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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):

08 OSU Login x + 080 osU Login X  +

< cC 0O (i login.oregonstate.edu... |& 1}) o a2 : & C 0 (ﬂ login.oregonstat.. ©v |& ‘k) O

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

username and password
then authenticate with Duo

LOGIN

e for 12 hours

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/

Employee Dashboard

The home screen in EmpCenter is called the Dashboard. From the Dashboard you can access time
entry, time off requests, and report options.

EI‘I‘ICEI‘ItEf "- Home 9 Help -

Employee Dashboard 1z.0.0.

Time Ent szl Schedules

My Timeshest My Tirme Off

View Past Assignments

View Reports

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

e Home: use this link to return to the Dashboard from anywhere in the system.
¢ Help: use this link to open the MyTime website or to contact EmpCenter support directly.
e Log Out: use this link to close EmpCenter; logging out of EmpCenter does NOT log you out of SSO.

Time Entry Links:

e My Timesheet: access your timesheet to enter hours, correct entries, and submit your timesheet to
your supervisor for approval.

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

Note: if you also have a student position, your Time Entry group may include a Go to Web Clock link.
For details about using the web clock, see the Student User Guide or the Web Clock FAQ on the
MyTime training page.

Reporting Link:
¢ View Reports: access employee reports such as Absence History, Time Sheet Audit, and Time
Sheet Approval History.

Schedules Link:
¢ My Time Off: access time off requests for pre-planned sick and Graduate Student protected leave.
You can submit requests, track the status of requests, and view past requests.




Employee Timesheet (My Timesheet)
Access your timesheet by clicking on My Timesheet on the Dashboard.

] B B e ? S| e as ag fle OF
My Time Entry: 730678549 :: Luffagus, Snuffle :: Graduate Teaching Assistant :: 321400 :: (Grad Student)

4 wnezor7-1nsen? B b | Hsave @ submit More~  ListView

Timesheet
| nereby certify each entry of hours | make, each time | enter hours, as being a true and accurate representation of my actual work performed.
M T W T F S5 5 MTWTF S5 5 MTWTF S5 5 MTWTTF S5 5 MTW
ey v Dy ey e e e vy ey ey ey e | ey ey e = s e . . .- ., .. Oct242017 [ show Al Weeks
E 24 252627 | 28|29 |30 3 2|3|4||5|6|7F|B|D|0 2(13|14 |15
~
Date Pay Code Hours Leave Case Clock Location Comments Total
Mon 10416 Select Pay Code
Tue 1017 Select Pay Code
——— Select PayCuae_/_ - _/_ - _/_ . _-—F/

T2y
cat 10028 Select Pay Code
0.00

LS. Do e [PI— [ Flack | measian Pt Total

Exceptions ” Results H Timesheet Comments H Sick Leave H Sub Hours Worked ]

Filter exceptions by day [ ]

Date Exception Message Severity -

Timesheet Top

EI'I'ICEI'ItEf ‘ Home e‘ Help -

My Time Entry:

4 10162007 - 117152017 B P | b save | @ Submic More= | List View - | L%~

A O 00 06

A. Timesheet date range: the date range will always default to the current open pay period. You can
change the dates using the arrow keys or the calendar icon.

B. Save: save any changes to your timesheet. EmpCenter will warn you if you try to navigate away
from the page before saving your changes.

C. Submit: certify your timesheet is correct and send it to your supervisor for review and approval.
Once submitted, the button changes to 4 recall until the timesheet has been processed. You can
recall your timesheet to make changes any time prior to your supervisor approving it.

D. More: options to print your timesheet and set your print preferences. If you print the timesheet
without changing the preferences the entire timesheet will be printed including exceptions and
results. See Appendix C for details on changing your print preferences.

E. List View: the drop down menu allows you to change the timesheet view. Options are List, Table
or Day view. The system will remember your selection. See Appendix B for more information on
view options.

F. If you have more than one job, or assignment, the switch assignment option will appear. Click to
change the timesheet to a different assignment.




Timesheet Middle

Timesheet |

| ﬁereﬂ each entry of hours | make, eacn time | enter hours, as baing a trua and accurste represantation of my actual work performed.

K T F 5 5 M T W T F 5 5 M T W T F 5 5 M T W T F 5§ 5 M T W
T e - S 1= 3 [ ¥ [ show All Weeks

Date Pay Code Hours Leave Case Clock Lacation Comments Total

——— ﬁ@ Select Pay Code e e @ @ o

Tue 10:17 Select Pay Code

Wed 10418 Select Pay Code

Tru 10410 Select Pay Code

Fei 10020 Select Pay Code

Select Pay Code

Sat 10421

’ - P -

- ! e -
Hours - lock Locating - Total :

Note: this is the List View of the Timesheet; Table and Day views have slightly different organizations.
See Appendix B for more details.

A. Calendar bar/pay period dates: the date range for the pay period you are viewing. You can click

on any day to quickly navigate to that day’s row. Bold dates indicate there is data recorded for

that day.

Date you are currently editing or viewing. This date will also be highlighted in the date list (A).

Show All Weeks: uncheck the box to view only the week you are editing, check the box to view all

weeks in the pay period.

D. To quickly add a row for the day, click the plus sign. The drop down menu options (accessed by

clicking on the down arrow) allow you to cut, copy, paste, duplicate, or delete the row.

Pay Code: select the pay code you are using from the drop down menu.

Hours: enter the hours worked for the pay code selected. Hours are entered in elapsed times

(e.g0. 2, 1.5).

G. Leave Case: if you are on protected leave and recording time associated with an active leave
case, select the leave case number from the drop down so it is reported correctly to HR.

H. Clock Location: not used for grad student time entry.

I. Comments: type comments for your supervisor, if needed, about the hours entered. Comments
are always required for Sub Hours worked.

J. Total hours recorded for the week. This field is view only and cannot be modified.

Ow

nm

You can change the width of the columns (except date) by clicking between any two columns and
dragging to resize:

Date Pay Code <—||—> Hours Leave Case Clock Location Comments Total




Timesheet Bottom

(._'_.J'

Exceptions Resuhs Tlmesheet Comments Sld{ Leaw: Sub Hours Worked

Drag the arrow at the top of the section (circled) up or down to expand or collapse the bottom section.

A. Exceptions: information, warnings, or errors on your timesheet. Errors must be corrected before
submitting your timesheet for approval.

B. Results: totals by pay code for each day time was recorded for the pay period. If you have more
than one assignment, you will see results for all hours entered on all timesheets listed here.

C. Timesheet Comments: enter comments for your supervisor if needed. You will also see
comments entered by business center or central staff if they make changes to your timesheet.

D. Sick Leave: all available banks will be listed with initial balance, earned hours, taken hours, and
ending balance for the pay period/term.

E. Sub Hours Worked: substitute hours worked for the term.

Using the Timesheet

General Timesheet rules:

e The work week is Sunday through Saturday.

e The work day is midnight to midnight.

e Graduate students’ timesheets run from the 16" of the month to the 15" of the next month for sub
hours worked and sick leave reporting.

