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Course Overview

This course provides a comprehensive review of the Time Management - Timekeeper
processes.

This course consists of the following modules:

e Module 1: Course Introduction

e Module 2: Time Management
o Enter Time on Behalf of Employee
o Submit Absence on Behalf of Employee
o Manage Work Schedules

e Module 3: Course Summary

The following audience(s), by INFORMS Security role(s), are required to complete this
course prior to being granted related INFORMS access:

e Timekeeper

Participants are required to complete the following End-User Training courses prior to
starting this course:

e ERP 101 — Overview of ERP
e ERP 102 — INFORMS Navigation, Reporting, and Online Help

N/A

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is
3 Hours
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Module 1: Course Introduction
Topics This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Purpose and Benefits of the Business Process
e The End-to-End Business Process

e Introduction to Demonstrations and Exercises
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Course
Administration
and Logistics

Module 1: Course Introduction

To receive credit for completing this course, which is necessary to be granted INFORMS
access for performing related tasks in INFORMS, participants must:

e Actively participate in class, and ask questions as needed
e Please turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Course Learning
Objectives

Module 1: Course Introduction
At the conclusion of this course, participants will be able to:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Purpose and Benefits of the Business Process
e The End-to-End Business Process

e Introduction to Demonstrations and Exercises
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Training
Audience: Roles
and
Responsibilities

Module 1: Course Introduction

The following roles are associated with this course and will play a part in conducting the
related business processes for the County:

e Timekeeper: The Timekeeper is responsible for keeping time and attendance at the
department level, ensure completeness and accuracy of time and manage
exceptions.
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Module 1: Course Introduction
Below are the steps to navigate to the Navigator (NavBar), which will be used for

Navigation navigation in the rest of this course:

Navigation: Human Resources (HCM)

NavBar: Navigator

4 Human Resources (HCM) &

Miami - Dade County
' Self Service
kSt Manager Seif Service
E Time and Labor >
Navigator
Payroll for North America
Global Payroll & Absence Mgmt

Enterprise Components
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Purpose and
Benefits of the
Business
Process

Module 1: Course Introduction
The purpose and benefits of the Time Management business process include:

e HR Reduce paper processes (Electronic workflows)

e Employee Empowerment (Employee Self Service and Manager Self Service and
mobile capabilities)

e Reduction of processing time

e Enhanced Reporting

e Consolidated Benefit Billing System — Leave of Absence (LOA), retirees, and benefit
billing all in one system
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The End-to-End
Business
Process

Approve/Reject

equest and

Review/ Manage

. MANAGER

Exceptions

a TIMEKEEPER

The Timekeaper is
responsible for keeping
time and atlendance al
the department level,
ensure completeness
and acouracy of fime.

TIME AND ABSENGE APPROVAL
BUSINESS PROCESS

Absence

Module 1: Course Introduction

cokin (@5

L]

The Manager is responsible
far reviewing and approving
HEM Mudule transaction
types (Time & Labor,
Absence, LOA,
ePerformance, Retirement,
Terminations, ete.) through
Manager self service
functionality

Administration

DEPARTMENT
PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel
Representative is responsible
for reviewing and approving
Emplayea Self-service and
Manager Self Service
Iransactions.

inferms

Time and
Absence are
loaded to
Payroll

Ak

ABSENCE PAYROLL
MANAGEMENT * 1 CENTRAL
CENTRAL b ADMINISTRATOR

ADMINISTRATOR
-

The Payroll Central
Administrataris
responsible for running

The Absence
Management Central

payrall all the way to
Final Calc. end is able to
Wiew and update
employee pay data

i
responsible for all Miami-
Dade County employees,
configure absence
elements and run absence
processes.
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Module 1: Course Introduction

Introduction to Users will take part in three types of hands-on learning throughout this course:

Demonstrations Instructor Demonstrations, Training Activities, and Training Exercises- The definitions

and Exercises and descriptions of each are below.

Instructor Demo Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. Instructors will demonstrate how to perform these activities while users
follow along.

Training Activities  Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

Training Exercises  The Instructor will ask questions related to the lecture content and training activities,
which are used to check users’ knowledge and understanding of course content
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction
The following key concepts were covered in this module:

e Course Administration and Logistics

Learning Objectives

e Roles and Responsibilities

e Navigation

e Purpose and Benefits of the Business Process
e The End-to-End Business Process

e Introduction to Demonstrations and Exercises
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Module 2: Time Management
Lessons This module includes the following lessons:

e Enter Time on behalf of Employee
e Submit Absence on behalf of Employee
e Manage Work Schedule
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Lesson 1: Enter Time on Behalf of Employee

Lesson 1: At the conclusion of this lesson, you will be able to:

Overview e Acknowledge the difference between reported and payable time
e Enter time on behalf of an employee using an elapsed timesheet
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Lesson 1: Enter Time on Behalf of Employee

Lesson 1:
Introduction

TIME AND ABSENCE APPROVAL
BUSINESS PROGESS

Enter time :
d, Approve/Reject Absence Revi d Time and
and/or eview an NiRETEAA
Absence equest and Calemallon Manage loaded p
Request e Review/ Manage Excepfion 0;1 e Illo
Exceptions Adml |strat|un ayro 5
or :
! a AiA R
Roles and
Descriptions
DEPARTMENT TIME AND ABSENCE PAYROLL
ERRELNEE TIMEKEEPER ‘ MANAGER PERSONHEL LABOR CENTRAL MANAGEMENT = 7Y CENTRAL
REPRESENTATIVE (DPR) ADMINISTRATOR CENTRAL - ADMINISTRATOR

‘The Employee is The Timekeeper is The Manager s raspansible ADMINISTRATOR
responsible for Self-Service responsible for keepin for reviewing and approving ‘The Department Persannel The Tirme and Labor Central
functions {i.e., Lite Events, [im'e’ and a(,e,,dwz a? HCM Module transaction Representative is respansible dminisirstor s responsile in The Absence ;EE Payroll Central
Benefils enoliment, {he department e types (Time & Labor, far reviewing and approving cnnssin ol Miam D HManagement Central mttorts
Timesheets, Paycheck, -+, ensure completeness Absence, LOA, Employee Self Service and Gounty emplogess, comfigure Administratar is respansible for ruming
Direct Deposit, request and aceuracy of time ePerformance, Retirement, Manager Self Service Time & Labor elements 1 run responsible for all Miami- Daw‘ﬂll G‘IIWE&NHV\&
leave, review eVa\u'm 5, Teminalions, elc.) trough Iransaelions. ime aciRIstration precess. Dade County employees, Final Cale. and is able ta
add accredile Manager self-service configure absence view and update
UceﬂEeE/Cemﬁcaunns} functionality. elements and run absence employee pay data

processes.
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Lesson 1: Enter Time on Behalf of Employee

Key Terms The following key terms are used in this module:

/ / Term Definition

/

Time as it is entered on the timesheet. This is what Managers

Reported Time .
will approve.

