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EmpCenter Overview

Accessing EmpCenter

EmpCenter is an online time and attendance syste
easier and faster.

To access EmpCenter, click on Login to EmpCenter at http://mytime.oregonstate.edu/:

<
/ 030 Home | MyTime| Oregen ... % |

mytime.oregonstate.edu c

Library | Maps | Online Services e Make a Gift

Welcome to the MyTime website.

Login to EmpCenter

g mouble logging in Senter? W sources.
S

At the EmpCenter login page, login with your ONID username and password:

WorkForce Software EmpCenter

Oregon State University

ONID Username

Login to EmpCenter with
your ONID username

Password
and password.

powered by WWOrKFGi<a

Copyright & 1999 - 2017; WorkForce Software. All rights reserved. SOFTWARE

Supervisor Dashboard

The home screen in EmpCenter is called the Dashboard. The first time you log in you will see a
message with information on customizing the Dashboard. Click OK to access the Dashboard.

Welcome to the Customizable Home Page! X

i You can customize the links on this page using the icons
described below. These icons will appear when you hover
over a link.

Click on the % to move a link to your favorites. These will
appear on the top of the home page for easy access.

If you no longer need a link in your favorites you can click on
the % _ This will move the link back to its original category.

You can reorder links by dragging and dropping them to a
new location.

Fl

Note: you can find the same information about creating favorites in Appendix A.



http://mytime.oregonstate.edu/

From the Dashboard you can access timesheet approval, reports, time off requests, and delegation:

| Logged in as Beaver, Brice | Log Out

Emcenter M Home 9 Help -

Supervisor Dashboard

Time Ent zzz| Schedules
| poopions

Enter My Hours My Time Off P PV P &
Edit Employee Time Review Time Off Requests Y Beaver =
Sat02/04
Edit Time for Groups Assign Schedules P Employee has recorded fewer hours than expectad ...
Brody Beaver
Approve Timesheets Manage Group Schedules Fri 0217
P Employee has entered Work In/Out on their timesh... g
View Past Assignments Douglas Beaver
ﬂi’ Settings Sat02/04
P Employee has exceeded hours during the wesk allo...
Manage Delegations ¥'You have 2.5 overtime hours in this week. Please us... p
I Reporting Monica Beaver
Sat02/04
View Reports P Fmnlovee has recarded fewer hours than exnacred S
Employee's Time Off Requests
Details | Status | Date |
[ Viola Beaver (Dean- Unapproved 03/06/2017 - 03/10v2017

271000-C11951-00)

Timesheet Submissions

If an employee listed below no longer works for you, please contact
your business center.

Details | Status | Date |
[E Betsy Beaver Unsubmitt... 02/01/2017 - 02/28/2017 =~
(Grams/Contracts i
Technician-391520-
£30996-00)

m

[E] Brody Beaver (Hort Class-  Unsubmitt...  02/16/2017 - 03/15/2017
211200-C51392-50)

[E Douglas Beaver (Office Unsubmitt... 02/01/2017 - 02/28/2017
Specialist 2-231200- B
C30765-00)

[*% Emilio Beaver (Lab Unsubmitt..  02/16/2017 - 03/15/2017
Technician-251800-

C€27211-00)

o - i . P P

Main Navigation Links:
At the top of the Dashboard are several links; you will see these same links throughout EmpCenter:

1 Home: use this link to return to the Dashboard from anywhere in the system.
1 Help: use this link to open the online help documentation in a new window.
1 Log out: use this link to sign off of EmpCenter.

The supervisor dashboard includes options for re
access your own time entry. Please see the appropriate policy profile user guide for more information
on using the employee options.

Note: you can move the links around in each section or move a link to the favorites box; the view
seen here is the default setting for the supervisor dashboard.




Time Entry Links:

Note: if you do not see all the options, expand the list by clicking on the arrow at the bottom of the

section ((=)).

1 Enter My Hours: access your timesheet to enter hours, correct entries, and submit your timesheet to
your supervisor for approval.