¢ All employees are paid on the last day of the month.

Select My Timesheet on the Employee Dashboard to access your timesheet:

E_I‘I'ICEI'ItEf ‘- Home 9 Help -

Employee Dashbeoard 15.0.0.

My Timeshest My Tirme Off

View Past Assignments

View Reports

Reminder: if you also have a student job, you will see the Go to Web Clock option under Time Entry
on the Dashboard.




Selecting an Assignment

If you have only one job, or “assignment”, you will be directed to the timesheet without any extra
steps. If you have more than one assignment, you must first select the assignment you are entering
time for before being directed to the timesheet:

& Choose an Assignment

Graduate Assistant-211100-Ce0128-00
Graduate Assistant-211100-Ca0128-G2

Changing the Pay Period

The timesheet will default to the current open pay period; once you have submitted your timesheet, it
will default to the next pay period. However, you can change the period to view past or future
timesheets.

¢ You can view timesheets up to one year in the past from the current date, unless you have changed

assignments (jobs).
o For previous assignment timesheets, see Viewing Past Assignments for more details.

e You can view timesheets up to one year in the future from the current date.
¢ You can make changes to future timesheets up to 12 weeks from the current date to allow for
protected leave tracking.

To change the pay period, click on the arrows to the right (for future dates) or left (for past dates) of
the pay period:

) 10162017 - 1171572017 E5) b save D Submit More~  List View ~

Use the arrows to
change the dates.

You can also use the calendar icon to select a date:

4 1w1ﬁfzn1?-11r15121:|1? 3 ‘HSM& @ submic  More~  ListView ~

Septernber 2017 1 October 2017 = 4 November 2017

M T W T E 5
1 2 3 4

Ll
(S

5 ] T W T F ] T W T E

1 2 3 4 5 &
3 4 5 & 7 & 9|8 9 10 11 12 13 14| 5 & 7 & 9 10 11
10 11 12 13 14 15 16 |15 |16 17 18 19 20 21 |12 13 14 15|16 17 18
17 18 19 20 21 22 23 |22 23 24 35 26 27 28 |19 20 21 22 23 24 35

L
i

[a
]

24 25 26 27 28 29 30|29 30 I 26 27 28 29 30

Default Perizd Today

Note: The Default Period button will return you to the current open pay period.




Basic Time Entry

Grad students enter substitute hours worked and sick leave taken if the time off request process was
not used; you do not need to record your regular work hours.

1. Select the day you need to enter time for; the Pay Code field will be highlighted:

Date Pay Code Hours Leave Case Clock ... Comments Total

Mo 1016 Select Pay Code

Tus 10017 Select Pay Code

2. Select the pay code from the Pay Code drop down list:

Date Pay Code Hours Leave Case Clock ... Comments Total
Maor 10416 Select Pay Code
Tue 10117 Sl C:)

Select Pay Code

Grad Sick Leave

Oragon Sick Leave

Su Hours Werked @

3. Enter the elapsed time in the Hours column:

Date Pay Code Hours Leave Case Clock ... Comments Total

Waon 10016 Select Pay Code

Tus 10017 Su Hours Worked 200 0.00

Sub Hours Worked can be entered in any increment worked; Oregon Sick Leave and Grad Sick
Leave, however, must be entered in whole hour increments (e.g., 1, 2, 8).

In addition, when entering Sub Hours Worked, you must enter information in the comments field
that includes the person you were subbing for and the index they work on — if you are unsure of the
index, please work with your supervisor to find the information:

Date Pay Code Hours Leave Case Clock ... Comments Total
Mon 10/16 Select Pay Code
W 2 = . m 3
Tus 10417 Sub Hours Worked 200 sub for L.5un, NAS123 000

Comments are required

for sub hours.

Note: you will receive a red exception (error) if you try to save your timesheet without entering
comments for Sub Hours.




4. Click Save at the top of the timesheet to save your changes:

4 10/M16/2017 - 117152017 B P

| Timesheet

| nereoy certify each entry of hours | make, each time

J Save % Submit  More=  ListView -

OUrs, as being a true and accurate representation of my actual work performed.
M T W T F 5 5 M T W T F

M T W T F 5§ 5 M T W T F 5§ 5 M T W
16 |17 (18 19 20 |21 |22 23 24 25 26 2T 28 930 3 2|3 |4 5| 67|85 12 13 |14 15
Date Pay Code rs Leave Case Clock Comments Total
Mon 10416 Select Fay Code
Tue 10417 Su Howrs Worked 200 sub for L.Sun, MAS123 0.00
Wed 10/18 Grad Sick Leave 1.00 0.00

You'll receive confirmation that your changes have been saved:

4 10162017 - 1171572017 B P

K save @ submit More~  List View = (

If you try to navigate away from the timesheet before saving any changes, you'll receive a warning:

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

[Lea'u'e Page ] ’ Stay on Page

or

Do you want to leave this site?

Changes you made may not be saved.




Timesheet Row Options

Add a Row
1. Click on the plus sign for the date you would like to add an additional row to:

4 May 2017 b | Hsave @ submit More- | ListView -

Timesheet

in EmpCenter below, | am certifying each entry to be a true and accurate reflection of nours worked by me.

By entering hours in my times|

S M TWTF S 5 MTWTF S 5 MTWTTF S 5§ MTW
L - > 0 0 May1,2017

9 |10 1 3 14 15 16 & 19 20 21 22 23

2 3 4 §

Date Pay Code Hours Leave Case Clock Location Comments Total
Mon 05/01 Selact Pay Code
Tue 05/02 Selact Pay Code
Wed 05/03 Select Pay Code

R

Note: you can add as many rows as needed for the day.

Delete a Row
1. Click on the down arrow next to the plus sign then select Delete Row:

4 May 2017 P | Esave @ submit Morer  ListView -

Timesheet

By entering hours in my timesheet in EmpCenter below, | am certifying each entry to be atrue and accurate reflection of nours worked by me.

MTwWTES SmTWT PSS SMTWT PSS SMIWTFES SNTY mayanm

iy 2 |3 | 4|56 [ 3 9 0 2 13 415 16 8 19 20 21 22 23 24 25 26 X 28 29 30D
Date Pay Code Hours Leave Case Clock Location Comments
Regular Hours 8.00
Mon 05401
Sick 400
=p Cut »
Copy ]
Paste

,fﬁl Duplicate Row

) Delete Row {b

L@ Create Mew Favorite From Row
fE] Change Work Date ]

Note: you can only delete rows with data.




Copy/Cut an Entry

1. Click on the down arrow next to the plus sign for the date you would like to copy or cut. Select a

Copy or Cut option:

Cut > Cut Row
Copy b Cut Entire Day

Paste Cut Entire Week

Duplicate Row

OB LB+

Delete Row
v Create Mew Favorite From Row

[ Change Work Date »

Copy/Cut options:

Cut »
Copy | Copy Row
Paste Copy Entire Day

Duplicate Row Copy Entire Week

L ST

Delete Row

v Create Mew Favorite From Row

E)

Change Work Date »

e Copy Row/Cut Row: copies or cuts the selected row.
e Copy Entire Day/Cut Entire Day: copies or cuts all rows for the selected day.
e Copy Entire Week/Cut Entire Week: copies or cuts all rows for the week selected.