Time after it has been processed and rules applied to create

Payable Time . . .
y differentials, supplements, and overtime.
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Lesson 1: Enter Time on Behalf of Employee

Lecture 1: In the event that an employee is away and or unable to enter time or an absence,

Timekeeping Timekeepers can enter the employee’s time on their behalf.

during the The following topics will be discussed in this course:

Current Period ¢ Timekeeping during the Current Period

o Reported versus Payable Time
o Online Time Entry Users
o Key Impacts

e Entering Time on Behalf of an Employee
o Submitting an Elapsed Time Timesheet

e Entering an Absence on Behalf of an Employee using Absence Management
o Submitting an Absence through Absence Management
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Lecture 1:
Timekeeping
during the
Current Period
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Lesson 1: Enter Time on behalf of Employee

Timekeeping during the Current Period

Reported versus Payable Time

After an employee submits time through the timesheet, it is sent to the Manager for
approval. Once the timesheet is approved, the time is analyzed through the INFORMS
Time Administration process. The time that was submitted by the employee is known
as reported time. Once the reported time is processed through Time Administration, it
generates payable time.

If the employee’s Manager is unable to review and approve the time, their second
level Manager can approve this request. In the event that a manager cannot approve
by the deadline, the Department Personnel Representative (DPR) can approve on the
Manager’s behalf.

Once reported time is approved by either the Manager or Department Personnel
Representative (DPR), the Time Administration process will produce payable time
which is sent to Payroll. The following business process flow outlines the timekeeping
process:

TIME AND ABSENGE APPROVAL

Enter time — Ti
N ime and
eralar &. Aﬁprnvelﬁeject Absence Reviewand ~,— Absenceare (e
Absence Calculation Manage = loaded A=
Request Rewewl Manage and Time Exception '-Q oade Itlo
Exceptions Admlmslrallon I Payrol
- I
l [P O a
— -
e
W M AlA
Roles and
Descriptions
- A DEPARTMENT TIME AND ABSENCE PAYROLL
Nt g iR . MANAGER O PERSONNEL LABOR CENTRAL MANAGEMENT * +) CENTRAL
Pl = A\, REPRESENTATIVE (OPR) ADMINISTRATOR CENTRAL ADMINISTRATOR
The Employee is The Timekeeper is The Manager is responsible M ADMINISTRATOR
responsible for Self Service responsible fof keepin Tor reviewing and appraving The Department Personnel The Time and Labor Gentral
functions fie., Life Events, ot portf etogt HCM Module transaction Representative s responsible i renorcin The Absence The Paytall Central
Benefils enolimen, the department level; types {Time & Labor, for reviewing and appraving acosssing al Mismi-nide Management Central Mmmls}‘glaw'r is
Timesheets, Paycheck, W-d, ensure campleleness Absence, LOA, Employee Self- a pioyees, configure Administrater is 'ESPU"“S'H Eh or running
Direct Deposit, request and acouracy of time. ePerfarmance, Refirement, anager Self Service Time & Labor ¢ ‘Ememwum tesponsible for all Miami- payroll il the way 1o
Ieave, review evaluations, Terminations, eto ) through transactions. lme admin stration proe Dade County emplayees, Final Cadlv Tﬂ is able to
ard aceredited Ianager selt-service configure absence view and update
Licenses/Certifications)] functionality elements and run absence employee pay data.

processes
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Lecture 1:
Timekeeping
during the
Current Period

Lesson 1: Enter Time on behalf of Employee

Payable time is the end product of the Time and Labor module. Payable time
represents:

e The quantity of work performed, in hours or dollars
e The time reporting code that controls how the employee is paid
e The tasks to which time was reported by the employee

Online Time Entry Users

All employees who report time in the Miami-Dade County INFORMS Time and Labor
module use the same pages to report work hours and tasks. These time reporting
pages are the same pages that the employee’s supervisor and the Department
Personnel Representative (DPR)s view to approve time, too.

Key Impacts

The implementation of INFORMS Time and Labor enables the following new
capabilities to departments and their employees:

e In INFORMS, there is now a single page that is used for both payment and task
distribution purposes. The time and task reporting are done on the same line in the
timesheet, and additional lines can be added for additional task reporting details or
for more than two iterations.

10
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Lesson 1: Enter Time on behalf of Employee

Lecture 2: Enter Enter Time on Behalf of an Employee

Time on behalf  The following steps outline how the Timekeeper can submit a timesheet on behalf of
of Employee the employee if the employee is unable to report it.

1. Navigation: Human Resources (HCM) > Manager Self Service > Time Management
> Report Time > Timesheet.

2. Populate the Employee Selection Criteria and then select Get Employees to display
the reported time of a group of employees or an individual employee.

Timesheet

Hew Window | Help «
Report Time
Timesheet § y
~ Employee Selection
Employee Selection Criteria I Get Employees II
‘Selection Criterion Selection Criterion Value
Time Reporler Group |MDc Q | I Clear Criteria I
Employes 1D [ Q| l Save Criteria ]
Last Mame | Q|
First Name | Q|
Business Unit | Q |
Job Code | Q|
Department | Q|
Taskgroup | Q |

10
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Lesson 1: Enter Time on behalf of Employee

3.
time.

Select an employee's Last Name to display the details of the submitted reported

Employees For Dionte Sowers, Totals From 05/02/2022 - 05/08/2022
5 Q

Time Summary Demographics 13

Last Name First Name Employee ID

N Reported  Hours to be Scheduled Reported
gotjiitie Hours  Approved Hours Excepaon Absence
Levy 00138064 Airport Operations Agent 40.00 40.00 40.00 B
Abram Finley 00079173 Airport Operations Sr Agent 0.00 0.00 40.00

4. Entered time and select the appropriate Time Reporting Code before Submitting

the employee’s time.

