inferms

Course ID: MSS 204
Course: Time Management




Ground Rules

Be on time

Turn off your cell
l phones when in class

Participate actively in
class; refrain from
email and internet use

Attendance

Take breaks as needed

Feel free to ask
guestions




Course Overview

Course Description 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

Approve Time / Deny Time and Absence
View Forecast Balance

Manage Exceptions

Enter Time on Behalf of Employee
Submit Absence on Behalf of Employee
Manage Work Schedules

e Module 3: Course Summary

O O O O O O

Training Audiences * Manager

Prerequisites e ERP 101 - Overview of ERP
e ERP 102 - INFORMS Navigation and Online Help




Course Overview, Continued

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

Estimated Duration e Day1 (6 Hours)
e Day 2 (6 Hours)
Total duration: 12 Hours




Module 1: Course Introduction

Module Topics

Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Navigation

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

Introduction to Demonstrations and Exercises
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Course Administration and Logistics

To receive credit for
completing this course, Users
must record your attendance
at the beginning, and end of
class

Actively participate in
class

Ask questions; this is
your time to learn

i
o~

Please turn off your cell
phones and refrain from
checking email and the
Internet while in class

Take Breaks at scheduled
times

Be back from Breaks on
time




Learning Objectives

* Approve Time

* View Forecast Balance

* Manage Exceptions

* Enter Time on Behalf of Employee

* Submit Absence on Behalf of Employee

* Manage Work Schedules




Roles and Responsibilities

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

! Role Responsibilities

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.




Navigation

1. Login to the INFORMS and select Manager Self-Service tile from the
home landing page.
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Purpose and Benefits to Business Process

The purpose and benefits of the Time Management business process

include:

Reduce paper processes (Electronic workflows)
Real-time updates to time and absence entry and approvals

Employee Empowerment (Employee Self Service and Manager Self Service and

mobile capabilities)
Reduction of processing time

Enhanced Reporting




End-to-End Business Process

TIME AND ABSENGE APPROVAL
BUSINESS PROCESS

Enter time . Time and
( h. Approve/Reject Absence Revi d T I
Am%l:ée fus equest and Calculation ‘ Manage = Absence are J @ =
Request ues Review/ Manage and Time ‘.’ Exception = loaded to -
Exceptions Administration Payroll .
OR
‘ <
o,
a M : A |
Roles and
Descriptions

’ EMPLOYEE

The Employee is responsible
for Self-Service functions (i.e.,
Life Events, Benefits
enrollment, 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.

. 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.

DEPARTMENT
PERSONNEL
REPRESENTATIVE (DPR)

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

TIME AND
LABOR CENTRAL
ADMINISTRATOR

The Time and Labor Central
Administrator is responsible in
accessing all Miami-Dade
County employees, configure
Time & Labor elements and run
time administration process.

ABSENCE
MANAGEMENT
CENTRAL
M ADMINISTRATOR
The Absence Management
Central Administrator is
responsible for all Miami-
Dade County employees,
configure absence elements
and run absence processes.

PAYROLL
= =] CENTRAL
2 ADMINISTRATOR

The Payroll Central
Administrator is responsible
for running payroll all the
way to Final Calc. and is able
to view and update employee
pay data.
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Introduction to Activities and Exercises

* You will take part in two types of hands-on learning throughout this course.

Instructor Training Training
Demo Activities Exercises




Module 1: Course Introduction Summary

Module Topics

Course Administration and Logistics

Learning Objectives

Roles and Responsibilities

Purpose and Benefits of the Business Process
Navigation

The End-to-End Business Process

Introduction to Demonstrations and Exercises
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Lesson 1: Approve Time and Absence

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 how absence balances displayed on the employee’s

absence balance pages are from prior closed pay periods and do not
include accruals earned or hours taken after pay period.




Lesson 1: Approve Time and Absence

ABSENGE PROGESSING
BUSINESS PROCESS

\

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

ROLES AND DESCRIPTIONS

EMPLOYEE

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

TIMEKEEPER

The Timekeeper is responsible for keeping time and
attendance at the department level; ensure

completeness and accuracy of time; and managing
exceptions.

Q 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.