Note: Duplicate Row will only add the same row to the selected date.

2. To paste the selection, click on the down arrow next to the plus sign for the date you would like to

add the copied time to then select Paste 1 Entry:

Pate Pay Code Hours
Sun 0507 Select Pay Code
Mon 05/08 Regular Hours 2.00
Tue 05/09 Select Pay Code

[ Paste 1 Entry ,,\ﬂ_n)
Duplicate Row

o Delete Row

Change Work Date

Wi 4 Cut b __//— _/"
|jj Copy 2 '-—-"“‘

Leave Case Clock Location Comments Total

8.00

Note: the number of entries to paste will change depending on the number of rows copied or cut.




Change Work Date

1. If you entered time on the wrong day, you can easily change the work date. Click on the down
arrow next to the plus sign then select Change Work Date:

Cut L]
Copy [
Paste

Duplicate Row

Delete Row

L R ST

wm Create New Favorite From Row

E

Change Work Date [ . May 2017 =

5 M T W T F 5
30 1 2 3 4 5 b
78 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 % 27
28 29 30 AN

Note: you can only change to a date within the timesheet pay period.

2. Select the date the entry should be moved to then save your changes.




Exceptions Tab

An exception occurs when there is a conflict between the time entered on your timesheet and the
rules in the system.

All exceptions on the timesheet are listed in the exceptions tab with the date, exception message, the
severity of the exception, and any action needed. There are three levels of exceptions:

1. Informational — these exceptions are color coded white. They are informational only. Examples
include definitions of pay codes and rules. You do not need to do anything with these exceptions.

Exceptions ” Results ” Timesheet Comments ” Sick Leave ” Sub Hours Worked ]

Filter exceptions by day []

Date | Exception Message | Severity A|

£

5at 09116 - 5un 104115 Timesheet was saved by someone other than the employee. Info.

2. Warning — these exceptions are color coded yellow. They are warnings about something on your
timesheet. They may or may not need to be addressed.

Exceptions ?"” Results ” Timesheet Comments ” Sick Leave ][ Sub Hours Worked ]

Date | Exception Message | Severity -
Wed 08/16 - Fri 09415 Timesheet for Snuffle Luffagus has been amended. Warning

Filter exceptions by day [ ]

3. Error (not paid) — these exceptions are color coded red. Error (not paid) must be fixed before
payroll processing.

‘. Exceptions P” Results ” Timesheet Comments ” Sick Leave ][ 5ub Hours Worked ]

Filter exceptions by day [ ]

Date | Exception Message | Severity A|
Tue 05/26 Oregon Sick Leave bank has reached 0 hours. Error (not paid)
Wed 05/27 Commenis required for Sub Hours Worked pay code. Error (not paid)

Note: some red level exceptions will not allow you to save the timesheet — you must correct the
error before you can continue. One example is the Comments required for Sub Hours Worked
exception; you will not be able to save your changes until you have entered comments.

The pin color on the exceptions tab and on the timesheet corresponds to the highest severity level of
the exception(s).




Results Tab

The Results tab lists the calculated results for all time entered on the timesheet for all of your
assignments (jobs). If you do not enter any time on the timesheet, the results tab will be blank.

Exceptions Results " Timesheet Comments ” Sick Leave ” Sub Hours Worked ]
‘work Da A| Assignment | Job Title | Pay Code | Hours | Amount | Rate of Pay | -
09/28/2M17  Graduate Teaching Assistant-303000-C60227-_.  Graduate Teaching Assistant Suk Hours Worked 200 0.00 0.00
10/02/2017 | EECS Researcn-303000-C51294-50 EELS Researcn Work InfQut 6.00 0.00 14.00
10052017 Graduate Teaching Assistant-303000-C60227-_.  Graduate Teaching Assistant Grad Sick Leave 4.00 0.00 24.00
10/05/2017  EELS Researcn-303000-C51294-50 EELS Research Work InfQut 6.00 0.00 14.00
Total 18.00 0.00

Note: Sub Hours will show 0.00 in the rate of pay column; the calculation for pay is handled in the
payroll system.

You can change the sorting by clicking any header column to display the sorting arrow and change
the column size by clicking between on the edge of the column to display the drag bar.

Exceptions Results " Timesheet Comments ” Sick Leave ” 5ub Hours Worked ]
Work D@ Assignment @h Title | Pay Code | Hours | Amount | Rate of Pay | =
2274

00/2502017 | Graduate Teaching Assistant-303000-C602 aduate Teaching Assistant Sub Hours Worked 200 0.00 0.00

1022017 | EECS Researcn-303000-C31204-50 EECS Researcn Work InfQut 6.00 0.00 14.00

100052017 | Graduate Teaching Assistant-303000-C80227-..  Graduate Teaching Assistant Grad Sick Leave 4.00 0.00 24.00

10/05/2017 | EECS Researcn-303000-C51204-50 EECS Research Work InfQut 6.00 0.00 14.00
Total 18.00 0.00

To add or remove columns from the display, click on the down arrow to the far right. Check the box
to add the column, uncheck to remove:

Exceptions Results " Timesheet Comments ” Sick Leave ” Sub Hours Worked ]

‘work Da A| Assignment | Job Title | Pay Code | Hours | Amount | Rate of Pay | -
29/20M7  Grad 2achi sgistant-303000-C60227-...  Grady gachi s5ist Sut rs Worl 200 4]
09/2ov20 Graduate Teaching Assistant-303000-CE0227 Graduate Teaching Assistant utr Hours Warked 20 Work Date
10022017 | EECS Research-303000-C51284-50 EECS Research ‘Work InsQurt 6.00 .
Assignment
10052017 Graduate Teaching Assistant-303000-C60227-_.  Graduate Teaching Assistant Grad Sick Leave 4.00
10/05/2017 | EECS Researcn-303000-C51294-50 EELS Researcn Work InfQut 6.00 2o
Pay Code
Total 18.00 0.00
Hours
Amount
[ Index
[[] Activity Code
Rate of Pay
[[] split Slices




Timesheet Comments Tab

The Timesheet Comments tab can be used for any additional comments you may need to add to your
timesheet for the pay period. The space allows for more information than what can easily be seen in
the Comments column. Itis also used by the Business Center and Central Payroll and HR offices if
someone other than the employee makes a change to the timesheet.

Exceptions ” Results ” Timesheet Comments ” Sick Leave ” Sub Hours Worked ]

Comments

sdded 4 hours grad sick leave to %25 per email from employes. A Helper

Sick Leave Tab

Grad Sick leave is accrued at the beginning of each term (9/16, 12/16, 3/16, and 6/16) based on your
FTE. You will see the available balance on the Sick Leave tab.