Select Another Timesheet

*View By | Week

Earliest Change Date

T e T
Timesheet
Levy Employes 1D 00133064
Air Empl Record 0
Actions =

1172872021

Previous A Mext Week
. p el
Date 0502/2022 [ Next Employee
Reported Hours  48.00 Punch Timesheet
From Monday 05/02/2022 to Sunday 05/08/2022
Mon Tue wed Thu Fri sat Sun . q
52 513 514 515 506 517 518 TEd TS SERD G ’
2.00 2.00 16.00  DAYSO - Day Shift Overtime ~ C
5.00 3.00 8.00 2400  REG - Regular Time v t
5. Select Submit
. elect ou It.
Timesheet
Chrishawn Arsenault Employee ID 00053129
ation Empl Record 0
Earliest Change Date  11/01/2021
Select Another Timesheet
“View By | Week . Previous Week  Next Week
o
- /- -
Date 05/16/2022  [iz] Next Empl
Reported Hours  0.00 Punch Timesheet
Earliest Change Date is too far back to run Rules in viewed period. Limit is 6 months.
From Monday 05/16/2022 to Sunday 05/22/2022
Mon Tue Wed Thu Fri Sat Sun "
516 517 5118 5119 5120 521 5122 B0 TG EED
800 8.00 DAYS - Day Shift v
8.00 800 8.00 | REG - Regular Time ~|

11
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Demonstration

Scenario

Instructions

Lesson 1: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

An employee is unable to submit their timesheet before time is due. As the Timekeeper,
you must submit the employee’s time on their behalf.

This activity is will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if you have questions.

11
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Lesson 1: Training Exercise

Debrief 1. When does reported time change to payable time?

2. What are the recommended fields that a Timekeeper can enter when searching for
an employee on the Timesheet page?

12
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Objectives
Achieved

v

i

Lesson 1: Lesson Summary

Now that you have completed the Enter Time on Behalf of Employee lesson, you
should be able to:

e Acknowledge the difference between reported and payable time
e Enter time on behalf of an employee using an elapsed timesheet

12
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Lesson 2: Submit Absence on Behalf of Employee
Lesson 2: At the conclusion of this lesson, you will be able to:
Overview e Enter an Absence on Behalf of an Employee using Absence Management

e Submit Partial Day Absence on Behalf of an Employee

13
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Lesson 2:
Introduction

Lesson 2: Submit Absence on Behalf of Employee

ABSENCE PROGESSING
BUSINESS PROCESS

Enter Time / Absence

Approve/Reject Absence
Request and Review/ Processing
Manage Exceptions

OR

ROLES AND DESCRIPTIONS

O EMPLOYEE

The Employee is responsible for Self-Service
functions (i.e., Life Events, Benefits anrollment,
Timesheets, Paycheck, W-4, Direct Deposit, request
leave, review evaluations, add aceredited
Licenses/Certifications).

TIMEKEEPER

The Timekeeper is responsible for keeping time and
attendance at the department level; ensure
completeness and accuracy of tima.

o MANAGER

The Manager is responsible for reviewing and
approving HCM Module transaction types (Time &
Labor, Absence, LOA, ePerformance, Retirement,
Terminations, etc.) through Manager self-service
functionality.

SYSTEM INFORMS

The administrative process that is performed.

13
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Key Terms

F 4

/

Lesson 2: Submit Absence on Behalf of Employee

The following key terms are used in this module:

Term Definition

Absence Event

The period for which an employee is absent for the same
reason.

Adjustment

A deduction or addition made from/into the Absence
Entitlement balance.

Units

The period of time in which entitlement, take, adjustments and
balances are measured. Typically in hours or partial.

Absence Balance

Leave balance available for the employee to use.

Absence Accrual

Periodic calculation of actual entitlement earned.

Absence Request

Method of entering leave, includes an Absence Type and
Date(s).

Absence Take

Type of leave requested, linked to one or multiple TRC(s) (Time
Reporting Code) in T&L (if cascading).

Process/Finalize
Absence

The process to Calculate and close Absences for the current
payroll period.

14
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Lesson 2: Submit Absence on Behalf of an Employee

Lecture 1: Submit Absence on Behalf of an Employee
Submit Absence The following steps outline how the Timekeeper can submit an absence request on
behalf of the employee.

on Behalf of an
Employee 1. Navigation: Human Resources (HCM) > Manager Self Service > Time Management
> Report Time > Timesheet.

NavBar: Navigator

 Report Time T

Recent Places | Tomatient

Mass Time

My Favoites. Request Absence

Navigator

2. Populate the Employee Selection Criteria and then select Get Employees to display
the reported time of a group of employees or an individual employee.

Timesheet

New Window | Help «

Report Time
Timesheet Summary

~ Employee Selection

Employee Selection Criteria I Get Employees II
Selection Criterion Selection Criterion Value

Time Reporter Group |MDc Q ‘ [ Clear Criteria I
Employee ID [ Q| [ Save Criteria I
Last Name | Q|

First Name | Q|

Business Unit | Q|

Job Code | Q|

Department | Q|

Taskgroup | Q|

14
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Lesson 2: Submit Absence on behalf of an Employee

3. Select an employee's Last Name to display the details of the submitted reported

time.

Employees For Dionte Sowers, Totals From 05/02/2022 - 05/08/2022
5 Q

Time Summary Demographics 113

. ) Reported  Hours to be Reported
Last Name First Name Employee ID Job Title Hours Approved Exception Absence
Levy 00138064 Airport Operations Agent 40.00 40.00 40.00 -
Abram Finley 00079173 Airport Operations Sr Agent 0.00 0.00 40.00

4. Select the appropriate week for the Absence Request.
Note: If the corresponding absence request is outside of the week indicated in this

selection, the absence request will not be submitted.

