Miami-Dade County INJerms

End-User Training Guide

Coursed Code: MSS 204
Course: Manager Self Service -Time Management




Course
Description

Training
Audiences

Prerequisites

Other Related
Courses

Delivery
Method

Estimated
Duration

Course Overview

This course provides a comprehensive review of the Time Management processes.
This course consists of the following modules:

e Module 1: Course Introduction
e Module 2: Time Management
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 system access:

e Manager

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 and Online Help

Participants can attend the other related courses to Manager Self Service:

e MSS 205 - Manager Self Service - ePerformance Management (Employee
Performance Evaluation)
e MSS 206 - Manager Self Service - Updating Team Information

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

The total duration of this course, when delivered through Instructor-led Training, is
Day 1 (6 Hours)

Day 2 (4 Hours)

Total duration: 10 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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Module 1: Course Introduction

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

and Logistics 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
o 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 Approve Time and Absence

e View Forecast Balance

e Manage Exceptions

e Enter Time on behalf of Employee

e Submit Absence on behalf of Employee
e Manage Work Schedule

inferms
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Module 1: Course Introduction

Training The following roles are associated with this course and will play a part in conducting the
Audience: related business processes for the County:
Roles and e Manager: The Manager is responsible for reviewing and approving HCM Module

s transaction types (Time & Labor, Absence, LOA, ePerformance, Retirement,
Responsibilities o . L
Terminations, etc.) through Manager self-service functionality.
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Navigation

inferms

Module 1: Course Introduction

1. Logintothe INFORMS and select Manager Self-Service from the home landing
page.
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Purpose and
Benefits of the
Business
Process

Module 1: Course Introduction

The purpose and benefits of the Manager Self-Service 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

Module 1: Course Introduction

Enter time
and/or ( :h‘
Absence

Request e

oR

Roles and
Descriptions

! EMPLOYEE

The Employee is responsible
for Self-Servioe functions i 2,
Life Events, Benefts
enrollment, Timesheets,
Paycheck, -4, Direct Deposit,
request leaue, relen
evaluations, add aceredited
Licenses, Cerifications],

Approve/Reject
equest and

Review/ Manage

Exceptions

X

a TIMEKEEPER

The Timekeeper is
esponsible for kezping
fime and atiendanee at fhe
department lesel, ensure
completencss and acearacy
of time; and managing
exception.

TIME AND ABSENCE APPROVAL

BUSINESS PROGESS

Absence

casinin (@l

. MANAGER
-

Thie Manager is respansibl for
rviewning and approving HCM
Module ransaction types
{Time & Labar, Absence, 108,
ePerlomance, Relremeni,
Teminztions, eic.| through
WManage self-service
Tanctional iy

Administration

DEPARTMENT
PERSONNEL
REPRESENTATIVE (DPR)

The begariment Persannel

Review and
Manage

Except%un '—Q

Time and
Absence are
loaded to
Payroll

TIME AND
LABOR CENTRAL
ADMINISTRATOR

‘The Time and Labor Central

reviewing and approving Employes
Self Serviee and Manager Self
Service transactions.

is
aceessing all MizmiDadz
County employees, configure
Time & Labor clements and run
fime administration process,

2

ABSENCE
MANAGEMENT
CENTRAL
M ADMINISTRATOR
The Absence Management
Gentral Administiator s
responsible for all Miami-
Dacle County employees,
eonfigure absence elements
and run absence processes.

inferms

PAYROLL
* *1 CENTRAL
L@ ADMINISTRATOR

—

The Payroll Eentral
Administrator is responsible
or running paproll sl the
wa s Fingl Cale. and i able
1o view and update emplayes
pay data.
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Introduction to
Demonstrations
and Exercises

Instructor Demo

Training Activities

Training Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course:
Instructor Demonstrations, Training Activities, and Training Exercises. The definitions
and descriptions of each are below.

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.

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.

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.

11
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction

The following key concepts were covered in this module:

o Course Administration and Logistics

Learning Objectives

e Roles and Responsibilities

e Purpose and Benefits of the Business Process
e Navigation

e The End-to-End Business Process

e Introduction to Demonstrations and Exercises

inferms
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Lessons

Module 2: Time Management
This module includes the following lessons:

e Approve Time and Absence

e Forecast Balances

e Manage Exceptions

e Enter Time on behalf of Employee

e Submit Absence on behalf of Employee
e Manage Work Schedule

inferms
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Lesson 1: Approve Time and / or Absence
Lesson 1: At the conclusion of this lesson, you will be able to:

Overview e Approve an employee’s time and / or absence
e Check an employee’s absence eligibility
e Learn the difference between Payable Time and Reported Time
e Understand that absence balances displayed on the employee’s absence balance
pages are from prior closed pay periods
e Understand that absence balances displayed on the employee’s absence balance
pages do not include accruals earned or hours taken after pay period.

14
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Lesson 1: Approve Time and / or Absence

Lesson 1: APPROVE TIME
Introduction BUSINESS PROCESS

5 o Administrativa q ime i
Time Submission Process Runs ,&Zﬁ.'.ﬁ.‘?;’ gl:::?:g) Pay%)::awﬂa -
Time Approval tionall As Neaded) Administrative
ceptions Created Process Runs

&

EMPLOYEE MANAGER ‘ SYSTEM INFORMS

The Employee is responsible for Self-Service functions The Manager is responsible for reviewing and approving HCM " The administrative process that is performed.
(i.e., Life Events, Benefits enrollment, Timesheets, Module transaction ypes (Time & Labar, Absence, LOA,

Paycheck, W-4, Direct Deposit, request leave, review ePerformance, Retirement, Terminations, etc.) through

evaluations, add aceredited Licenses/Certifications). Manager self-service functionality.

nBSE"cE PnnnEssI“ﬁ ROLES AND DESCRIPTIONS

BUSINESS PROCESS
O EMPLOYEE

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

a TIMEKEEPER

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

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.

Enter Time Approve/Reject Absence
Request and Review/ Processing

Manage Exceptions

SYSTEM INFORMS

The administrative process that is performed.

15
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Lesson 1: Approve Time and / or Absence

Term

Absence Accrual

The following key terms are used in this module:

Definition

Periodic calculation of actual entitlement earned.

Absence Balance

Leave balance available for the employee to use.

Leave Types that have associated balances to decrement

Absence
] when used, could have an accrual that adds to balance as
Entitlement . .
earned. i.e. Sick, Annual.
Absence Method of entering leave, includes an Absence Type and
Request Date(s).

Absence Take

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

Eligibility Group

Determines which leave entitlements and absence takes an
employee is eligible for, assigned on the Payroll Tab of Job
data, also determines the accrual rates for entitlements.

Exceptions

Any time reported that are not incompliance with the pay
plan or Collective Bargaining Agreement (CBA) rules.

Forecasting /
Check Eligibility

Validation of sufficient balance and other additional criteria
for an Absence Request.

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.

Task Profile ID

Task values that allow you to track time and allocate cost
for specific projects and activities.