Exceptions H Results ” Timesheet Comments H Sick Leave H Sub Hours Worked ]

Oregen Sick Leave Bank Hours Grad Sick Leave Hours
Initial Balance Sat 0916 0.00 Initial Balance Sat 0916 27.00
Earned 0.00 Earned 6.00
Taken 0.00 Taken -4.00
Ending Balance Sun 10015 | 0.00 Ending Balance Sun 10015 | 29.00
Mo Details Show Details =

Note: you will see the Oregon Sick Leave Bank, but only accrue hours if you also have a student job.

To see additional information about the sick leave earned and used, click on the Show Details link:

Exceptions ” Results ” Timesheet Comments ” Sick Leave ” Sub Hours Worked ]

Oregon Sick Leave Bank Hours Grad Sick Leave
Initia! Bzlance Sat 09/18 o.co Date Earned Taken Balance Action Source
Earned oo Sat 09/16 27.00 | Balance Forward
Tak 0.00
e Sat09/16 | 6.00 33.00 | Accrua
Ending Balance Sun 10/15 0.00 P - =l E———
'Y P 7 A0 0 ick Leaw
Mo Dietails vMon 09/ 4.0 .0 Z3EE rad Sic Ve
Hours 600  -4.00 29.00 Hide Details ==




Sub Hours Worked Tab

The Sub Hours Worked tab tracks substitute hours worked for the term. The number of sub hours
you can work per term is based on your FTE. See the Graduate Student Contract for details.

Exceptions ” Results " Timesheet Comments " Sick Leave ” Sub Hours Worked ]

Initial Balance: balance worked in the prior
?‘;:;:I'::"S':_E:g.m "‘;“; pay period but the current term (e.g., on the
orees Cormemperioe 700 (] 10/16-11/15 pay period the 7 hours worked
in the 9/16-10/15 pay period will be listed)

0.00

Ending Balance Sun 10/15 7.00

show Detaiis == | Worked Current Period: any sub hours

worked in the current pay period.

Ending Balance: total sub hours worked
for the term.

To see additional information about the sub hours worked, click on the Show Details link:

Exceptions ” Results H Timesheet Comments " Sick Leave " Sub Hours Worked ]

Sub Hours Worked

Date Worked - Balance Action Source
Sat 09416 0.00 | Balance Forward

Mon 09418 7.00 7.00 | Accrual

Hours 7.00 0.00 7.00 Hide Details <<

Note: for this view, accrual in the Action column means the same as worked.

The sub hours work tab will reset at the beginning of each term (9/16, 12/16, 3/16, and 6/16).




Submitting Your Timesheet

At the end of the pay period you are responsible for verifying the information on your timesheet and
submitting it to your supervisor for review. EmpCenter will send an email reminder as the pay period
end nears.

If you do not take any leave or work any substitute hours in the pay period, you are still required to
submit the blank timesheet to certify you worked as expected for the period.

1. Select My Timesheet under Time Entry on the Employee Dashboard:

EI'I'ICE'I'ItEI' # Home 9 Help -

Employee Dashboard 1z.1.0.

Time Ent z:| Schedules
© ey

My Timesheet My Time Off

View Past Assignments

Or click on the link in the email:

O T Timesheet Submit Reminder 10/16/2017 - 11/15/2017... &=
Message Adobe PDF g Te

EmpCenter Luffagus, Snuffle 11:18 AM

Timesheet Submit Reminder 10/16/2017 - 11/15/2017 0

Please submit your timesheet for 10/16/2017 - 11/15/2017 at the end of yo duled day today or by
the latest noon on the 16th.

https://osu.workforcehosting.com/workforce/ShowPage.do?id=87203482

If the link above does not work, access EmpCenter at http://mytime.oregonstate.edu/.

Note: if you have more than one timesheet, you will additional links in the email. If you use the
link on the dashboard, you will be prompted to select the timesheet you want to view first.

2. After reviewing your timesheet, click Submit at the top of the screen:

4 10/16/2017 - 11/15/2017 | 3




3. Check the box to certify the timesheet is accurate and activate the Submit Time Sheet button:

Submit Timesheet

x

Do youw want to submit your timesheet for approval? | certify that the information contained on this

You much check the box

to certify the timesheet
Is accurate befare you
can submit.

heet is an accurate record of the time worked and leave taken during the reporting period

Filter exceptions by day [_]

ception Message Severity -

Mo exceptions.

Submit Timesheet Close

Note: any red-level Error (not paid) exceptions listed must be corrected before submitting your
timesheet; yellow Warning exceptions may need to be corrected as well. If you are unsure, ask
your supervisor for assistance.

4. Click the Submit Timesheet button to send the timesheet to your supervisor for approval:

Submit Timesheet

x

Do youw want to submit your timesheet for approval? | certify that the information contained en this
timesheet is an accurate record of the time worked and leave taken during the reporting period

indicated.®
* = required field

Date

Filter exceptions by day [_]

Exception Message Severity -

Mo exceptions.

Submit Timesheet Close

Note: the submit button is greyed out until you certify your timesheet (step 3).

5. You'll receive confirmation that the timesheet was submitted:

4 10/16/2017 - 1171572017 5 B

[

/e ;j Recall More~ | List View - @ Submitted by Luffagus, Snuffle | Timesheet subm :te-:.|

Note: once your timesheet is submitted, the Time Entry window will default to the next pay period.




Recalling a Submitted Timesheet
If your submitted timesheet has not been approved, you can recall it to make changes.

4 10M16/2017 - 117152017 [5] P kA save Eﬂ Recall Maorer  ListView ~ & Submitted by Luffagus, Snuffle | You have already submitted this timesheet. To edit it, press the Recall button.

Click Recall to make
changes to your submitted
timesheet prior to your
supervisor's approval.

You are now able to make changes and resubmit your timesheet.

4 10/M16/2017 - 11715/2017 5] B HSaw_- @Submit More - List View - |Tirr'es*'eet ’Ecalscl.|

Note: once you make your changes to your timesheet, you must save and resubmit it; simply saving
does not automatically submit the timesheet.

If your supervisor has already approved the timesheet, you will not be able to recall and make
changes. It will be noted on the timesheet:

4 10062017 - 1111572007 [P [ Ll caee Morer  ListWiew T |Thscsts was already approved by Knife, Mack. Changes |1:u:a|u:u'.~.'eu:.|

If you cannot recall your timesheet and changes are needed, contact your supervisor. For closed
timesheets see the Amending Timesheet process.

Amending Timesheets

After a timesheet has been processed, any changes must go through the amended timesheet
procedure.

The Amend process is only used to correct misreported time or leave.

1. Select My Timesheet from the Employee Dashboard:

E_I‘I'ICEI'ItEf M Home 9 Help -

Employee Dashboard 1200

My Timeshest My Time Off

View Past Assignments




2. Change the pay period to the period that needs to be corrected:

(@) 10/16/2017 - 11/15/2017 [‘#‘.ﬂl@ b save @ Submit More~  List View ~

Use the arrows to
change the dates.

