Moving from Unclassified to Public Safety in EmpCenter October 2023

Major Changes:

e Overtime is entered manually — EmpCenter does NOT automatically calculate overtime.
Supervisors must approve the overtime for it to calculate correctly. See below for an example.

e Comp time bank limit is now 40 hours.

o Employees are paid their normally scheduled work hours for university observed holidays.
If an employee works on a university observed holiday, they enter worked time as normal; to
request comp time, the holiday comp requested pay code is used to convert the time to comp
time instead of being paid time and a half for the hours worked.

e Field Training Officer and Instructor Certification differentials are entered each day and for all
hours worked at that level in addition to work hours for the day.

¢ When requesting time off, the employee must enter hours for each day. EmpCenter will not
automatically populate hours on the request. See below for an example.

Entering Overtime on the Timesheet:

Overtime is entered any day that it is worked:
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Timesheet
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Date Pay Code Leave Case Comments
Overtime Hours
Mon 08/07
Worked Hours 12.00
Tue 08/08 Select Pay Code
12.00

A red level exception will generate that MUST be acknowledged by your supervisor before the
overtime will calculate:

Date Pay Code Hours Leave Case Comments -
Worked Hours 12.00
Mon 08/07 .
9 Overtime Hours 2.00
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Filter exceptions by day ]
Date | Exception Message Severity A|

Mon 08/07 Overtime hours entered on timesheet. Supervisor to review and Error (not paid)
acknowledge for approval.

The exception must be acknowledged before payroll processing.
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Time Off Request:

After selecting the leave pay code and dates, you must enter hours for each day of the time off

request before you are able to submit it:

Request Details

Action ‘ Date‘ Pay Code

= x Mon 09/25/2023 Vacation - Pre-Approved

51} x Tue 09/26/2023 Vacation - Pre-Approved

== x Wed 09/27/2023 Vacation - Pre-Approved
Comments

|8 upload an attachment...

@ Back

Value
Hours
Hours

Hours

g Submit

You must enter hours for each
day of the request;
EmpCenter will not assume
hours for you. You will not be
able to submit the request
until you have entered hours
in the Value column and
updated the request.

Click in the Value column to enter the hours; click update once you are done:

Request Details

Action ‘ Date‘ Pay Code

51} x Mon 09/25/2023 Vacation - Pre-Approved
= x Tue 09/26/2023 Vacation - Pre-Approved
o x Wed 09/27/2023 Vacation - Pre-Approved
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Hours
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Request Details

Action ‘ Date‘ Pay Code

== x Mon 09/25/2023 Vacation - Pre-Approved

ﬁ} x Tue 09/26/2023 Vacation - Pre-Approved

== x Wed 09/27/2023 Vacation - Pre-Approved
Comments

L.g upload an attachment...

@ Back

‘ Value
12.0 Hours
12.0 Hours
12.0 Hours

.@ Update
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