16
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Lesson 1: Approve Time and / or Absence

Key Terms The following key terms are used in this module:
(Cont.) Term Definition

Taskgroup

Assigned to the employee, controls available Task
Profiles on the timesheet.

Time
Administration

INFORMS system process to trigger all the rules and
generate exceptions.

Time Collection
Devices (TCDs)

A method for collecting reported time outside of the
online timesheet in Time and Labor.

Time Reporter
Type

Determines the information of an employee must
provide for work hours on the timesheet, Punched or
Elapsed.

Time Reporting
Codes (TRCs)

It is used to track various hours worked and pay
supplements. Absences takes are mapped to TRCs and
TRC are mapped to earning codes in Payroll.

Time Reporting
Template

Determines fields used for time entry. Thereisan
Elapsed Time Reporting Template and a Punch Time
Reporting Template.

Workgroups

Grouping of employees that share common Time and
Labor attributes and rules.

17
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Lecture 1:

Approve Time
and Absence

Lesson 1: Approve Time and / or Absence
Approving Reported Time and / or Absence via the approval tile

Employees may not get paid correctly if the reported time or absence is not approved.
In the event that a manager is unable to review and approve an employee’s time
/absence, a Department Personnel Representative (DPR) can approve on the
Manager’s behalf. The Manager can approve time and absences by viewing all of the
reported time and absence requests from the Approval tile in the home landing page.

INFORMS is configured with Miami-Dade County’s policy on leave types. For example,
a full-time employee is entitled to convert a maximum set number of sick to annual
hours at the end of their leave year. Managers can view leave balances and absence
requests of their direct reports in the Absence Balances Request. Absence Balances
displays the year-to-date absence balances for each absence type. These balances are
from the most recent closed pay period and do not reflect accruals earned or hours
taken after the pay-period end date.

The following steps outline how to approve reported time and absence:

1. Navigation: Home > Approvals.
=)

inferms

Finance / Supply Chain (FSCM)

¢ o

e | Il I
e r— rosrer

g il 3

Analytics (OBIA) Capital Security Request Form About

N@g

2. The list of Pending Approvals will be available via the Pending Approvals page.
3. Select Time and Absence pane to view the list of employees with pending Time and
Absence approvals.

=D inferms
< .

Pending Approvals

Time and Absence rows

Reuted
ow0z023

T Time and Absance
Deurick Hein

Routesd
05152023

W : ) Time and Absance Rt
ein oB1BE0ZE >
i Suppiier

s  Supplier Change Request 3 ] Time and Absence Routed
| Deanck Hein omrazzE

@ Timeand Absence

Voucher

m ferms
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Lecture 1:

Approve Time
and Absence

m ferms

Lesson 1: Approve Time and / or Absence

There are two ways that a manager can approve time or absence via the Approvals
tile. A manager can approve an individual time or absence entry or mass approve.
To mass approve, select the check box by the employee(s) or select the check box
at the top row to select all. Select the Approve button once all selections are made.
A pop-up window will appear requesting Approver Comments. Enter comments
and select Submit.

Note: The indicator feature will distinguish between Time entries and Absence
entries and the corresponding period and is filtered in the following order:

1st Sort: By Period — Current, Prior and Future

2nd Sort: By Type — Time, Absence

3rd Sort: By Date Requested (Start Date) — Older date first

P ] inferms
< Pending Approvals
e m ox
Time and At s
5 Budget Joema )
- Kouied
Faymens Fequest s
ki o702
L Perfomance £
R
Pl Puchse Orier =
W Requseon
H Supplier o
Supplier Change R Roued
=] s
O T s acesn =
o "

Cancel Mass Approve

Approver Comments

You are about to approve the following 2 request(s).
Time and Absence Routed
Dollie Paris 0711412023
Quantity for Approval 16.00 Hours

08/09/2023 - 08/11/2023

Time Entry  Current Period

Time and Absence Routed
Norius Gerlach 07/114/2023
Quantity for Approval 8.00 Hours

07M2/2023 - 07/12/2023

Absence Prior Period

Also note, the Filters icon can be utilized to filter by Type, Requester, From, Date
Period, and Priority:

Pending Approvals

[ Time end Absence Quanity for Approval 16,00 Houws Routed
Devies Hen 082472023 - 082572023 08102023 >
Payment Request Apsance Fuurs Paiod
[ Time and Absence Filters e Routed
Performance # Reyana Lagserre owis202 >
ype  Time ance
[ Time snd Absence Routed

Devrick Hen 081872023 >

Roued
o81223 >

Dovrick Hen

Approver Commenta.

moelldEdNE R
4
H
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Lesson 1: Approve Time and / or Absence

Lecture 1: 4. Todrill down into the time or absence entry, select the row in the Time Entry or

. Absence details section which needs to be approved.
Approve Time

w inferms
and Absence P

Pending Approvals
ViewBy Type | = —
& m 27
Time and Absence rews

[ Budget sumal a
7 Expense el = Time and Absence Rowrad
= e e Dz Hen cenozz
2 Payment Request

Time and Absence Cuartly for Appronal 100 Hours feouted
| peromsnce a Avana Laers 081152023 - 00152023 162023
g B J Time and ABssnce Roures
D Hein o320
i Susplier "
4 Suppher ChengeRequest (5 e o

Denck Hen 087102023 - 081112025 Cari202
o Tmeamaasse z Absznce Curent Penod

5. Select the individual time entry lines or all time entry lines. Select the Approve
button to approve this employee’s reported time or absence request.

< Pending Approvals

Time and Absence
Deviick Hein
R
[=] 3 linets) are pending your approval
% In Process
Summary
Time Period 0B(07/2023 - OM082023 Time Eny
Quantity for Approval 24.00 Hours Quantity Scheduled 24.00 Hours
Quantity Submitted! Approved 0.00 Hours Quantity Reparted 24.00 Hours
Quantity Denled 0.00 Hours
View Legend
~Reported Time Details
Pending Al
3 rows
Select Repart Date Time Reporting Code Quantity for Approval Reported for Date | Scheduled for Date
080712023 REG - Regular Time: 800 Hours 800 Hours /8.00 Hours. N
08082023 REG - Regular Time: 800 Hours 800 Hours /8.00 Hours. >

6. An Approve window will populate to ensure all comments are included prior to
submitting the time reported.

7. Select Submit.

Note: Once approved, a message will appear at the top of the screen to inform the
approver that they have approved the request.