3. Click on the More button then Print to print the timesheet. You may need to first change the print
preferences to only print the timesheet, see Appendix C for more details:

4 097162017 - 10/15/2017 Fﬁl [ ] Save More = List View - This timesheet was already processed.

-~ Primt

‘2 Print F‘rﬂ’ences
B pal

ty. Reload Data

Note: if you cannot access the timesheet, see the Viewing Past Assignments process for details
on viewing timesheets from previous jobs.

4. On the printed timesheet, write in the changes that need to be made then sign the timesheet and
give it to your supervisor for further processing:

My Time Entry: 730678549 :: Luffagus, Snuffle :: Graduate
Teaching Assistant :: 321400 :: (Grad Student)

Saturday September 16, 2017 to Sunday October 15, 2017

Timesheet

Sunday October & 2017 to Saturday October 14, 2017

Date Pay Code Hours L |Cleck Lecation Comments Tatal
Sun 10/08 select Pay Code

Mon 10509 select Pay Code .

et 1010 ey choy|d b Z hodre sick [eave

Wwed 10/11 Select Pay Code

Thu Lo Select Pay Code

Write in the changes on the
timesheet then sign and date it
befare giving it to your supenvisor
for further processing.

Select Pa

Printed on: 12/15/2017 54-»«”& L«W p_mm

Your supervisor will submit the timesheet to your Business Center. If additional pay is required, you
may receive a manual check.

Please note, it may take several weeks before the changes are reflected in EmpCenter.




Viewing Past Assignments

If you have changed jobs, you will not see your timesheets from past assignments using the pay
period navigation on the My Time Entry screen. Timesheets from previous assignments are found
under View Past Assignments. You can view timesheets up to a year in the past.

1. Select View Past Assignments from the Employee Dashboard:

E_I‘I'ICEI'ItEI' ‘- Home 9 Help -

Employee Dashbeard 1510,

Schedules

My Tirme Off

® Time Entry

My Timeshest

View Past Assignments

2. Enter the date you would like to view and click view to see your timesheet:

& View Past Assignments

Please enter a date as of which you wish to view the assignments.

As Of Date:

12/14/2016]_2]

. Wiew

Note: you can either type in the date or use the calendar icon.

3. If you had more than one assignment for the time period selected, choose the assignment you
would like to view:

& Choose an Assignment

Graduate Assistant-211100-Ca0128-00
Graduate Assistant-211100-Ca0128-G2

Note: if you only had one assignment for the time period selected, you will be directed immediately
to the timesheet.




4. The timesheet for the period selected will open:

EmpCenter M Home @ Help ~

My Time Entry: 730678549 :: Luffagus, Snuffle

4 1171672016 - 12/15/2016 b | kA save

Timesheet

| nereoy certify each entry of nhours | make, eacn timne | enter hours, as being a true and acourate representation of my actual work performed.

More~  ListView - This timesheet was already processed.

W T FS 5 MTWTFS §MTWTFS 5MTWTTFS 5S5MTWT
& 9|10

18 17 1B/ 19 20 21 |22|23 24 /2526 (27 28 2930 1|2 3| 4 5|6 1/12/13 14 |15 Wav 16, 208 Shnw#
Date Pay Code Hours L Clock ... Comments Total
Select Pay Code]
Wed 11516 e aid
-, Select P .

-

[ Exceptions ” Results H Timesheet Comments H Sick Leawve ][ Sub Hours Worked ]

You can navigate to other timesheets for the assignment using the arrows or calendar icon:

4 111652016 - 12/15/2016 »

Llczve  Morew  ListView = |Th s timesheet was already processed. |

Change the dates using the
arrows or the calendar icon.

If you select a date that you weren’t on that assignment or is more than a year in the past, you will
receive an error message:

The period you selected cannot be viewed.




Time Off Requests

Basic Time Off Request

EmpCenter allows time off requests to be made up to 365 days from the current date. The system
will show your balance as of the current date, but you are responsible for ensuring you still have the
time available when the leave occurs.

When a time off request is approved, EmpCenter will add the leave to your timesheet for the dates
requested.

1. Select My Time Off under Schedules on the Employee Dashboard:

EI‘I‘ICEI‘ItEI' # Home 9 Help -

Employee Dashboard 1200

Time Ent 22| Schedules

My Timeshest My Tirme Off

View Past Assignments

2. On the My Time Off screen, select Create New Request:

Emcemer ‘ Home 9 Help ~ | Legged in as Banana, Anna | Log Out
' My Time Off 16.20.
f,} Create New Request
J Current ” Past ]
Type | Start Date A| End Date | Hours Requested | Status | Case ID

Note: any upcoming time off requests will be listed on the Current tab; past requests can be
viewed on the Past tab.




3. Select Continue under Absences for Vacation, Sick, and Other:

Emcemer M Home 9 Help ~ | Logged in as Banana, Anna | Log Out

My Time Off

| need to request time off for...

—
|| Absences for Vacation, Sick, and Other

Absences for FMLA, OFLA, and Military Leave
FMLA = Family and Medical Leave Act
OFLA = Cregon Family Leave Act

Must aiso complete "Absences for Vacation, Sick, and If requesting time off for a serfous health condition,
Other” section to indicate leave usage whife absent family, or
milftary leave, must also complete the “Absences for
FMLA, OFLA,
Examples include leave for: and Military Leave" section to the left

® Serious Health Condition (Employee or Family
Member) &

e Parental (Newborn, Adoption, or Foster Care
Placament)

o Military @

Continue Continue

Note: For information on requesting FMLA or other protected leave, see the Protected Leave
guide on the MyTime training page.

4. If you have more than one assignment, or job, you will first need to select the assignment you are
requesting time off for. The time off request will be sent to the supervisor for that assignment:

& Choose an Assignment

Graduate Assistant-211100-Co0128-00
Graduate Assistant-211100-Co0128-G2

Note: if you only have one assignment, you will be immediately directed to the time off request
(step 5) and you will not see assignment listed on the request list page.




5. Select the Pay Code from the drop down list:

E_I'I'ICEI'ItEf # Home 9 Help -

My Time Off

E] View Request List

Create Time Off Request

Pay Code: Select Pay Code v
Select Pay Code -
Dates: =

Grad Sick Leave

Comments: Jregon Sick Leave @

[ upload an attachment .

B MNext

Note: you can only select one pay code at this step; if you need to use more than one pay code
you can make changes at step 8. You can also add an attachment at this step or step 8.

Reminder: you will see Oregon Sick Leave in the drop down, but will only be able to use it if you
have a student job that accrues sick leave and you have leave available.

