CalTime

Supervisor of Non-Exempt Employees (Web):

Under certain circumstances, a row can be added to a workday in a timecard, e.g., so that two in-out entries
can be made for that day, or so a day can be divided into a worked day with leave taken.

In the event of an emergency, a supervisor may be called upon to make necessary adjustments to a non-
exempt employee’s timecard. The following demonstrates how to add a row when an employee has both

worked and taken leave on the same day.

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

2. Click Timecard Exceptions
Genie.

My Genies(R) My Information

~ Non-Exempt Pay Period Approval

+ My Timecard

+ My Reports

My Links
+ RDP Aid Approve Employee Leave

- RDP Aid Enter Leave & Approve

 Web Aid Approve Employee Leave

“ Web Aid Enter Leave & Approve

Log Off| Change Password | Help

3. Show will default to All
Non-Exempt Home, and
Time Period will default

Training

CabTime

Timecard | Sched Reports

TIMECARD EXCEPTIONS

Show All Non-Exempt Home

to Current Pay Period.

Time Period JIFEN

Next Pay P’eriod
i Wi | [Setectan Action e )
Previous Schedule Period
If the pay pe”Od has ended, Home Current Schedule Period
. . Employee ID ’ Title Code | Next Schedule Period Early In
select Previous Pay Period Name 1 oIl T | ek
Today
fro m the Time Period dro p 009901002 Anderson002, Nick AZCSS 4722C msetirgaé "
. . 009902002 Brickle002, Paula FJPPS 4919U Lact Week
lis t, and click the Apply 009903002 Briggs002, Thomas | FOREC 5332C JE
. Specific Date
button. 009904002 Carter002, Rick FTRAN zzzg Range of Dates
ISR PR CSS PR VARSS
4. Select the employee e
.
' ploy CatTime
whose timecard needs an
L. Timecard | Schedt Reports
additional row. TIMECARD EXCEPTIONS Show  [ATon ExemptHame
Time Period IPre\nous Pay Period
m | Select an Action
Home - Unexcused "
Employee ID Name 1/ Department Title Code Rieeare Missed Punch
4 009901002 Anderson002_ Nick | _AZCSS 4722C v
009902002 Brickle002, Paula FJPPS 4919U v I
009903002 e o OREC 5332C 4
. . Training
5. Click Timecard. CatTime
5 Timecard [§s5chedt Reports
TIMECARD EXCEPTIONS Show | All Non-Exempt Home
Time Period IPre\nous Pay Period
m | Select an Action
Home - Unexcused "
Employee ID Name 1/ Department Title Code Rieeare Missed Punch
009901002 Anderson002, Nick | AZCSS 4722C v
009902002 Brickle002, Paula FJPPS 4919U v
009903002 Briggs0o2 Thomas  FOREC 5332C v
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CalTime

Supervisor of Non-Exempt Employee (Web):

Locate the correct date—
which in this example will
be Tue 7/22—and click
the Add a Row button.

CakTime

Tim Schedule | Reports
TIMECARD Person & Id Brickie002, Paula (009902002)
Time Period | I I | 712012014 - 8/0212014
S ) Fovrove | Commert= = | Py Recount || o= Summary || wefrech I CEEEE|
Add
Row Date Pay Code Amount In Transfer Out
& Sun 7/20 - Q
& Mon 7721 ~] 7:00AM Q | [330Pm
vtz | [ ] 7:30AM Q | [200em

= ed 7/ f Leave Taken 8.0 Q

Observe that there are
now two rows for Tue
7/22.

Training

CakTime

dule | Reports

Log Off | Change Pa:

TIMECARD

Person & Id Brickie002, Paula (009902002)

Time Period [T I | 712012014 - 810212014

[Select an Action[ V]

o Date Pay Code Amount in Transfer out No Meal ]
® Sun 7720 Q =

& MonTRl | [ ~ 7:00AM Q | [3:30em ol | 8o
&) ~ 7:30AM Q | [200em ol | so

® \ = Q =]

8.

Add the Pay Code, Sick
Leave Taken, to the

CalTime

imecard | Schedule | Reports
se CO n d rOW fo r Tue 7/22 . MECARD Person & Id Brickle002, Paula (009902002)
Time Period |[JENITNE R . 7/20/2014 - 8/02/2014

[Sove" ) Roprove™ || Comment= =" )l rimary Account” || Totals Summary |l Refrech [ R
Add
Row Date Pay Code Amount In Transfer Out
& Sun 7/20 I Q

® Mon7R21 | | 7:00aM Q | [3:30em
®) Tue 722 || 7:30AM Q | [2:00em

8 & [ Q

& Wed 7/23 Sick Leave Taken E I 3.0 Q

& Thu7/24 | |Bereavement.Sick Leave Taken 9:55AM Q | [3:30Pm
. ERIT-Empl. Reduction In Time

e Fri 7/25 FMLA-Sick 7:00AM q 3:30PM
- FMLA-Vacation

(%) Sat 7/26 Jury Duty Q

Leave without Pay
®) Sun 7/27 Medical Leave Paid - Academics Q
Military Leave Not Paid

& Mon7/28 | [Miltary Leave Paid

= Professional Development 7:00AM q 3:30PM
& Tue 7/29 Project Tracking .