Time and Absence

Devrick Hein

EpBusiase s | spprove |

e

% InProcess
Summary
Time Period 08/07/2023 - 081082023 Time Eniry
Quantity for Approval 24.00 Hours Quantity Scheduled 2400 Hours
Quantity Submitted! Approved 0,00 Hours Quantity Reported  24.00 Hours
Quantity Denied 0,00 Hours
View Legend Cancel Approve Sutmit.
~ Reported Time Details | |
Pending Al
B a 3 rows
o
= == Time Repring Gode : Erear——
081072023 REG - Regular Time Jes 1 8.00 Hours >
0810872023 REG - Regular Time: 18.00 Howrs >
5] 0810812023 REG - Regular Time 00 Hours

800 Hours /8.00 Hours
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Lecture 1:

Approve Time
and Absence

Lesson 1: Approve Time and / or Absence
9. When approving an Absence Request, simply select the absence on the Pending
Approvals page that you would like to approve. Select Approve, enter any
applicable Approver Comments and Submit

@

o Time and Absence Arows
[ Budget Joumal £ [a]
- ) Time and Absence Quantiy for Approval 16.00 Hours Routed

Expense Report d

= Devnck Hein 08/24/2023 - 08252023 081072023 >
® e Request = Absence Future Period

= 1 Time and Absence ‘Quanidy for Appioval 8 00 Hours Rauted
| Performance » Aiyana Lapierre 08/15/2023 - 08/15/2023 0BI16/2023 >

Absence Cunent Period

Cancal Approve | subrt|

You are about to approve this request

rover Comments
|
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Lesson 1: Training Activity 1

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

Scenario An employee submits an absence request. Manager checks eligibility approves their
time.
Instructions 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.

22
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Lesson 1: Training Exercise

Debrief 1. Reported time requires approval.
a) True
b) False

2. Payable time requires approval.
a) True
b) False

3. A Manager needs to approve an absence request when they request an absence of
behalf of the employee.
a) True
b) False

23
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Lesson
Summary

4

i

Lesson 1: Lesson Summary
Now that you have completed the Approve Time lesson, you should be able to:

e Approve an employee’s time and / or absence

e Check an employee’s absence eligibility

e Learn the difference between Payable Time and Reported Time

e Understand that absence balances displayed on the employee’s absence balance
pages are from prior closed pay periods

e Understand that absence balances displayed on the employee’s absence balance
pages do not include accruals earned or hours taken after pay period.

24
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Lesson 2: View Forecast Balance

. At the conclusion of this lesson, you will be able to:
Lecture 1: View y

Forecast
Balance

e Forecast an employee’s absence balance

25
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Key Terms

Lesson 2: View Forecast Balance

The following key terms are used in this lesson:

Term

Absence Accrual

Definition

Periodic calculation of actual entitlement earned.

inferms

Absence Balance

Leave balance available for the employee to use.

Absence
Entitlement

Leave Types that have associated balances to decrement when
used, could have an accrual that adds to balance as earned. i.e.
Sick, Annual.

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).

Eligibility Group

Determines which leave entitlements and absence takes an
employee is eligible for, assigned on the Payroll Tab of Job data,
also determines the accrual rates for entitlements.

Forecasting /
Check Eligibility

Validation of sufficient balance and other additional criteria for
an Absence Request.

Process/Finalize
Absence

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

26
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Lesson 2: View Forecast Balance
View Forecast Balance
Managers can review Forecast Balance through the Manager Self Service tile. The
Forecast Balance allows you to forecast a specific absence type for the employee as of a
past or future date. Follow the steps below to review the forecast for a specific absence
type:

Lecture 1: View
Forecast
Balance

1. Logintothe INFORMS and select Manager Self-Service from the home landing

] inferms
Finance / Supply Chain (FSCM) Approvals Budget Scorecard
Kin B E‘@ L
M w
xax @ ll | I
235
Employes Set-Serics [ree—r— Human Resources (HEM) Loaming L3
e AN - [
. B JF . -y
tag Wl r¥N L) EH
- m e | SN—x | commssoon
Ayt (0B1A) Capit Aot Securty Requests
"@g ) ; TV Q
f_’m_' % @é L& IS =
wnda .

2. Select Team Time.

inferms
[ Manager Self-Service
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Lesson 2: View Forecast Balance
3. Select Absence Balances.

Lecture 1: View
4. Select the desired employee.

Forecast
Ba | ance S Tmeshest ¥ Absence Balances

» Search Options

Team Time

© Report Time
15 Weekly Time Summary Select Employee Trows
o
@ Payable Tme
Name / Title /1D - Record Directs / Total Status  Type Position
1 Regquest Abserce
e
™ o00zrr22 >
1 Cancel Absences Employes
I View Requests ridger
rp Bush ':’:"; - 00024247 »
() Absence Balances 2 o
o Devrick Heln
e — £ Busingss Anlyst 3 perve P— N
m PR coieri 0 Employes
£% Reportng Locations

Scroll down and select Forecast Balance.

Select the date for which you want to forecast the balance in As Of Date.
Select the type of absence being forecasted in Filter by Type.

Select the type of absence in Absence Name.

Select the Forecast Balance button to display the Forecast Details.

Lo N W

< Back Team Time A Q™ =
&, Timesheat . Absence Balances
Devrick Hein @
) Reperi T Fip Business Anaie: 3
B o St Employee
[ Weskly Time Summary
@ Payatic Tme Birthday Holiday Balance
As O 0810812023 000 Days
(En=rErs Floating Holiday Balance
S As OF 0810612023 000 Days
ncel Absences
Sick Leave Balance
IF" View Requesis As OF 08106/2023 842.00 Hours
1§ Assnce Baianees Compensatory Leave Balance
As 010810612023 0.00 Hours
@ Menao= Exceniors Haliday Eamed Leave Balance
u As OF 0810612023 50,00 Hours
£9 Reponing Locations
Annual Leave Balance
3] Worklorce Avaietilty As OF 0810612023 855 00 Hours
e curent balance docs notrefict absences (hat ave ot been processed.
A5 of Date | 09052023 =)
Filter by Type | Birliiay Holday B
“Absence Name [ Bilhday Howday Used v Current Balance .00 Days™
Forecast Balance

Team Time
& Timeshest - Absence Balances
Devrick Hein®
S et T Erp Business Analyst 3
Retum 10 Select Employee
1 Weekty Time Summary
@ PayabieTine Birthday Holiday Balance
s Forecast Details [©] |
10 Request Absence Floating Holiday Balance
As Of 08/06/2023 Birthday Holiday Balance
1B Cancel Absences o
Sick Leave Balance
1P View Requests. As Of 08/06/2023
o = Compensatory Leave Balance
A3 OF 0810612023
@ Manage Exceptions g Holiday Earned Leave Balance
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Demonstration

Scenario

Instructions

Lesson 2: View Forecast Balance

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

Employee submits absence request. Manager forecasts the employee’s balance.

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.

29
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Debrief

Lesson 2: Training Exercise

1. Reportedtime is accounted for in an employee’s forecasted balance?
a) True.
b) False.

inferms
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Lesson 2: Lesson Summary

Lesson Now that you have completed the View Forecast Balance lesson, you should be able

Summary to:

e Forecast an employee’s absence balance

i

v
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Lesson 3: Manage Exceptions

Lesson 3: At the conclusion of this lesson, you will be able to:

Overview e Understand the difference between High, Medium and Low Severity Exceptions
e View and resolve Time Reporting Exceptions
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Lesson 3: Manage Exceptions

Lesson 3:
Introduction
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Lesson 3: Manage Exceptions
Key Terms The following key terms are used in this module:

Any time reported that are not in compliance with the Pay Plan

Exceptions or CBA (Collective Bargaining Agreements) rules.