Levy Al Employee 1D 00138064
A mpl Record 0
hange Date 117292021
:
Reported Hours  42.00
From Monday 05/23/2022 to Sunday 05/29/2022
'5‘,;’; 5';: ‘;“,;‘; ;,’;‘; 5‘;’,‘ 515;; ;‘;{,‘ Total Time Reporting Code “Taskgroup Task Profile D Assignment
800 800 16.00 | DAYSO - Day Shift Overtime 06325007 Q Q Q
800 8.00 80 2400 | REG-Re 06325007 Q Q Q
200 200 ANNL-Annual Leave 06325007
Submit
Reported Time Status | Summary | Absence || Exceptions | Payable Tim
Reported Time Status
5 Q
eportea Tme Siatss || Summary Ercoptons || Eayavi Tme
Absence Events (T
Absence Take >
Select  “Start Date End Date Absence Name Reason %";‘. Details Status Approval Monitor Source Cancel Edit
Administrator
Absence Event Edit

Add Absence Event

15
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Lecture 1:
Submit Absence
on Behalf of an
Employee

Lesson 2: Submit Absence on behalf of an Employee

6. Select Add Absence Event.

Reported Time Status Summary | Absence || Exceplions Payable Time

Absence Events

Absence Take  I»

Select ~Start Date End Date Absence Name Reason Type Details Status Approval Monitor Source Cancel Edit
Enter the following information:
e Start Data and End Date

%
e Absence Name
b e Eves
Absence Take Fe Resuit 1
Select “Start Date End Date. Absence Name Duration %"p“‘ Details Status Approval Monitor Source Cancel Forecast Edit
liE 23022 EE| 05232022 [ Annual Leave ~ | 800 Hours etails Saved Approval Menitor r:i’:ﬁﬂ Forecast Edit
Add Absence Event

Note: For Administrative Leave, INFORMS requires a Reason to be added. A Reason
field will populate for entry. Reasons will not be required for other types of
leave request.

Select Forecast to confirm if the employee is eligible for the absence type.

Absence Events

Absence Take | ForecastResuls | I
Select “Start Date End Date. Absence Name Duration %"p“‘ Details Status Approval Monitor Source Cancel Forecast Edi
232022 B e I nua - 0 <a Approva Manager E

Add Absence Event

Note: To submit Absence Event, Timekeepers must forecast prior to submitting the
leave request.

15
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Lesson 2: Submit Absence on behalf of an Employee
Lecture 1: INFORMS provides confirmation if the employee is eligible for the absence type.
o INFORMS will confirm if the eligibility has been verified and if the employee can submit
Submit Absence ,pcence.
on Behalf of an
Employee

Eeported Time Status S

Eligibilty has been verified. You may now submit your absence
Date Time: May 23,2022 at 12.03

Absence Events (@

L
Absence Take Forecast Results. I
Select “Start Date. End Date Absence Name Duration #;;l! Details Status Approval Monitor Source Cancel Forecast Edit
w0z o | e Apprcaca Moo Manager )
05232022 fi] 05232022 [i] Annual Leave 800 Hours ai Saved \pproval Mona b Forecast Edit
Add Absance Event

9. Select Submit.

inferms

= Total Time Reporting Code “Taskgroup TaskProfile D Assignment OCL Jobcode  Source
800 ANML - Anrual Leave Aosence

Mansgement

10. Select OK.

Timesheet
Submit Confirmation

¥ The Submit was successful

Time for the Week of 2022-05-23 to 2022-05-29 is submitted

16



End-User Training Guide — ESS 202: Employee Self Service - eBenefits

Lecture 2:
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Day Absence on
Behalf of an
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Lesson 2: Submit Absence on behalf of an Employee
In addition to the all-day absence, Timekeepers can submit partial day absences on
behalf of an employee. Partial day absences can take place for many reasons and in
certain circumstances, partial-day absences are required to be submitted in INFORMS
before the end of the pay period.

Submit Partial Day Absence on Behalf of an Employee

The following steps outline how the Timekeeper can submit an partial day absence
request on behalf of the employee.

1. Navigation: Human Resources (HCM) > Manager Self Service > Time Management
> Report Time > Timesheet.

2. Populate the Employee Selection Criteria and then select Get Employees to display

Report Time

the reported time of a group of employees or an individual employee.

Timesheet

Timesheet Summary

* Employee Selection

Em plnyee Selection Criteria

I Get Employees |I

Selection Criterion

Selection Criterion Value

Time Reporter Group

Employee ID

Last Name

First Hame

Business Unit

Job Code

Department

Taskgroup

aj

aj

aj

a

a|

[ Clear Criteria |

[ save Criteria I

16
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Lecture 2:
Submit Partial
Day Absence on
Behalf of an
Employee

Lesson 2: Submit Absence on behalf of an Employee

inferms

3. Select an employee's Last Name to display the details of the submitted reported

Employees For Dionte Sowers, Totals From 05/02/2022 - 05/08/2022
5 Q
Time Summary Demographics 113
- - Reported Hours to be
Last Name First Name Employee ID Job Title Hours Approved
Levy 00138064 Airport Operations Agent 40.00 40.00
Abram Finley 00079173 Airport Operations Sr Agent 0.00 0.00

Scheduled
Hours

40.00

40.00

Exception

Reported
Absence

B

4. Select the appropriate week for the Absence Request.

Note: If the corresponding absence request is outside of the week indicated in this

selection, the absence request will not be submitted.

inferms

Timesheet

Levy Abney

From Monday 05/23/2022 to Sunday 05/28/2022 (2

Mon Tue Wed Thu Fd Sat Sun :
523 524 525 526 s21 528 523 S 1SS Spiten Lol
800 300 1600 | DAYSO - Day Shift Overtime

800 800 2400 REG - Regular Time

200 200 ANNL-Annual Leave

Submit

Reported Time Status | Summary | Absence || Excepfions | Bayable Time

Reported Time Status
5 Q

*Taskgroup

Task Profile ID

Assignment
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Lecture 2:
Submit Partial

5. Scroll to the Absence tab at the bottom of the employee timesheet.

D 3 y A b sence on Boported Tmo Stass || Summary Excoplions Payabie Tme
Absence Events (@
Behalf of an =
Absence Take  I»
E m p | Oyee Select  “StartDate End Date Absence Name Reasen Y Detils Status Approval Monitor Source Cancel Edit
M Administrator
S Absence Event Edit
Add Absence Event
6. Select Add Absence Event.
Report Summary Absence Excaptions Payabis Time
Absence Events (7
Absence Take >
Select  “StartDate End Date Absence Name Reasen Y Dewils Status Approvai Monitor Source Cancel Edit
M Administrator
S Absence Event Edit
7. Enter the following information:
e Start Data and End Date
*
e Absence Name
Absence E s
5
‘Absence Take Forecast Results  II»
Select  “StartDate End Date Absence Name Duration {7 Deails Status Approval Monitor Source Cancel Forecast Edit
EEEEEEEEE 500 Hows et Saved — Manager — et
Add Absence Event

Note: For Administrative Leave, INFORMS requires a Reason to be added. A Reason

field will populate for entry. Reasons will not be required for other types of leave

request.

