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EmpCenter Overview

Accessing EmpCenter
EmpCenter is Oregon State University’s online time and attendance system.

To access EmpCenter, click the Login to EmpCenter button at https://mytime.oregonstate.edu/:

% MyTime | Oregon State Universit X + b

s

< c 0 (ﬂ mytime.oregonstate.edu ¢

FAQ'S TRAINING CONTACT TIMESHEET DEI;

Welcome to the MyTime Website ¢
¢
. o

p

Login to EmpCenter :

Login directly to the WebClock.

B A g P p it g )

At the OSU Single Sign On (SSO) page, login with your ONID username and password then
authenticate with Duo Multi-Factor Authentication (MFA):

03U OsU Login x  + 03U OsuU Login x +
< c 0 (i login.oregonstate.edu... | ﬁ’) O a : <« CcC 0 (ﬂ login.oregonstat.. ©r & ‘k) o 2

USERNAME Duo Authentication Required
PASSWORD o e = Settings
University
Navira:-
O This is a public kiosk Enter your ONID

username and password

LOGIN , _
then authenticate with Duo |~~~
If you continue to encounter difficulty, please contact the BRI 0 H=1o00] EmpCenter_

If you are on a shared computer, please be sure to check the “This is a public kiosk” box to ensure
you are logged out properly when you leave EmpCenter.



https://mytime.oregonstate.edu/

Business Center Dashboard

The Dashboard you see is determined by your policy profile and role in EmpCenter. With the
Business Center role you will have three additional options on your Dashboard:

EmCenter & Home @ Help ~ | Logged in as Dinn, Fogg | Log Out
) Employee Dashboard 1620.1
® Time Entry Schedules Exceptions 3
My Timesheet My Time Off PV PM PH D
Go to Web Clack Tammy Adams |:|
5at 02/04 4
Edit Employee Time P Employee has recorded fewer hours than expected ... [}
Sat02/11
Wiew Past Assignments P Employee has recorded fewer hours than expected . []
5at02/18
P Employee has recorded fewer hours than expected ... []
5at02/25
I Reporting 3
P Employee has recorded fewer hours than expected .. []
View Reports 2 Martin Albertson
Sat 02/04
P Employee has recorded fewer hours than expected .. []
5at 0211 i

Reminder, the employee dashboard options you see will depend on your policy profile and may look
different from the example above. Please see the appropriate policy profile user guide for more
information on using the employee options.

If you are a supervisor, you already have the Edit Employee Time, Manager Reports, and Exceptions
box. When you access those links, you will see the information for your employees as well as all of
the business center employees and timesheet orgs.

Business Center Role Links:

1. Edit Employee Time: access business center employees’ timesheets to view or edit their time.

2. View Reports: access Manager Reports to audit business center employees’ timesheets.

3. Exceptions Box: This field lists any exception on employees’ timesheets based on the settings
have selected. 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 B: Configure Home Page Exceptions.
For more information about editing timesheets, see the Edit Employee Time section.

Note: Business Center access is granted with an approved Request for Access form. In the Human
Resources Information Systems section, select Timekeeper and in the Other field indicate the
business center and/or timesheet orgs that you need to access.



http://is.oregonstate.edu/administrative-computing-team/request-access-osu-systems

Reports

In the Business Center role, you have access to additional reports to help you audit employees’ time

and leave. See the Report Guide for more details about all of the reports available to you.

Viewing Reports

1. All reports are accessed by clicking on View Reports on the Dashboard under Reporting:

EI'I'ICEI'ItET ‘- Home 9 Help -

Employee Dashboard 1500

My Timesheet My Time Off

Goto Web Clock

Edit Employee Time

View Past Assignments

E Reporting

View Reports

Schedules

Reminder: your dashboard view is determined by your policy profile and role; it may look slightly

different from the example above.

2. On the Reports page, select the report, or report category then report, to view the report options:

EmCenter M Home @ Hep ~

Reports

[ All Reports ” Favorites ” Recently Viewed ” My Scheduled Reports ]

%32 Search
‘L': EmpCenter Administrator Reports |~ @ Accrual Reports
Q - ©J Data Collection Device Reports
wﬂ Reports About Me =N a Exception Reports
[Z] 14 Day Schedule @ Financial Reports

ﬂ Schedule Reports
Q Time Off Reports

-

Select the report to view the

options. Most reports are
grouped in folders; to view
those reports, first select the
folder, then the report.

m

1

Note: the Manager Reports folder contains reports about business center employees. The
Reports About Me folder contains reports for your timesheet only.



https://mytime.oregonstate.edu/empcenter-training/business-center

You can also search for a report using the search feature:

Enter any portion of a report name then click on the binoculars or Enter to search for reports that
meet the criteria entered:

Search x

Search names (Reports, Schedules) audit o

J' Reports (2) |[ My Scheduled Reg Enter any portion of a

Employee Time Sheet Audit report name t_hE” click
search (the binoculars) or

Time Sheet Audit for Date Range

Enter to see the reports.

To view the report options, select the report you would like to view from the list.

Note: the search results will include manager reports and reports for your timesheet (e.g.,
“‘Employee Time Sheet Audit” will only give you information about your timesheet).




3. Select the report options:

| Logged in as Dinn,

EI"I'ICEI'I‘l'.Ef M Home 9 Help ~

Reports

Fogg | Log Out

I All Reports H Favarites H Recently Viewed H My Scheduled Reports ]

¥ Search

ﬂ EmpCenter Administrator Reports = ﬂ Accrual Reports g {:J Amended Time Sheet Reports =
o L+ J Data Collection Device Reports ©»  { Time Sheet Audit Reports =
4 Reports About Me > {4 Exception Reports (= Hours Worked by Pay Code e
14 Day Schedule % 1 Financial Reports o 0SU Time Sheet Approval History =
& Schedule Reports = 0SU Time Sheet Detail Query =

@ Time Off Reports o Time Sheet Approval History =

o L Time Sheet Comments 'y

— - Gy

»

m

{Once you select the report,

the options are listed below. [ runNow [T schedule

Report: Unapproved Time Sheets

Report Parameters
The date will default to the current date. For
repaorts with Pay Period End Date as the

Pay Period End Date: @ 12/15/2016 &
_ criteria the date entered MUST be the end

& cayts 1 of a pay period or the report will be blank.
Assignment Group List: Filter Values Select All'| Deselect A
_Business Center - BEBC -

You must select an assignment

[T Timesheet Org 150040 Employees
[T Timesheet Org 134145 Employees

from the Assignment Group List.

[T Timesheet Org 200614 Employees
1 selected: Business Center - BEBC

Employee ID:

Employee Last Name:

a. Enter the date or use the calendar icon.
- For reports with Pay Period End Date as the criteria, the date must be the last day of a pay
period (e.g., 3/31/22 for salaried, 3/15/22 for hourly).
- For reports that allow date ranges as the criteria, you can enter the dates or select a range
for a period of time before or after the current date.
b. You must select an Assignment Group from the Assignment Group List.
- You will see the business center and all timesheet orgs within the business center listed.
- If you are a supervisor, you will also see your name and any supervisors that have delegate
their employees to you listed.
c. To view the report for only one employee, enter the employee’s id or last name.

Each report has different set of options; for any required option, the report will give an error
if you do not enter a selection. For options with multiple values, you can check the box next to the
values you want to add to the report or click Select All to add all values to a report.




4.

5.

Click Run Now to select the delivery options for the report:

Report: Unsubmitted Time Sheets - > Run Now [ Schedule
Pay Period End Date: C)] 12/15/2016 | 9 P
S day(s) 3| |before  |ae| run date g

Select the delivery option:

Run Report Mow x

Delivery Method: | View Now
@ PDF View Now o C8V @ HTML
Send in an Email

Cancel Run Now

Note: View Now will open the report on your computer using the output option selected, Send
Email will email the report to the email address(es) entered as an attachment in the file format
selected.

Select the output option then click Run Now:

Run Report Now x

Delivery Method: | View Now b
@ PDF i Excel o C5V
Cancel * Run Now

View Now options:
- PDF: opens the report as a PDF file. Use this format if you want to print the report.
- Excel: opens the report in Excel with the same formatting as HTML/PDF options.
- CSV: opens the report as a CSV file which can be formatted and manipulated.
- HTML: opens the report on a new tab/window within your web browser.

When you click Run Now, the report will open in the format selected.
Note: some report output options may be grayed out indicating the report is not available in that

output. If the option you would like is grayed out, run the report as HTML. You can then export it
in the format you would like. See the Exporting a Report section in the Report Guide.



http://mytime.oregonstate.edu/empcenter-training/business-center

Run Report Now

Delivery Method: | Send in an Email

To: fogg.dinni@oregonstate edu
Subject: Report
Body:

i Excel i sV
Cancel * Run Now

Note: you must enter at least one valid email address. Separate multiple addresses with a space,
comma, or semicolon. If the email address is entered incorrectly, you will not receive any

notification that the delivery failed.

Send in an Email options:
PDF: attaches the report as a PDF file. Use this format if you want to print the report.

Excel: attaches the report in Excel with the same formatting as PDF option.
CSV: attaches the report as a CSV file which can be formatted and manipulated.

You'll receive confirmation that the report will be sent to the email addresses entered:

Success X

Results will be emailed in the appropriate format to the specified
address(es).

OK




Scheduling Reports

You can schedule reports you use frequently to be emailed to you or others on a daily, weekly,
monthly, or yearly basis.

1. After choosing the report and entering the report options to use for the scheduled report, select
Schedule:

Report: Unapproved Time Sheets P> RunNow [*] Schedule
Report Parameters
Pay Period End Date: @ 12/15/2016 |4
@ 1 day(s) v pefore w rundate
Assignment Group List: Filter Values Select All | Deselect All
Business Center - BEBC -

[C] Timesheet O

] Timesheet O be the options used for the
— report once scheduled.

Employee I1D:

Employee Last Name:

For the date criteria, use the run date options instead of entering a pay period end date or date
range, unless you want the report to always run for the same date range or pay period.

