Hourly/Non-Exempt t|me

Retroactive Timesheet Entries

Entering Hours Worked
1. Open Web Browser, enter Ecotime URL
2. If Single Sign On displays, enter Active Directory User Name and Password, click Login
3. Retroactive Timesheets will be available approximately 7 business days from the last Pay Period close
4. Select History, select Timesheet, select Period, click go, timesheet displays

\ t‘ Employee Tasks Messages
\ Beygﬂg | History Inquiry

LC 0B 10/06/2019 - 101942019 (History - Adjustments Allowed) BW ¥ @

Note: Retroactive input is only allowed on timesheets that state (History — Adjustments Allowed)
5. In History Input Summary, click Create Adjustments

| History Status (Not Completed, Not Approved, Processed) |
tory Pay Period Details

Create Adjustments History Input Summary

Appointment Sun [ Mon | Tue | Wed | Thu | Fri Sat |Week | Sun | Mon | Tue | Wed | Thu Fri Sat |Week | .

Pay Codes 10/06 | 10/07 | 10/08 | 10/09 | 10/10 | 10/11 | 10/12 | Total | 10/13 | 10/14 | 10/15 | 10/16 | 10/17 | 10/18 | 10/19 | Total
Hours Worked 8.00|10.00| 800 (1300| 800 47.00 8.00| 800 800 8.00 32.00 | 79.00
Totals: 0.00 | 8.00| 10.00 | 8.00 | 13.00| 8.00| 0.00|47.00| 0.00 | 8.00( 8.00( 800 | 0.00( 8.00| 0.00|32.00|79.00
Comp. Time Election

Comp Time Premium 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Comp Time Straight 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Holiday Calculated 0.00 8.00 8.00 | 8.00
Hours Worked 800| 800| 800 800| 800 40.00 800 800| 800 8.00 32.00 | 72.00
OT Double 1.00 1.00 0.00 | 1.00
OT Premium - Daily 2.00 4.00 6.00 0.00 | 6.00

6. Adjustments Status displays, note: displays Not Completed, Not Approved, Not Processed

Adjustment Test Message
Adjustments Status (Mot C , Not App , Not F

Show Adusiments Pay Pariod Details

Appointment Sun | Moo | Tue Ed Waak

Wed | Thu | B0 Tus | Wed | Thu Sar S5
Pay Codes 1005 | 107 | 10m8 | 30009 | 1000 | 1071 | 1012 | Totat | 103 | 304 | 1075 | 1016 | 10m7 | 10018 | 1003 | Towa
Hours Worked s00|1000| so0]1300] s00 7.0 soo| soof so00 500 32.00 | 79,00
Totnls: 0.00| 800|100 800(13.00| s00| o00|ar00| 000| s00| soof so0| ooo| so0| 000 3200|900
Comp Time Premium | 0% | 0% 0%) 0% 0%) 0%| 0% el 0%] o%] 0% M| 0%| 0%
Comp Tima Sunkghy 0% 0% O0%| O%| O%) Oo%] 0% 0% 0%| o%] o%| O0%] O0%| Oo%
Holiday Calculated 0.00 8.00 0.00| 8.00
Hours Worked G00)| GoD) 800| BO00| BOO 40.00 oo0) 80| BOO .00 32.00 | T2.00
OT Doulde 100 1.00 0.00)| 1.00
OT Premium - Daily 200 400 .00 0.00| 6.00
ceptio
Tirme IniOut Overnight | Duretion | Meal Break ":::}_’.‘:;::“ UE“;“’:G Message
Tirma bn: v v v alo v =Rect Appointments v
Tirme Out: L v v 4 <Seluct Pay Codess> L]
Time b v v v oliv “Sebect Appointment> v
Time Out: ¥ v k3 “Beloct Pay Codesss ¥
Time In: v il «Salact Appointment> v
Time Out: v v v = <Select Pay Codes>> ¥
Totak ()

7. Worked Hours entry displays, click Show Exceptions if entering retroactive Exceptions
8. In Adjustments Input Summary, select day of the week for adjustment you are entering
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Retroactive Timesheet Entries

9. Inthis example, for 10/7, we entered Time In/Out, e.g. Time In: 7:00 A.M. and Time Out: 1:00 P.M.

1 Mon Thy | Fri | Sat |Week | Sun Thy i St | Week | o
10006 | 10v07 | 10me | 4o | doro | 1061 | 10012 | Toesl | 1063 | 40014 | 10045 | 1016 | 1007 | 4018 | 10013 | Tota

Hours Worked 6000|1000 800(1300| 800 4500 B00| B0O| 800 800 32.00 | 77.00

Totals: 000 | 600 (1000 | 200 (1300 8.00( 0004500 000 200| B8.00( 200| 0.00( 200 0.00( 32.00 | 77.00

Ciomp Tims: Straight

Holiday Calculated .00 &0 800 | 800
Hours Worked 600| B00| 200 B00| 80O 300 200 B800| 200 800 32.00 | 70.00
OT Double 100 1.00 0.00 | 1.00
OT Premium - Daily 200 400 6.00 000 | 6.00
Hours Worked <200 2.00 0.00 | .2.00