1 Edit Employee Time: access youremploy e e s 6 t i me s breditthsir titney you willesee any
timesheet exceptions for your employees in the Exceptions box.

1 Edit Time for Groups: make edits to multiple employee timesheets at once.

TfTApprove Time Sheets: acc e dosappaolelfor mayngl procgssirggs¥ou t i me ¢
can also access the Approve Time Sheets page by clickihgonan e mp | oy e e 6 Bmesheav i n
Submissions box.

1 View Past Assignments: access your timesheets from previous jobs and/or previous pay periods.

Schedules Links:
1 Review Time Off Requests: access a list pending employee time off requests for your review; you
will also see all/l pending requests on the dashbc
1 My Time Off: access your time off and protected leave requests. You can submit your own
requests, track the status of requests, and view past requests.
1 Assign Schedules: assign schedule templates to your employees.
1 Manage Group Schedules: assign temporary schedules to multiple employees at once.

Reports Links:
1 View Reports: access reports for your timesheetand your empl oyeesd ti mesh

Settings Links:
1 Manage Delegations: assign another supervisort o appr ove your engndting ees o
off requests when you are out of the office.

Exceptions Box:

Thi s field |Iists any exception o thesetingsyoudhave delecied. e s 0
Clicking on an exception will open the timesheet for the employee in a new window. You can make

any needed edits and save your changes. For more information on changing the settings in the

Exceptions box, see Appendix D: Configure Home Page Exceptions. For more information about

editing timesheets, see the Edit Employee Time section.

Empl oyeeds Time Off Requests Box
This field lists any of youre mp| oyee6s pending time off requests
periods.

Timesheet Submissions Box:
This field lists unapproved timesheets for your employees for the current pay period. You can easily
check if the employee has submitted the timesheet and link directly to the Approve Timesheets page.




Timesheet Approvals

You can revi

ew your

empl oyeesd ti

mesheets at

timesheets at the end of the period. You will receive reminder emails from EmpCenter when

approvals are due.

Access your

empl oyeesd

t i val byxcliclkeang onsApprove Timesheets fromf o r

the Supervisor Dashboard or clicking on a name in the Timesheet Submissions box:

EmCenter £ Home

Enter My Hours

Edit Employee Time

Edit Time for Groups

Approve Timesheets

View Past Assignments

9 Help -

Supervisor Dashboard

| Logged in as Beaver, Brice | Log Out

Schedules

My Time Off
Review Time Off Requests
Assign Schedules

Manage Group Schedules

ﬂi’ Settings

p— v/"--~-ne|ggationsf-._ o) have 2W-- Mmage s L

PE PH PE &

Betsy Beaver -
Sat 02/04

P Employee has recorded fewer hours than expectad ...
Brody Beaver
Fri 02117

P Employee has entered Work In/Out on their timesh._..
Douglas Beaver
Sat 02/04

m

P Employee has exceeded hours during the week allo...

Timesheet Submissions

If an employee listed below uorks for you, please contact

your busingss er.
|status | pate

[12] Betsy Beaver Unsubmitt... 020172017 -
(Grants/Contracts
Technician-391520-
C309%6-00)

[E] Brody Beaver (Hort Class-  Unsubmitt.. | 02/16/2017 - 03/15/2017
211200-C51392-50)

@ Douglas Beaver (Office Unsubmitt... 02/01/2017 - 02/28/2017
Specialist 2-231200-
C30765-00)

@ Emilio Beaver (Lab Unsubmitt... 02M1&/2017 - 03/15/2017

Technician-251800-

Not e: i f

aptomms dsted undeeTinee Ertry, tlitken the arrow (=) to expand the list.

any



Approve Time Sheets Overview

E_mce“ter ‘ Home

Employees Active On A

[7] As of Current Period [

Assignments =]

