Review, Edit, Approve .
and Audit Employee Timesheets tlme

Review Employee Timesheet

1. Open Web Browser, enter Ecotime URL
2. If Single Sign On displays, enter Active Directory User Name and Password, click Login
3. Select Manager Tasks, select Employee Timesheets, select Period, defaults to current pay period, click go

Employee Tasks
Employee Timesheets|
Timeshset Group: EEET Y <o [ACEE NP O

Messages Employee Setup History Reportd

On Call

Employee Balances  TimeOff Approvals  Delegate Authority

4. Manager dashboard displays

Timesheet Statistics
Completion Total Tit 36 Approval
Completed Approved 0 | Mot Approved | 36 | Completed 1
6 Not Completed | 35 | Validation Errors | 0 [ Validation Warnings | 2
Not Notes 4| Addi Hours 0 | Attachments [}
Completed Atlachments 0 Not Approved
Last Name: @ [<< Previous Page] Page1of4 [NexiPage >3]
Filter: All
Hours Summary for 02109/2020 - 0212212020 - BW
Timesheet Group Employee Name Regular | Exception | Total Hours | On Call | Addl Hours | Complete | Notes | Attachments | # Messages | Approved | Action
000301075 BURKHART, PAUL HARRY
Full Access NonExemptHourly/BW Approve
000301075 CARLSON, SHIELA MARIE F
Full Access NonExempUHourly/BW 83.00 83.00 J Approve
000708681 COLEMAN, RHIANNON KEIKO
Full Access ‘NonExempt/Hourly/BW a0 o0 1 Approve
000105590 DEVALIA, DIVYA
Full Access NonExemptHourly/BW U B0} Approve
000708681 GABRIEL, ANGELINE CONSTANCE
Full Access NonExempUHourly/BW 7200 8.00 80.00 J Approve
000105590 GRIFFEN, COLEEN J
Full Access NonExempHourly/5 £ = 20 \/ \/ Approve
000708681 HENNON, DESIREE MICHELLE
Full Access NonExempt/Hourly/BW 800 800 Approve
000301075 JONES, VASHON MAURICE
Full Access NonExemptHourly/BW g 510 & 1 Approve
000105590 | KARMACHARYA, SWETA SHRESTHA
Full Access NonExemptHourly/BW 6300 a0 no Approve
000301075 LAVRIGATA, MELISSA ROSE
Full Access NonExempt/Hourly/BW Approve
Press the button to the right to approve/unapprove all checked items Submit

5. In this example, an employee has completed their timesheet
6. You can select any employee link to review their timesheet

Edit Employee Timesheet

1. If needed, you may need to unapprove timesheet in manager dashboard
2. After selecting an employee timesheet, you can make edits to that timesheet
3. In Timesheet Summary, select day of the week, e.g. Wed 2/26, selection will be highlighted

Sun | Mon | Tue § Wed § Thu | Fri Sat |Week | Sun | Mon | Tue | Wed | Thu Eri Sat | Week
Hours 02/23 | 02/24 | 02/25 |§ 02/26 §02/27 | 02/28 | 02/28 | Total | 03/01 | 03/02 | 03/03 | 03/04 | 03105 | O3/06 | 03/07 | Total | Total
Worked 800| 800 16.00 0.00 | 16.00
Exceptions 0.00 0.00| 0.00
Totals: 0.00| 00| 8.00| 000| 000| 000 0.00|16.00| 000| 000| 000( 000| 0.00| 0.00| 000 0.00| 16.00
Late Time Select | Sclect | Select | Select | Select | Select | Seledt Select | Seledt | Select | Select | Select | Slect | Select

Comp Time Premium | 100% | 100% | 100% | 100% | 100% | 100% | 100% 100% | 100% | 100% | 100% | 100% | 100% | 100%
Comp Time Straight | 100% | 100% | 100% | 100% | 100% | 100% | 100% 100% | 100% | 100% | 100% | 100% | 100% | 100%

Hours Worked 800| 800 16.00 0.00 | 16.00
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4.

10.

