CalTime. ror employees, viewing the time detail report

The purpose of this job aid is to provide instructions on how to:
e View the Time Detail report (report showing all the hours on your timesheet for any given period of time)

Viewing the Time Detail Report

1. Go to the Home screen Tralaing
<hown. CalTime

2. Depending on where you
are within the CalTime TIMECARD Porson & 14 Cross001, Katie (103905001) 1
application, you can click on Time Period | Current Pay Periad 3] 7062014 - 71872018

“Home" to get to the home
screen.

(Sove | vvrovs | commans 5| ey Accoun | Toros summary | et |

3. F th h lick s iy tog-Gfff Change Password | Help
. From the home screen, clic ‘]_'ime ———
on “My Reports”

My Information

=+ My Timecard

=+ My Reports

4. Select the Time Period from
the dropdown list for the

period you wish to view. 1
5. Then click the View Report | PTREryRCCount
bUtton AVAILABLE REPORTS 2

ML - v Previous Pay Period

Current Pay Period
Next Pay Period

REPORTS

Name: Cross001, Katie

Schedule
Time Detai

Previous Schedule Period
Current Schedule Period

Next Schedule Period
My Accrual Balances and Projections | b e

Today
Yesterday
Week to Date
Last Week
Specific Date
Range of Dates
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CalTime. ror employees, viewin

Viewing the Time Detail Report Continued...

the time detail report

6. The top portion of the report
; Time Period: Previous Pay Period Printed: 7/10/2014
shows the time entry and Dotes. 6/22/2014 - 71052014
any leave. It also shows
work rule transfers Name: Cross001, Katie ID: 009905001 Pay Rule: KB_NonEx_OTP 08 Day 30d 6
performed by your Primary Account(s): 5/22/2014 - forever_-/-/-/009915001/009905001/Training Set 001/-
supervisor. . J
Date Apply To inPunch 1 OutPunch OU (SAmt  NWEnt  Totaled Gum. Tol.  ppeenc
i Sun 6/22 0:00
7. The bottom portion of the Mon 6/23 8:00AM 430PM  CD 8:30 8:30
report shows the totals for Tue 6/24 8:00AM 4:30PM 8:00
: ; Tue 6/24 7:00PM 10:00PM 300  19:30
overtime, comp time, regular Wed 6/25 3:.00PM 11:30PM 800 2730
time and shift differential for {KB_NonEx_OTP 08 Eve 30d
: . Thu 6/26 8:00AM 4:30PM 800 3530
the period of time you Fri 6127 8:00AM 4:30PM 800  43:30
Sat 6/28 43:30
selected. S e
Mon 6/30 8:00AM 4:30PM 800  51:30
Tue 7/01 8:00AM 4:30PM 800  59:30
Wed 7/02 8:00AM 4:30PM 800  67:30
Thu 7/03 8:00AM 4:30PM 800 7530
Fri7io4 gr;?o&ndance 0:00 75:30
Sat 7/05 75:30
ffotais 0.00 000 7530  75:30
Ecomt Summary
count Pay Code Money Hours
/=1-1009915001/009905001/Training Set 001/-
Overtime Premium 3:30
Regular 72:00
Shift Diff Evening 8:00
7
Pay Code Summary
Pay Code Money Hours
Overtime Premium 3:30
Regular 72:00
Shift Diff Evening 8:00
Iroms 0.00 83:30
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