Exceptions with a High severity level must be resolved in order
for the reported time associated with the exception to become
payable time. Data must be changed in the timesheet and re-
submitted. Medium severity exception will produce payable time
but will remain on the Exceptions Table until the exception is

High Exception

resolved.
Medium Medium severity exception will produce payable time but will
Exception remain on the Exceptions Table until the exception is resolved.

Low severity exception will produce payable time but will remain

Low Exception . . L
P on the Exceptions Table until the exception is resolved.

Payable Time Time loaded into payroll.
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Lesson 3: Manage Exceptions

Lecture 1: Exceptions are user- and system-generated warnings and errors that indicate a
Overview of problem with an employee’s reported time or a problem in the system.
Exceptions The following topics will be reviewed in this lesson:

e Overview of Exceptions.
e Review Exceptions.

Overview of Exceptions

Exceptions are generated when the reported time has been approved and the Time
Administration process has been run. Any reported time that violates system rules will
generate an Exception.

If there is an exception on an employee’s time, an icon will appear for each day on the
tile after the Time Administration process is run.

Exceptions have severity levels:

e High: Exceptions with a High severity level must be resolved in order for the
reported time associated with the exception to become payable time. Data
must be changed in the timesheet and re-submitted.

e Medium: Medium severity exception will produce payable time but will remain
on the Exceptions Table until the exception is resolved.

e Low: Low severity exception will produce payable time but will remain on the
Exceptions Table until the exception is resolved.

In addition to exception severity levels, there are also exception statuses. The three

exception statuses that are available when reviewing exceptions are: Unresolved,
Resolved.
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Lesson 3: Manage Exceptions

Lecture 1: The following are different types of exceptions that can occur in INFORMS:
OverV|.ew of Exception ID Description Severity
Exceptions U )
MD_OFFDY TRC cannot be posted on Off Day High
TLX00440 TRCis not in TRC Program. High
MDTL004 NGTO exceed OVT. High
MDHOLPTM HOLEA/HOLPD required. Medium
MDNGTEX4 NGT hours report less than minimum | Low
required.
MDOCL007 OCL hours may not be Low
reported with Leave hours.
MDVALEX2 Less than 80/96 hours reported for Low
the pay period.

36



End-User Training Guide — MSS 204: Manager Self Service - Time Management

Lecture 2:
Manage
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Lesson 3: Manage Exceptions

Manage Exceptions

A Manager has the option to resolve low and medium severity exceptions on the
Exception Table. To resolve an exception, the user will determine if the error exists
with the reported time, or if there is an invalid value in a setup table. If the error is due
to reported time, the Manager will need to correct the time on the Timesheet and
process the time again through the Time Administration process.

Toresolve an exception, the Manager must go to the Manager Self-Service tile to
review the exception. The following steps outline how to view, and resolve an
exception:

1. Navigation: Manager Self-Service > Team Time

2. Select Manage Exceptions then select the employee. Use the two filter icons to
filter results.

< Manager Selt-service. Team Time aQw =
& Timeshest - ige Exceptions Related Information
PG | Aowi® | Al s
& Repor Time
Exceptions

T Weekty Teve Summary

L

 Ansndance Violations

& Porabi Time Bridger Faulk .
) Recuest Absence VDVALEX? - Less than 8056 hours REG ourmms
Devrick Hein
1! Cancel Absences -
MEVALEX? - Less than 80196 hours REG s
I View Requests
Loigh Fagan .
) Absence Batances VDVALEXZ - Less than 8096 hours REG -
Vera Justice .
¥ MOVALEX2 - Less than 8086 hours REG 08182023

T Workdorce Avaiabitty

Note: the indicator to the right will indicate whether the exception is low, medium, or
high. Although INFORMS will trigger a Low and Medium severity, the Manager can
submit time. However, for High severity, based on the severity explanation, Managers
are required to update the time sheet prior to submitting for approval. It is strongly
encouraged to review each individual exception before submitting.

< Manager Self-Service Team Time A Q= =
& Timesheet v Manage Exceptions Related Information
T | Fix(®  Alow(®) A
> Roport Time Add Analytics &
Exceptions
T Weekty Time Entry - Attendance Violations: 0
[53 Weekly Time Summary Jada Arevale

@ Payable Time

1) Leave / Comp Time
1) Request Absence
I Cancel Absences

1P View Requests

MD=REGOT - TRC greater than REG and OWT

Jada Arevalo
MDNOPYLY - TRC Not Paid on Leave
Jada Arevalo

MOVALEXZ - Less than 8086 hours REG

Ludivina Arevalo

MDVALEX2 - Less than BO/S8 hours REG

Hign
08052023

Hish

020572023

o102

nanT0
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Lesson 3: Manage Exceptions

exceptions.

inferms

In the Reported Time Details section and select the Reported Date with the

& Report Time
I Weekdy Time Eriry
£ Weekly Time Summary
(@ Payable Time
19y Leave / Comp Time
1) Request Absence

I# Cancel Absences

1P View Requests

1) Apsence fainces

& Timesheet v

Team Time

Manage Exceptions

| @ | Awo A
Exceptions

Jada Arevalo P
MD=REGOT - TRC greater than REG and OVT GROS2023
Jada Arevale Hign
MDNOPYLY - TRG Not Past on Leave -
Jada Arevalo

VDVALEXZ « Less (han BDYSS hours REG P

Ludivina Arevalo

MIDVALEXZ - Less than 80196 hours REG aeovzzms

Related Information

Add Analytics »

In the details page, select the exception-generating entry.

Team Time

& Report Time
[ Weekiy Tme Entry

5 Weeky Tme Summary
@ Payale Time

1) Leave / Comp Time

1l RequestAbsence

18 Asence Balances.

b Timesheet ~

Jada Arevalo &
Carmari

Sanureay, Aug 5, 2023

Submitted Time

4| | Eapsed | Punch

FRHCR - Forensic Heathcare Un 8.0 Hours

Exceptions

MD=REGOT - TRG greater than REG and OVT

MONOPYLY - TRE Not Paid on Leave

Total 14.75 hours

High

Related Infermation

Ad Analyties °

In the Time Report page, review the exception and make appropriate updates then

select Submit. In this example, the correct hours quantity is inputted. However, the
exception may have been generated due to an incorrect Time Reporting Code or

Taskgroup.

Cancs! Time Report

Date 08052023

“Time Reporting Code | REG - Regular Time - QuickFill

Quantity -_ Hours

*Taskgroup  PSNONCATSK

Time Details
Q  Commitment Accounting Task Profile ID
Assignment a

OCL Jobeode

Source Online

Delete

Note: All High severity exceptions need to be fixed on the employee’s timesheet by the
employee, Manager, or Department Personnel Representative (DPR) and resubmitted
through the Time Administration process.