4 Brice Beaver Employees (14)

9 Help -

n prove Timeshee

rice Beaver Employees

| Logged in as Beaver, Brice |

Log Out

H Save Approvals  “% Find Show: All Timesheets

-

F1 Approve Current Timesheet for Period Ending 02/28/2017

630643653

630657465

630704165

631382853

631660632

632877226

F2 Approve Current Timesheet for Period Ending 03/15/2017

Beaver,
Betsy

Beaver,
Stanley

Beaver,
Monica

Beaver,
Rosa

Beaver,
Douglas

Beaver,
Viola

Grants/Contracts
Technician-391520-
C30996-00
Academic Wage Appt
- Salaried-303000-
C25227-00
Cartographer Prgm
Specialist-475000-
C38399-00

Office Manager-
271000-C16244-00

Office Specialist
2-231200-C30765-00

Dean-271000-
C11951-00

Classified
Salary
Nonexempt

Unclassified
Exempt

Classified
Salary
MNonexempt
Unclassified
Nonexempt
Classified
Salary
Nonexempt
Unclassified
Exempt

1440 1440 0.0
40.0 40.0 0.0
10275 102.75 0.0
160.0 160.0 0.0
1225 120.0 25
160.0 160.0 0.0

0.0 No

0.0 Yes

0.0 No

0.0 Yes

0.0 No

submitted Approval
‘fes [] Approve &
Mo [] Approve
No [Japprove  [2]
Nao [ Approve 5]
No [lapprove  [al
No [] Approve

Employee~
D

430614042

431434261

730678780

731223791

Name

Beaver,
Rosa

Beaver,
Emilio
Beaver,
Brody

Beaver,
Hector

Assignment

Academic Wage Appt
- Hourly-215300-
C27157-00

Lab Technician-
251800-C27211-00
Hort Class-211200-
51392-50

Graduate Teaching
Assistant-321400-
C62153-5

Policy Profile

Unclassified
Hourly

Unclassified
Hourly

Students/Temps

Hourly

Grad Student

Total
Hours

0.0

15.0

45

20

Regular
Hours

or
Hours

0.0 00

15.0 0.0

45 00

0.0 00

Leave

Houre EXCEPtions  Submitted Approval
0.0 No No [] Approve
0.0 No Mo DAppmve
0.0 Yes No [] Approve
20 No No [] Approve

Note: you can click on any of the column headings (e.g., employee id, name, etc.) to sort the
employees by that column.

Employees Active On: the Approve Time Sheets page defaults to the current period and shows

employees with timesheets for the current period. To change the date, check the box next to As
of Current Period and select the date from the calendar.

Assignments: employees that are assigned to you. Typically this list will only include your

employees (notated by your name); if you have been delegated employees from another
supervisoros

you
Save Approvals: click to save changes made on the page. EmpCenter will warn you if you try to
move away from the page before saving changes.
Find: search for an employee by name, employee ID, supervisor ID, or assignment description.
Show: options are All Time Sheets (default) and Amended Time Sheets Only.

wi ||

see

t hat

Current Timesheet i separated by pay period end date i the order will change based on the

current date (e.g, on 3/11, the hourly timesheets will be listed first since the open salaried pay

period for that date ends on 3/31)

1. Salaried employee timesheets for 1%t to end of month.
2. Hourly employee timesheets for 16"-15t,
Note: if a timesheet from a previous pay period was amended, you will also see that listed. See
the Amending Timesheets section for more details.

A.
B.
supervisor
C.
D.
E.
F.
G. Employeed et ai | s:
H

controls leave types, pay codes, and time recording).

. Assignment details:t h e

t he

empl oyeebs
and termination date if terminated) and policy profile (determines how they use EmpCenter and