Report Parameters

Pay Period End Date: © 12/15/2016 |4
@ |p dayl(s) v before | » rundate
dayis) l before
week(s) after
maonth(s)
year(s)

Report Parameters

Start Date: O 12/15/2016 |4 End Date: © 12/15/2016 | &4
@ g day(s) w before s rundate @ g dayis) » |pefore s run date
dayis) | before dayis) | before
week(s) after week(s) after
month(s) maonth(s)
year(s) year(s)




2. Enter the schedule options:

Create New Schedule x
To: foge.dinn@oregonstate.edu
Subject: Unapproved Timsheets - Hourly
Body: For the current pay period.
i@ PDF i Excel i CSV
Scheduling
Report Every |1 months at 08:15am » PST
Frequency )
an
© Once @ Day 16 of the month
@ Daily © |First M |Wednesday | of the month
(&) Weekly Starting On 12/16/2016 |#
@ Monthly Ending On « [¥]No end date
i Yearly

Report will next run on 12/16/2016 with the parameter(s): Pay Period End Date: 12/15/2016
Schedule Name

Report 5chadule Name Unapproved Time Sheets - Hourly

Cancel Create Schedule

a. Delivery
- Enter the email address(es) to send the report to; separate multiple emails with a space,
comma, or semicolon. There is no notification if the email delivery fails.
- Enter a subject and body (if needed) for the email.
- Select the output option. The report will be emailed in the file format selected.
b. Scheduling
- Select the report frequency:
o Once: one time run at a later date
o Dalily: run every X number of days
o Weekly: run every X number of weeks on a set day or days
o Monthly: run every X number of months on a set day
Yearly: run yearly on a set day
- Select the schedule date range
o Choose no end date to schedule the report indefinitely
- Check the “Retain this report schedule after end date” box if you would like to review the
report schedule options after it is no longer scheduled.
Note: you will see at the bottom of the scheduling section the date and parameters of the
next scheduled report.
c. Schedule Name — you can give the scheduled report a unique name if needed; the default is
the name of the report.

O




3. Select Create Schedule to save the report schedule with the criteria entered:

Create New Schedule x |

Wﬂegunﬂaﬁ.ﬂ/—-_

me Sheets - Hourly

/ | |t

Create Schedule

You'll receive confirmation the report schedule was successfully created:
Success x

The report schedule was successfully created and will appear under
the 'My Scheduled Reports' tab.

oK

The report will be emailed to the addresses entered on the day(s) and times selected.
4. You can review scheduled report options at any time under the My Scheduled Reports tab:

[ All Reports ” Favorites ” Recently Viewed

=¥ Search @ Refresh Data nclude inactive report schedules

Report Schedule Name ||upunnlum |Lutltun |Hmtllm | | |
Unapproved Time Sh..  Unapproved Time Sh...  02/16/2017 .. 03/16/2017 . b D

- The Refresh Data button will update the list including the last run and next run dates.

- To view scheduled reports that have ended, check the Include inactive report schedules box.

- Click on the blue arrow (I to preview the report (the report will run with the date criteria using
today’s date as the run date).

- Click on the red X (&) to delete the schedule.




Click on the report row to view the schedule options:

[ All Reports ” Fawvorites " Recently Viewed ” My Scheduled Reports ]

¥ Search @ Refresh Data [ Include inactive report schedules|
Report Schedule Name | Report Name Last Run | Next Run | | |
Unapproved Time Sheets - Hourly Unapproved Time Sheets 02/16/2017 0B:15am PST  03/16/2017 08:15amPST [
Report Schedule: Unapproved Time Sheets - Hourly P> Run Now (7] Save Schedule
Pay Period End Date: @ 03/08/2017 | Report Schedule Name Unapproved Time Sheets - Hourly
@ o dayls) VAL GG Scheduling
Report Every 1 months at 08:15 am | ™ PST
Assignment Group List Filter Values Select All | Desi | Frequency )
@ Day 16 of the month
Business Center - BEBC - © Once - I
— i ® |f s | Weekday s of the month
[Tl Timesheet Org 150040 Employees | _ © Daily At eekday
[C] Timesheet Org 154145 Employees © Weekly Starting On 12/16/2016 &
[T Timesheet Org 200600 Employees “ Manthly Ending On = [¥] No end date
[C] Timesheet Org 300614 Employees _ () Yearly
1 selected: .Business Center - BEBC Report will next run on 03/16/2017 with the parameter(s): Pay Period End Date:
03/16/2017
Employee ID: Delivery
Employee Last Name:
Taor fogg.dinn@oregonstate.edu
Language for Report Output: i v ]
BUas P P English Subject: Unapproved Timsheets - Hourly
Body: For the current pay period.
@ PDF () Excel 0 Csv

Note: if you make any changes to the schedule options, select Save Schedule to save the
changes.




Timesheet Auditing - Required Reports

Business Center auditing is the last step to ensure employee time is reported correctly before it is
exported to payroll. The following audits help you find issues that could affect employee pay before
payroll processing.

Error (Not Paid) Exceptions

Note: you will now see all exceptions on your dashboard. You can easily ensure that they are
corrected before the end of the pay period. For information about filtering the exceptions in the
Exceptions box, see Appendix B.

e Purpose
o Error (not paid) or red level exceptions indicate an issue with the time entered on the
employee’s timesheet. All red level exceptions must be corrected by the employee, the
supervisor, or the business center before timesheets are locked.

» If red level exceptions are not corrected before the payroll export (18" of the
month for hourly and 10" of the month for salaried), the business center is
responsible for completing the Amended Timesheet process to remove the red
level exception for manual pay.

e EmpCenter Report
o Time Sheet Exceptions or Time Sheet Exceptions Within Date Range
e Parameters
o Pay Period End Date (for Time Sheet Exceptions) or Start and End Date (for Time
Sheet Exceptions Within Date Range)
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing
o Exception Code — check the box next to the relevant exceptions or click Select All to
select all of the exceptions
o Lowest Severity to Report — Error (not paid)
e Frequency
o At least once per pay period, but can be run throughout the pay period to catch errors
early. Errors must be cleared before the timesheets are locked.
o Note: if scheduling this report to run automatically you cannot select all exception
codes, you must select only the red level exception codes.
e Results
o See the Exception Messages spreadsheet for appropriate resolution to the exception.

Bereavement

Reminder: This exception will show in the Exceptions box on the Dashboard.
e Purpose
o Determine if an employee entered over 32 hours of Bereavement on consecutive days.
e EmpCenter Report
o Time Sheet Exceptions or Time Sheet Exceptions Within Date Range
e Parameters
o Pay Period End Date (for Time Sheet Exceptions) or Start and End Date (for Time
Sheet Exceptions Within Date Range)
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing
o Exception Code — Bereavement Leave Tracking
o Lowest Severity to Report — Warning




e Frequency
o At least once per pay period, but can be run throughout the pay period to catch errors
early. Errors must be cleared before the timesheets are locked.
e Results
o Contact the supervisor or employee to determine if there was more than one qualifying
event. If not, change the time to another appropriate leave code.

Hours Below FTE Minimum

Reminder: This exception will show in the Exceptions box on the Dashboard.
e Purpose
o Locate classified salaried employees who have recorded fewer hours than expected for
the week. This warning must be addressed to prevent overpayments.
e EmpCenter Report
o Time Sheet Exceptions or Time Sheet Exceptions Within Date Range
e Parameters
o Pay Period End Date (for Time Sheet Exceptions) or Start and End Date (for Time
Sheet Exceptions Within Date Range)
o Assignment Group — Classified Exempt and Classified Nonexempt
o Exception Code — Hours FTE Below Minimum
o Lowest Severity to Report — Error (not paid)
e Frequency
o Atleast once per pay period, but can be run throughout the pay period to catch errors
early. Errors must be cleared before the timesheets are locked.
e Results
o Review the timesheet for missing punches and/or determine if LWOP or paid leave is
required.
Note: see Appendix D for more information about this exception.

Leave Without Pay

e Purpose
o Determine if DOC pay needs to be added for salaried on employees on unpaid leave for
the month to prevent overpayments.
e EmpCenter Report
o Hours Worked by Pay Code
e Parameters
o Start and End Date
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing
o Pay Code — LWOP and LWOP — Pre-Approved
e Frequency
o At least once per pay period, but can be run throughout the pay period.
e Results
o See the Estimated Timesheets section below for more information on determining if
DOC pay should be entered to prevent an overpayment.




Holiday Pay

e Purpose
o Ensure employee worked as expected to generate the holiday pay code on timesheet.
e EmpCenter Report
o OSU Time Sheet Detail Query
e Parameters
o Start and End Date
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing
o LD1andLD2-All
o Pay Code — Click Select All to see all pay codes on the report
e Frequency
o At least once per pay period with a holiday, but can be run throughout the pay period.
e Results
o Correct errors or add missing time if needed to generate Holiday Pay code. Zero out
holiday hours if employee did not meet requirements for holiday pay.

Unsubmitted Timesheets

e Purpose
o Locate employees that have not submitted their timesheet in EmpCenter.
e EmpCenter Report
o Unsubmitted Time Sheets or OSU Time Sheet Approval History
e Parameters — Unsubmitted Time Sheets
o Pay Period End Date
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing
e Parameters — OSU Time Sheet Approval History
o Start and End Date (last day of the pay period you are auditing for both for best results)
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing
e Frequency
o Once per pay period before the deadline. Salaried employees have until the 4" of the
month to submit; hourly employees have until the 16™ of the month to submit.
e Results
o Connect with the employee or supervisor to ensure the timesheet is submitted.

Unapproved Timesheets

e Purpose
o Locate supervisors that have not approved employee timesheets in EmpCenter.
e EmpCenter Report
o Unapproved Time Sheets or OSU Time Sheet Approval History
o Note: the OSU Time Sheet Approval History report provides more detail including
employee submission, hours worked, and supervisor name.
e Parameters — Unapproved Time Sheets
o Pay Period End Date
o Assignment Group — check the box next to the assignment(s) that are relevant to the
employees or pay period you are auditing




e Parameters — OSU Time Sheet Approval History
o Start and End Date (last day of the pay period you are auditing for both for best results)
o Assignment Group — check the box next to the assignment(s) that are relevant to the

employees or pay period you are auditing

e Frequency
o Once per pay period before the deadline. Supervisors have until the 6" of the month to

approve salaried timesheets and until the 17" to approve hourly timesheets.

e Results
o Connect with the supervisor to ensure the timesheet is approved.

Edit Employee Time
You can view and edit employees’ timesheets at any point in the pay period.

