Supervisor of Non-Exempt Employees (Web):

CalTime

For non-exempt employees, the Time Detail report will show hours worked, overtime, holidays, leave taken,
adjustments, wages, and transfers. It is an excellent tool for getting an overview of these details for one,
several, or all employees. It can be run for different time frames, including previous pay period, current pay
period, current date, yesterday, or weekly.

1. Loginto CalTime. (See
the job aid “All_Logging
In to CalTime” for log-in

Training Log Off | Change Password | Help
CakTime ————————————

General My Genies(R) My Information
Ste ps . ) - Reports - Non-Exempt Pay Period Approval - My Timecard
- Timecard Exceptions + My Reporis
+ Exempt Leave Usage Approval
WRigks
+ Custom Fields Summary
+ ROP AdNggrove Employee Leave

- QuickFind

R -+ Web Aid Enter Leave & Approve

Above is your CalTime home page, displaying all available Genies.

2. From within the Non- Traiing
) CakTime
Exempt Pay Period
. Timecard | Reports,
Approval or Tlmeca rd TIMECARD E EPTIONS Show IAIlNon-Exempl Home
Exception Genle, Select Time Period |Prev10us Pay Period m
the employees for whom |
you Want a Tlme DEtaII Employee ID Name 1/ D L Title Code AL;rsl:r::g:sed Missed Punch
report. [_andersonou2 niek || | zcss 4722¢ v v
Brickle00 Paula v
Use Ctrl-click 2 ¥
(Windows) or 009905002 Cross002, Katie v

Command-click (Mac)
to select more than
one employee.

The Timecard Exceptions Genie is a good choice because it
shows exceptions that would need correction.

Choose Select an
Action > Select All to
choose every
employee.

3. Click the Reports link.

Training
CakTime
—
%
TIMECARD E EPTIONS Show IAII Non-Exempt Home
3 Time Period |Prev10us Pay Period m
W ISeiecl an Action
Employee ID Name 1/ Depa::\r::t Title Code AL;rsleer::g:sed Missed Punch
009901002 Anderson002, Nick AZCSS 4722C vz v
009902002 Brickle002, Paula v
009903002 v
009904002 Carter002, Rick
009905002 Cross002, Katie v
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Supervisor of Non-Exempt Employees (Web):

CalTime

Log Off |

4. If necessary, expand
either the Detail Genie
or the Timecard report REPORTS L

SELECT REPORTS CHECK REPORT STATUS

options by clicking on the
“+” to their left. et vorie | Sove Fovans | Dol Faverte | Dot rvorte |

+ Favorites
+ Al

CabTime

Traini
Training

CabTime

+ Accruals

=] 5

+ Scheduler
+ Timecard REPORTS

+ Working Time Directive

SELECT REPORTS CHECK REPORT STATUS
=
+ Favorites
+ Al

A

+ Accruals

+ Configuration

— Detail Genie
Accrual Debit Activity Summary
Accrual Debit Activity with Graph

Accrual Detail

5. Scroll down until you see CalTime Note that it is showing
Time Detail. Select this B
report, which will be i LA ” because in

produced as an Adobe == =3 Step 2, we chose the two
Acrobat pdf [ oo | Swerwre | oo wone | oeseone Ji - €MPployees, Anderson and

Badge Numbers

~
Employee Hours by Labor Account

If you prefer an Excel Employes Hours by Labor Account (€ | " T
. Employees Currently Eaming Time (C - )
version of the report, Employee Sign-of pescriton e e e e b b v e v
choose Time Detail Comployes Transactions and Totais ST S SIS e T e
E I Employee Transactions and Totals (E People [Previously Selected Employee(s)
( Xce ) Exceptions Time Period Previous Pay Period

Holiday Credits
N Page Break between Employees  [Tio []

Hours by Labor Account

Actual/Adjusted how h is peri I
Hours by Labor Account (Excel) [Show hours credited to this period only 2]

Person Job Assignment Output Format ‘Adobe Acrobat Document(.pd) [ V]
Primary Account Detail
Timecard Audit Trail

— Time Detail

Time Detail (Excel) [%

+ Roll-Up Genie
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Supervisor of Non-Exempt Employees (Web):

6.

From under the Time
Period drop list, choose a
timeframe for the report.
(The default Time Period
is whatever was active in
the Timecard Exceptions
Genie.)