6. Select the start and end dates for your request — either type in the dates or use the calendar icon;
if you are taking a partial day you can change the number of hours on the next screen:

Create Time Off Request

Pay Code: Grad Sick Leave e
Dates: 12/15/201 ?@ To|  12/15/201 ?@
1 December 2017 * LN | December 2017 * »
Comments:
M T W T F 5 S M T W T F 5
26 27 28 29 30 2 26 27 28 29 30 2
3 4 5 5] 7 8 ] ' 3 4 5 [ 7 8 9
10 11 12 13 14 (15| 16 § 10 11 12 13 14 |15 16

17 18 19 20 21 22 23|17 18 19 20 21 22 23
24 25 26 27 28 29 30|24 325 26 27 28 29 30

n 1 3 4 5 6 N1 2 3 4 5 6

Today Today

Note: the time off request will always default to the current date; you can request leave up to 365
days in the future from the current date.




7. Enter any comments, if needed, then click Next:

Create Time Off Request

Pay Code: Grad Sick Leave W
Dates: 01/23/2018 ™| To 01/23/2018 | M4
Comments: Orapptleavingat2

(@ upload an attachment...

B MNext

Note: if taking a partial day, be sure to include the time in the comments (e.g. “Doctor
appointment, will be out 1pm-2pm.”) — you will still need to change the hours in the next step.

8. On the Request Details page, make any changes to pay codes or hours and add additional
comments, if needed:

E_I'I'ICEI'ItEf #M Home e‘ Help -

My Time Off 15200

E] View Request List

Click on the&# in the Action column to

Request Details add rows for additional pay codes.

Action | Date | Pay Code Hours | | To change the leave type, click in the
or 3 Tue 01/23/2018  Grad Sick Leave 2o | Pay Code column and select the leave
] from the drop down menu.
Comments
dr appt, leaving at 2 To change the hours listed, click in the

hours column and type in the correct
hours requested.

& upload an arrachment. .

@ Back & submit

Bank Usage Bank balance before and
Tue 01/23 Tue o1/23f after time off request.

Grad Sick Leave: 2.00 Hours used 3200 T T ————— . 30.00

40

— Grad Sick Leawve r........-
30 !
e E— The graph shows the
20 selected bank balance
10 with usage (pending and
5 approved) and accruals.
Mowv 1 lam 1 Mar 1
ZU05 Pt - LUlE
With Current Request Requests: This Request

Note: EmpCenter will default the hours based on your FTE, rounded to the nearest hour.




9. Once you have made all changes (if needed), click Submit to send the request to your supervisor
for review:

Request Details

Action | Date | Pay Code | Hours |
lf,]i x Tue 31/23/2018 | Grad Sick Leave 2.0
Comments

dr appt leaving at 2

(4 upload an attachment ..

@ Back & submit

10.Click OK to return to the Request List page:

Status x

The request has been successfully submitted

o M-

11.0n the Request list page, you’ll see confirmation that the request was submitted. The request will
be listed with a Status of Pending until your supervisor approves or rejects the request:

EI‘I‘ICEI‘ItEf ‘ Home e Help -
' My Time OFf
Your request has been submitted.
E',]i Create New Request
J Current ” Past ]
Type |5ﬂ|‘lﬂlﬂ A|En|lbm |Hnursltaqunstn|l|5tllu
Time off - Grad Sick Leave 01/23/2018 01/23/2018 2 Pending

Note: you will receive an email from EmpCenter once your supervisor reviews the request.




Using Multiple Leave Types/Request Detail Changes

If you need to use multiple leave types for a time off request — or other changes such as hours used —
you can make changes on the Request Detail page prior to submitting the request.

After creating the initial request (through step 7 above):

1. To change the leave type, click in the Pay Code column and select the appropriate leave from the

drop down list:

Request Details

Action | Date | Pay Code

Comments

/'ql Back

R SRR WYL R Grad Sick Leave
Select Pay Code
Grad Sick Leave

Oregon 5ick Leave

| Hours |
o 2.0
& submit

Reminder: you will only have Oregon Sick Leave available if you also have a student job that

accrues leave.

2. To apply more than one type of leave to a day, click on the % in the Action column, then change

the pay code as needed:

Request Details

Comr |nsert
Row

/'ql Back

Action | Date| Pay Code
R Tue 31/23/2018  Grad Sick Leave

| Hours |
2.0

& submit

Request Details

Comments

/'ql Back

Action | Date | Pay Code
EE,'J R Tue 01/23/2018  Grad Sick Leave
E,'::J R Tue 01/23/2018  Oregon Sick Leave

L,E? Update

Be sure to change the hours for all rows on the day selected.




3. To delete a row, click on the &£ in the Action column:

Request Details

Action | Date | Pay Code | Hours |
E.']J x Tue 01/23/2018 Grad Sick Leave 20
E',}' Tue 01/23/2018  Oregon Sick Leave

Commel Delete row

@A Back .@’ Update

4. To change the hours used for the pay code selected, click in the hours column then enter the
correct amount:

Request Details
Action | Date | Pay Code | Hours |
qf @ Tue01/23/2018 Grad Sick Leave 20|
Comments
@ Back @ Update

Reminder: Grad Sick Leave must be entered in whole hour increments.

5. When you have made all the necessary changes, click Update to save your changes:
.@ Update

6. Click Submit to send the request to your supervisor for review.




Adding an Attachment

If needed, you can add an attachment to the time off request. The file must be 10MB or less and can
be pdf, jpg, png, tif, doc, docx, xls, xIsx, or txt file type.

1. After selecting a pay code and entering the dates, click on the upload attachment link:

Create Time Off Request

Pay Code: Grad Sick Leave e
Dates: 01/23/2018 M To 01/23/2018 |4

Comments: O 3pptleaving

[ upload an attachment...

B MNext

Note: you can also complete this process on the Request Details page; the steps are the same.

2. In the Upload Attachment window, click on the file browser link:

Upload Attachment

Please select a file

Upload Attachment Cancel

3. In the File Upload window, select the file then click Open:

€ Open >
- v 4 [5 » ThisPC > Documents v O | Search Documents P
Organize Mew folder =~ ™ @

E This PC ~ Mam Date modified Type Size "
- 3D Objects L Doctor note.pdf £/28/2018 10:01 AM  Adobe Acr... 177 KB
I Desktop

@ Documents

oF Metwork v £

File name: | Doctor note.pdf ot

Cancel




4. In the Upload Attachment window, click on Upload Attachment:
Upload Attachment
Doctor note. pdf =

Upload Attachment Cancel

5. You will see the file on the Create Time Off Request Window:

Create Time Off Request
Pay Code: Grad Sick Leave w

Dates: 01/23/2012 M To 01/23/2018 | &4

Comments: Or apptle

[ Docter note.pdf (176.8 KB) o

B Mext

Note: if you need to remove the document, click on the 3 to delete it.

Exceptions (Errors) on Time Off Requests
If there are exceptions on your time off request, you must fix any errors before submitting.

Not Enough Leave
This error occurs when time off is requested for more hours than available in the leave bank.