To access employee timesheets, select Edit Employee Time from the Dashboard:

EI'I'ICEI'ItET ‘ Home 9 Help -~

Employee Dashboard 1500

My Timesheet My Time Off

Go o Web Clock

Edit Employee Time

View Past Assignments

E Reporting

View Reports

Reminder: your dashboard view is determined by your policy profile and role; it may look slightly
different from the example above.




Manager Time Entry Overview

On the Manager Time Entry page you can view all of the business center’'s employees’ timesheets —
either the full list or by timesheet org.

EmCenter

Work Period

‘ 02/16/2017 - 03/15/2017
[Leading default period)

Assignments C

* .Business Center - ASBC (82)
# Aranda, Burma (832536088)

Ashworth, Rory (832623833)
Banana, Anna (532082764)
Bara, Cara (732713123)
Barajas, Cesar (631465752)
Barela, Michael (632262615)
Beaver, Emilio (431434251)
Beaver, Rosa (430614042)
Blair, Kendall (631651711)
Blue, Callie (632165030)

H Bocker, Emil (630699460)
Boo, Blano (631526467)
Bostic, Grisel (832478413)
Bozza, Brock (630636313)
Brand, Jacquelyn (431260217)
Brown, Murphy (632166342)
Byter, Melly (632305805)
Campbell, Laura {630707040)
Cardy, Toby (631451668)
Carreno, Joseph (832483512

‘ Home

4 Prev » Next QFind ¥ Sortw

=

n

9 Help -

b save -

Timesheet

Manager Time Entry: 532082764 :: Banana, Anna :: Temp Laboratory Technician 1 :: 251800 :: (Students/Temps Hourlyyezo.1

| Logged in as Pickles, Dill | Log Out

More ~ List View ~

T F 5§ 5 M TWTF S5 5 MTWTF S 5 MTWTF S 5 MTW
B (19 20 21|22 23|24 25| |26 27|28/ 1 |2 |3 | 4 5 6 7 B 0 1011 12 13 14 15

16 17 1z

Date Pay Code Hours Leave Case Clock Location
Thu 0216 Select Pay Code
Fri 0217 Select Pay Code
] Select Pay Code
Date Pay Code Hours Leave Case Clock Location
cun 0219 Select Pay Code
Mon 0220 Select Pay Code
Tue 0221 Select Pay Code
Exceptions ” Results H Schedule H Work Study H Timesheet Comments ” Sick Leave ]

Date

Feb 16, 2017 Show All Weeks
-
Comments Total —
0.00
Comments Total
0.00 -

Exception Message

Filter exceptions by day [

Severity -

A. Work Period: the pay period for the timesheet you are viewing. You can navigate to past or future
timesheets — up to one year from the current date — using the arrows or the calendar icon.
B. Minimize the left column by clicking on the double arrows.
C. Assignment Options:
- Prev: Move to the previous employee’s timesheet.
- Next: Move to the next employee’s timesheet.
- Find: Search for an employee. See details below on using the Find function.
- Sort: Change the way the employees are listed — by last name (default), first name, or
employee id.
D. Assignment Group: you must select an assignment group to view the employees within that

assignment.

- Click on an employee’s name to view their current period timesheet. The employee you are
viewing will be highlighted in the assignment group list.

E. Employee Timesheet: the header on the timesheet includes the employee id, name, job title,
timesheet org, and policy profile.




Changing Work Period
When you first access the Manager Time Entry screen, the date will default to the current day.

Work Period will display the

q  MondayFebruary 27, 2017 current date until you select an
employee's timesheet. When a
timesheet is selected, it displays
the pay period you are viewing.

[Loading default period)

Assignments

4 Prev ¥ Mext O,Find ¥ Sortw

¥ .Business Center - ASBC (B2)

When you select an employee’s timesheet to view, the date will default to the current open timesheet.
You can change the pay period using the arrows or the calendar icon:

Work Period

0 February 2017
[Loading default period)

January 2017 | February 2017 = » March 2017
Navigate to past or
future pay periods

using the arrows or
the calendar icon.

5 M T W T F 5 5 M T W T F 5 5 M T W T F 5
1 2 2 4 5 & 7 1 2 3 4 1 2 3 4
& 9 10 11 12 13 4|5 & F & 8% 10 11|53 6 7 & 9 10 N
15 16 17 18 19 20 21 (12 13 14 15 16 17 18 (12 13 14 15 16 17 18
22 23 2 25 26 27 28(19 20 21 22 23 2 25 (19 20 A 22 23 24 35
29 30 N 26 2T 28 26 27 28 29 30 AN

Default Period Today

Note: the Default Period button will open the current, open pay period; Today will open the pay period
that includes the current date. See Appendix E: Common EmpCenter Terms for more details about
pay period terminology.




Find Employees
You can search for employees within all assignments listed using the Find button under Assignments.
Search options are last name, first name, employee id, supervisor id, or assignment description. You

can use the asterisk (*) as a wildcard in any of the fields. To include inactive/terminated employees
or jobs uncheck the Exclude inactive employees box at the bottom of the search criteria window:

“¥ Find Employees x

Search Criteria =

Last Mame:
First Mame:
Employee |D:
Supervisor 1D:

Assignment Description:

Exclude inactive employees

Search Cancel
Search Results [+
“¥ Find Employees x
Search Criteria = _
Last Mame:
First Mame: b*|

Search

Search Results n

“% Find Employees x

Search Criteria

Search Results

Employee ID | First Name | Last Name | Supervisor ID | Assignment Description |
630643653 Betsy Beaver 631888101 Grants/Contracts Technician-391520-C309%6-00
730678780 Brody Beaver 631888101 Hort Class-211200-C51392-50

Note: the box can be resized by hovering your mouse near an edge, holding the mouse button down
and dragging to make the window larger or smaller.




Sort Options
You can sort the list of employees in the Assignment Group by Last Name, First Name, or Employee
ID. Select the option from the Sort drop down menu:
¥ sortw
@ Last Name
First Name

Employee ID

Editing Timesheets

The Business Center role gives you access to view and/or make changes to employees’ timesheets
within the business center. You will only make changes to the employee’s timesheet if an issue is
found during auditing or you are assisting an employee.

Please note EmpCenter will track all changes made on the timesheet, including the user id of the
person making the change. In addition, EmpCenter will send an email notification to the employee
and supervisor when a change is made and an informational exception will display on the timesheet.
It is best practice to enter time slice or timesheet comments when editing employees’ timesheets.

1. Select the assignment group you would like to review — you will see the business center and all
timesheet orgs within the business center listed:

Monday February 27, 2017
‘ [Loading default period) .

4 Prev » Mext O, Find ¥ So

¥ .Business Center - ASBC (B2)

2. Select the employee from the list to view their timesheet:

M Home 9 Help -

Manager Time Entry

Work Period

Monday February 27, 2017 at
‘ [Loading default period) .

4 Prev  » Next O Find % Sortw

» .Business Center - ASBC (B2)

= Aranda, Burrna (832536088)
Ashworth, Rory (832623833)
Banana, Anna (532082764)
Bara, Cara (732715123)
Barajas, Cesar (631465752)

Michael (63

:
\
l




Make any changes necessary to the timesheet — the function is the same as time entry using the
Enter My Hours process (see the appropriate employee user guide for more details):

| Logged in as Pickles, Dill | Log Out

E_I'I'Icenter # Home e Help =

Manager Time Entry: 532082764 :: Banana, Anna :: Temp Laboratory Technician 1 :: 251800 :: (Students/Temps Hourly)ie 201

Work Period ksave = More~  ListView ~
02/16/2017 - 03/15/2017
4 »

(Loading defautt period) il Timesheet

e e T F S S MT WT PSS MT W b6 2007 [7] show All Weeks
i £ P 4 L L r4 FL £ 3 & 2 o { £ Fa 3 4
4 Prev » Next G, Find ¥ Sortw ‘
Date Pay Code Hours. Leave Case Clock L i G Total —
w .Business Center - ASBC (82) o —— Select Pay Code |
& Aranda, Burma (832536088) b
Ashworth, Rory (832623833) Fri 0217 Select Pay Code -
Banana, Anna (532082764
{ ) ot 0218 Select Pay Code
Bara, Cara (732713123)
Barajas, Cesar (631465752) 1 L
Barela, Michael (632262615) T Date Pay Code Hours Leave Case Clock L i [ Total
Beaver, Emilio (431434267) Sun 0210 Select Pay Code
Beaver, Rosa (430614042)
- Select Pay Code
Blair, Kendall (631651711} Mon 02/20
Blue, Callie (632165030) Tus L2 Select Pay Code

[ Bocker, Emil (630699460)
Boo, Blano (631526467) 00 =
Bostic, Grisel (832478413)
Bozza, Brock (630636313)
Brand, Jacquelyn (431260217)
Brown, Murphy (632166342)
Byter, Nelly (632305805)
Campbell, Laura (630707040)
Cardy, Toby (631451668)
Carreno, Joseph (832483512)

J Exceptions H Results H Schedule H Work Study H Timesheet Comments H Sick Leave ]

Filter exceptions by day [

Date Exception Message Severity -

Save - More List View -

Timesheet

T F 8 S M T W T F 5§ S M T W T F 5§ § M T W T F S S M T W

. | g | = | 31 | o | 22 i — e © a2 ., 4. Feb17.2017 [¥] show all weeks

6 17 18 O 2|21 |22 23 24|25 | 26| 27|28 2|3 |4 5| 6 8 9 213 14|15

Date Pay Code Hours Leave C... Clock Lo... Comments Total
Tre D26 Select Pay Code

. Work In/Out 02:00 pmn student unable to access system - D. Pickles .00
Fri D217 :

0ul: 00 pn
Sat 02415 Select Pay Code
- - 0.00

— —

Make any edits to the
employee's timesheet as
needed. You can add rows, add
or change pay codes, change
hours, and add comments.

J Exceptions H Results " Schedule ]

Filter exception

Date Exception Message Severity

No exceptions.




3. Save your changes:

Hﬁn = More = List View -

You'll receive a warning if you try to navigate away from the page before saving your changes:

This page is asking you to confirm that you want to leave - data you have entered may not be saved.

I Leave Page I ’ Stay on Page

or

Y¥ou have unsaved changes. Click OK to discard them.