15




Lesson 1: Approve Time and Absence

APPROVE TIME
BUSINESS PROCESS

:‘) @
Time Submission r ' ?‘mli"ﬁﬂﬁg (ca)tionall ) Payable Tima is

xceptions Cleared Created

(Odationa_ll As Needed) . Administrative
xceptions Created Process Runs

Time Approval

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 types (Time & Labor, Absence, LOA,
Paycheck, W-4, Direct Deposit, request leave, review ePerformance, Retirement, Terminations, etc.) through
evaluations, add accredited Licenses/Certifications). Manager self-service functionality.
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Lesson 1: Key Terms

Term Definition

Periodic calculation of actual entitlement earned.

Absence Accrual

Absence Balance

Absence Entitlement
Absence Request

Absence Take

Eligibility Group

Exceptions

Forecasting / Check Eligibility

Leave balance available for the employee to use.

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

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

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

Code) in T&L (if cascading).

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.

Any reported time not in compliance with the pay plan or Collective

Bargaining Agreement (CBA) rules.

Validation of sufficient balance and other additional criteria for an Absence

Request.
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Lesson 1: Key Terms

Term Definition

Payable Time

Process/Finalize Absence
Reported Time

Task Profile ID

Taskgroup
Time Administration

Time Collection Devices (TCDs)

Time Reporter Type

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

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

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

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

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

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

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

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

18

MIAM




Lesson 1: Key Terms

Term Definition

It is used to track various hours worked and pay supplements.
Time Reporting Codes (TRCs) Absences takes are mapped to TRCs and TRC are mapped to earning

codes in Payroll.
Determines fields used for time entry. There is an Elapsed Time

Reporting Template and a Punch Time Reporting Template.
Grouping of employees that share common Time and Labor

attributes and rules.

Time Reporting Template

Workgroups

" D




Lecture 1: Approve Time and Absence

Approving Reported Time / Absence

* Employees may not get paid if the reported time is not approved

* If a manager is unable to review and approve an employee’s time, a

Department Personnel Representative (DPR) can approve the time on
the Manager’s behalf.

* 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.




Lecture 1: Approve Time and Absence Continued

The following outlines how to approve time through batch approval:

1. Navigate to: Home > Approvals.

D inferms
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Lecture 1: Approve Time and Absence Continued

2. The list of Pending Approvals will be available via Pending Approvals
page.

3. Select Time and Absence to view the list whose time need to be
approved.

MIAM ia
oo

< HOME

View By | Type
All

Budget Journal
Expense Report
Payment Request
Performance
Requisition
Supplier

Supplier Change Request

240

22

13

25

18

Q

Time and Absence

17

Voucher

36

All

Budget Journal
1,200,000.00 USD

Budget Journal
1,200,000.00 USD

Budget Journal
71,000.00 USD

Supplier Change Request
0000003532

Performance
Elba Lail

Budget Journal
12,000.00 USD

Performance
Deja Wang

Budget Journal

4 ras nonan oo

Pending Approvals

To load Expense Budget for Cri - MDADE / 0000109736 / 2022-04-11 - Original - Maxwell, Sean

To load Revenue Budget for Cri - MDADE / 0000109737 / 2022-04-11 - Original - Maxwell, Sean

Re-class Criginal Budget to Co - MDADE / 0000175642 / 2022-10-25 - Transfer Original - Caliste, Monigue
0000005027 / BLACK & VEATCH CORPORATION [ Integrity Error

5 - Qutstanding

021222021 To 02/20/2022

LOADING GRANT BUDGET FOR ADF 5 - MDADE / 0000196860 / 2023-01-11 - Original - Brittney A Wooding
4 - Above Satisfactory

02/22i2021 To 07/10/2022
FY 22 EOY Budget Supplement an - MDADE / 0000201624 / 2022-09-30 - Year End Supplemental - Galvez,

Barhara

240 rows
Routed
041112022

Routed
041122022

Routed
10/25/2022

Routed
11/28/2022

Routed
01/10/2023

Routed
01/11/2023

Routed
01/20/2023

Routed
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Lecture 1: Approve Time and Absence Continued

4. You can approve for an individual employee, or mass approve employees without drilling into details

by selecting multiple employees or the check box at the top row and selecting the approval button.
Note: The new indicator feature will distinguish between Time entries and Absence entries and the
corresponding period and will be filtered in the following order:

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

* 2nd Sort: By Type — Time, Absence
* 3rd Sort: By Date Requested (Start Date) — Older date first

e
View By | Type ~
@ A 434
G’iﬁ' Budget Journal 34
E‘ Payment Request 259
Z Performance 25
E_j-_ Purchase Order 25
-"L?' Requisition 2
]i'[ Supplier 9
:‘_1 Supplier Change Request 3
 [Time and Absence 25
- Voucher 52