assi

B mypnbey gnd mames OS U

gnment

name

(i ncl udaeg |

0



I. Timesheet details:
- Total Hours: total hours for the month. This is calculated by adding Regular Hours, OT Hours,
and Leave Hours. See Appendix B for a complete list of pay codes included in each column.
- Regular Hours: regular hours for the month. This number includes all work performed at
straight rate including clock time, worked hours, and stand by pay.
- OT Hours: if the employee earned overtime during the month, the hours will be listed here.
This includes additional hours worked, comp time earned, and exchange time earned.
- Leave Hours: any leave taken by the employee during the pay period.
- Exceptions: No means there are no exceptions
there are exceptions. The column will also be color coded with the highest level exception
(white = informational, yellow = warning, red = error) on the timesheet. Red exceptions must
be corrected by you or the employee before payroll processing.
- Submitted: No means the employee has not submitted their timesheet, Yes indicates they
have submitted their timesheet. You can approve unsubmitted timesheets.
J. Approval details:
- Approval Check box: check the box to indicate
- History: click on the scroll (4f) to open a new window with the approval history of the
timesheet; this includes actions taken by the employee and the supervisor.
- Reject: click on the reject icon (|€]) to send the timesheet back to the employee for correction.

Approving Timesheets

1. After clicking Approve Timesheets on the dashboard, select the group of employees you would
like to review.

EI‘I'ICEI'ItEI‘ ‘- Home 9 Help -

Approve Timesheets

Employees Active On

[] As of Current Period F |

Assignments

Save Approvals | %83 Find Show: All Timesheets -

#+ Brice Beaver Employees (14)

+ Nelly Byter Employees (16)

Note: if you clicked on an employee in the Timesheet Submission box on the dashboard, the
appropriate assignments will already be listed (step 2).

2. You will see all of the employees for the assignment selected listed, separated by pay period end
date (salaried, end of month employees and hourly, mid-month employees):

| Legged in as Beawver, Brice |

Log Out

Approve Timesheets for Brice Beaver Employees 620

EmCenter

k=)l save Approvals | <% Find Show: All Timesheets -

Approve Current Timesheet for Period Ending 02/28/2017

Employees Active On

Assignments

# Brice Beaver Employees (14) Em
ployees Policy Total Regular oT Leave
MName Assignment Exceptions  Submitted Approval
+ Nelly Byter Employees (16) 1D Profile Hours Hours Hours Hours P P
Beaver, ?;’(a::]?éf;r_‘t"ads Classified
630643653 ' Salary 144.0 144.0 0.0 0.0 Yes Yes [ approve &F 2

Betsy 391520- Monaxempt
€30996-00 P

’\/\m

Approve Current Timesheet for Period Ending 03/15/2017
— LTS assignment ety prome XTSI L0 e —__rppea
Hours Hours -




3.Click on an e nveWwtbgréneshset:r ow t o

Click on the employee's
row to view the timesheet.

Office Manager-

631382853 Eea"'e" 271000- :”C'ass'f'et 00 160 No Yes
0sa C16244-00 onexemp
8 Office Specialist  Classified
f— E‘?’I";‘T" 2-231200- . 1225 120 "o 0.0 Yes N
2.3 - —__

The timesheet will open in a new window:
g '

@ Manager Time Entry: 631382853 = Beaver, Rosa = Office Manager = 271000 = (Unclassified Nonexempt) - Mozilla Firefox E‘Eﬂ

i) @ | https://osu-testworkforcehosting.com/workforce/TimeEntry.dotaction=loadScreenBwindowMode=oneEmployeeMode&securityMod

4 February 2017 b H Save H Save and Close _.|:i Close Timesheet More »  ListView - @ Submitted by Beaver, Rosa

Timesheet

WIS SN MM M TN N a2 e
Date Pay Code Hours Leave Case Comments ;
Wed 02/01 Select Pay Code B
Thu 0202 Select Pay Code
Fri 02/03 Select Pay Code
Sat 0204 Select Pay Code
0.00

I Exceptions " Leave Balances " Results ” Timesheet Comments ]

Filter exceptions by day [

Date Exception Message Severity -

No exceptions.

S

You can edit the timesheet from this screen if needed. The process is the same as changes
made when viewing the timesheet from the Edit Employee Time page or Enter My Hours.