Scroll down
Time In/Out Overnight | Duration | Meal Break Ag::g\::::t
Timeln: |8 Y |00 ¥ AM Y aooll (20 v Title Code: 6943 - PAYROLL ANL 2; Dept: 000001 - BUSINESS AND FINANCIAL SERV.; Pay Rate: $29.11 ¥
TimeOut: 4 ¥ | 30 ¥ PM Y <Select Pay Codes=> v
Time In: v v v olo v <Select Appointment> v
Time Out: v v v <Select Pay Codes>> v
Time In: v v v ollo v =Select Appointment= hd
Time Out: v v v «Select Pay Codes>> v
Total: 8.00|

Enter Time In/Out, e.g. Time In: 8:00 A.M. and Time Out: 4:30 P.M.
a. System only records in 15 minute increments, e.g. enter 8:00 for time up to 8:07, enter 8:15 for any time
after 8:08
b. If more than 40 hours are entered for the week or qualify for Shift Differential, the Payroll Profile will
automatically calculate the OT, Comp Time Premium or Straight (needs to be added to the profile by
Timekeeper or Supervisor) or Shift Differential owed to employee, and will display on row in Paid
Summary
In Meal Break, select 30, Duration displays 8.0
a. If meal break is different, select appropriate one
b. UCSD policy dictates that 30 minutes are unpaid, if combining 2-15 minute breaks, for an hour, still
enter 30 minutes
Select Appointment and Pay Code — Hours Worked
a. If employee has more than one job, select the Appointment that matches the hours being entered
In upper right hand corner of screen, click Save

EH0EEEECE

Repeat steps #3-#8 for every day being edited
When you are done editing the time for the pay period, in upper right hand corner of screen, click Complete,
and OK

H0EE 0 ESE

Approve Employee Timesheet

1. Open Web Browser, enter Ecotime URL
2. If Single Sign On displays, enter Active Directory User Name and Password, click Login
3. Select Manager Tasks, select Employee Timesheets, select Period, defaults to current pay period, click go
\\ Employee Tasks Messages Employee Setup History Reporig
\eCOtl Employee Balances  TimeOff Approvals  Delegate Authority OncCall .
R ek v MR 02109i2020 - 0272272020 8w v (80
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4. Manager dashboard displays (image is partial view of dashboard)

Pl Access e | wof ozoo| 7200 v # approve
e el B
geors mnéﬁw £.00 16.00 24.00 D
B | e a8 | 63.00 800 71.00 Approve
Pok ccess RonExer By B approve
Press the bution to the nght to approve/unapprove all checked fems. Submit

© No W

Auditing Employee Timesheets

1. Open Web Browser, enter Ecotime URL

N

Reported hours display next to employee link and shows employee has Completed timesheet
Select Approve, click Submit

If needed, click on employee link to open, review, and verify hours submitted
To return to Manager dashboard, select Timesheet Group, select Period, defaults to current pay period, click go

If Single Sign On displays, enter Active Directory User Name and Password, click Login

time

3. Select Manager Tasks, select Employee Timesheets, select Period defaults to current pay period, click go

Timesheet Group: JsER]

Employee Tasks Ianager Tasks
Employee Timesheets)

Messages

Employee Balances

4. Manager Dashboard displays

v GEELE 02/09/2020 - 02/22/2020 BW ¥

Employee Setup

TimeOff Approvals

Delegate Authority

Compietion

Compietea ‘

Total Timeshssts

Attachments | 0

Approval

Lostae @ (crwionspal Page ot
Filtor: All
Hours, Summary for G2RI9Z020 - 0272272020 - BW.

Timeshoet Group. Employee Name Regular | Exception | Total Hours | On Cail | Addi Hours | Complete | Notes | Attachments | # Messages | Approved | _ Action
0107 BURKHART, PAUL HAR A
o | MR soprne

000201075 ‘CARLSON. SHIELA MARIE £

FullAccess NonExamptHoutyBW o L v Appeove

000708681 COLEMAN, RHIANNON KEIKO %0 .

FullAccess Non€xémptHoury 817 0 Approve

000105530 DEVALIA. DIVYA

R St 000 00| 1700 Aopron

000708681 | GABRIEL. ANGELINE CONSTANCE % i 3

e CLACINCOGE | 2o s o v oo

3

S -} ] T ) VA Aoprove
0708681 HENNON. DE SIREE MICHELLE %

Pt Ny 800 8% o

000301075 JONES. VASHON MAURICE

Full Access NonExemptHourly B S0 | e 218 Appron

000105550 | KARMACHARYA, SWETA SHRESTHA o 190 .