I OK I ’ Cancel

4. You'll receive confirmation that the data was saved and you’ll see the informational exception that
someone other than the employee saved the timesheet:

HSave ~ More List View -

M T W T F

| 21 22| 23 | 2

You'll receive confirmation that the
data was saved. You'll also see an
informational exception that the

timesheet was saved by someone
other than the employee.

J Exceptions r‘” Results ” Sched

Show All Weeks

Filter exceptions by day [

o R |

Thu 0246 - Wed 03115 Timesheet was saved by someone other than the employee. Info.

Note: the employee and their supervisor will receive an email notifying them that someone other
than the employee saved the timesheet.




Timesheet Comments

In addition to comments for the time slice, you can enter comments for the timesheet as a whole.
Timesheet comments are useful for tracking more details about changes made to an employee’s
timesheet. Furthermore, employees and supervisors can see the timesheet comments.

1. Click on the Timesheet Comments tab at the bottom of the timesheet:

HS-al.re ~ More List View -

Timesheet

W TFS5 5MTWTVFS S5MTWTFS 5 MTWTTFS 5 MT

2 34 678|910 2131415161718 W WA 2 BUB wHB T
Date Pay Code Hours Leave Case Comments
Wed D201 Select Pay Code
Thuw 02402 Select Pay Code
Fri 0203 Select Pay Code
Cat 0204 Select Pay Code

[ Exceptions ” Leave Balances H Results " Timesheet Comments ]

Comments

2. Enter comments, then save your changes:

Save T More * List View -

Timeshe

= AEnter comments then

click Save.
Sat 02004

[ Exceptions ” Leawve Balances " Results ” Timesheet Comments ]

Comments

Adding sick leave per employee. Jenny Beaver 7-9990

To review comments, simply click on the Timesheet Comments tab or run the Time Sheet Comments
report.




Amended Timesheets

After a timesheet has been processed, any changes must go through the amended timesheet
procedure. Timesheets should only be amended in EmpCenter to correct misreported time or leave
and to ensure Oregon Sick Leave is calculated correctly for students and temps.

Pay changes, updates for past pay periods, and leave balance changes (for classified and
unclassified employees) are still processed through Banner. However, EmpCenter is the system of
record for time so the timesheet must be updated to reflect the actual time worked. When an
amendment to the timesheet requires a change to the employee’s leave balances for classified and
unclassified employees, the business center will also need to update PEALEAV in Banner.

Amended timesheets can be initiated by the employee or the business center. If initiated by the
employee, you should receive a print out of the affected timesheet with the changes that need to be
made noted on the timesheet. Both the employee’s and the supervisor’s signatures should be on the
timesheet. This corrected timesheet should be kept as backup in case of an audit. If initiated by the
business center, corrections need to be documented in the Timesheet Comments section.

If an assignment that needs to be amended is terminated, contact the central EmpCenter helpdesk at
empcenter@oregonstate.edu for assistance.

Amending Timesheets in EmpCenter

1. Select Edit Employee Time to access the employee’s timesheet:

EmCenter

My Timesheet My Time Off

Employee Dashboard 1500

Go to Web Clock
Edit Employee Time

View Past Assignments

E Reporting

View Reports

Reminder: your dashboard view is determined by your policy profile and role; it may look slightly
different from the example above.
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2. Select the assignment group then the employee to view their timesheet:

EmCenter & Home

=

Thursday March 9, 2017
(Loading default period)

4

Assignments

b Mext Q Find ¥ Sortw

4 Prev

» .Business Center - HSBC (112)

» Timesheet Org 220000 Employees (10)

» Timesheet Org 222000 Employees (4)

» Timesheet Org 223000 Employees (16)

+» Timesheet Org 323214 Employe
Chichini, Penelope (63156131
Fitzgerald, Vaughn (630651
Furst, Yugo (630586267)
Holly, Vivian {630865166)
Rowland, Emma (832707246)
5cales, Alyssa (630762737)

» Timesheet Org 323314 Employees (0)

9 Help -

Manager Time Entry

~t Org 31 = (0)

E

™ 4

3. Change the Work Period to the pay period that needs to be amended:

Work Period

March 2017

Change the Work Period
to the pay period that
needs to be amended.

r w w

Timesheet Org 323214 Employees (6)
Chichini, Penelope (631561318)
Fitzgerald, Vaughn (630651627)

Furst, Yugo (630586267)
Holly, Vivian (630865166)

‘F—'—"‘-F.mma (832707248)

o

J37

E » Timesheet

| Logged in as Rice, Misty | Log Out

Manager Time Entry: 630586267 :: Furst, Yugo :: Extension Commueriity B
HSave * More~ List Wiew -
WTFS SMTWTFS SMTWTFS SMTWTFS SMTWTEF
1.2 34 5 6|7 8 9010711121314 15161718 |19 20 271 22 232435 26 27 2B 20 3031 War1. 2007
E
Date Pay Code Hours Leave Case Comme... —
c a
Wed 03701 Select Pay Codg
Thu 0302 Select Pay Code
Fri02/03 Select Pay Code
Car 03704 Select Pay Coce
0.00 E
Date Pay Code Hours Leave Case Comme...
Sum 03405 Select Pay Code

Note: you can use the arrows or the calendar icon to change the work period you are viewing.




4. Click on Amend to make changes:

Amend More~  ListView - |T"'5 timesheet was already processed. Press amend button to make changes.

5 S MTWTF 5 S MTWTFS 5§ MTWTTFS 5 MT
= 18 0 11011 12 13 12| 115 16117 18 |10 20 21| (22 23 |26 |25 2637 28 30|30 gy Jan3t.2017  [H s
o = u “ 3 = - o = - b | ¥ ' 3

rit s L £33 L8 3 A0 LF L0 (& a3

Pay Code Hours Leave Case Comments

Tue 31417 Select Pay Code
g
5 __.J-

- If you do not see the Amend button and the timesheet says “This timesheet was already

processed.” contact the central EmpCenter helpdesk at empcenter@oregonstate.edu for
assistance.

- If you do not see the Amend button and the timesheet says “Data is locked from changes.”
click on the Other Versions button to access the original timesheet that you can amend:

e ——

Mar Other Versions ist View - | Data is locked from changes |

Timesheet

i M T W T F 5 5 M T WT F 5 5 MTWT F 5 5 MTWTF 5 5 MT

Other Versions

Timesheet Versions

Employee Penelope Chichini {631561318)
Period 01/01/2017 - 01/31/2017

System-generated version
s Created On: 03/09/2017 02:38 pm

Version #1 !
& Created On: 01/27/2017 10:00 am _

¢ Paid with period ending: 01/31/2017

View This Version oY

Close

T . T Pl L S ) R ]
Wed 07; e

(EmpCenter auto-amends future closed timesheets when an amendment is saved, creating the

System-generated version you are viewing. Changing to Version #1 will allow you to amend
the timesheet.)
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5. Make the necessary edits to the employee’s timesheet then save your changes:

H‘ Save - |Mnre* Ol:her'ﬂ:rsml List View -
| Timesheet Make any changes

smrwrers smtwrrsneededthen Savethe fmr o0
amended timesheet.

Show All

12|34 567 B8 1001112131 303

Sun 01708 ﬁ Select Pay Code
L~ i

Sun 01115

| Exceptions ¥ || LeaveBalances || Resuits | Timesheet Comments |

Filter exceptions by day

Sun 0101 - Tue 01431 Timesheet for Yugo Furst has been amended. ‘Warning

Sun 0701 - Tue 01/31 Timesheet was saved by someone other than the employee. Info.

The employee and the supervisor will receive emails that the timesheet was amended and that
someone other than the employee saved the timesheet.




Viewing Amended Timesheets

Once a timesheet has been amended, you can view the original timesheet and any amended

versions in EmpCenter.

1. After selecting the employee and the appropriate pay period, click Other Versions:

HS-EWE - More  Other Versions = List View -

2. Select the version you would like to view:

Other Versions
Timesheet Versions
Employee Yugo Furst (630586267)
Perlod 01/01/2017 - 0143172017
Version #1

& Created On: 01/27/2017 10:00 am
& Paid with period ending: 01/31/2017

2

View This Version

Open version
* Created On: 03/09/2017 02:46 pm

lew This Version
Close
3. The version selected will display in the Manager Time Entry screen:
- S —

Ve T More~  Other Versions = List View -

il
QThi*: is a closed version. View the Amended Version

-h*--__
Timesheet |

o - === — =

2 3 45 21314 15 16 17 18 19 20 2 23 f 27 2B 29

Date Pay{:nde Hours Leave Case Comments
Sum 01001 Select Pay Code

Select Pay Code

S MTWTFS 5 MTWTTFS S§SMTWTFS 5MTWTFS 5§ MT
; 2 g . oy vy py [ e ) gy 3

2021 22 23 24 25 26 27 2B 29 30

7" v 7 AN

lan 9, 2017




Amended Timesheet Processing

Amended timesheets remain open and pending until the next payroll processing to close timesheets
for the pay period type (i.e., an hourly amended timesheet will close when payroll processes hourly
timesheets on the 18" of the month, salaried amended timesheets will close when processed on the
10" of the month).

Remember, amended timesheets do not update Banner. If additional pay is needed, the business
center must complete the manual pay process with business center payroll; any changes to leave for
classified and unclassified employees must be manually entered in Banner.

Since leave is not automatically adjusted in Banner with an amendment to the timesheet in
EmpCenter, leave balances could be over- or under- stated for the current pay period. If the
employee’s leave needs to be adjusted in EmpCenter prior to payroll processing contact the
EmpCenter helpdesk at empcenter@oregonstate.edu.

Termination Pay

For all employees, follow your normal Banner procedures for terminating employees. If the effective
date of the termination is prior to the current open pay period for the employee, the date of the
termination in EmpCenter will be the last day of the previous pay period. If the effective date is within
the current open pay period, the termination date in EmpCenter will be the same as Banner.

For termination pay that is processed before the end of the pay period, Central Payroll will ensure that
the hours for employees that have already received manual checks do not feed into Banner Time
Entry for the following month.

For an employee that is being terminated without their knowledge, you may need to use a paper
timesheet for the termination pay request — the supervisor can write in any additional time needed.
After the termination, the business center can then update the employee’s timesheet in EmpCenter to
reflect what was paid.

As a reminder, for the pay period the termination is processed, the employee and the supervisor will
still see the employee’s timesheet.