I_EmCenter 4 Home © Hep ~

My Time Off

.g Wiew Request List

Request Details Exceptions

Action | Dam| Pay Code | Huurs| Date Message Severity
o x Fri 12/15/2017 Grad Sick Leave 20 P 12/15/2017 Grad Sick Leave bank has reached 0 hours.  Errar (not paid)

Comments

/8 Exceptions prevent request submission.

@ Back

To correct the error, either delete the affected days or change the hours requested.




Hours Entered
This error occurs if the request is not made in whole hour increments.

EmCenter M Home @ Help ~

My Time Off
=] view Request List
Request Details Bank Usage
Tue 01/23 Tue 01/23
n | Dau' i Lo | "°"m| Grad Sick Leave: 0.00 Hoursused 3200 =™ ———— 3000
LJ.} x Tue 01/23/2018 | Grad 5ick Leave 25
Comments
Exceptions
Date Message Severity
Grad Sick Leave must be usad in 1 hour .
/0, Exceptions pravent request submission. # ouz3nz0e increments. Error (nat paid)
'@ Back 4 Submit

|

To correct the error, change the hours entered to whole hour increments.

Not Enough Hours — Future Leave Request

EmpCenter will let you know if the current request will impact leave balances for any future requests
that have already been approved. If you will not have enough leave for any portion of the future
request, the system will generate exception messages for those future dates:

EI'I'ICEI'ItET # Home 9 Help ~
' My Time Off
|=| View Request List
Request Details Bank Usage
Fri 03/2% Frl 03/2%
Actien | Daml Pay Code Value Grad Sick Leave: 8.00 Hoursused 2000 1200
E',} x Fri03/29/2019 Grad Sick Leave 8.0 Hours
Comments
Exceptions
Date Message Severity
[ upload an attachment £ 06/07/2019 Grad Sick Leave bank has reached 0 hours. | Error {not paid)
/&, Exceptions prevent request submission.
< Back 7 Submit
. . . ‘.__..J-

To correct the error, either change the leave type (if available) for the current request or cancel the
future request.




Viewing a Time Off Request
You can view time off requests at any time — whether they are approved, pending, cancelled, or
rejected.

1. After selecting My Time Off from the Employee Dashboard, click on the Time Off Request you
would like to view from the Request List:

EI‘I‘ICEI‘ItEf # Home e Help -

My Time Off

'f,} Create New Request

(current |[ et |

Type rtDatn|En|le |Huursll‘aqunstn|l|5tﬂtus |I:-I.HII:IA
Time off - Grad Sick Leave  01/23/2018 01/23/20.. 2 Approved  nfa

Note: if the date of the request is in the past, you will need to click on the Past tab to see it listed.

2. On the Request Summary screen, you can view the history of the request with any comments you
or your supervisor added:

EI‘I‘ICEI‘ItEf "- Home 9 Help -

My Time Off
g View Request List x Cancel Request
Request Summary < Approved
Graduate Teaching Assistant-321400-C62146-5
D.utn| Pay Code | Huurs|
Tus 01/23/2018 | Grad 5ick Leave 20
[ Exceptions () ” History (2) ” Bank Usage ]
Date/Time Approval Status User Comments
12115/2017 01:537 pm  Pending Luffagus, Snuffle dr appt, leaving at 2
12/18/2017 09:48 am Approved Lane, Forrest




Cancelling a Time Off Request

You can cancel an approved or pending request if the timesheet and pay period are still open for
editing. If the request was already approved, cancelling will alert your supervisor and put the time
back in your leave bank.

1. After selecting My Time Off from the Employee Dashboard, click on the Time Off Request you
would like to cancel from the Request List:

EI‘I‘ICEI‘ItEI "- Home G Help -

My Time Off

E',} Create New Request

(current |[ e )

Type rtData|En|le |Hnursltaqunstul|5tﬂtus |'EI.HII:IA
Time off - Grad Sick Leave | 01/23/2018 01/23/20.. 2 Approved  nfa

Note: if the date of the request is in the past, you will need to click on the Past tab to see it listed.

2. On the Request Summary page, select Cancel Request:

EI‘I‘ICEI‘ItEf ‘- Home e Help -

My Time Off

=] View Request List x Cancel Request

Request Summary & Approved
Graduate Teaching Assistant-321400-C62146-5

Date | Pay Code | Hours |
Tue 31/23/2018  Grad Sick Leave 2.0

[ Exceptions (0) H History (2) H Bank Usage ]

Date/Time Approval Status User Comments
12/15/2017 01:537 pm  Pending Luffagus, Snuffle dr appt, leaving at 2
12/18/2017 09:48 am Approved Lane, Farrest




3. Add any comments, if needed, then click Cancel Request:

Reason for Cancellation

Enter comments for your supervisor, if needed.

x Cancel Reguest ' Do Mot Cancel Request

4. You'll receive confirmation that the request was cancelled. Click OK to return to the Request List
page:

Status x

The request has been successfully canceled

o A"

5. On the Request List page, the request will be listed with a status of Cancelled:

EmpCenter # Home @ Hep ~

My Time Off

f.]i Create New Reguest

(current (et |

Type |St.lrl: Date | End Date | Hours Reques
Time off - Grad 5ick Leave  01/23/2018 01/23/2018 2

Status

Cancelled o

Note: once the request is cancelled, no further action can be taken. If you need the day off again,
you must create a new time off request.




Reports

EmpCenter allows you to run reports for the current and past pay periods. Reports include leave
accrual information and timesheet audit reports.

Viewing Reports

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

Employee Dashboard 1z0.0

Time Ent 22| Schedules

My Timeshest My Time Off

View Past Assignments

E Reporting

View Reports

2. On the Reports page, select Reports About Me then the report name to view the options:

EmpCenter # Home @ Hep ~

Reports

All Reports ” Favorites ” Recently Viewed ” My Scheduled Reports ] Select a report to

% Search view the options.
i =2~ @l Time Sheet Reports =
Employee Absence History =4
Employee Accrual History =
*
Employee Time Sheet Comments =

You can also search for a report using

EmpCenter

eports ][ Favorites ]( Recently Viewed ][ My Scheduled Reports ]

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, 5chedules) history &

_[ Reports (3) ” My Scheduled Reports (@ Enter any portion of the
report name then click

search (the binoculars) or
Enter to see the reports.

Employee Absence History

Employee Accrual History

Employee Time Sheet Approval History

To view the report options, select the report from the list.

3. Select the report options:

EI'I'ICEI'ItEf "- Home 9 Help -

Reports

I All Reports H Favorites ” Recently Viewed " My Scheduled Reports ]

“H Search

(¥ =2 * @l Time Sheet Reports =
Employee Absence History .
Employee Accrual History =
W

Employee Time Sheet Comments o

Once you select a report, the
options are listed below.

Report: Employee Time Sheet Audit [> Run Now  [*¥] Schedule

Report Parameters

The date will default to the current date.
For reports with Pay Period End Date,

the date selected MUST be the end of a
O o day(s) v hefore § pay period or the report will be blank.