Once the exceptions have been resolved the process of managing exceptions has been

completed.
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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 has brought to your attention that their reported time is not translating to
payable time on their timesheet. As the Manager, you want to review the High severity
exceptions that the employees can then go back and fix the errors on their timesheets.

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.
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Debrief

Lesson 3: Training Exercise

1. Provide an example of a High Severity Exception.

inferms

2. How are High Severity Exceptions fixed in INFORMS?
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Lesson 3: Lesson Summary

Objectives Now that you have completed the Manage Exceptions lesson, you should be able to:

Achieved o Understand the difference between High, Medium and Low Severity Exceptions
e View and resolve Time Reporting Exceptions

i

v
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Lesson 4: Enter Time on Behalf of Employee
Lesson 4: 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 4:
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inferms

BUSINESS PROCESS

Enter time a
and/or &. Approve/Reject Absence
Absence N equest and Calculation
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ecuest leave, (eview ot time; and menaging Terminations, etc.} trough Senvice transactions.
avaluations, add accredited cxceptions. Manager self-service
Licenses/Certifications), functienality.

TIME AND RBSENGE APPROVAL
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Lesson 4: Enter Time on Behalf of Employee

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

/ Term Definition
Yo e

/

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 4: Enter Time on Behalf of Employee

In the event that an employee is away and or unable to enter time or an absence, their
Manager can enter the employee’s time on their behalf.

The following topics will be discussed in this course:

e 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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Lesson 4: 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:

Enter time o i
and/or &. Approve/Reject Absence Reviewand ™= g'lme and
Absence equest and Calculation Manage =7 AI e .
Request Review/ Manage and Time Excepfion '-Q loade Illu -
Exceptions Administration T Payro
OR
' I L] L — -
. L () = =
o —
~ b
- M M AlA
\ |
Roles and
Descriptions
- % DEPARTMENT TIME AND ABSENCE PAYROLL
i EMPLOYEE g TIMEKEEPER . MANAGER @ PERSONNEL LABOR CENTRAL . MANAGEMENT = =] CENTRAL
i m REPRESENTATIVE (DPR) ADMINISTRATOR CENTRAL ADMINISTRATOR
The Timekeeper is o <t e Depariment B , M ANINSTRA TR
tesponsible for keepin e Department Personne| The Time and Labor Central
department | teviewing and approving Employee acezssing all Wiami-Dade entral is
IEEC:;\ o e aeamacy self-Geriice and Manager Self ugum,,empm,'., e responsible far all Wiami for running Dﬂ&‘m”ﬂ‘:j“m
of tim Termi ) throug Service transactions. Time & Labor el drun Dade County emplopies,
excepticns, Marager seltservice time adninistiation process. configure shsence &lements
functionality, and run absence processes
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Lesson 4: 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 InINFORMS, 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.
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Lesson 4: Enter Time on behalf of Employee

Enter Time on Behalf of an Employee

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

Navigation: Manager Self Service > Team Time > Enter Time

1. Onthe Enter Time: Timesheet Summary page, the Manager or Department
Personnel Representative (DPR) can search for the employee that time must be
submitted for.

Note: As a Manager or DPR, you may use the Report Time selection from the
navigation to enter time for the current day.

2. Select Get Employees to see all employees or user the Filter and enter any of the
pertinent search selection criteria, then Select Done.

Note: If a Manager is using this functionality and Selects Get Employees, all
employees the Manager manages, based on the Time Reporter Group, will be
displayed. If a Department Personnel Representative (DPR) Selects Get Employees
with no search criteria, all employees within their same security group will be
listed. It is recommended that users enter at least a Department, Empl ID, or
Business Unit, Taskgroup to narrow the search results.

- infern

& Timeshoat 25 Enter Time
Use ecs to change the search cileria of Gt Emplayess to apply the defaull Ma
Cancel Fliters
Get Employees

i

o] |0 |o| [#] (0| 2] |2

Resot
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Lesson 4: Enter Time on behalf of Employee
3. Review the search results under Enter Time page. Select on the employee to open
the employee’s timesheet.

Lecture 2: Enter
Time on behalf
of Employee

4, Review the employee’s timesheet for the pay period or weekly by selecting the
View By dropdown. You can select the pay period dates by selecting the left and
right arrows below, or simply select the calendar icon to select a specific date. Use
the Slider to scroll through the two-week pay period.

Team Time

iy Timeshest S Enter Time

i o & Provious Nt &
r Time il
" .
e Summary

ﬁmgusl 21, 2023 - September 3, 2023 “View By | Period w
 Repart Time

s
[ Unappror approved Absence 16.00

Submi
(@ Payable Time ‘ |
1) Reguest Absence
® @ @ um ® ® s @

1B Can

[=i=a ROVT Ememency O v 100 4 — so0 200

e [

— | |

Note: Select Action Arrow icon next to the date to view the related actions
including Add / View Comments.

EROVT - Emergency Overti v 700

5. Once you have reached the correct pay period or weekly timesheet, enter the
hours.

Note: Although the Next Time Period link is available, the Department Personnel
Representative (DPR) cannot enter future time on behalf of the employee.

6. For each line of time entered as Elapsed Timesheet, select the Time Reporting
Code for the time that is being submitted if it is not the regular time code. The
Time Reporting Code options will vary based on the employee’s job and tasks.
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Lesson 4: Enter Time on behalf of Employee

Lecture 2: Enter
Time on behalf
of Employee

7. Add aline by selecting the (+) button if necessary. Once all time and time reporting
codes are entered, select Submit. In the screenshot below Regular Time is used.
Once submitted, you will receive a message at the top of the screen that the time
has been submitted.

Note: Scheduled, Reported, and Unapproved Time are displayed as well as
Unapproved Absence.

Team Time

oa12023 B« v August2!, 2023 Seplember 3, 2023

o RegortTime

Scheduled 40,00 | Reported 31.00
[ Weskty Tme Summary Unapproved Time 0.00 | Unapproved Absence 15.01

@ Payati Tme

) Resques Abissrce

B! Cancel Avsences

EROVE . Emergency vert v 700 4| = 500 200
LMW 4

I REG - Regular Tme 1 800 - 'ﬂ“ :

Note: Once the Manager submits the time on behalf of the employee, the reported
time is automatically approved.

8. Inthe Manager Approvals section, the Reported Status, Date, Reported Status,
Total Hours, Time Reporting Code (TRC), and TRC Description will be displayed:

Team Time
. Enter Time
& Provious | Hem &
B« b | August2t, 2025 September 3, 2023 ViewBy | Period
& Repont Tms
Scheduled 80.00 | Reporied 38.00
[58. Woskiy Trme Summary Unapproved Time 6.00 | Unapproved Absence 16.00
Susmit
@ Payatie Tare:
) Regues: Absence
21w S w @ ows @ wm o) ®
Time Reporting Code Row Touls - @ ar @ ow @ xm e @ hd
- e
@ an (i
1P View Requesis. i o g - © 200
() Absence Bances 80 | - 800
o 4 o om

@ Warae Excepions
48 Repertng Locatins
T Workorse Avaiabity Approve

Dae Beperted Ststus Tersi TRC Deserigiion Scheduled Werk Hours

Note: You may also mass approve Time / Absence in the Manager Approvals section as
well.