-
1

Time and Absence

] Time and Absence
Devrick Hein

] Time and Absence
Devrick Hein

) Time and Absence
Devrick Hein

[ Time and Absence
Devnck Hein

] Time and Absence
Leigh Fagan

Pending Approvals

Quantity for Approval 24.00 Hours

404024003 4644212023,
| Time Entry  Current Period |

Quantity for Approval 8.00 Hours
10052023 - 10/05/2023

| Absence Current Period |

Quantity for Approval 8.00 Hours
10/10/2023 - 10/10/2023
Absence Current Period
Quantity for Approval 4.00 Hours
10/11/2023 - 10/111/2023
Absence Current Period
Quantity for Approval 9.00 Hours
08/25/2023 - 08/25/2023

Time Entry  Prior Period

inferms

.
25 row:

Routed
09/27/2023

Routed
09/05/2023

Routed
09/26/2023

Routed
09/28/2023

Routed
09/02/2023

~

~

~

v

w
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Lecture 1: Approve Time and Absence Continued

5. To drill down into the time or absence entry, select the row in the Time

Entry or Absence details section in which needs to be approved.

mmba
Jcowm]

< HOME
View By | Type
@&

E._g) Budget Journal
o  Expense Report
|j" Payment Request

|d Performance

W Requisition

Supplier

;_.t_ Supplier Change Request
@ Time and Absence

Voucher

240

22

113

25

36

-
u

Time and Absence

Pending Approvals

inferms
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17 rows

Leigh Fagan

! Time and Absence

Quantity for Approval 32.00 Hours
09/18/2023 - 09/21/2023
Time Entry  Current Period

Routed
09/05/2023

Leigh Fagan

Leigh Fagan

Bridger Faulk

Aiyana Lapierre

Devrick Hein

! Time and Absence

! Time and Absence

! Time and Absence

! Time and Absence

! Time and Absence

Quantity for Approval 8.00 Hours
09/22/2023 - 09/22/2023
Absence Current Period

Quantity for Approval 4.00 Hours
09/25/2023 - 09/25/2023
Absence Current Period

Quantity for Approval 0.00 Hours
08/07/2023 - 08/18/2023
Time Entry Prior Period

Quantity for Approval 0.00 Hours
08/07/2023 - 08/17/2023
Time Entry Prior Period
Quantity for Approval 0.00 Hours
08/07/2023 - 08/11/2023
Time Entry  Prior Period

Routed
09/05/2023

Routed
09/05/2023

Routed
08/22/2023

Routed
08/22/2023

Routed
08/22/2023

»
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Lecture 1: Approve Time and Absence Continued

6. 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. Select the Approve button to approve this employee’s timesheet.

Erp Bu:
[=] 41ine(s) are pel
£ In Process
Summary
Quantity for Approval 32.00 Hours Quanti ty Scheduled 32.00 Hours
Qi bmitte Quantity Reported 32.00 Hours
Qua

Pe

Select @ = ReportDate ™  Time Reporting Code Quantity for Approval
1111111111 G-Re ours
0000000000 G-Re
22222222222 G- Re
WRKHIM - W




Lecture 1: Approve Time and Absence Continued

7. An Approve window will appear to ensure all comments are included
prior to submitting the employee’s reported time.

8. Select Submit.

Note: Once

L]
S u b m Itte d 4 line(s) are pending your approval
’ In Process
INFORMS will o
W I Time Period 09/18/2023 - 09/21/2023 Time Entry
Quantity for Approval 32.00 Hours Quantif ty Scheduled 32.00 Hours
p 9] p u I ate a Quantity Submitted Approved 0.00 Hours
Quantity Denied 0.00 Hours
° .
e S S a t I n f r e Cancel Approve | | Submltl
m ge 10 OrM| v e ,
h h Phedimgdl Wl approver Comments
the approver that | = f
eeeeeeeeeeeee Eaported
they have
n I t h Avvagieius 00 Hour:
regue st.

e e |




Lecture 1: Approve Time and Absence Continued

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.
Finally, select OK.