5 s 7:01AM Q | [330em
& Wed 7/30 Union Business Leave

= Workers' Comp-Sick T:00AM Q| 33t
®) Thu731 | [Wierkers Comp-Vacation 6:58AM Q | [330em

e ——
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cal TI m e Supervisor of Non-Exempt Employees (Web):

9. Add the sick leave Training
CabTime
Amount.

Timecard | Schedule | Reports

"TIMECARD Person & Id Brickle002, Paula (009902002)

Time Period [T T I~ |
"Save" || Roprove [ "Comments [l "Primary Account [l Totals Summary [l Refrest [sete

R Date Pay Code Amount In

ow

& Sun 7/20 I

& Mon 7/21 I 9 7:00AM
& Tue722 | | 7:30AM
EA Tue7/22 | [sick Leave Taken

10. Click Save to store the
changes to the timecard.

Training
.

Time

Timecard | Schedule | Reports
"TIMECARD Person & Id Brickle002, Paula (00990200

Time Period |[JEMTEYSETRSETT]

10 i o Lo Do e | sime | s

ég:jv Date Pay Code Amount In

& Sun 7/20 I

[FA Mon7i21 | | 7:00AM

& Tue722 | | 7:30AM

=Y Tue 7722 | [Ssick Leave Taken 2.0

r ;
A message appears C T;H;Qe Log Off | Change Password |
stating that the
. Timecard | Schedule | Reports < Home

timeca rd h as bee n TIMECARD Person & Id Brickle002, Paula (009902002)
SaVed . \ Time Period 712012014 - 80212014

[S=ve | Roproven |l eomment==5" lf Primary Recount” || Totals Summary || Refrech [ ETEEIFETIN

Add

= Date Pay Code Amount In Transfer out No Meal o T°"b‘:w
. & L N 7 | Q [u]
A Shift total of 6.0 e e N 7:00aM Q | [3300m o so | eo
appears that sums the ® Tue 722 | [Sick Leave Taken IS mmra Q [m]
. ® ez [ ™ 7:30aM m 60 | 80
worked hours minus a R N vy — ) Q o 59
_mi 2] Thu 724 9:55AM Q | [330em o |55 |58
30 mln'u.te meal ® FiTs | [ < 7:00aM Q __33DPM &8s |88
deduction. ® O — | Q o
. ® sun727 & [u]
The Daily Total equals B — — N ERETREY
8.0 hourS, WhICh & Tue 7129 = 7:01AM Q | [3:30Pm ol |80 |80
. ® wed730 | [T 7] 7:00AM Q | [331Pm o |80 |80
InCIUdeS the 2.0 hours ® Thu 7131 6:58AM Q | [z30em m | &Y || &0
of Sick Leave Taken. ® et [ & 7:00AM Q | [3:20pm 0 |0 | B0
® L Q o
Total: 78.0
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Supervisor of Non-Exempt Employee (Web):
CalTime

11. Click Home to return CabTime Log om Jange Passwor
to access to the Genies [ w
. TIMECARD Person &1d Brickle002, Paula (009902002) 1 1

an d Reports, or CI |Ck Time Period 71202014 - 810272014

Log Off to end your

CalTime session. e R Nl —
o] Date Pay Code Amount In Transter out NoMeal|— o T,
® Sun 720 Q u]
® Mon 7721 7:00AM Q | [30em ol |80 |80
& Tue 722 | [Sick Leave Taken 20 Q ]
% Tue 7722 7:30AM Q | [200em ol |0 |80
® Wed 723 | [Sikleawetaren 1o | [s0 Q u] 8o
® Thu 7124 9:55AM Q | [3:30em ol |55 |ss
& B —r | Q O
® Sun 7127 Q ]
® Mon 7128 7:00aM Q| [330em o |80 |se
N Tue 7129 7:01AM Q | [3:30em m| || &0 || &0
& Wed 7730 7:00AM Q | [331Pm o |80 |80
® Thu 731 6:58AM Q| [3:30em m| || &0 || &0
® Fri 8t 7:00aM Q | [320em o |80 |80
& Sat 8102 Q u]

Total: 78.0
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