8. Select Details.

Absence Events (2

=
Absence Toke | ForecastResults | b
Select  “StanDate End Dats Absance Name Duration
06232022 [ 08232022 [im) Amnual Leave

Add Absence Event

unit
Tt Details Status

e HCMEE =

Approval Monitor

Approval Mon

Source Cancal Foracast

Manag
Timesheet

Edit

17
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Lecture 2:

Submit Partial :
Day Absence on o
Behalf of an .
Employee .

[}

State Date*

End Date

Filter by Type
Absence Name*
Partial Days
Duration

9. Inthe Absence Event Details page, the following fields are available:

Note: Fields with asterisks (*) are required fields.

Chrishawn Arsenault

o
4

Supv, Hr Testing & Validation

¥ Instructions

Enter Start Date. End Date. and Absence Name. Then complete the rest of the required fields before returning to the Timeshest page

Absence Detail @

SS Create Absence Req X

"Start Date |05/23/2022 [z

05/23/2022 [z

End Date

Filter by Type | All

- 1
Absence Name | Annual Leave

Partial Days | None

Duration Hours

View Monthly Calendar
v
~ Current Balance  474.25 Hours™
v

Calculate Duration

Comments
Reporter Comments: L 2
OK Cancel
* Required Field
**Disclaimer The current balance does not reflect absences that have not been processed
10. Enter the Start Date.
Absence Detail @
“Start Date View Monthly Calendar
End Date |05/23/2022 ]
Filter by Type | All v
Ahssnce Name Annual Leave v Current Balance 47425 Hours™
Partial Days | None v
Duration Hours
Calculate Duration

18
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Lesson 2: Submit Absence on behalf of an Employee
11. Enter the Absence Name.

Lecture 2:

Absence Detail (@
Submit Partial -
*Start Date |05/23/2022 |a: View Monthly Calendar
Day Absence on cod bate 05232022
Behalf of an Filter by Type | Al v
Em ployee sAhssnce Name Annual Leave v Current Balance 474.25 Hours™
Partial Days | None v
Duration Hours
Calculate Duration
12. Select the Partial Days.
o All Days
e End Day Only
e None
e Start Day Only
e Start and End Days
Absence Detail
*Start Date 05232022 [z View Monthly Calendar
End Date |05/23/2022 [z
Filter by Type | All v
“Absence Name | Annual Leave v Current Balance  474.25 Hours™
Partial Days | None v
Duration Hours
Calculate Duration

13. Enter the All Days Hours.
Note: Once the Partial Days are selected the All Days Hours field will populate.

Absence Detail @
“Start Date |05/2312022 [¥] View Manthly Calendar

End Date | 05/2312022 [5)

Filter by Type | Al v
“Absence Name = “nnual Leave v Current Balance  474.25 Hours™
Partial Days | All Days w
All Days Hours :
Duration 8.00 Hours

Calculate Duration
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Lesson 2: Submit Absence on behalf of an Employee

14. Select Calculate Duration.

Absence Detail (&

*Start Date | 05/23/2022 [

End Date |05/23/2022 [i%)

Filter by Type = All v
*Absence Name Annual Leave ~
Partial Days | All Days v
All Days Hours 200
Duration 2.00 Hours
I SIS, I

View Monthly Calendar

Current Balance 474.25 Hours™

15. If needed, add comments in the Reporter Comments field.

Comments

Reporter Comments

&

16. Select OK.

SS Create Absence Req

Chrishawn Arsenault

Supv, Hr Testing & Validation

¥ Instructions

Absence Detail @

*Start Date | 05/23/2022 [

B

a—

End Date 05/23/2022 [::i]

Filter by Type | Al v
“Absence Name | AnnualLeave v
Partial Days = All Days v
All Days Hours 2,00
Duration 2.00 Hours

Calculate Duration |

Comments

Reporter Comments:

Sl

Enter Start Date, End Date. and Absence Name. Then complete the rest of the required fields before returning to the Timesheet page

Current Balance 474.25 Hours™

&
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Submit Partial
Day Absence on
Behalf of an
Employee

Lesson 2: Submit Absence on behalf of an Employee
17. Select Forecast to confirm if the employee is eligible for the absence type.

Absence Events (7

z

Absence Take ForecastResults [

Seket  “StarDate End Date Absence Name Duration %Tﬁ Details Status Approval Monitor Source Cancal Forcast Edit
05232022 t 05292022 : Amnual Leave v 200 Hous Defals Saved Agproval Monitor ‘I::m Forecast Edit
Add Absence Event

Note: To submit Absence Event, Timekeepers must forecast prior to submitting the
leave request.

18. Select Submit.

B inferms

Timesheet

Chrish:

Report 8
backtorun Rules Limitis § months

From Monday 06/23/2022 to Sunday 062812022 (3

Mon Tue Wed T Fi Sat Sun z

. -~ . -] A Fd - Total Time Reperting Code Taskgroup ToskProfie 1D Assignment OCLJobeode  Source

® 800 ANNL- Amnual Leave PSNONCATSK ff;’:,_’“(
it
Bepoted TmeStatss | Sunmary || Absence || ucetons | PayatieTime

Elgibiity has been veried You may now submit your absence
Date Tme May 232022 at 1203

19. Select OK.

Timesheet
Submit Confirmation

¥ The Submit was successful
Time for the Week of 2022-05-23 to 2022-05-29 1s submitted
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Demonstration

Scenario

Instructions

Lesson 2: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

An employee is out of the office due to illness and is unable to enter the absence event
himself. He took a half day on his first sick day, so he is missing a total of two and a half
business days of work. As the Timekeeper, you need to enter the absence on behalf of
the employee.

This activity is will be performed individually; you must complete it on your classroom
workstation using the INFORMS training environment. Your Instructor will tell you how
to log into INFORMS.

You will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if you have questions.