< HOME
View By | Type L4 v
@ All 240
Time and Absence 17 rows
[ Budget Joumnal 22 O
79 Expense Report 1 ~ Time and Absence Quantity for Approval 32.00 Hours Routed
== Leigh Fagan 09/18/2023 - 09/21/2023 09/05/2023 >
E,. Py Rege 5 e Emry—CurenT Pt
7} Time and Absence ‘Quantity for Approval 8.00 Hours Routed
E Performance 25 Leigh Fagan 09/22/2023 - 09/22/2023 09/05/2023 >
Absence Current Period
ey o
mnyerms
o a Caanaiee
< HOME Pending Approvals
View By | Type v -
@ A 210
= Time and Absence 17 rows
[ Budget Journal 2 0O
45 Expense Report 5 ) Time and Absence Quantity for Approval 32.00 Hours Routed
Leigh Fagan 09/18/2023 - 0912172023 091052023 >
[ Payment Request 113 Time Entry Cument Period
= Time and Absence Quantity for Approval 8.00 Hours Routed
E Performance 25 Leigh Fagan 09/22/2023 - 09/22/2023 09/05/2023 >
y e || Cancel Mass Approve -
L Regtom o) O Time and Absence Routed
i Suppler — Leigh Fagan Approver Comments 09/052023 >
, S ,
E‘ Supplier Change Request 5 O Time and Absence Routed
Bridger Faulk 08/22/2023 >
'@ Time and Absence (17) 5 ] )
) = O Time and Absence Y.eu are about to approve the following 1 request(s). Routed
& Voucher £ Alyana Lapierre Time and Absence Routed 0812212023 >
- Leigh Fagan 09/05/2023
| Quantity for Approval 8 00 Hours —
©) Time and Absence 0912212023 - 0912212023 Routed
Devrick Hein Absence  Current Period 0812212023 >
) Time and Absence Routed
Leigh Fagan 090212023 >
) Time and Absence Quantity for Approval 300 Hours Routed
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Lesson 1: Activities and Exercises




Lesson 1: Lesson Summary

Approve an employee’s time and / or absence

Check an employee’s absence eligibility

Learn the difference between Payable Time and Reported Time
Understand how absence balances displayed on the employee’s
absence balance pages are from prior closed pay periods and do not
include accruals earned or hours taken after pay period.




Lesson 2: View Forecast Balance

* Understand how absence balances displayed on the employee’s
absence balance pages:

* Balances are from prior closed pay periods

* Balances do not include accruals earned or hours taken after pay
period




Lesson 2: Key Terms

Absence Accrual
Absence Balance
Absence Entitlement

Absence Request

Absence Take

Eligibility Group

Forecasting / Check Eligibility

Process/Finalize Absence

Periodic calculation of actual entitlement earned.

Leave balance available for the employee to use.

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

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

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

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.

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

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

31
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Lesson 2: View Forecast Balance Continued

* 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.




4

Lecture 1: View Forecast Balance

1. Login to the INFORMS and select Manager Self-Service tile from the
home landing page.

o D)

Finance / Supply Chain (FSCM)

K,X

KB!

Employee Self-Service

OOOOOOOOOO

OOOOOOOOOO

Approvals

J0

()

Manager Self-Service

D Z,.ll

[
G SOOM

Human Resources (HCM)

o
Ll
COMING SOON

inferms

DDDDDDDDDD

Learning (ELM)

COMING SOON

inferms
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Lecture 1: View Forecast Balance Continued

2. Select Team Time.

Mmma
JcounTy|

State HR Forms

16 In Progress Documents

Record Administrative Actions

ORACLE
PEOPLESOFT

Manager Self-Service

My Team

Update Team Information

V.

b
('.)E

Team Time

Review Outside Employment Req

»

inferms
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Lecture 1: View Forecast Balance Continued

3. Select Absence Balances.
4. Select an employee’s absence balance record.

< Back Team Time a Qe
ey Timesheet 2 Absence Balances
» Search Options
o Report Time P
[} Weekly Time Summary Select Employee 7 rows
T
@ Payable Time
Name / Title / ID - Record Directs / Total Status / Type Position
|l) Reguest Absence Aiyana Lapierre
oy Erp Business Analyst 3 Active 00027722 N
[®) Cancel Absences : 00156195-0 Employee
IIP* View Requests - Bridger Faulk )
E Erp Business Analyst 3 Ectn-fle 00024247 3
mployee
|8} Absence Balances 00217277 -0 o
@ N - . Devrick Hein
anage Exceptions : Active
Erp Business Analyst 3 00025600 >
g | 00139131-0 Employee
£% Reporting Locations