Team Time

(5 Wy Time Summary

T Workluree Avaitalilly

~ Manage Approvals.

|
(@ Payasie Tme
() Request Absence. R

Tme Reportng Code  Row Tosls " ® @ © wm ° N 5

L) on en

EROV - Ememency Gremiy| T | = 00 200
1 2o REG - Requiar Time a0 4| = T

e 4

ol TRE Daripion Schvctid WorkHours
sz w0 Rea Rt T azo
I s om0 v am P
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Lesson 4: Enter Time on behalf of Employee

Lecture 2: Enter

) Note: For each row with an Out of Class (OCL) time reporting code:
Time on behalf

Scroll to the right of the timesheet and select the corresponding OCL Jobcode.

of Employee e Your default Taskgroup will auto-populate. If applicable, enter the appropriate Task Profile
ID as directed by your department. Each different code will require its own row. Select the
Lookup icon to select a different task profile ID.

e Select the Submit button.

< Manager Self-Service Team Time am =
& Timesheet a~ Enter Time
Joey Buckner @ & Previous || Nex &
Entar Time Was'S ian 2
Ret
Time Summary
»  August7, 2023 - August 20, 2023 “View By | Period v
© Report Time

Scheduled 80.00 | Reported 0.00

5 Weekly Time Summary Unapproved Time 0.00 | Unapproved Absence 0.00
@ Payate T Apply Schedule Apply Rules @
ayable Time

1l Request Absence
m @ e L 9@ ragroup Task Profile ID Assignment OCL Jobcode Source
1! Cancel Absences
View Requests
1P View Requ 8.00 09672020 827187 Q Q  [pooot Q
1§ Absence Balances
MA Performed

{2 Manace £ A

Note: Kaba clock employees will have limited access to the timesheet page. The
timesheet will be disabled as shown in the screenshot below, however, these
employees will have the ability to request and cancel an absence.

< Enter Time Enter Time

Job Title Maintenance Mechanic

[# <« »  August21,2023 - September 3, 2023 *View By | Period v

Scheduled 80.00 | Reported 0.00
Unapproved Time 0.00 | Unapproved Absence 0.00

Request Absence Cancel Absence

The timesheet is currently locked down. Changes on or before 09/03/2023 are not allowed.

Mo @ 2T @ BWed @ AT @ s @ st @ s @  2®Mon

0010 00f 10 00f10 0of 10 00f0 00of0 0of0 00f10

“Time Reporting Code  Row Totals

EMASS Labor and Work Performed

Timesheet Legend
Refer to the below legend for the meaning of the Timesheet icons.

@  Approved Il Reported

#%  Pending Approvals [l Reported Under Schedule
@  Pushed Back %  Reported Over Schedule
A Exception OFF Day

M  Absence = Comment

51



nferms
End-User Training Guide — MSS 204: Manager Self Service - Time Management y:?’ - .

Lesson 4: Training Activity 1

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

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

Instructions 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.
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Lesson 4: Training Exercise

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

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

53



nferms
End-User Training Guide — MSS 204: Manager Self Service - Time Management y:?’ - .

Lesson 4: Lesson Summary

Lesson Summary

Verify that participants understood the information in this lesson before you move on
to the next one.

Discuss each learning objective and explain how to accomplish each one.

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

v
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Lesson 4: 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
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Lesson 5: Submit Absence on Behalf of Employee
At the conclusion of this lesson, you will be able to:

e Enter an Absence on Behalf of an Employee using Absence Management
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Lesson 5: Submit Absence on Behalf of Employee

Lesson 5:

: ABSENGE PROCESSING
Introduction BUSINESS PROCESS

ROLES AND DESCRIPTIONS

0 EMPLOYEE

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

a TIMEKEEPER

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

Enter Time Approve/Reject Absence
Request and Review/ Processing
Manage Exceptions

MANAGER

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

@ SYSTEM INFORMS

The administrative process that is performed.
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Lesson 5: Submit Absence on Behalf of Employee

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

: Term Definition
yir e ——

F 4

=/ The period for which an employee is absent for the same

% Absence Event
reason.
. A deduction or addition made from/into the Absence
Adjustment .
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.

Method of entering leave, includes an Absence Type and

Absence Request
qu Date(s).

Type of leave requested, linked to one or multiple TRC(s) (Time

A Tak
bsence Take Reporting Code) in T&L (if cascading).

Process/Finalize The process to Calculate and close Absences for the current
Absence payroll period.
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Lesson 5: Submit Absence on Behalf of an Employee

Lecture 1: Submit Absence on Behalf of an Employee

Submit Absence The following steps outline how the Manager can submit an absence request on behalf

on Behalf of an

of the employee if the employee is unable to report it.

Employee 1. Navigation: Homepage > Manager Self-Service > Team Time > Request Absence
2. Select an employee to submit absence on behalf of.
< Back Team Time w -
& Timesheet v Request Absence
[ Weeldy Time Summary Select Employee 7 rows.
(@ Payable Time. E
.: Mame | Title | ID - Record Directs | Total Status / Type Department | Location
Il Request Absence Eleonore Monsan
(e |~ o S
3. Populate the absence request form.
e Absence Type
e Start Date
e End Date
e Duration (in Hours)
- =
& Timesheet - Request Absence
. - e
[H Weekdy Time Summary submit |
@ Payable Tme “Absence Name | Sick Leave -
R Start Date |07/2572023 o]
End Date |07/252023 [in)
LRI Duration | 8.00 Hours.

i View Requests
Partial Days Mone

(M) Absence Balancas

(@ Manage Exceptions
£% Reporting Locations.

T Workioroe Availabity

Check Eligibility

Attachments

You have not added any Atiachments,

Add Attachment
Workflow
Allow Request By Emplayee and Manager
Request As

Balance Information

As Of 0611112023 827.00 Hours™

Note: Different absence types in the Absence Name field will require additional
information. For Annual Leave, employees can request partial days.

4. Select the Check Eligibility box to check employee’s available balance and eligibility
of the selected absence.

Note: The manager must always select Check Eligibility to submit the absence
request.

Eligibility has been verified

You may now submit your absence.
Date Time: July 17,2023 at 15:21
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5. Review the absence details, enter any pertinent comments, and Select Submit.
Lecture 1:

< Back Team Time
Submit Absence D v | Roguest Absence
Eleonore Monson &
© Report Time a Erp Business Analyst 3
B h |f f PELY | Retom to Select Emplayss
o n e a O a n '3 Weekly Time Sumsmary E
E m p I Oyee ® Payable Time “Absence Name | Sick Leave -
- “Start Date | 071262023
| Request Absence
* End Date | 07/25/2023 i

1P Cancel Absences

1P View Requests.