Estimated Timesheets

If an estimated timesheet is need for LWOP, it can be completed in EmpCenter in advance by the
employee or the supervisor — including submitting and approving the timesheet. If the employee does
not have computer access, a paper estimated timesheet can be submitted.

Business center staff will need to estimate the hours by Time Entry to manually enter DOC into
Banner. Central Payroll will keep track of the DOC entered each month and will review to ensure
DOC is not applied again in the following month.

Current Month Estimated Timesheet/LWOP

If a salaried employee uses LWOP during the current month, the business center may need to
calculate and enter DOC pay to avoid an overpayment.
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1. Run the Hours Worked by Pay Code report for the following Pay Codes to determine which
employees have LWOP and/or Leave of Absence:
a. LWOP and LWOP - Pre-Approved
o This shows employees that entered LWOP on their timesheet for the current month.
b. Leave of Absence
o This shows employees that have an approved protected leave case and the FMLA
Case Manager has entered Leave of Absence on their timesheet.
2. Review the reports to determine further action:
a. Hours Worked by Pay Code — LWOP/LWOP — Pre-Approved:

I. Assess the risk of overpayment — this may be based on the amount of LWOP already
entered or by contacting the employee and/or supervisor to determine if additional LWOP
will be used through the end of the month.

Note: If LWOP was recorded for 3 or more days, contact the employee and/or supervisor to
determine if it was due to a protected leave issue and if OHR FMLA should be notified.
b. Hours Worked by Pay Code — Leave of Absence:

i. Ensure that a leave pay code has been entered on the employee’s timesheet to account for
the Leave of Absence time. If no pay code has been entered, contact the employee and/or
supervisor to determine how the employee will be paid during their absence. If using
LWOP, assess the risk of overpayment.

Note: OHR FMLA will also review timesheets during the first week of the following month
(i.e., review April timesheets the first week of May) to ensure leave has been entered to
account for the Leave of Absence time.

3. If there is a risk of overpayment, estimate DOC pay for the current month.

Note: when LWOP is entered in EmpCenter, the conversion to DOC can be found on the Results
tab of the employee’s timesheet. If using a paper timesheet to enter, you must do the conversion
to ensure the correct amount of DOC is applied.

Additional steps outside of EmpCenter:

1. Enter the DOC pay in Banner during Time Entry.

2. The next month, reconcile DOC Pay to the actual timesheet.
3. Verify employee status and place on leave if needed.

See the Processing Estimated Timesheets and Advanced LWOP Notices guide on the Central HR
site for more information on these steps.

Unsubmitted/Unapproved Timesheets

EmpCenter will feed the information on the timesheet to Banner even if the timesheet has been not
been submitted by the employee or approved by the supervisor.

It is up to each individual business center how they will follow up with employees for unsubmitted
timesheets and supervisors for unapproved salaried timesheets to address the situation. One option
is to print the timesheet and have the employee and/or supervisor sign it as documentation.

For unapproved hourly timesheets, certification reports are sent directly to the supervisor through
DocusSign after the timesheets are closed in EmpCenter.

Please note the Amended Timesheet process is NOT to be used for these timesheets.




New Employees

Business centers should make every effort to ensure employees are set up in Banner prior to their
start. However, if an employee does not have access to EmpCenter on day one, they will need to
track their time manually then enter the time in EmpCenter once they have access.

In addition, employees will not be able to access EmpCenter until the day after they have activated
their ONID account.

For student employees that are set up after their hire date — especially if the hire date is in a prior pay
period — EmpCenter will automatically create a retro timesheet for the earlier pay periods. You need
to enter time from the paper timesheet on to the EmpCenter timesheet to ensure Oregon Sick Leave
is accrued correctly for the hours worked. For more information about retro timesheets, see Appendix
C: Oregon Sick Leave.

Hire Dates

Future dated job records are not sent to EmpCenter. However, Banner will allow you to enter a job
start date that is earlier than the employee hire date on the PEAEMPL screen. When this occurs, the
employee record is sent to EmpCenter as of the job start date but with the future employee hire date.

Because EmpCenter has a future employee hire date, even with a current job (or assignment) start
date, the employee will not be able to access the system until the hire date. This must be corrected
manually in EmpCenter once the record is set up; changing the hire date on the PEAEMPL screen
will not update the EmpCenter record. Contact the central EmpCenter helpdesk at
empcenter@oregonstate.edu for assistance.

To prevent this from occurring, check the hire date on the PEAEMPL screen when setting up a new
job to ensure the job start date is not before the current hire date.

Also, be cautious when changing the current hire date, especially if the employee already has an
active position or has been active. Changing the current hire date can have unexpected effects on
leave accruals and usage.

EmpCenter Load Notes

The employee and timesheet information in EmpCenter is populated from Banner with an overnight
load process. Changes entered in Banner will not reflect in EmpCenter until the next day. Because
of the complex variety of jobs and employees at the university and how the system works, there are a
few details to know about how the EmpCenter load works:

1. Secondary jobs that are placed on leave in Banner are NOT sent to EmpCenter. If you need to
place a job on leave in EmpCenter, it must be the primary job in Banner.

2. Employees with active hourly and salaried jobs in Banner will only have an hourly timesheet in
EmpCenter. As long as the hourly job is active, the salaried job will NOT be included in the load.

3. Changes to FLSA status or switching from hourly to salaried (or vice versa) with no change in job
title or termination will NOT be updated in EmpCenter. Contact the central EmpCenter helpdesk
at empcenter@oregonstate.edu for assistance in updating the employee timesheet.
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Appendix A: Pay Codes by Policy Profile

Note: pay codes are listed in alphabetical order; the order within EmpCenter is by most common first.

Classified Hourly

Pay Code Definition

Bereavement Paid leave taken for death in the immediate family. If entered directly on the timesheet,
comments are required. Limited to 4 days (hours based on FTE) per instance.

Call Back Pay Hours worked when called back after being released from duty.

Comp Leave taken from the Comp Time leave bank.

Confined Space Additional pay earned when working in a confined space as defined by the collective

Differential bargaining agreement.

Diving Differential

Additional pay earned when diving underwater as defined by the collective bargaining
agreement.

Essential Time

Hours required to work while the university was closed for essential employees. Must be
approved by the business center to be paid.

Exchange

Leave taken from the Exchange leave bank. (Exempt employees only.)

Furlough

Leave taken from the Furlough leave bank. Not a valid pay code after June 30, 2013.

Hardship Leave

Leave taken from the Hardship leave bank (donated leave). Must be used with an
approved protected leave case.

High Voltage Additional pay earned while working as a high voltage electrician as defined by the
Electrician collective bargaining agreement.

High Work Additional pay earned when working in an elevated location as defined by the collective
Differential bargaining agreement.

Holiday Paid time off for OSU observed holidays.

Holiday Normal Day
Off

Used when the observed holiday falls on your normal day off. Will automatically add
hours to your Comp Time leave bank.

Holiday Override

If the actual holiday (different from observed) falls on a regularly schedule work day,
holiday override is used to move the holiday hours from the observed holiday to the
actual holiday or for holiday normal day off.

Holiday Work Comp

Used to request Comp Time for any hours worked on an observed holiday.

Requested

Jury Duty Paid leave for Jury Duty as defined by the collective bargaining agreement. If entered
directly on the timesheet comments are required.

Meal Used to add meal to the timesheet if taken when less than 6 hours worked in the day.

Military Leave taken for Military time off as defined in the collective bargaining agreement. If
entered directly on the timesheet, comments are required.

On Call Pay Hours on call for work as defined by the collective bargaining agreement.

Overtime Comp Used to convert overtime hours earned in the week to Comp Time. (Non-exempt

Requested employees only.)

Personal Leave taken from the Personal leave bank.

Retirement Leave

Paid leave taken for Retirement planning. If entered directly on the timesheet, comments
are required.

Sick

Leave taken from the Sick leave bank.

Special Day

Leave that can be used the day before or after Christmas or before or after New Year’s
Day as defined in the collective bargaining agreement.

Steward Hours

Amount of hours spent on union steward duties. Does not add to time for the week.

Vacation

Leave taken from the Vacation leave bank.

Work In/Out

Actual in and out hours for the day. Used when clocking is not available. Entered as
actual hours (i.e., 8am, 5pm) not elapsed hours. Comments are required.




Classified Hourly

Supervisor/BC Roles

Supervisor/Business Center Only Pay Code — only displays on the Edit Employee Time page for the

Show-up
Compensation

Pay to employees who are scheduled to work, show up for work, and are released. Paid
the equivalent of two (2) hours at the appropriate rate as defined in the collective
bargaining agreement.

Stand By

Hours on standby for work as defined in the collective bargaining agreement.

Work Out of Class

Payments to employees for work in higher classifications.

Business Center Only Pay Code — only displays on the Edit Employee Time page for the Business Center Role

Comp Time Earned

Used to add Comp Time that was not calculated on the employee’s timesheet. Used
only for unusual situations where EmpCenter does not compute weekly Comp Time,
such as an employee with an hourly and salaried job. This will add to the work for the
week, so work time for the week must be reduced when using this pay code.

Exchange Time
Earned

Used only for Exempt employees, this pay code is used to add Exchange Time that was
not calculated on the employee’s timesheet. Used only for unusual situations where
EmpCenter does not compute weekly Exchange Time, such as an employee with an
hourly and salaried job. This will add to the work for the week, so work time for the week
must be reduced when using this pay code.

Overtime Earned

Used to add overtime to an employee’s timesheet. Necessary during the first month the
employee starts using EmpCenter if the first week crosses pay periods and the employee
earned overtime during the week or if the employee has an hourly and salaried job. This
will add to the work for the week, so work time for the week must be reduced when using
this pay code.




Classified Salaried Non-Exempt
Pay Code Definition
Bereavement Paid leave taken for death in the immediate family. If entered directly on the timesheet,
comments are required. Limited to 4 days (hours based on FTE) per instance.
Call Back Pay Hours worked when called back after being released from duty.
Comp Leave taken from the Comp Time leave bank.
Confined Space Additional pay earned when working in a confined space as defined by the collective
Differential bargaining agreement.

Diving Differential

Additional pay earned when diving underwater as defined by the collective bargaining
agreement.

Essential Time

Hours required to work while the university was closed for essential employees. Must be
approved by the business center to be paid.