35




Lecture 1: View Forecast Balance Continued

5. Scroll down and select Forecast Balance.

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

8. Select the type of absence in Absence Name.

9. Select Forecast Balance to display the forecasted balance details.

Team Time @
4 Timesh v Absence Balances
Devrick Hein ®
o Report Erp Busines:
3| Retum to Sel
[ Weekly Time Su
) Payable Time
oooooooooooooo
1) Rz Floating Holiday Balance
B Camcelposences || Asorosaozn
Cancel Absence:
I ViewRequests || AsOf03/20/2023
[ Absenc
uuuuuuuuuuuuuu
(9 Manage Hol
As Of 08/20/2023
% Reporting
aaaaaaaaaaaaaaaaaa
3 Workforee Availability | AsOf080/2023 . 80800 Hours

aaaaaaaaaaaaaaaa
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Lecture 1: View Forecast Balance Continued

The Forecast Details will display.




Lesson 2: Activities and Exercises




Lesson 2: Lesson Summary

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

e Forecast an employee’s absence balance




Lesson 3: Manage Exceptions

* Understand the difference between High, Medium and Low Severity
Exceptions

5 * View and resolve time reporting exceptions

40




Lesson 3: Key Terms

Exceptions Any time reported that are not in compliance with the Pay Plan or CBA
rules.

High Exception 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 Exception Medium severity exception will produce payable time but will remain on
L | the Exceptions Table until the exception is resolved.
i Low Exception Low severity exception will produce payable time but will remain on the

Exceptions Table until the exception is resolved.

Payable Time Time loaded into payroll.

" D




Lecture 1: Overview of Exceptions

TIME AND ABSENGE APPROVAL

BUSINESS PROCESS

Enter time . — Time and
Approve/Reject Absence Reviewand ~.—
Aillansgnoc:e Q" equest and Calculation Manage = Absence are ~
Request Review/ Manage and Time ’ Excepfion ‘= loaded to N~
Exceptions Administration Payroll :

.
.
.
.
.
.

ne

Roles and
Descriptions

! EMPLOYEE

The Employee is responsible
for Self-Service functions (i.e.,
Life Events, Benefits
enrollment, 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.

. 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.

DEPARTMENT
PERSONNEL

REPRESENTATIVE (DPR)

The Department Personnel
Representative is responsible for

reviewing and approving Employee

Self-Service and Manager Self
Service transactions.

TIME AND
LABOR CENTRAL
ADMINISTRATOR

The Time and Labor Central
Administrator is responsible in
accessing all Miami-Dade
County employees, configure
Time & Labor elements and run
time administration process.

ABSENCE
MANAGEMENT
CENTRAL
m ADMINISTRATOR
The Absence Management
Central Administrator is
responsible for all Miami-
Dade County employees,
configure absence elements
and run absence processes.

PAYROLL
= “] CENTRAL
b ADMINISTRATOR

—

The Payroll Central
Administrator is responsible
for running payroll all the
way to Final Calc. and is able
to view and update employee
pay data.
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Lecture 1: Overview of Exceptions Continued

* Exceptions are user and system-generated warnings and errors that
indicate a problem with an employee’s reported time or a problem in
INFORMS.

* The following topics will be reviewed in this lesson:
e Overview of Exceptions
* Review Exceptions




Lecture 1: Overview of Exceptions Continued

* Exceptions generate when time is reported and either an aspect of
time is incorrect, or the time doesn’t comply with user-defined rule.

* Exceptions may be system-generated through validation processes or
generated as a result of Time Administration rules.

* Exceptions have severity levels:
* High
* Medium
* Low




Lecture 1: Overview of Exceptions Continued

Overview of Exceptions

5 The following are different types of exceptions that can occur:

Exception ID Description Severity
i MD_OFFDY TRC cannot be posted on Off Day. High
. TLX00440 TRC is not in TRC Program. High
- MDTL004 NGTO exceed OVT. High
- MDHOLPTM HOLEA/HOLPD required. Medium
= MDNGTEX4 NGT hours report less than minimum required. Low
MDOCL007 OCL hours may not be reported with Leave hours. Low

MDVALEX2 Less than 80/96 hours reported for the pay period. Low

45




Lecture 2: Manage Exceptions

To resolve an exception, the Manager must go to the employee’s timesheet. The

following steps outline how to view, and resolve an exception:
1. Navigation: Manager Self-Service > Team Time

- inferms

inferms
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Lecture 2: Manage Exceptions Continued

2. Select Manage Exceptions then choose the employee. You can use the two filter icons to

narrow down your search.