Training

CalbTime

REPORTS
SELECT REPORTS

“Run Report | Refreah |

CHECK REPORT STATUS

Log Off | Change Pa

Badge Numbers
Employee Hours by Labor Account
Employee Hours by Labor Account (E
Employees Currently Eaming Time (C
Employee Sign-off

Employee Transactions and Totals
Employee Transactions and Totals (E
Exceptions

Holiday Credits

Hours by Labor Account

Hours by Labor Account (Excel)
Person Job Assignment

Primary Account Detail

Timecard Audit Trail

Time Detail

Time Detail (Excel)

+ Roll-Up Genie

TIME DETAIL

Description

People

Time Period

Page Break between Employ

Actual/Adjusted

* Output Format

6

Displays detailed data about each employee's punches, duration, and pay code edits
Summary data is displayed per employee, totaling ime and money by Iabor level and pay
code (excluding combined pay codes) and then by pay code only (separately listing combined

pay codes).
[Previously Selected Employee(s)

Previous Pay Period
Current Pay Period
Next Pay Period

Previous Schedule Period

Next Schedule Period

Last Week

Specific Date

Range of Dates
Relative Specific Date
Range of Relative Dates

Current Schedule Period only

Choose to output either
Actual hours (hours
credited to the period
only) or Adjusted hours
(hours credited to the pay
period plus historical
edits) from within the
Actual/Adjusted drop-list
menu.

Training

CakTime

REPORTS
SELECT REPORTS

= =

CHECK REPORT STATUS

Employee Sign-off

Employee Transactions and Totals

Exceptions

Holiday Credits

Hours by Labor Account

Hours by Labor Account (Excel)
Person Job Assignment
Primary Account Detail
Timecard Audit Trail

Time Detail

Employee Transactions and Totals (Excel)

Descript

People

Actual/Adjusted

TIME DETAIL

tion

Time Period

Page Break between Employees

7

Output Format

Displays detailed data about each employee's punches, duration, and pay code
per employee, totaling time and money by labor level and pay code (excluding co

pay code only (separately listing combined pay codes).

[Previously Selected Employee(s)
Previous Pay Period
No

8.

Select Run Report.

CabTime

‘REPORTS

SELECT REPORTS

CHECK REPORT STATUS

Badge Numbers

Employee Sign-off

Employee Hours by Labor Account
Employee Hours by Labor Account (E

Employees Currently Eaming Time (C

Employee Transactions and Totals

Employee Transactions and Totals (E

TIME DETAIL

Description

People

Displays detailed data about each employee's

Summary data is displayed per employee, totali
code (excluding combined pay codes) and then

pay codes).

|Previously Selected Employee(s)

v
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Supervisor of Non-Exempt Employees (Web):

9. Clickonthereportatthe [ jtime
top of the list to select it,
REPORTS

and click Refresh Status.

SELECT REPOR CHECK REPORT STATUS,
"View Report | m‘i Delete |
Report Name .

9

}

Log Off | Change

Dateln T Date Done Status Output User
Time Detail pdf 7/09/2014 2:01PM ‘Waiting Screen dparkinson|
Time Detail pdf 7/09/2014 1:00PM 7/09/2014 1:00PM Complete Screen dparkinson|
Traini
10. Once you see that Status CalTinm.
. . _ aF 11me
is complete, click View
Report. REPORTS
SELECT REPORTS CHECK REPORT STATUS
1 0 Report Na Format Dateln ¥ Date Done Status
Time Detail | paf | 71092014 2:01PM | 710972014 2:02PM Complete
Time Detail pdf 7/09/2014 1:00PM Complete

11.

Here is the 2-page report output for the two employees, Anderson and Briggs. Because

the output is a pdf, the pdf control bar (as seen below) appears when your mouse is in
the lower portion of the screen. From the control bar, you can save or print the report.

/© https:/ /caltimetrn.berkeley.edu/wfc/OpenReport?report=urA%2FrCE)grAsoxH%2F 3n0ygqEVeJuuGHBhttyiw - Internet r =10
—— -
@‘.:j‘vl\é’;hms- caltmetrn.berkeley.edu/wfc/OpenR az O] & [[+2 °|5'| JelEn ec| g a@x|=EdrERm o &
J =3 CalNet Central Authenticati... B Suggested Sites » £ | Web Slice Gallery ~ V] UC Berkeley Mail
Time Detail Data Up to Date: 7/9/2014 2:02:09 PM
Time Period: Previous Pay Pericd Executed on: 71092014 2:01PM GMT-07:00
Query: Previously Selected Employee(s) Printed for dparkinson002
ActualiAdpusted Show hours credited to this period only. Insert Page Break After Each Employee: No
Ei ID: 009901002 Time Zone: Pacific
Status: Active Status Date: 5/12/2012 Pay Rule: NX_NonEx_OTP 08 Day 30d
Primary Account Start End
-/--1009915002/009901002/TRAINING SET 002/~ 1712013 Forever
Date/Time Apply To In Punch In Exc Out Punch Out Exc Override Adj/Ent Money Day Totaled  Cum. Tot.
Amount Amount Amount Amount Amount Amount
XfiiMove: Account Comment Xfr: Work Rule
62372014 7:00:00 AM 33T00PM 8.00 8.00
6242014 7:00:00 AM 3:30:00 PM 8.00 16.00
6/25/2014 6:53:00 AM 3:30:00 PM 8.00 2400
62612014 7-02:00 AM 3:31:00PM 8.00 32.00
612712014 7-04:00 AM 3:32:00 PM 8.00 4000
6/30/2014 7:00:00 AM 3:30:00 PM 8.00 48.00
712014 7-00:00 AM 3:29:00 PM 8.00 56.00
71212014 7:01:00 AM 3:30:00 PM 8.00 64.00
71312014 7:00:00 AM 3:30:00 PM 8.00 72.00
71412014 7:02:00 AM 0.00 72.00
MO
71412014 12:00 AM Independence Day 0.00 72.00
Labor Account Summary Pay Code Hours Money Days
-/-1009915002/009901002/TRAINING SET 002/-
C-Holiday Lookback 7200
Regular 7200
Combined Pay Code Summary Pay Code Hours Money Days
C-Holiday Lookback 7200
Totals: 7200 $0.00 0.00
Pay Code Summary Pay Code Hours Money Days
B 2.00
Totals: .00 $0.00 0.00
i
SAVE PRINT
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Supervisor of Non-Exempt Employees (Web):