4. If no changes were needed, select Close Time Sheet to close the window and return to the
Approve Time Sheet page:

i '
@ Manager Time Entry: 631382853 = Beaver, Rosa = Manager = 271000 = (Unclassified Nonexempt) - Mozilla Firefox E‘Eﬂ
i) @ | https://osu-testworkforcehosting.com/workforce Entry.do?action=lcad5creen&windowMode=oneEmployeeMode8isecurityMod

4 February 2017 b H Save H Save and Close _.|:i Close Timesheet More »  ListView - @ Submitted by Beaver, Rosa

Timesheet

F 5 5 M T -
=1
ar M Show All Weeks »




If changes were made, select Save and Close to save your changes and close the window to
return to the Approve Time Sheet page:

-
‘ Manager Time Entry: 631382853 = Beaver, Rosa :: Office

.
ager 3 271000 = (Unclassified Nonexempt) - Mozilla Firefox (50| st

s .
i) & https://osu-test.workforcehosting.com/w

imeEntry.do?action=loadScreen&windowMode=oneEmployeeMode&isecurityMod

4 February 2017 [ 3 H Save HSauea ECb&E Timesheet More ~  ListView - a Submitted by Beaver, Rosa

Timesheet

5. To approve the timesheet, check the box next to Approve in the Approval column:

eSS MT W T F TWTF S 5 M F S 5 M T
_.._HEIM__%& el | (2627 2| E Show All Weeks

Beaver, Office Manager- Unclassified

631382853

Note: only approve timesheets for hourly or salary, not both. Timesheets are due at different
times of the month for each group and you will receive separate reminders for each pay period.

6. Click Save Approvals to save your changes:

271000- 160.0 144.0 00 16.0 No Yes E ??pmve & &
C16244-00 MNonexempt
Approve timeshest

u Save Approvals | "% Find Show: All Timesheets - /4 You have made cha nges that must be saved to be effective.

Beaver, Unclassified C
631382853 " 271000- 160.0 144.0 0.0 16.0 No Yes [ Approve & [
C16244-00 Monexempt
Youol I receive confirmation that your changes
S —
k=) save Approvals | % Find Show: All Timesheets - /% Information saved.

Unclassified

Beaver,

631382853
MNonexempt

C16244-00

271000- 160.0 1440 00 160 No Yes Mapprove  of [@

Note: you can continue to review and approve timesheets before saving approvals; the system will
warn you if you try to move away from the page before saving your changes.

You have unsaved changes. Click OK to discard them.

Ok ] ’ Cancel

h



Rejecting Timesheets

| f there are problems with an employeeds ti meshe
the employee for changes. Please note, if there are hours on the timesheet the hours are still sent

to payroll during processing even if you reject the timesheet. You will need to follow up with the
employee to ensure corrections are made before the pay period closes.

1. After reviewing the timesheet, select Reject (&) from the Approve Timesheet page:

Beaver, Grants/Contracts Technician- Classified Salary
Betsy 391520-C30996-00 Nonexempt 1440 1440 0.0 00 ves [lacame E‘

2. The Reject Time Sheet window will open to allow you to send an email to the employee, yourself,
or the employeebds supervisor (i f you have been

630643653

Reject Timesheet x

Employee: Batsy Beaver
Time Period Ending: J2/28/2017

Notify: Batsy Beaver =

Email Subject |Y=:n_|r 02/28/2017 timesheet was rejected.

Email Message

Comments

Send Undo @ Close Wind

Notes:

- The employee must have an email in the system.

- The emalil is sent from the empcenter@oregonstate.edu email address and does not include
any identifying information about the timesheet/assignment/supervisor/person who sent the
email other than what is entered in the email message field.




3. Enter the message to the employee in the Email Message field, change the default subject if
needed, enter any notes for yourself in the Comments field, then click Send:

Reject Timesheet

employee in the

Employee: Betsy Beaver
Time Period Ending: (2/28/2017

Notify: Betsy Beaver

Enter information for the

Email Message

field so the employee knows
why their timesheet was

- rejected, what they need to do

Email Message |tlimeshest.
Brice

Comments |worked.

Errorindicating not enough hours

e

to correct the timesheet, and
Email Subject Iﬁ‘our 02/28/2017 timesheet was rejected] who is rejecting the timesheet.
Betsy, please correct the error on your
Any comments entered will only
show on the Approval History
screen - the employee does not
see the comments.