Furlough

Leave taken from the Furlough leave bank. Not a valid pay code after June 30, 2013.

Hardship Leave

Leave taken from the Hardship leave bank (donated leave). Must be used with an
approved protected leave case.

High Voltage Additional pay earned while working as a high voltage electrician as defined by the
Electrician collective bargaining agreement.

High Work Additional pay earned when working in an elevated location as defined by the collective
Differential bargaining agreement.

Holiday Paid time off for OSU observed holidays.

Holiday Normal Day
Off

Used when the observed holiday falls on your normal day off. Will automatically add
hours to your Comp Time leave bank.

Holiday Override

If the actual holiday (different from observed) falls on a regularly schedule work day,
holiday override is used to move the holiday hours from the observed holiday to the
actual holiday or for holiday normal day off.

Holiday Work Comp

Used to request Comp Time for any hours worked on an observed holiday.

Requested

Jury Duty Paid leave for Jury Duty as defined by the collective bargaining agreement. If entered
directly on the timesheet comments are required.

LWOP Leave Without Pay. Used when all available leave has been exhausted.

Meal Used to add meal to the timesheet if taken when less than 6 hours worked in the day.

Military Leave taken for Military time off as defined in the collective bargaining agreement. If
entered directly on the timesheet, comments are required.

On Call Pay Hours on call for work as defined by the collective bargaining agreement.

Overtime Comp Used to convert overtime hours earned in the week to Comp Time.

Requested

Personal Leave taken from the Personal leave bank.

Retirement Leave

Paid leave taken for Retirement planning. If entered directly on the timesheet, comments
are required.

Sick

Leave taken from the Sick leave bank.

Special Day

Leave that can be used the day before or after Christmas or before or after New Year’s
Day as defined in the collective bargaining agreement.

Steward Hours

Amount of hours spent on union steward duties. Does not add to time for the week.

Vacation

Leave taken from the Vacation leave bank.

Work In/Out

Actual in and out hours for the day. Used when clocking is not available. Entered as
actual hours (i.e., 8am, 5pm) not elapsed hours. Comments are required.

Supervisor/Business
Supervisor/BC Roles

Center Only Pay Code — only displays on the Edit Employee Time page for the

Show-up
Compensation

Pay to employees who are scheduled to work, show up for work, and are released. Paid
the equivalent of two (2) hours at the appropriate rate as defined in the collective
bargaining agreement.

Stand By

Hours on standby for work as defined in the collective bargaining agreement.




Classified Salaried Non-Exempt

Business Center Only Pay Code — only displays on the Edit Employee Time page for the Business Center Role

Comp Time Earned

Used to add Comp Time that was not calculated on the employee’s timesheet. Used
only for unusual situations where EmpCenter does not compute weekly Comp Time,
such as an employee with an hourly and salaried job. This will add to the work for the
week, so work time for the week must be reduced when using this pay code.

Overtime Earned

Used to add overtime to an employee’s timesheet — necessary during the first month the

employee starts using EmpCenter if the first week crosses pay periods and the employee
earned overtime during the week or if the employee has an hourly and salaried job. This
will add to the work for the week, so work time for the week must be reduced when using
this pay code.

Classified Salaried Exempt

Pay Code Definition

Bereavement Paid leave taken for death in the immediate family. If entered directly on the timesheet,
comments are required. Limited to 4 days (hours based on FTE) per instance.

Call Back Pay Hours worked when called back after being released from duty.

Comp Leave taken from the Comp Time leave bank.

Essential Time

Hours worked while the university was closed for essential employees. Must be
approved by the business center to be paid.

Exchange

Leave taken from the Exchange Time leave bank.

Furlough

Leave taken from the Furlough leave bank. Not a valid pay code after June 30, 2013.

Hardship Leave

Leave taken from the Hardship leave bank (donated leave). Must be used with an
approved protected leave case.

Holiday

Paid time off for OSU observed holidays.

Holiday Normal Day
off

Used when the observed holiday falls on your normal day off. Will automatically add
hours to your Comp Time leave bank.

Holiday Override

If the actual holiday (different from observed) falls on a regularly schedule work day,
holiday override is used to move the holiday hours from the observed holiday to the
actual holiday or for holiday normal day off.

Holiday Work Comp

Used to request Comp Time for any hours worked on an observed holiday.

Requested

Jury Duty Paid leave used for Jury Duty as defined by the collective bargaining agreement. If
entered directly on the timesheet comments are required.

LWOP Leave Without Pay. Used when all available leave has been exhausted.

Military Leave taken for Military time off as defined in the collective bargaining agreement. If
entered directly on the timesheet, comments are required.

On Call Pay Hours on call for work as defined by the collective bargaining agreement.

Personal Leave taken from the Personal leave bank.

Regular Hours

Used to record worked hours for the day.

Retirement Leave

Paid leave taken for Retirement planning. If entered directly on the timesheet, comments
are required.

Sick

Leave taken from the Sick leave bank.

Special Day

Leave that can be used the day before or after Christmas or before or after New Year’s
Day as defined in the collective bargaining agreement.

Steward Hours

Amount of hours spent on union steward duties. Does not add to time for the week.

Vacation

Leave taken from the Vacation leave bank.




Classified Salaried Exempt

Supervisor/Business Center Only Pay Code — only displays on the Edit Employee Time page for the

Supervisor/BC Roles

Show-up
Compensation

Pay to employees who are scheduled to work, show up for work, and are released. Paid
the equivalent of two (2) hours at the appropriate rate as defined in the collective
bargaining agreement.

Stand By

Hours on standby for work as defined in the collective bargaining agreement.

Business Center Only Pay Code — only displays on the Edit Employee Time page for the Business Center Role

Exchange Time
Earned

Used to add Exchange Time that was not calculated on the employee’s timesheet. Used
only for unusual situations where EmpCenter does not compute weekly Exchange Time,
such as an employee with an hourly and salaried job. This will add to the work for the
week, so work time for the week must be reduced when using this pay code.

Grad Students

Pay Code

Definition

Grad Sick Leave

Leave taken from the Grad Sick leave bank. Must be used in whole hour increments.

Oregon Sick Leave

Leave taken from the Oregon Sick leave bank. Must be used in whole hour increments.

Sub Hours Worked

Hours worked covering a class for another grad student. Comments are required and
must name of the person subbing for and the index to charge.

Business Center Only Pay Code — only displays on the Edit Employee Time page for the Business Center Role

Grad Sick Leave
Adj Increase

Used to add sick leave to the Grad Sick bank. Should be used if the FTE increases.

Sub Hours Adj

Used to adjust the Sub Hours worked bank. A positive number adds to the bank, a
negative number deducts from the bank.

Students/Temps Hourly

Pay Code

Definition

Grad Sick Leave

Leave taken from the Grad Sick leave bank. Must be used in whole hour increments.

Oregon Sick Leave

Leave taken from the Oregon Sick leave bank. Must be used in whole hour increments.

Work In/Out

Actual in and out hours for the day. Used when clocking is not available. Entered as
actual hours (i.e., 8am, 5pm) not elapsed hours. Comments are required.

Business Center Only

Pay Code — only displays on the Edit Employee Time page for the Business Center Role

Grad Sick Leave
Adj Increase

Used to add sick leave to the Grad Sick bank. Should be used on the grad timesheet if
possible and only used if the FTE increases.

Overtime Earned

Used to add overtime to an employee’s timesheet — necessary during the first month the

employee starts using EmpCenter if the first week crosses pay periods and the employee
earned overtime during the week or if the employee has an hourly and salaried job. This
will add to the work for the week, so work time for the week must be reduced when using
this pay code.

Oregon Sick Leave
Adjust

Used to adjust the Oregon Sick leave bank if the hours were not entered in EmpCenter to
accrue correctly. A positive number adds to the bank, a negative number deducts from
the bank.




Unclassified Hourly

Pay Code Definition
Comp Leave taken from the Comp Time leave bank.
Holiday Paid time off for OSU observed holidays.

Holiday Normal Day
Off

Used when the observed holiday falls on your normal day off. Will automatically add
hours to your Comp Time leave bank.

Holiday Override

If the actual holiday (different from observed) falls on a regularly schedule work day,
holiday override is used to move the holiday hours from the observed holiday to the
actual holiday or with holiday normal day off.

Holiday Work Comp

Used to record work time for any hours worked on an observed holiday. Hours will be

Time Earned converted to Comp Time.
Holiday Work Pay Hours worked on a holiday to be paid as additional work time.
Jury Duty Paid leave used for Jury Duty as defined by the collective bargaining agreement. If

entered directly on the timesheet comments are required.

Overtime Comp

Used to convert overtime hours earned in the week to Comp Time.

Requested

Parental Leave Leave taken from the Parental leave bank.

Sick Leave taken from the Sick leave bank.

Special Day Leave that can be used the day before Christmas. Formerly Governor’s Day.
Vacation Leave taken from the Vacation leave bank.

Worked Hours

Enter hours worked for the day.

Unclassified Non-Exempt

Pay Code

Definition

Additional Hours
Worked

Hours over your regularly scheduled hours worked in a day. Hours default to be paid as
overtime.

Comp

Leave taken from the Comp Time leave bank.

Holiday

Paid time off for OSU observed holidays.

Holiday Normal Day
off

Used when the observed holiday falls on your normal day off. Will automatically add
hours to your Comp Time leave bank.

Holiday Override

If the actual holiday (different from observed) falls on a regularly schedule work day,
holiday override is used to move the holiday hours from the observed holiday to the
actual holiday or with holiday normal day off.

Holiday Work Comp

Used to record work time for any hours worked on an observed holiday. Hours will be

Time Earned converted to Comp Time.

Holiday Work Pay Hours worked on a holiday to be paid as additional work time.

Jury Duty Paid leave used for Jury Duty as defined by the collective bargaining agreement. If
entered directly on the timesheet comments are required.

LWOP Leave Without Pay. Used when all available leave has been exhausted.

Overtime Comp Used to convert overtime hours earned in the week to Comp Time.

Requested

Parental Leave Leave taken from the Parental leave bank.

Sick Leave taken from the Sick leave bank.

Special Day Leave that can be used the day before Christmas. Formerly Governor’s Day.

Vacation Leave taken from the Vacation leave bank.