FullAccess NonExemgu Hourl B7 )| ww] m Approve

00001075 LAVRIGATA MELISSA ROSE

FullAccess NonxemptHoury B Appeove

e Submit

5. Select employee timesheet
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6. Employee timesheet displays (image is partial view of employee timesheet)

Filrer: AN
t A

GRIFFEN, COLEEN J (000 d, Completed, Notes Exist)

Home Department: BUSINESS AND FINANCIAL SERV. (000001)
Pay Rule Profile: #9 . Noen Exempt  Pay Code Profibe: Non-Represented Non.Exempt
HeuryDay: .00 Standard Howrs: 40.00
Holiday work cycles: Eligibility from 01/ 2& 2020 to 02/22/2020, Earned from 01/26/2020 to 02/22/2020

Datails

Sun | Mon | Tup | Wed | Thu | Fd | Sai |Week| Sun | Mon | Tup | Wed | Thu | Ed | Sa |Week
Hours 2109 | g2n0 | 0 | 0giz | gan3 | ogina | 62ns | Towl | 0ane | g2n7 | 2ie | 0zns | 620 | 021 | 0222 | Total | Total
Waorked 800 &0 &0 a0 16.00 | 40.00

8.00 16.00 | 32.00
8.00| 800 0.00)| 3200 | 7200

Toals: 0.00 | 800

1 | Salect

Comp Time Premium

Comp Time Straight % % % % % % I% 0% % % % % % 0%

Sick - PAYROLL ANL 2 800 800 0.00| 8.00
Sick 800 800 | 8.00
Vacation 00 200 200 2,00 | 16.00
Hours Worked 800 B00) 800 24.00 800 800 16,00 | 40.00
Holiday Calculated 200 800 | 8.00

time

7. Inthe upper right hand corner of screen, from the toolbar select the Timesheet Action Audit icon

8. The following screen displays (image is partial view of action audit)

GRIFFEN, COLEEN J (000316592 )

Timesheet Action Audit for Pay Period Ending on 02/22/2020

Ti\',"es.h%t Action Type User Action Date Details
lersion

1| Approval Removed SAKANDAR, OMIARA 04 Mar 2020 2:46PM Pacific Time

1| Timeshset Approved | BRUMFIELD, KATHRYN BURGER | 04 Mar 2020 2:08PM Pacific Time

1| Approval Removed SAKANDAR, OMIARA 04 Mar 2020 2:06PM Pacific Time

1| Timesheet Approved SAKANDAR, OMIARA 04 Mar 2020 1:28PM Pacific Time

1| Timesheet Completed SAKANDAR, OMIARA 03 Mar 2020 2:31PM Pacific Time

1 Timesheet Saved SAKANDAR, OMIARA 03 Mar 2020 2:29PM Pacific Time | View

1| Completion Removed SAKANDAR, OMIARA 03 Mar 2020 2:27PM Pacific Time

1 Timesheet Saved SAKANDAR, OMIARA 03 Mar 2020 2:27PM Pacific Time | View

1| Approval Removed SAKANDAR, OMIARA 03 Mar 2020 2:24PM Pacific Time

1| Timesheet Approved SAKANDAR, OMIARA 03 Mar 2020 2:24PM Pacific Time

1| Timesheet Completed GRIFFEN, COLEEN J 03 Mar 2020 1:16PM Pacific Time

1 Timesheet Saved GRIFFEN, COLEEN J 03 Mar 2020 1:15PM Pacific Time | View

9. The Timesheet Action Audit, displays Action Type, User, Action Date and Details

10. This is very comprehensive information and will be useful in auditing and reviewing employee timesheets

Reminders

= Managers should review and approve all employee timesheets

= Managers can use the Approve All icon available on the Manager dashboard
= |f employee has multiple jobs, verify that the correct Appointment is selected for hours entered
= Once Approved, the timesheet is locked and employee is locked out of timesheet

=  BW employee timesheets must be Saved and Completed by Saturday the last day of the pay period

= Aslong as non-exempt employees Save their time, they will be paid
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