Pay Period End Date: @ 12/15/2017 | &

Language for Report Output: English |»

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 (i.e., 12/15/17).
- 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.

Note: Each report has different set of options.




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

Report: Employee Time Sheet Audit [ RunNow [ Schedule

Pay Period End Date: ® 12/15/2017 | 4

O o dayis) » | (pefore [ run date

Language for Report Output: English |»

. Select the delivery option:

Run Report Now x

Delivery Method:  View Now
i@ PDF View Now i C5V i HTML

Send in an Email

Cancel Run Mow

- 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 e
@ PDF ) Excel ™ CsV

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 in a new window within your web browser.

When you click Run Now, the report will open in the format selected.




Run Report Now

Delivery Method: | Send in an Email

To: brice beaver@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 email 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 emailed to the email addresses entered:

Success X

Results will be emailed in the appropriate format to the specified

address(es).

OK

Note: If needed, you can schedule reports you use frequently to be emailed to you on a daily, weekly,
monthly, or yearly basis. See the Reports guide on the MyTime Supervisor Training page for more
details on how to set up a schedule for a report in EmpCenter.




Appendix A: Create Favorites

Employee Dashboard
On the EmpCenter Dashboard, you can create favorites for tasks you access most often.

1. Hover the mouse over the item to see the favorites option then click on the star to save as a
favorite: a group to see the favorites option:

ErI'ICEI'ItEI' # Home '9 Help -

Employee Dashboard

b1y Time Off

My Timesheet

Go o Web Clock

View Past Assignments | Add to favorites

View Reports

Note: your dashboard may look different than the picture above depending on your policy profile
and role. The process to create favorites is the same.

2. The item is now in your Favorites group:

# Home 9 Help ~

Employee Dashboard

Schedules

My Time Off

* Favorites

Go o Web Clock

Note: to remove any item from the Favorites group, simply drag it back to its original group or hover
your mouse over the item to click on the yellow star.




Reports

You can create favorites for reports you access most often.

1. After selecting View Reports from the Employee Dashboard, find the report you would like to
make a favorite then click the gray star next to the report title:

EI'I'ICEI'ItEI' ‘- Home 9 Help -

Reports

All Reports " Favorites H Recently Viewed ” My Scheduled Reports ]

¥ Search

i -2~ @l Time Sheet Reports
Employee Absence History
Employee Accrual History

Employee Time Sheet Comments =4

The star will turn yellow to indicate the report is saved as a favorite:

EI'I'ICEI'ItEI' #M Home 9 Help -

Reports

All Reports " Faworites H Recently Viewed ” My Scheduled Reports ]

“F Search
il -2 * @ Time Sheet Reports =%
Employee Absence History =3
Employee Accrual History =4
*
Employee Time Sheet Comments -

2. You can view all favorite reports by clicking on the Favorites tab:

E_I‘I'ICEI'ItEI' # Home 9 Help -

All Report 1|@- Recently Viewed H My Scheduled Reports ]

<% Search

Employee Time Sheet Audit

Note: to remove any item from the Favorites group, simply click on the star again.




Appendix B: Timesheet Views

Timesheets have three view options: List view, Table view, and Day view. Change the view by
clicking on the view drop down at the top of the My Time Entry page:

4 11162017-1201502017 B P | B save @ submic | M List View -
Click on the view drop SoekElen
down to change the Tahle View
timesheet view. _

Day View

EmpCenter will remember the last view selected the next time you access the timesheet.

List View
List view is the default view. It displays the days in the pay period as a list; each day has a row.

# Home 9 Help ~

My Time Entry

4 1nerz017-12n152017 B P | B save @9 submic More~ Listview - G4

Timesheet

By entering hours in my timesheet in EnnpCenter balow, | am certifying each entry to be a true and accurate reflection of houwrs worked by me.

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

Select Pay Code

e Select Pay (o Dates within the pay peri ::H_:i are
listed on the left, totals (daily
. 0.00
and weekly) are on the right.
Date Pay Code Comments Total
cun 1119 Select Pay Code
Mam 1120 Selact Pay Code




Table View

Table view displays days in the pay period as a table. It is useful if you need to enter the same
information for each day of the week on your timesheet.

DLE = . ?

My Time Entry

4 116z017-12152017 B P | ke save @ Submit More~  TableView ~ g%~

Timesheet

By entering hours in my timesheet in EmpCenter balow, | am cartifying each entry to be a trua and accurate reflection of howrs werked by me.

T [Tt e [ - © . o 4 m in i+ i3 ie 4. qc MNov 16,2017 to Nov 18,2017 [] show All weeks

Pay Code Thu 11/16 Fri 11/17 Sat 11/18 Leave Ca... Clock Locat... Comments Total
Select Pay Code

Dates within the pay period are
listed in columns with the total
for each day below. Totals for

Pay Coda sun s Mon 1120 Tue iz the week are on the right.

Zelect Pay Code

0.00 0.00 0.00 0.00 000 0.00 0.00 0.00
Pay Code Sun 11/26 Man 11 Tue 11/28 Wed 11/29 Thu 11 Fri12/01 Sat 12/02 Leave Ca... Locat... Comments Total
-""_-.__ de
To add additional pay codes to the week, click on the . You can also duplicate, copy, paste,

and cut using the drop down menu next to the plus sign.

Day View

Day view displays a single day of the pay period. Day view separates work time and time off (sick,
vacation) for each day.

# Home 9 Help -
My Time Entry

4 1162017-120152007 B P | B save @ Submit More~  DayView
| Timesheet

By entering hours in my timesheet in EmpCenter below, | am certifying each entry to be a

To view a specific day, click on
the date in the calendar bar.

Mow 16, 2017

Worked Time

Pay Code Hours Clock Loc... Comments Total
Zelect Pay Code

Time is broken out by worked

time and time off (e.g., sick).
Time Off

Pay Code Hours Leave Case Comments
Select Pay Code




Appendix C: My Time Entry Print Preferences

The default print setting in EmpCenter is to print everything in the My Time Entry view (the timesheet,
exceptions, results, sick leave, and sub hours worked). You can limit what is printed by changing

your print preferences.

1. From the More drop down, select Print Preferences:

4 1m62017-120152017 B P | b save &2 Submit  More -

—a Print

List View -

5 Print PrEfEFEHEEE@

a1
i Reload Data

2. In the Print Preferences window, select the options you would like to print:

Print Preferences x

Select the components you would like to print

Timesneet

Print Preferences x

Select the components you would like to print

I save as Default

3 Cancel

' Print

Timesneet
Exceptions Check the GﬂtiOﬂS you [] Eexceprions
Results want to print, uncheck §] resuts

Sick Leave the CIptiCII"I_S you do not (] sickLeave

Sub Hours Worked want to pri nt. (] sun Hours warked

I save as Default ‘= Print

3 Cancel

Note: your options may be different depending on your policy profile.

3. To save your changes, click Save as Default:

H Save as Default

4. Click Print to print your selections:

“ Print

5. The selections to be printed will open in a new window, select print or close.