@.-;; close] When you are ready to send the
email, click Send.

Note: this message will only be in the email; the employee will not see the details in any other

location.

4. The Approval column will show

that the timesheet has been rejected:

Beaver, Grants/Contracts Technician-
630643653 Betsy 301520-C308596-00

. -
E'ass'ﬂec' Sta'aw 144.0 144.0 0.0 s ﬂnppm ) RraE =Y
onexemp Timesheet has been

Irejected_

5. To review your comments i or add additional comments 1 click on the yellow note icon (' ) in the

Approval column before saving

Attach Timesh

your changes:

eet Comment

Attach Timesheet Comment

Employee: Betsy Beaver

Time Period Ending: 02/28/2017

Error indicting not enough hours worked.

Comments:

Submit | Delete  Close Window

Note: the comments icon will disappear once you save your changes;

the Approval History screen by

clicking on the scroll icon (..f).

youodl |l see

t

h e



6. Save your changes:

k= save Approvals % Find Show: All Timesheeats - ', You have made changes that must be saved to be effective.

Approve “urrent Timesheet for Period Ending 02/28/2017

Employee « Total Regular oT Leave

D ame Assignment Policy Profile s s % s Exceptions Submitted Approval

Beaver, Grants/Contracts Technician-  Classified Salary

Betsy 391520-C30996-00 Nanexempt 1440 1440 00 00E= No Wrpproe o 312

630643653

Once the employee has fixed the errors on their timesheet, you can approve the timesheet using
the Approve Timesheet process outlined above.

Approval Deadlines
Salaried Employees

The pay period for salaried employees is the 1t of the month through the end of the month.
Employees submit timesheets by the end of the day on the 4" of the month after the end of the pay
period. Supervisors must approve timesheets by the end of the day on the 6™ of the month T or the
next business day if the 6™ is a holiday or weekend i after the end of the pay period.

Hourly Employees

The pay period for hourly employees is the 16"-15". Employees submit timesheets by the end of the
day on the 16" and supervisors must approve timesheets by the end of the day on the 17™, or the
next business day if the 17" is a weekend or holiday.

Sample Deadlines
The table below illustrates the submission and approval deadlines for the November pay period:

Pay Period November 15--November 30"
Employee Submission December 4t
1 *
Salaried Deadline
S gieyEee Supervisor Approval December 6t
Deadline
Payday November 30t
Pay Period October 16™-November 15%
Employee Submission November 16t
Deadline*
Hourly
SimgepEee Supervisor Approval November 17t
Deadline
Payday November 30t

*Supervisors can approve timesheets that have not been submitted. It is your responsibility to know
when your employees work.




Approval History

You can review all actions taken on a timesheet from the Approve Timesheet page.

Click on the History icon (<) in the Approval column:

Grants/Contracts

630643653 ng:er' Technician-391520- ;'gﬁi'f::’nsf'a” 144.0 1440 0.0 0.0 Yes No [appeave W
Y C30996-00 P
Beaver, Office Manager-271000- Unclassified -
631382853 " 1694400 P— 160.0 1440 00 16.0 No Yes Mapprove of

Note: if there has been no action taken on the timesheet, you will not see the History icon.

The history will open in a new window:

Approval History for Employee Betsy Beaver's Assignment (Grants/Contracts Technician-391520-C30996-00) x

Approval History for Employee Betsy Beaver's Assignment (Grants/Contracts
Technician-391520-C30996-00)

Action Level MName 1D Time
Beaver Mar 5,
Rejection O " B31888101 2017 12:25
Brice
pm
Beaver Mar 4,
Approval 1 " 630643653 2017 09:04
Eetsy am

E-Mail

Empcenter_testing@lists.oregonstate_edu

Subject: Your 02/28/2017 timesheet was
rejected.

Betsy, please correct the error on your
timesheet.
Brice

Comment

Error
indicating
not enough
hours
worked.

Close Window









































































































































