Duration |8.00

Partial Days Nene

Hours

1 Absence Balances
Check Eligibility | View Eligibiity Details
(P Manage Exceptions
n Comments
% Reporting Locations

6. Select Yes once prompted.

Are you sure you want to Submit this Absence
Request?

7. Asa manager, the Status for the absence request is Approved once the request is
successfully submitted.

«© Timesheet

© Report Time
['& Weekly Time Summary
@ Payable Time
() Request Absence
(! Cancel Absences
I View Requests

(W) Absence Balances

Request Absence

Eleonore Monson &
Erp Business Analyst 3
" Retum to Select Employee

Absence Name Sick Leave
Start Date 07/25/2023
End Date 07/25/2023

Duration 8 00 Hours

Partial Days None

Comments
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Lesson 5: Submit Absence on Behalf of an Employee

Submit a Partial Absence on Behalf of an Employee
The following steps outline how the Manager can submit a partial absence request on
behalf of the employee if the employee is unable to request it.

1. Navigation: Homepage > Manager Self-Service > Team Time > Request Absence

2. Select an employee to submit absence on behalf of.

& Timeshect “  Request Absence
v
[ Rapor Trms Search Options

[E) Weekly Time Summary Select Employee 7 rows

@ Payable Time

F Name | Tite | ID - Record Directs | Total Status | Type Department / Location
1l Request Absence I Aiyana Lapierre
b sine Active STRATEGIC BUSINESS MANAGEMENT

Enp Business Analyst 3 N
I Cancel Absences 00156195 - 0 Employee QTV South Floer 21
I View Requests Bridger Faulk ‘ X
£ Business Anayst 3 Active STRATEGIC BUSINESS MANAGEMENT ;
Employee OTV South Fioor 21
1) Absence Baiances L3l oo217z77.0
Deurick Hein
(@ Manage Exceptions Erp Business Ansiyst 3 Active STRATEGIC BUSINESS MANAGEMENT ,
. u ¥ oo3ea-0 Employee OTV South Flar 21
% Reporting Locations

3. Populate the absence request form.
e Absence Type
e Start Date
e End Date

« Back Team Time A Qm =
2 Tmesneet - RequestAbsence
Devrick Hein &
© Report Time E0p B 3

13 Weekly Time Summary | s

() Payable Time “Absence Name | Sick Leave

stanDae [v222023 E

1] Request Absence.
End Dare | 1122202

1P Cancel Absences
" Duration | 800 Hours

W View Requests
Pantial Days None
1) Absence Balances
Check Eligibility
(@ Manage Exceptions
Gomments

% Reparing Locations m
Attachments

4. Select Partial Days.

Team Time

& Timeshest ~  RequestAbsence

Devrick Hein &
© Repon Time ErmBusi et 3
Return 1o Setect Employes

T Weekly Time Sumemary | 5

- ‘Absence Name | Sick Leave -
Start Date [f11722/2023 =)

1l Request Absence
End Date | 11/2212023 =)

I Cancel Absences
Duration |8.00 Hours

WP View Requests
Partial Days None >

() Asence Balances
Cheek Eligibility

(@ Manage Exceptions

u Comments
&% Reporting Locations

Attachments
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5. Inthe Partial Days dropdown, select the partial days type. In this example, All Days
is selected. Enter the desired duration and select Done.

6. Select Check Eligibility and

nnnnnnnn

Cancel Partial Days

Partial Days | All Days

Duration |4

v

Hours

then Submit once eligibility has been verified.

7. Select Yes once prompted.

Are you sure you want to Submit this Absence
Request?

8. Asa manager, the Status for the absence request is Approved once the request is

successfully submitted.

oy Timesheet
© Report Time
[} Weekly Time Summary
@ Payable Time
I Request Absence
I} Cancel Absences
1P View Requests
1§} Absence Balances.

(@ Manage Exceptions

- Request Absence

D
En
THY | et

Attachments

You have not added any Attachments

Team Time

Absence Name Sick Leave
Start Date 11/2222023
End Date 112272023

Duratien 400 Hours.

Partial Days Al Days
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Cancel Absence on Behalf of an Employee
The following steps outline how the Manager can cancel an absence request on behalf
of the employee if the employee is unable to cancel it.

Lecture 3:
Cancel Absence

on Behalf of an
Employee

1. Navigation: Homepage > Manager Self-Service > Team Time > Cancel Absence

2. Select an employee whose absence you wish to cancel.

& Timesheet
& Report Tme
73 Weeky Tive Summary
@ Fayable Time

il Renuest Asence.
11! Cancel Absences.
[ verreness
) Aosence Bancas

G Mansge Enceptrs:

% Reporiing Locatiors

Cancel Absences

» Search Optiens

Select Employee

Name | Tite | 10 - Record

Team Time

Staas [ Type Position

e,

. ouzrrzz
Employee

i oa0z4247
Empioyes

Davrick Hain
£ Business Analyst 3
00138131 -0

00025600

e
Employee.

3. Select the absence request.

¢ Back

& Timesheet v
© Report Time

[ Weekly Time Summary

(@ Payable Time

Cancel Absences
Devrick Hein

Erp Businsss Analyst 3

Retun io Select Emplayes

View Requests

Team Time

1l Request Absence

1B Cancel Absences

Sick Leave
Approved

Manager Absence Request

1z2n

4o

W View Requests

4. Select the Cancel Absence button.

& Reper Trme
75 Woekly Trne Summary
@ Payabie Time

1l Reques: Adsence

12 Cancel Absences

1P View Requests

M) Acsence Baiances

Cancel Absence

Devrick Hen
Erp Business Analyst 3

Attachments

5. Select Yes when prompted.

Are you sure you want to Cancel this Absence
Request?

= -
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Demonstration

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

Scenario

An employee is out of the office due toillness 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 Manager, you need to enter the absence on behalf of the
employee.

Instructions

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.
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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 Manager has to approve the Absence requested on behalf of an employee.

a) True

b) False
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Objectives 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

i

v
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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

inferms
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Lesson 6: Manage Work Schedule

MANAGE WORK SCHEDULE

BUSINESS PROGESS
Manage Personal Reviews Time Administration
Schedules Schedules Runs / Exceptions are

cleared

&

i."
P 3"

inferms

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

The Department Personnel
Representative is responsible for
reviewing and approving Employee Self-
Service and Manager Self Service
transactions.

MANAGER
4

The Manager is responsible for reviewing
and approving HCM Maodule transaction
types (Time & Labor, Absence, LOA,
F
T
etc.) through Manager self-service
functionality,

"

The administrative process that is
performed.

68



inferms

End-User Training Guide — MSS 204: Manager Self Service - Time Management wnda

Lesson 6: Manage Work Schedule

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

/ Definition
Yo e

/

—VA 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

69



17111¢ rms
End-User Training Guide — MSS 204: Manager Self Service - Time Management y:?’ . .
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Lecture 1: This lesson will review Manage Work Schedule.
Overview of The following topics will be discussed in this lesson:
Schedules

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.

