | Add New Day ]

WORK DATE IN1 [out1| 1n2 [our2| N3 [outa[ IN4 |OuT4
MONDAY , 06/18/2012  [07:00AM11:00AM12:00PM [04:00PF

[TUESDAY . 06/19/2012 [07:00AM11:30AH12:30PM  [04:00P1

WEDNESDAY, 08/20/2012(07:00AN11:130A)12:30PM |04 :100PF

THURSDAY . 08/21/2012 [07:00AN11:30AN12:309M _[0a:00PY R
FRIDAY , 08/22/2012 |07 :00AN11:30AN12:30PM [04:00P B
40.00|
Work Order/Hours
| Default Hours=—> | 3 ~ [ New Work Order
WORK DATE NUMBER] ___ DESGRIPT STATUS

INSERT ||[ DELETE | | Edit ||"O"0A - 08/18/2012 651200320 |FACILITIES DEFAULT TIME ENTERED
INSERT ||[ DELETE | | Edit ||TVESDAY - 06/18/2012 651200320 |FACILITIES DEFAULT TIME ENTERED
INSERT
INSERT
INSERT ||[ DELETE | | Edit |FRIPAY - 08/22/2012 4[51200320  |FACILITIES DEFAULT TIME ENTERED
INSERT ||[ DELETE | | Edit |FRIPAY - 06/22/2012 4|51200320  |FACILITIES DEFAULT TIME ENTERED

| 40.00

WEDNESDAY, 06/20/2012] 51200320  |FACILITIES DEFAULT TIME ENTERED

[THURSDAY . 06/21/2012 5[51200320 |FACILITIES DEFAULT TIME ENTERED

2. The status will be updated to E-Approve
Facilities Services - FAMIS Web Time (PPRD)

FAMISHOME = FACILITIESHOME = ARBOTERUM A &ESERVICES = BLDGSERVICES = BLDGTRADES | LND&EXTSVCS = FAMIS WEB

Enter / Edit Time Cards - For The Week: 17-Jun-2012 - 23-Jun-2012

Employee Name : HAIGHT, TIMOTHY W (gpen Calendar | [ Close Calendar | [_User Manual | [ Supervisor Approval |

Time In/Time Out
+ Click the Delete button for the Time In/Time Out records (below) you do not work.
« Click the Default Times Button to add your default time.

[ Default Time In/Time Out | | Add New Day )

WORK DATE IN1 [outi| N2 [ourz] Nz [ourz| ina |oura
[MONDAY , 08/18/2012  [07:00AM11:00AM12:00PM |04:00P!

H

DELETE

Edit |[TUESDAY . 08/15/2012 [07:004H11:304N12:30PM [04:00)

3

T R e A T T Ly ST T e N
e | [ £ |[TMURSOAY 0672172012 |07 00N 1T 30 1z150m [oar00m R
an |[FRI0AY < 0e/22/2012 [07:00a1150m12:30mm [oar00m N
40.00
Work Order/Hours
| Default Hours==> | 8 ~ [ New Work Order
WORK DATE NUMBER]  DESCRIPTION/COMMENTS StATUS
NSERT || DELETE | | Egi |[FOTOA - 08/ 1erz012 5[51200320 [FACILITIES DEFAULT TIME = APPROVE
NSERT ||[ DELETE | [ Edi |[UEs0AY - oo/ iorzenz 351200320 [FACILITIES DEFAULT TIME E AreROVE
NSERT ai ||"eONESDAY, e/20/2012] | [a1200320 [FACILITIES DEFAULT TIHE & APPROVE

Edit |[THURSDAY , 08/21/2012 [51200320 |FACILITIES DEFAULT TIME £ APPROVE

3

[FRIDAY , 06/22/2012 4|51200320  |FACILITIES DEFAULT TIME E APPROVE

3

Edit

INSERT ||| DELETE | [ Bt |FRIGAY - O6/22/2012 H[F1200320 [FACILITIES DEFAULT TINE & APPROVE
[ 40.00

i
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Hours Less Than 40

If your total hours are less than 40, this warning will appear.

Hours Less Than 40

Your work hours are less than 40.
Click the OK button to continue.
Otherwise click the Cancel button.

| OK ||Cancel

If this is OK, then click OK, then the status will update to E Approve. If you click
CANCEL, then the Status will change to Entered, and you can update your time card.

Deadline to Submit Time Card

So that your time card can be processed, your time card must be approved no later than
the following Monday at 9:00 am.

When it's a holiday, you may be requested to submit your time card the Friday (or the

last day worked) before the holiday. The Fiscal Office will notify you by email of any
changes.
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