20
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Lesson 2: Training Exercise

Debrief 1. What is required to submit an Absence successfully?
a) Add Comment
b) Add Attachment
c) Check Eligibility
d) All of the Above

2. A Timekeeper has to approve the Absence requested on behalf of an employee.

a) True
b) False

20



- . . . INferms
End-User Training Guide — ESS 202: Employee Self Service - eBenefits EER E

Lesson 2: Lesson Summary

Obijectives Now that you have completed the Submit Absence on Behalf of Employee lesson, you
Achieved should be able to:
. e Enter an Absence on Behalf of an Employee using Absence Management
{ e Submit Partial Day Absence on Behalf of an Employee

21
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Lesson 3: Manage Work Schedule

Lesson 6: At the conclusion of this lesson, you will be able to:

Overview e Understand the Elapsed Schedule
e Assign a Personal Schedule
e Manage Schedules
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Lesson 3: Manage Work Schedule

Lesson 3:
Introduction MANAGE WORK SCHEDULE
BUSINESS PROCESS
Manage Personal Reviews Time Administration
Schedules Schedules Runs / Exceptions are

cleared

& 4 6‘

| o

OR

E]
™

DEPARTMENT PERSONNEL

REPRESENTATIVE (DPR)
The Department Personnel
Representative is responsible for
reviewing and appraving Employee Self-

Service and Manager Self Service
transactions,

‘ MANAGER

The Manager is responsible for reviewing
and approving HCM Module transaction
types (Time & Labor, Absence, LOA,
ePerformance, Retirement, Terminations,

etc.) through Manager self-service
functionality.

TIMEKEEPER
"W

The Timekeeper is responsible for
keeping time and attendance at the
department level; ensure completeness
and accuracy of time.

trative process that is
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Lesson 3: Manage Work Schedule

Key Terms The following key terms are used in this module:

/ Definition
.f/ .

>/ Schedule that shows the duration of time that the employee
Elapsed Schedule | worked. i.e. the employee worked eight hours on Monday, forty
hours for the week.
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Lecture 1:
Overview of
Schedules

Lesson 3: Manage Work Schedule
This lesson will review Manage Work Schedule.
The following topics will be discussed in this lesson:

e Overview of Schedules
e Assigning a Personal Schedule
e Managing Schedules
o Overriding Employee Schedules

Overview of Schedules

Work schedules are being implemented to validate absences only and are not being
used to track actual start and end times for an employee.

Elapsed Schedule is the only schedule that could be assigned to an employee:

e Elapsed Schedule: Elapsed schedules show the duration of time that the employee
worked. For example, the employee worked eight hours on Monday, forty hours
for the week.

Schedules are maintained to validate time and absence entries. These leave entries can
be days of the week an employee has taken leave or the number of hours an employee
is off for a specified day.

Note: The Miami Dade County is implementing both the INFORMS Time and Labor, and
the INFORMS Absence Management modules. These two modules use many of the
same pages and employee records assign and maintain schedules. Since these two
modules are integrated, schedules only need to be created and assigned to an
employee one time. The schedules that are set up will be available for review for both
modules.
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Schedules

Lesson 3: Manage Work Schedule
Process Changes

The implementation of INFORMS schedules functionality differs vastly from the current
county processes. The following are important changes to note that occur due to this
implementation:

e Inthe legacy system, a user could use a default template to prepopulate a
timesheet. In INFORMS, all time reporters must enter the hours worked based on
the time reporting template assigned on the Time Reporter Data page.

e At the department level, only personal schedules are configured in INFORMS.
These personal schedules will be configured to facilitate Absence reporting. In
order to assign a personal schedule, a new schedule must be created.

e Inthe legacy system, employees were able to set up their own schedule to use
during time reporting. In INFORMS, the Timekeeper has the ability to create a
personal schedule.

End-to-end Process

Below is the flow for assigning and maintaining schedules:

A personal schedule
is assigned to the —
employee

Schedules need to be assigned or changed for employees in the following scenarios:

e When an employee is hired and becomes active in INFORMS for the first time

e When an employee is rehired into INFORMS

e When an active employee has a change in the expected daily hours or
workdays

In order for Absence to apply leave take rules accurately, an employee must be in the
appropriate schedule.
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Lesson 3: Manage Work Schedule
Assigning a Personal Schedule

In INFORMS, Default Schedules are configured at the county level. The following steps

outline how to assign a personal schedule to an employee:

1. NavBar Navigation: Human Resources (HCM) > Manage Self Service > Time
Management > Manage Schedules > Assign Work Schedule.

NavBar: Navigator

B, L] ‘ Human Resources (HCM)
2 Sl

Recent Places

l Miami - Dade County

Wy Favorites AESG

DPR Self Service

Self Service

Navigator
| Manager Self Service

[
1] Recruiting

Classic Home

Workforce Administration
Compensation

Time and Labor

Payroll for North America

Global Payroll & Absence Mgmt

Workforce Development

NavBar: Navigator NavBar: Navigator

4= Manager Self Service *

6 2 & Time Management *
- Time Management > E @
Recent Places g Manage Schedules >
Job and Personal Information >
* Approve Time and Exceptions >
My Favorites Compensation and Stock > *
| My Favorites Report Time >
MDC Outside Employment > R
Manager Search Options

NavBar: Navigator

»

4= Manage Schedules

Assign Work Schedule

Recent Places

' Manage Schedules

My Favorites

Navigator

24



End-User Training Guide — ESS 202: Employee Self Service - eBenefits

Lecture 2:

Personal
Schedule

inferms

Lesson 3: Manage Work Schedule

Assigning a Personal Schedule

2. On the Assign Work Schedule search page, enter any of the following search

criteria:

e EmpliID

e Empl Record

e Name

e Last Name

e Business Unit

e Department

e Organizational Relationship

3. When all search criteria are entered, Select Search.

Note: If more than one absence request displays in the search results based on
your search criteria, select the applicable employee. If there is only one employee
that meets the search criteria.

mma
S

inferms

Assign Work Schedule

New Window | Help

Assign Work Schedule

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

> Search Criteria

Empl ID | begins with v

Empl Record | = v

Name | begins with v

Last Name | begins with v

Business Unit | begins with v
Department | begins with v

Organizational Relationship | = - v

Binclude History [JCorrect History ([JCase Sensitive

| Search Basic Search B Save Search Criteria
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Lesson 3: Manage Work Schedule

Assigning a Personal Schedule

4.

Review the Search Results.

Note: If there are more than 100 search results, the first 100 will be available.
Select the right arrow or Last to review additional search results.

Find the correct employee and Select on the Empl ID to open the Assign Work
Schedule page for that employee.

Search Results

Only the first 300 results can be displayed

View All 1-1000f 300 ~ | .

Empl ID Empl Record Name Last Name Business Unit Department Organizational Relationship

00000007 | O Hatty Hazard HAZARD HR HR03030000 Emp

00000006 0 Kenneth Drucker DRUCKER HR HRO03000000 Emp

On the Assign Work Schedule page, change the Assignment Method from the Use
Default Schedule option to Select Personal Schedule if there is no schedule
previously assigned to the employee.