70



inferms

End-User Training Guide — MSS 204: Manager Self Service - Time Management wndn o w =

Lecture 1:
Overview of
Schedules

Lesson 6: 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 Inthelegacy 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 Atthe 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.

¢ Inthe legacy system, employees were able to set up their own schedule to use
during time reporting. In INFORMS, the Manager 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 6: 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:

NavBar Navigation: Human Resources (HCM) > Time and Labor > Enroll Time
Reporters > Assign Work Schedule.
Or
Manager Self Service > Time Management > Manage Schedules > Assign Work
Schedule

NavBar: Navigator

NavBar: Navigator

- ‘ Human Resources (HCM)

E-:

Recent Places

»

My Favorites

£

Classic Home

DPR Self Service

Miami - Dade County

AESG

Self Service

Manager Self Service

Recruiting

Workforce Administration

Compensation

Time and Labor

Payroll for North America

Global Payroll & Absence Mgmt

Workforce Development

NavBar: Navigator

Recent Places

*

My Favorites

Navigator

Classic Home

L] | Time and Labor

View Time

Approve Time

Enroll Time Reporters

Reports

s L] ‘ Enroll Time Reporters *
N _—
HE,
T Create Time Reporter Data
I Maintain Time Reporter Data
My Favorites Assign Work Schedule
E Assign Schedule to Group
Navigator

Classic Home

inferms
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Lecture 2: Assigning a Personal Schedule
Personal 1. Onthe Assign Work Schedule search page, enter any of the following search
Schedule criteria:

e EmplID

e Empl Record

e Name

e lLast Name

e Business Unit

e Department

e Organizational Relationship

2. 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.

- 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 6: Manage Work Schedule

Assigning a Personal Schedule

3.

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.

e 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

m ferms
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Lesson 6: 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.

7. Select Create Schedule.

Note: Effective Date should be the next pay period begin date.

Assign Schedules ®
5 Q {  1-dofd v M| View
l Primary Schedule Alternate Schedule 13

*Effective Date “Assignment Method Schedule Group Schedule 1D Description g«‘:‘::::ule

05092002 [ | ' Create Persanal Schedule M Q| 0040087000000 UAT Test Cicate Schoduia | 4 =

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

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

e Description
e Daylight Saving Rule
e Daysin Schedule (14)
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Lesson 6: Manage Work Schedule

Assigning a Personal Schedule

9. Select the Schedule Shifts Tab and enter the shift Off Shift and Schedule Hrs.

10. Additional instructions are provided at the bottom of this page. Select OK.

Working with Shift Details
Select Al O peselect Al B copy Paste & Clear Shifts
Days in Schedule 14
© ¥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 information, select the rows for shifts to be cleared. then select Clear Shifts.
To delete days, reduce Days in Schedule.

Definition | Schedule Shifts

4
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Assigning a Personal Schedule

11. On the Assign Work Schedule page, select the grey arrow next to View history of
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.

12. 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

msrms
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Lesson 6: Manage Work Schedule
Lecture 3: Manage Schedules

Manage Overriding an Employee’s Schedule for a Temporary Situation.

Schedules 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 5
Organizational Development 5
Enterprise Components N
Reporting Tools 5
PeopleTools 5
NavBar: Navigator NavBar: Navigator NavBar: Navigator
aa <= | Manager Self Service T ‘ s, L | Time Management * s, -« | Manage Schedules *
D) —J ¥ | 7 L= —J
: 2O -
T Time Management > T Manage Schedules > P Assign Work Schedule
| Job and Personal Information > ' Approve Time and Exceptions > ' Manage Schedules
LyFaE Compensation and Stock > LHETED Report Time > Ly Farmniis
Learning and Development > View Time >
Navigator Navigator Navigator
Performance Management > Time and Labor WorkCenter
= }
MDC Outside Employment > Manager Search Options
Classic Home (el Classic Home
Review Transactions
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Lecture 3: 2. Onthe Weekly Schedules search page, enter any of the following search criteria:
Manage e Time Reporter Group
Schedules 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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Lecture 3: e To make a change to the employee’s schedule for the day, the manager can
Manage add or change the Shift ID, or manually enter the new time.
Schedules e Toclear 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  Bce Administrative Coor Employment Record Number 0
[i]
b in n:
Refresh Schedule
*Schedule Type | Elapsed . “Punch Pattern  Default Default Taskgroup EI
Refresh Schedule (Existing schedule will be cleared and refreshed based on the selections made.)

5. Onthe 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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Lesson 6: Training Activity 1

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

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

Instructions 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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Lesson 6: Training Exercise

Debrief 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 6: 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

4

Next Steps

=

Module 3: Course Summary

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

e Manage Exceptions

e Submit Absence on behalf of Employee
e Enter Time on behalf of Employee

e Approve Time

e Approve Absence

e Manage Absence Exceptions

e Manage Work Schedule

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 Materials

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

User Productivity Kits:

e Approve Time (Approve Reported Time)

e Approve Time (Deny Reported Time)

e Approve Absence (Approve Absence)

e Approve Absence (Deny Absence)

e Approve Absence (Push Back Absence)

e Approve Absence (Approve Absence Request and Forecast Balance)
e Manage Time Exceptions

e Enter Time on Behalf of Employee

e Submit Absence on Behalf of Employee

e Manage Work Schedule (Assigning a Personal Schedule)
e Manage Work Schedule (Replace Schedules)
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Reference Materials (Cont.)

Reference Job Aids:

Materials e Time and Leave — New Task Profile Creation
e Time and Leave — Charging Time in Task Profile
e How to Create a Schedule Job Aid

For additional Information:

e www.miamidade.gov/informs
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Glossary
Key Terms The following key terms are used in this course:

e i

Delegation Proxy

Delegation proxy is the process used to assign a backup
Manager for time approval responsibilities.

Entitlement The amount of paid time off an employee is entitled to take for
an Absence Take.

Entitlement The amount of unused entitlement.

Balance

Finalize Absences

Finalize absence is the process of closing absences for the
current payroll period.

Payable Time

Payable time is time after it has been processed, and the rules
have been applied to create differentials, premiums and
overtime. A Manager approves payable time.

Reported Time

Reported time is the time that is entered on a timesheet.

Speed Type

A speed type is a shortcut to look up or enter valid combo
codes.

Timesheet Page

A timesheet page enables a Manager to work with an
employee’s reported time in more detail.

Units

The period of time in which entitlement, take, adjustments and

balances are measured. Typically in hours or partial hours.

Delegation Proxy

Delegation proxy is the process used to assign a backup
Manager for time approval responsibilities.
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Glossary
Key Terms The following key terms are used in this course:

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

Absence Event

The element which represents the reason for the Absence

Absence Take Event.

The amount of paid time off an employee is entitled to take for

Entitlement
an Absence Take.
Entitlement .
The amount of unused entitlement.
Balance
. A deduction or addition made from/into the Absence
Adjustment .
Entitlement balance.
Units The period of time in which entitlement, take, adjustments and

balances are measured. Typically in hours or partial.
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