Unclassified Exempt

Pay Code Definition
Comp Leave taken from the Comp Time leave bank.
Holiday Paid time off for OSU observed holidays.

Holiday Normal Day
Off

Used when the observed holiday falls on your normal day off. Will automatically add
hours to your Comp Time leave bank.

Holiday Override

If the actual holiday (different from observed) falls on a regularly schedule work day,
holiday override is used to move the holiday hours from the observed holiday to the
actual holiday or with holiday normal day off.

Holiday Work Comp
Earned

Used to record work time for any hours worked on an observed holiday. Hours will be
converted to Comp Time.

Holiday Work Pay

Hours worked on a holiday to be paid as additional work time.

Jury Duty Paid leave used for Jury Duty as defined by the collective bargaining agreement. If
entered directly on the timesheet comments are required.
LWOP Leave Without Pay. Used when all available leave has been exhausted.

Parental Leave

Leave taken from the Parental leave bank.

Sick

Leave taken from the Sick leave bank.

Special Day

Leave that can be used the day before Christmas. Formerly Governor’s Day.

Vacation

Leave taken from the Vacation leave bank.

Business Center Only Pay Code — only displays on the Edit Employee Time page for the Business Center Role

Additional Hours
Worked

Used in rare instances to record additional hours worked by an exempt employee.

In addition, all classified and unclassified leave eligible policy profiles have additional “-Pre-Approved”
leave pay code versions (e.g., Vacation — Pre-Approved, Jury Duty — Pre-Approved) that display on
the timesheet when the Time Off Request process is used to request the leave.




Appendix B: Configure Home Page Exceptions

PV PHl PE B

Cooper Anthony -
Sat 02/04 L4

P Employee has recorded fewer hours than expected _.
Sat 02/11

P Employee has recorded fewer hours than expected _.
Sat02/18

P Employee has recorded fewer hours than expected _.
Sat 0225

P Employee has recorded fewer hours than expected ...

O O O O

James Barnes
Sat 02/04

P Employee has recorded fewer hours than expected ... [
Sar 0211

The Exceptions box on the Dashboard shows all exceptions on the timesheet for the current open
pay periods for all of the employees in the business center. You can limit what you see in the box by
using the filters at the top right:

Py Pw ¥

You can limit the exceptions you see in the box by
checking/unchecking the boxes or changing the settings.

The check boxes next to the colored pins will display (if checked) or exclude (if unchecked) all
exceptions for that level of exception:
- Red pin (error level) exceptions must be corrected before the end of the pay period by the
employee, supervisor, or business center.
- Yellow pin (warning level) exceptions may or may not need to be corrected.
- White pin (informational level) exceptions are informational only and do not need to be
corrected.

For a complete list of exceptions — including severity level — see the Exceptions listing for Exceptions
Report.



http://mytime.oregonstate.edu/empcenter-training/business-center
http://mytime.oregonstate.edu/empcenter-training/business-center

The Gear Icon opens the settings window where you can select the assignments and exceptions that
display. You can also choose to include the assignment descriptions to show next to the employee

name and to sort by date or by assignment.

Configure Home Page Exceptions

User Preferences
[[] Show assignment descriptions

SOrt by: | Assignment | W

Exceptions
Select All 118 selected

ACT Leave LOA Mismatch (OSU_LOA_LEAVE_
MISMATCH_E) L4
ACT Leave LOA Mismatch (OSU_LOA_LEAVE_
MISMATCH_S)

Amended Time Sheet

Assignment On Leave - Informational
Assignment On Leave - Prevent Entry

Bank is Exhausted

Bereavernant Leave Tracking

Call Back Pay (PCBE) Maximum -

Save

Assignment Groups

Select All 74 selected

AABC - Classified Exempt

AABC - Classified Hourly

AABC - Classified Nonexempt
AABC - Students/Temps Hourly
AABC - Unclassified Exempt
Business Center - AABC
Timesheet Org 018351 Employees
Timesheet Org 018853 Employees
Timesheet Org 160050 Employees
Timesheet Org 160240 Employees -

m

Cancel

Click Save to save your changes and update the Exceptions box:

Feb 4, 2017
James Barnes - Custodian-160400-C31095-00

Rowan Boat - Office Specialist 1-160400-C33023-00

Pearl Jam - Analyst Programmer-160400-C20035-00

Feb 11, 2017
James Barnes - Custodian-160400-C31095-00

Rowan Boat - Office Specialist 1-160400-C33023-00

PV PO 200 &

P Employee has recorded fewer hours than expected .. [
P Employee has recorded fewer hours than expected .. [ in
P Employee has recorded fewer hours than expected .. [

Blind Justice - Custodial Services Coordinator-160400-C31088-00
P Employee has recorded fewer hours than expected .. [7]

P Employee has recorded fewer hours than expected .. [7]

-

m

-

Note: clicking on the exception will open the employee timesheet in a new window. You can make
any changes needed to update the timesheet and clear the exception. See the Edit Employee Time
section for more information about editing an employee timesheet. If the Exception is
acknowledgeable, checking the box next to the exception will acknowledge it.




Appendix C: Oregon Sick Leave

Oregon Sick Leave for Student and Temp employees is only calculated in EmpCenter. Work hours
reported with a paper timesheet and not captured in EmpCenter are not counted towards the
employee’s sick leave accrual. You need to ensure the Oregon Sick Leave balance is correct by
amending the timesheet in EmpCenter to include hours reported on paper timesheets. This will allow
EmpCenter to correctly calculate the employee’s sick leave accrual.

For information about amending a timesheet, see the Amending Timesheets section.

For student jobs that are processed in Banner with a hire date in a closed pay period, EmpCenter will
automatically create retro timesheets for the closed pay periods. You will see the timesheet(s) in
EmpCenter as soon as the assignment loads:

_ Manager Time Entry: 832112872 :: Anmiles, Miles :: BPHS Res Asst-OccupHIth :: 321400 :: (Students/Temps Hourly)
b save = Morev  Listview - C:j?'-"'_stir"es’ee: was created retroactively. The manager must approve it for |:|'ccez*:_i|®

J’ Timesheet |

M T W T F § 5§ M T W T F 58 5§ M T W T F 5§ § M T W T F 58 § M T W
e ey ey | ey ey e — : —— - S .. Jan22.27 [ showAll

Date Pay Code Hours Leave C... Clock Location Comments Total

Sun 01422 Select Pay Code

Mon 01723 Select Pay Code

TuenLad Select Pay Code

Select Ba

In the above example, the job started on 1/22/17 but didn’t come in to EmpCenter until 3/1/17 — after
the 1/16/17-2/15/17 pay period was closed. EmpCenter automatically creates retro timesheets for
any closed pay periods based on the job start date.

You can enter the hours worked on the retro timesheet in EmpCenter to ensure the Oregon Sick
Leave accrual is correct. Pay will still need to go through the manual pay process in Banner; this
procedure only corrects the Oregon Sick Leave accrual.

Multiple Retro Timesheets

If more than one retro timesheet is created, you MUST edit the most recent pay period first, then the
older pay period(s). If you start with the oldest pay period first, later retro timesheets will be locked
from editing until after the current pay period is closed and processed in EmpCenter.

For example, an assignment comes in to EmpCenter during the 3/16/17-4/15/17 pay period with a
1/16/17 job start date. EmpCenter will automatically create retro timesheets for the 1/16/17-2/15/17
and 2/16/17-3/15/17 pay periods. You must edit the 2/16/17-3/15/17 timesheet FIRST to ensure you
do not get locked out of the timesheet.




Job Start Date Changes

If the job is in already EmpCenter and then it is discovered that the job start date was earlier than
originally thought, after the date is changed in Banner you must contact the central EmpCenter
helpdesk at empcenter@oregonstate.edu with the following information for assistance:

1. Employee name and OSU ID

2. Position and suffix — from NBAJOBs or PYIVERI

3. Current hire date — from PEAEMPL or PYIVERI (verify that the current hire date is the same as or
prior to the job start date)

4. Job start date — from NBAJOBs or PYIVERI

Manually Updating Oregon Sick Leave
If amending or retro timesheet creation are not options for the employee timesheet, you can manually
adjust the employee’s Oregon Sick Leave accrual.

On the current timesheet, select Oregon Sick Leave Adjust from the Pay Code drop down list (1) and
enter the number of hours to add to the balance in the Hours column (2) then click Save (3):

“ Manager Time Entry: 830645030 :: Mallow, Marsha :: Comm & Qutreach :: 191000 :: (Students/Temps Hourly

H Save - More ~ List View -

]’ Timesheet |

T F 5 5 M T W T F §8 5 M T W T F 5 5 M T W T F 5§ 5 M T W

Feb 16, 2017

16 B 9 20 X 2223 2 25 20 27 28 2 | 3 - = G d g 0 2 13 -

Date Pay Code Hours Leave C... Clock Loc... Com... Total

- Oregon Sick Leave Adjust 200 e 0.00

Fri 217 Select Pay Code

Sat D21E Select Pay Code

Note: Oregon Sick Leave Adjust can add or subtract from the balance. A positive number adds to the
balance, a negative number will subtract from the balance. The balance will be available as of the
date entered on the timesheet.

Manually Calculating Oregon Sick Leave

One hour of Oregon Sick Leave is accrued for every 30 hours worked. To simplify the process and
ensure the employee is not shorted any leave, you will round up the sick leave accrued.

For example, an employee worked 17 hours reported on a paper timesheet and does not have a
timesheet in EmpCenter to amend. You will add 1 hours of sick leave to their Oregon sick leave bank
in EmpCenter

If an employee reports working 32 hours outside of EmpCenter, add 2 hours of sick leave to the
employee leave bank.



mailto:empcenter@oregonstate.edu

Appendix D: Red-Level Less Than FTE Exception

For classified salaried employees, the exception “Employee has recorded fewer hours than expected
for their FTE in a week,” is a red-level, error (not paid) exception. The error level gives more visibility
to salaried employees that have not worked their full FTE for the week to help prevent overpayments.

When the exception triggers, you will need to work with the employee and/or supervisor to ensure the
full FTE hours are accounted for on the timesheets by correcting missing in or out times, adding
leave, or adding LWOP.

There are two situations when you will need to acknowledge the exception to remove the error (not
paid) status:

1. New employees that start mid-week (including employees moving from one job to another).

2. Employees with LWOP on a week that crosses a pay period and LWOP is calculated at less than
the full FTE hours per day.