; : Appointment Extra
Tine InOut Ovemight | Duration | Meal Break oy Codes | Message | Delote
e bz |7 AN <Select Appoinkments
Tin In: o0 AN ¥ coilo w Select Appointment
TimaOut: 1 ¥ 00 ¥ FPM ¥ Hours Worked v
Tiene bn: v v v s~ <Select Appuintments
Timna Out= v v v «Salact Py adan»» v
Time In:
oo
Tiene Chut: v
Tima bn:
Time Cut: L | v
Total: 600 Pross the buttan ta the right to delate chocked itoms | Dilats

o

If you have more than one job, select the Appointment that matches the hours you are reporting
b. 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
c. If you enter more than 40 hours for the week or qualify for Shift Differential, your Payroll Profile will
automatically calculate the Shift Differential, OT, or Comp Time. Comp Time Election needs to be added
to your profile by Timekeeper or Supervisor. The Paid Summary will display all applicable Hours Worked
and Exception rows. Comp Time earned will display in 1 row, whether you earned 1:1 or 1:1.5 and the
calculation of hours is performed in the background.
10. In upper right-hand corner of page, click Save

006

11. If entering an Exception, click on Show Exceptions
12. Before entering Exception hours, you first need to Delete the hours worked for that day

Worked Wours en Hidle Excantions.

- Appomtment Extra
Time InCut Cvernight | Duration | Meal Break Pay Codes Unschd Message) Celete

Tenslm: 8 * 00 * ) AmM T
Time Out: 1

Tiena In: 12
Time Out: 4

Tiens In;
Tirme Out:

Tiee in:
Tiene Dut:

Tiene In:
Time Cut:

Takal: 8,00 Press the buton 1o the right 1o oelete chacked memsll  Delete

13. In Adjustment Input Summary, select day of the week, e.g. 10/9, selection will be highlighted
14. Scroll down to bottom of page
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Retroactive Timesheet Entries

15. In Exception Hours dialog box, in Duration, enter # of hours, select Appointment and Pay Code

Please Enter Exception Hours Taken, If Any:

Exception Time Wednesday 02/26/20

N Appointment
Duration Pay Codes Message

— —
Title Code 6943 - PAYROLL ANL 2; Dept: 000001 - BUSINESS AND FINANCIAL SERV. ; Pay Rate: $29.11 v
8.00/ i Sick v

a. Ifyouare on an approved Leave of Absence, you may select the corresponding Pay Code type
If you have more than one job, select the Appointment that matches the exception you are reporting
16. In upper right-hand corner of page, click Save
17. In this example, for 10/9 we entered, 8 hours sick

Adjustment Test Message
Adjustments Status (Completed, Not Approved, Not Processed)
Show Adjustments Pay Period Details
Appointment M_ T_ Wed § Thu Eri Sat | Week | Sun M_ Tue | Wed | Thu F_ Sat | Week Total
Pay Codes 1 10/07 | 10/02 §10/09 §10/10 | 10/11 | 10112 | Total | 10/13 | 10/14 | 10/15 | 10/16 | 10/17 | 10/18 | 10/19 | Total
Hours Worked 6.00 [ 10.00 13.00| &.00 37.00 800( 200| 800 8.00 32.00 | 69.00
Sick 8.00 8.00 0.00| 8.00
Totals: 0.00| 6.00|10.00 § 8.00 §13.00| 2.00( 0.00| 45.00| 0.00( 8.00| 8.00| 8.00( 0.00| 800 0.00|32.00| 77.00
Comp. Time Election
Comp Time Premium 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Comp Time Straight 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Paid Summary
Holiday Calculated 0.00 8.00 8.00 8.00
Hours Worked 6.00| 800 800| 800 30.00 800| 800| 800 8.00 32.00 | 62.00
OT Double 1.00 1.00 0.00| 1.00
OT Premium - Daily 200 400 6.00 0.00| 6.00
Sick 8.00 8.00 0.00| 8.00
d a

Hours Worked -2.00 -8.00 -10.00 0.00 | -10.00
[ sicx [ [ [ [ soo] [ [ 8.00 | [ [ [ [ [ [ [ 000] 200

18. When you are done entering your adjustments for the pay period, in upper right-hand corner of page
click Save and Complete

It is required for you to click Complete and Supervisor to Approve for you to be paid!

EEEEEERS

19. In Paid Summary NET, the net changes display:
a. Negative 2 hours worked for 10/7
b. Negative 8 hours worked for 10/9
c. Positive 8 hours sick for 10/9

Reminders
=  You must click Save and Complete
=  Notify your supervisor/manager that you have submitted a retroactive timesheet
= When your supervisor/manager Approves your timesheet, you will be notified by email
=  Your retroactive timesheet must be approved by supervisor/manager for it to be processed
= |f supervisor/manager makes edits to your timesheet, you will be notified by email
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