- nferms|
< woue Assign Work Schedule

Fmployea I 10400870
Emglayment Record 0

e r———r—_—y
“Efecve Date Schecule 13 Dascripion Cronts Schedule

cansanz: B2 s0a08700080 VAT st +|| -
s @ wsnaszocacn AT et 4 =
e B a0 s Bawan s e -
e — arsn mawan s s P =
[ sovn e T T

If there is a schedule assigned to the employee, select the plus sign (+) to add a

new Effective Date and a new schedule assignment. After Select Personal Schedule

is selected, it activates the Schedule Group and Schedule ID fields.

NOTE: Select the plus sign (+) on the top row

a. Enter the Effective Date of the assigned schedule. The effective date cannot be
older than the prior assignment.

b. Enter the Schedule Group.

Assign Work Schedule
oc Q  ouaossieooneo UAT Test -
o ADMIN of g +
Save Return to Seareh Refresh
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Lesson 3: Manage Work Schedule

Assigning a Personal Schedule

Once the fields are entered, the Description will update accordingly.

Note: If Default Schedule is selected for the Assignment Method, INFORMS will use the
default schedule from the workgroup assigned to the employee’s Time Reporter Data.
In the case there is no default schedule set up on the workgroup, INFORMS will use the
default schedule from the Paygroup assigned to the employee’s job data.

8. Select Create Schedule.

Assign Schedules @
5 Q 4 ofd w View
Primary Schedule Alternate Schedule 13
L . . . . Create
Effective Date ‘Assignment Method Schedule Group Schedule ID Description Schedule
05/09/2022 D Create Personal Schedule v MDC Q | 0040087000000 UAT Test

9. Here, view and update the schedule details for the employee:

Definition x

Definition Schedule Shifts

Maximillian Bissell EmplID 00400870

Job Title  Social Media Specialist Empl Record 0

Schedule Details Q i View Al

Effective Date | 05/10/2022

“Description | UAT Test Short Description | UAT Test
*Definition Type | Elapsed v Days in Schedule 14
*Daylight Saving Rule | Fixed Time d

Taskgroup for Time Reporting

Default Taskgroup Q
Task Template ID
Time Reporting Template ID Q
oK Cancel Apply Refresh

Definition | Schedule Shifts

The following are required fields (*) that must be updated prior to selecting OK:

e Description
e Definition Type
e Daylight Saving Rule
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Lesson 3: Manage Work Schedule

Assigning a Personal Schedule

10. Select the Schedule Shifts Tab and enter the shift Workdays, Shift ID, Off Shift and

Schedule Hrs.

Definition | Schedule Shifts

Definition x
Help
Definition Schedule Shifts
Emplip 00400870
Job Title  Social Media Specialist Empl Record 0
Schedule Details Q of 1 ~ View All
Effective Date  05/10/2022
Description  Test Total Hours  112.00
Show Calendar
Taskgroup
Shift Details
5 Q 17014 v b M | ViewA
Shift Time Configurable Totals I»
Select Day Workday ID Shift ID Off Shift Sched Hrs  More
C 1I ON Q Q O 8.00 IM-:rE +
C 2 |ON Q Q C 8.00| More =+
C 3 ON Q Q & 8.00| More +
C 4 ON Q Q & 8.00| More -
5 ON Q Q 1 8.00 More -+
C 6 OFF Q Q [w 8.00| More +
»
11. Additional instructions are provided at the bottom of this page. Select OK.
Working with Shift Details
¥ Select A Deselect All B copy Paste & Clear Shifts
Days in Schedule 14
e .
I ¥iInstructions
To add blank days to the schedule increase the Days in Schedule
To add or remove a same day Shift use the standard add or delete button
To reuse a day in the schedule, select the day te copy, then select Copy.
To select multiple days to copy, select the first and last day, and all days in between will be selected
To paste, select a day to restart the pattern, the number of repetition, then select Paste.
To clear the shift infarmation, select the rows for shifts to be cleared. then select Clear Shifts
To delete days, reduce Days in Schedule
Refresh
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Lecture 2: Assigning a Personal Schedule
Personal 12. On the Assign Work Schedule page, select the grey arrow next to View history of
Schedule Schedule Assignments, including default changes to review the work schedule

history.

Assign Schedules @

H Q 505 « View Al
Primary Schedule Alternate Schedule | |I»
*Effective Date *Assignment Method Schedule Group Schedule ID Description Show Schedule
05/10/2022 [ Create Personal Schedule A MoC Q0040087000000 Test Show Schedule + -
05/09/2022 '“ Create Personal Schedule v MDC Q 0040087000000 UAT Test Show Schedule + -
11/28/2021 '“ Create Personal Schedule A MDC Q | 0040087000000 UAT Test Show Schedule + -
1152021 5] Use Default Schedule v moc Ebiﬁﬁj”ﬁ %%B"""G g s Show Schedule +|| =
oz [ Use Default Schedule v moc ELPSD. 2R e Show Schedule || -

B View history of Schedule Assignments, including default changes

H Q 505 v
Primary Assignment History Alternate Assignment History 13

Effective Date Assignment Method Workgroup Schedule Group Schedule ID Description
05102022 Personal Schedule mDC 0040087000000 Test
05/09/2022 Personal Schedule MDC 0040087000000 UAT Test
11/28/2021 Personal Schedule MDC 0040087000000 UAT Test
MA52021 e M-JB
012021 otk M-JB
|ﬁ‘ Return to Search Refresh Update/Display Include History Correct History

Under this section, review the employee’s work schedule history, like previous
Effective Date, Assignment Methods, Schedule Groups, Schedule IDs and
Descriptions.

13. When all information on the Assign Work Schedule page has been entered and
reviewed, select Save. A Personal Schedule has now been assigned to an employee.

™ View history of Schedule Assignments, including default changes
5 Q
Primary Assignment History ARernate Assignment History | II»
Effective Date A Method Group (1]
0512022 Personal Schedule MDC 0040087000000 Test
050972022 Personal Schedule MDC 0040087000000 UAT Test
1172972021 Personal Schedule MDC 0040087000000 UAT Test
11572021 c‘i‘:‘;’::::“ M-JE
10172021 D‘;‘g‘f"m'i? M-JB
Return to Search Refresh Update/Display Include History Correct History
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Lesson 3: Manage Work Schedule

Manage Schedules

Overriding an Employee’s Schedule for a Temporary Situation.