New Employees

For any employee that starts mid-week, the exception will trigger. You simply acknowledge the
exception to change it from error (not paid) to informational:

_ Manager Time Entry: 630706250 :: Rhoades, Rocky :: Electrician :: 475000 :: (Classified Salary Nonexsempz)

H Save - Maore ~ List Wiew -

J Timesheet |

W T F § S M T W T F 5§ 5 M T W T F § 5 M T W T F S 5 M T -~ el
23 |4 5 6 & 9 10 Z 13 14 15 16 17 1B O 20 21 22 23 24|25 |26 27 2H Emp|DyEE'5 hIrE date |5 -
Date Pay Code Hours leavec..  cloed 3/8/17. You will need to
Select Pay Cod
Sun 03/05 e acknowledge the
Mon 03/08 Select Pay Coce exception to change it
I Select Pay Code from an error (not paid) =
Work In/Out 08:00 am to |nf0 rmatlonal'
X —
‘Wed 03708 05:00 pm
Meal 1.00 0.00
Work In/Owut 08:00 am £.00
Thu 03408 B
Meal 1.00 a.00
Work In/Out 08:00 am 2.00
Fri 0310 LI
Meal 1.00 .00
Cat 03411 ? Select Pay Code
24.00

Jr Exceptions ?” Leave Balances ” Results ” Schedule ” Timesheet Comments ]

Filter exceptions by day ||

Date | Exception Message | Severity e | Acknowledge |
Sat 0311 Employee has recorded fewer hours than expected fior their FTEin a Error (not paid) I:l
week. Please review for errors, missed punches, etc.




Acknowledge the exception by checking the box in the Acknowledge column, then save your
changes.

_ Manager Time Entry: 630706250 :: Rhoades, Rocky :: Electrician :: 475000 :: (Classified Salary Nonexespt)

P w

Timesheet

-

5 W T F §
-]

The exception will change to an informational level exception:

Manager Time Entry: 630706250 :: Rhoades, Rocky :: Electrician :: 475000 :: (Classified Salary Nonexampt)

2B |29 30|

-

0311 Employee has recorded fewer hours than expected for their FTEin a Info. E
week. This has been reviewed for errors.

LWOP

If the employee has LWOP on a week that crosses over pay periods (e.g., the week of 3/26-4/1) and
LWORP is calculated at less than their FTE hours in the results tab for the previous month’s timesheet,
the exception will trigger in the current pay period even if the total hours entered on the timesheet for
the week add up to their FTE hours.




_ Manager Time Entry: 630704621 :: Woods, Holly :: Fiscal Coordinator 2 :: 150010 :: (Classified Salary Bemg
H Save - Maore - List View -

| Timesheet

5 5 M T W TF S§ 5 MT W

When the exception triggers on the first week of the
pay period, check the hours worked on the last week
of the previous pay period. If the total hours worked
account for the employee's FTE, check the results ~ [Weeks
tab for LWOP that calculated at less than FTE hours
for the day.

Date Pay Code
Select Pay Code

Cat I]d.-'ﬂ1ﬁ

0.00

I Exceptions 9” Leave Balances " Results H Schedule ” Timesheet Comments ]

Filter exceptions by day ||

Date | Exception Message | Severity A| Acknowledge |
Lat 0401 Employee has recorded fewer nours than expected for their FTEina Error {not paid) |:|
week. Please review for errors, missed punches, etc.

Check the results tab for the LWOP calculation in the last week of the previous pay period:

_ Manager Time Entry: 6307045621 :: Woods, Holly :: Fiscal Coordinator 2 :: 150010 :: (Classified

Amend More~ | ListView -~ This timesheet was already processed. Press amend button to make changes.
y p g
| Timesheet
WTFS smMmTWwWTF 4 T F
. 231 =8 78 910 | Eventhough the employee L 5 Mar24.2017
— Iaccounted for their full FTE for the Il com. o
— seeccrayd WEEK, when a week crosses pay
periods, the exception will look at
Mon 03/20 Regular Hoj . 8.00
the totals in the results tab. The
Tue 03721 resiar®l | WOP is calculated at less then 8 8.00
e 03722 regular vof hours for the day in the results tab, £.00
I rezuiar o] triggering the exception. 500
N ——————————
Fri D324 Regular Hours 8.00 §.00
Sar 03,35 Select Pay Code

[ Exceptions t)” Leave Balances " Results " Schedule ” Timesheet Comments ]

Wurkna‘|.lﬁsb-lnmt |}ul1'l'ltle iC Hours I.mnunt|
037272017 | Fiscal Coordin... | Fiscal Coordi Lwiop 754 0.00
03/28/2017 HFscal Coordin..  Fiscal Coordin..  Regular Hours B.0O 0.00
03/29/2017  Fscal Coordin.. | Fiscal Coordin.. | Regular Hours B.00 0.00
03302017 Fscal Coordin..  Fiscal Coordin..  Regular Hours B.OO 0.00
033142017 Fiscal Coordin... | Fiscal Coordin.. | Regular Hours B.0O 0.00

Total 183.54 0.0

In this case, it is appropriate to acknowledge the exception in the current pay period.
46




Saturday Hours Not Calculating

The Less then FTE exception is an error (not paid) exception that triggers on Saturday. Because of
the timing and level of the exception, if the total hours entered for the week (including the hours
entered on Saturday) are less than the employee’s FTE, EmpCenter will not calculate the hours
entered on Saturday:

_ Manager Time Entry: 631277027 :: Case, Justin :: Program Representative 1 :: 160800 :: (Classified Salaky N

HS-a'l.re ~ More - List View -

When the total hours for the week

Timesheet do not account for the employee's
wteis smrwtrs smrwdFTE(including the time for 2017 [ ShowAll Weeks
Tzse 587 8 30 iz = e 1s i Saturday), hours worked on
Date Pay Code Saturday will not calculate until the Total =
Sun 0312 select Pay Code total hours are corrected.
Mo 03413 Select Pay Code
Work In/Out 08:00 am .00
Tue 03/14 0300 pm
Meal 1.00 0.00
Work In/Out 0&:00 am .00
Wed 03415 05:00 pm
Meal 1.00 a.00
Work In/Out 08:00 am .00 i
Thu 03416 05:00 pm
Meal 1.00 0.00
Work In/Out 0&:00 am .00
Fri D317 05:00 pm
Meal 1,00 0.00
Work In/Out
Meal

1

I Exceptions 9” Leave Balances ” Results " Schedule ” Timesheet Cormments ]

Filter exceptions by day [

Date | Exception Message | Severity .| Acknowledge |
Sat 03418 Employee has recorded fewer nours than expected fior their FTE in a Error {not paid) |:|
week. Please review for errors, missed punches, etc.




As soon as hours are entered to bring the employee up to their FTE, EmpCenter will calculate the

Saturday hours correctly:

_ Manager Time Entry: 631277027 :: Case, Justin :: Program Representative 1 :: 160800 :: (Classified Salary. ™

HSa\re ~7 More ~ List Wiew -
Timesheet
WTFS SMTWTFS SMTWTTFS 5SMTWTFS SMTWTF
1234 567 8 9101 12131415 161718 1920 21 22 23 24 25 26 27 28 29, 30 31 MAr18.2017 7] ShowAll Weeky
Date Pay Code Hours Leave C... Clock Loc... Com... Total "
Sun 032 Select Pay Code
Mon 03413 Select Pay Code
Work In/Out 02:00 am 6.00
03:00 prm . .
I Mes 100 .00 |ENtering time to
_ bring the
Sick 200 .00
employee up to
T WorR o v T800 s H :
200 00 their FTE will
00 prn R
Wed 03115
Veal 100 o Jresolve the issue.
Work In/Out 08:00 am
Thu 0316 05:00 pm
fieal 1.00 .00
Work In/Out 02:00 am £.00
Fri 0317 05:00 pm
fleal 1.00 .00
Work In/Out 02:00 am £.00
53t 0318 FELIET
Meal 1.00 .00
40.00 -
Exceptions ” FMLA " Leave Balances ” Results ” Schedule ” Timesheet Comments ]
Filter exceptions by day [
Date Exception Message Severity -
Mo exceptions.

Please note, acknowledging the exception (when appropriate) will also resolve the issue.




Appendix E: Common EmpCenter Terms

Aggregate Assignment

To allow for employees that have multiple positions (or assignments), EmpCenter creates an
aggregate assignment for all employees — even if they only have one position — in addition to the
employee’s regular assignment(s). The aggregate assignment contains different information about
the employee than the regular assignment(s):

Aggregate Assignment Regular Assignment(s)

- No supervisor - Supervisor

- Leave banks - No leave banks

- Summed FTE - Assignment FTE

- Active status - Active status

- Associated with aggregate level - Associated with assignment level exceptions
exceptions

- No assignment level information (i.e., - Assignment level information (i.e., position
position number, timesheet Org, number, timesheet Org, business center,
business center, etc.) suffix, pay rate, business center, FLSA status)

Note: the regular assignment information may be different for each position an employee has.

Reports pull information from either the aggregate assignment or the regular assignment — not both.
For example, the exception reports will pull from the aggregate level depending on the exceptions
selected while the OSU Timesheet Detail Query pulls information form the regular assignment.

In addition, exceptions are programmed to either display at the aggregate level or the assignment
level. If an exception displays at the aggregate level, it will display on all timesheets for an employee
even if the timesheet is blank. To determine which assignment is triggering the exception, the
Results tab list time logged on all of an employee’s assignments. See the Exception Messages
spreadsheet for more information.

Current Open Pay Period

The oldest pay period that is open and editable or locked by payroll but not yet processed and closed.
This is different for salaried (15-EOM pay periods) and hourly (16"-15™ pay periods) employees.
Payroll processes and closes hourly timesheets about 3 days after the end of the pay period (around
the 18™) and salaried timesheets around the 10" of the following month.

Pay Code

Hours are assigned to a pay code in EmpCenter. The pay code is then exported to Banner and
mapped to an earn code. See Appendix A for a list of pay codes by policy profile. See the
EmpCenter Pay Code Mapping spreadsheet on the MyTime Business Center Training page for
details on how the pay codes are exported.



http://mytime.oregonstate.edu/empcenter-training/business-center