Time Detail Data Up to Date: 71912014 2:02:09 PM
Time Period: Previous Pay Period Executed on: 7/09/2014 2:01PM GMT-07:00
Query: Previously Selected Employee(s) Printed for: dparkinson002
Actual/Adpusted: Show hours credited to this period only. Insert Page Break After Each Employee: No
Employee: I Brigg=002, Thomas I ID: 009903002 Time Zone: Pacific
Status: ctive Status Date: 5/13/2012 Pay Rule: NX_NonEx_OTP 08 Day 30d
Primary Account Start End
-/--1009915002/009903002/TRAINING SET 002/- 5/222014 Forever
Date/Time Apply To In Punch InExc OutPunch  OutExc Ovemide Adj/Ent Money Day Totaled  Cum. Tot.
Amount Amount Amount  Amount  Amount  Amount
M Account Ce Xfr: Work Rule
62372014 7:00:00 AM 3:30:00 PM 8.00 8.00
62412014 7:00:00 AM 3:30:00 PM 8.00 16.00
6/25/2014 6:53:00 AM 3:29:00 PM 8.00 2400
62612014 7:03:00 AM 3:31:00 PM 8.00 3200
612772014 7:02:00 AM 3:28:00 PM 8.00 40.00
L3
6282014 8:00:00 AM 10:00:00 AM L 2.00 42.00
6/30/2014 7:00:00 AM 3:30:00 PM 8.00 50.00
712014 7:00:00 AM 3:29:00 PM 8.00 58.00
7212014 7:02:00 AM 3:31:00 PM 8.00 66.00
732014 7:01:00 AM 3:30:00 PM 8.00 74.00
7142014 6:59:00 AM 3:30:00 PM 8.00 82.00
71412014 12:00 AM Independence Day 0.00 82.00
752014 9:00:00 AM 10:30:00 AM 1.50 8350
Labor Account Summary Pay Code Hours Money Days
-1--1009915002/009903002/TRAINING SET 002/
C-Holiday Lookback 72.00
Overtime Premium 1150
Regular 72.00
Shift Diff Weekend 350
Page 2

12. The report opens in its own
browser window. To exit
the report, close the
browser window by clicking
the “x” on its tab.

/€ https://caltimetrn.berkeley.edu/wfc/OpenReport?report=croQp1UjvsbpldSCPd1DVIOSXsZf0e5 2FvijDIN0B ~TAEe
@ [@ nttps:/calt Reportireport=aoq O 7] G |42 | [0l i) e s

1=t berkeley.edu /o fc/0 i |

anlex

| % [ calNet Central Authenticati... > sua Weh Slice Gallery » [M] UC Berkeley Mail
Time Detail Data Up to Date: 71812014 3:27:58 PN
Time Period: Previous Pay Period 1 2 Executed on: 7092014 3:27PM
Query Previously Selected Employee(s) Printed for dparkinson(2
ActaliAdjusted ‘Show hours credited to this period onky. Insert Page Break After Each Employee:
Employee: Anderson002, Nick ID: 009901002 Time Zone: Pacific
Status: Active Status Date: 5/12/2012 Pay Rule: NX_NonEx_OTP 08 Day 30d
Primary Account Start End
-I--1009915002/009901002/TRAINING SET 002/- 1122013 Forever
DateTime Apply To In Punch InExc OutPunch  OutExc Override: AdjEnt Money Day Totaled
Amount Amount Amount  Amount  Amount
XiMove: Account Comment Xir: Work Rule
— —

13. Click Log Off when done or Cal B = T B
click Home to return to
- TIMECARD Person & Id Anderson002, Nick (009901002)
access to the Genies and Time priod —
Reports. 5w [ Rovrove )| Comments || Primary Account || Totats Summary || Refresh |
A Date Pay Code Amount In Transfer out NoMeal o mg’a”y
£ Sun 6/08 Q ]
® Mon 6/09 9.03AM Q | [s.00m O 730 | 730
& Tue 6/10 9-16AM Q | [s:00rm [u] 715 | 715
] Wed 6/11 11-44AM Q | [s15em ] 530 | 530
&) Thu 6/12 5.00AM //PW - DRI Q | [s:00pm O | 730 | 730
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