1. NavBar Navigation: Manager Self-Service > Time Management > Manage Schedules >
Manage Schedules.

NavBar: Navigator

@ | Human Resources (HCM) &

W Miami - Dade County >
| AESG >
My Favorites Self Service 5
Manager Self Service >

Navigator
Workforce Administration >

loe—|
I- Payroll for North America >

Classic Home

Global Payroll & Absence Mgmt

Workforce Development >
Organizational Development 5
Enterprise Components 5
Reporting Tools >
PeopleTools 5
NavBar: Navigator NavBar: Navigator NavBar: Navigator
i T 4= | Time Management * 4= | Manage Schedules *
e, Manager Self Service * ) L1}
— — - = . — R
E E :® Assign Work Scheduls
el Time Management > TS Manage Schedules > Recent Places ssign Work Schedule
Job and Personal Information > l Approve Time and Exceptions > | Manage Schedules
LyFaE Compensation and Stock > LI Report Time > Mrisoas
Learning and Development > View Time >
Navigator Navigator Navigator
Performance Management > imeland L SBoRIlOrCentes

Manager Search Options

Classic Home Classic Home

=
I- MDC Qutside Employment >

Classic Home

Review Transactions
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Lesson 3: Manage Work Schedule

2. Onthe Weekly Schedules search page, enter any of the following search criteria:

e Time Reporter Group
e Employee ID

e Last Name

e First Name

e Business Unit

e Workgroup

e Taskgroup

e Position Number

3. When all search criteria are entered, Select Search.

Note: If more than one displays in the search results based on your search criteria,
select the applicable employee. If there is only one employee that meets the
search criteria.

4. Select the scheduled hours for the day the employee’s schedule must be

overridden. This opens the Schedule Detail page.

B
Schedule Detail Demographics | Ii»

Sunday Monday Tuesday Wednesday Thursday Friday
03/27122 03/28/22 03/29/22 03/30/22 03/31/22 04/01/22

Qrous
Stieus 2o 8o Stous 2tous
oFe

Select  Last Name First Name Employee ID

Hunt Don 00185051

e The Search Results may appear different depending on how the employee
reports time. For elapsed employees, schedule hours appear. In addition to the
elapsed information, events such as Approved Training, Absence and Holiday
information appear in the grid as icons.

Legend
Approved Training T Planned Absence E) Holiday @ Multiple Shifts %
Crossover Shift = Scheduled OFF Day Replaced Employee Shift has changing elements ngh
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Lesson 3: Manage Work Schedule

e To make a change to the employee’s schedule for the day, the manager can
add or change the Shift ID, or manually enter the new time.

e To clear the schedule, select a Schedule Type (if applicable) and enter a Default
Taskgroup. Then Select Refresh Schedule.

Schedule Detail for 03/28/2022

Don Hunt

Employee ID 00185051
Job Title  Bcc Administrative Coor

Employment Record Number 0

Refresh Schedule

“Schedule Type | Elapsed K “Punch Pattern  Default Default Taskgroup E

Refresh Schedule (Existing schedule will be cleared and refreshed based on the selections made.)

Primary Schedule
Schedule Detail [13

Shift ID Taskgroup Off Shift Sched Hrs

Q Q O 8.00 &= —

Alternate Schedule
No schedule data for today

Training Details
No training data for today

Absence Details

No absence data for today

5. On the Schedule Detail page, review the Primary Schedule section.

6. Change the Shift ID to reflect the new schedule that is going to override what is
currently there. Do not override the taskgroup for the employee.

7. When all applicable schedule information has been entered, Select Save. It is only
after the schedules is saved that the information is overridden.

The steps to override an employee’s schedules are now complete.
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Demonstration

Scenario

Instructions

Lesson 3: Training Activity 1

The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

An employee work schedule is 8 hours Monday through Friday. Schedule is being
updated to Monday through Thursday with 10 hours shifts.

This activity will be performed individually; you must complete it on your classroom

workstation using the INFORMS training environment. Your Instructor will tell you how

to log into INFORMS.

You will determine how to perform the activity by following the data sheet and by using

the training materials as reference tools.

There are Instructors in the room to assist if you have questions.
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Debrief

Lesson 3: Training Exercise

1. What are the types of schedules that can be assigned to an employee?
a) Personal Schedule
b) Default Schedule
c) Personal Schedule
d) All of the Above

2. How does a Personal Schedule differ from a default schedule?
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Lesson 3: Lesson Summary

Lesson Now that you have completed the Manage Work Schedule lesson, you should be able
Summary to:
. e Understand the Elapsed Schedule
e Assign a Personal Schedule
e Manage Schedules
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Objectives
Achieved

i

4

Next Steps

Module 3: Course Summary

Congratulations! You have completed the Time Management — Timekeeper course. You
now should be able to:

e Enter Time on behalf of an employee
e Submit Absence on behalf of an employee
e Manage Work Schedules

Now that you have completed the course, please make sure to complete the following
tasks:

e Course assessment (tests your knowledge of the content)
e Course evaluation (collects course feedback)
e Log off your workstation
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Reference Materials

Reference If you have further questions about any of the topics presented in this course, use the

Materials following resources:

User Productivity Kits

e Enter Time on Behalf of Employee

e Submit Absence on Behalf of Employee

e Submit Partial Absence on Behalf of Employee

e Manage Work Schedule (Managing Schedules)

e Manage Work Schedule (Assign a Personal Schedule)
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Key Terms

Term

Absence Accrual

inferms

Glossary

The following key terms are used in this course:

Definition

Periodic calculation of actual entitlement earned.

Absence Balance

Leave balance available for the employee to use.

Absence Event

The period for which an employee is absent for the same
reason.

Absence Request

Method of entering leave, includes an Absence Type and
Date(s).

Absence Take

Type of leave requested, linked to one or multiple TRC(s) (Time
Reporting Code) in T&L (if cascading).

Adjustment

A deduction or addition made from/into the Absence
Entitlement balance.

Elapsed Schedule

Schedule that shows the duration of time that the employee
worked. i.e. the employee worked eight hours on Monday, forty
hours for the week.

Payable Time

Time after it has been processed and rules applied to create
differentials, supplements, and overtime.

Process/Finalize
Absence

The process to Calculate and close Absences for the current payroll
period.

Reported Time

Time as it is entered on the timesheet. This is what Managers
will approve.

Units

The period of time in which entitlement, take, adjustments and
balances are measured. Typically, in hours or partial.
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