< Manager Self-Service

ap Timesheet v Manage Exceptions
© Report Time —_—
Exceptions

Allow (0) | All (4)

E@ Weekly Time Summary

& Payable Time Bridger Faulk

(] Request Absence MDVALEX2 - Less than 80/96 hours REG

Devrick Hein
I Cancel Absences

MDVALEXZ - Less than 80/96 hours REG
I View Requests

Leigh Fagan
(§) Absence Balances MDVALEX2 - Less than 80/95 hours REG
@ Manage Exceptions Vera Justice

MDVALEX2 - Less than 80/96 hours REG

£% Reporting Locations

2= Workforce Availability

Low

051712023

Low

081812023

Low

08112023

Low

05/18/2023

T

Related Information

w Attendance Violations
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Lecture 2: Manage Exceptions Continued

* Note: the indicator to the right will indicate whether the exception is low, medium, or high.
AIthOUﬁh INFORMS will trigger a Low and Medium severity, the Manager can submit time. However,

for Hig

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

& Timesheet v Manage Exceptions
El | Fix(4) | Alow(0) | Al(4)
o Report Tire ) L
Exceptions
% Weekly Time Summary
@ Payable Tme Bridger Faulk

() Request Absence MDOVALEXZ - Less than 80/96 hours REG

Devrick Hein
II® Cancel Absences
MDWALEX2 - Less than 80/96 hours REG

I View Requests

Leigh Fagan
(| Absence Balances MDVALEX2 - Less than 80/96 hours REG
@ Manage Exceptions Vera Justice

m MDVALEX2 - Less than 80/96 hours REG

£% Reporting Locations

5= Workforce Availability

Low

08M17/2023

Low

03/18/2023

Low

0811/2023

Low

08/18/2023

Related Information

w Attendance Violations
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Lecture 2: Manage Exceptions Continued

3. In the Reported Time Details section and select the Reported Date
with the exceptions.

€ Manager Self-Service

& Timesheet Manage Exceptions Related Infermation
- - i :
T H Fix (&) Allow (0} Al (B) — 5
Exceptions
= Lss I S « Attendance Violatlons O
i Weekly Time Summary Jacis Areyvale o
@ Payabis Time MO=REGOT - TRG greater than REG and OWT RS2
Jada Arevals High
(4 Leave / Comp Time
MOMOPYLY - TRC Mol Pasd on Leave QENSZ023
Il Reguest Absence
Jada Arevale Low
™ Cancel Absences MOWALEXZ - Less than BOMNE hours REG R eV h ]
1P View Requests Ludivina Arevalo Low
m MOVALEXZ - Less than 30036 hours REG OEOTIMIZE
18 Absence Balances
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Lecture 2: Manage Exceptions Continued

4. In the Reported Time Details section and select the Reported Date
with the exceptions.

¢ Manager Seif-Service Team Time

a Timesheet w Jada Arevalo & Related Information

Carrectional Officer

@ Report Time Hetum to Manage Excaptions Add Analytics o

Saturday, Aug 5, 2023

i Weeldy Time Entry  Attendance Violations |
Submitted Time

EH Weekly Time Summary
+ Elapzed Funch

&) Payable Time
REG - Regular Time 675 Hours >

| Lezve [ Comp Time

FRHCR - Forensic Healthcare Lin 400 Hours »
Il RequestAbsence

Total 14.75 hours
® Cancel Absences

Exceptions
I View Requests WMD=REGOT - TRG greater than REG and VT High
1 Absence Balances IMONOPYLY - TRC Mot Paid on Leave High

MIAM
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Lecture 2: Manage Exceptions Continued

5. 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.

CCCCC Time Report Submit

Delete
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Lecture 2: Manage Exceptions Continued

* 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.




Lesson 3: Activities and Exercises




Lesson 3: Lesson Summary

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

e Understand the difference between High, Medium and Low Severity
Exceptions

e View and resolve Time Reporting Exceptions




Lesson 4: Enter Time on behalf of Employee

* Acknowledge the difference between reported and payable time

5 * Enter time on behalf of an employee using an elapsed timesheet




Lesson 4: Enter Time on behalf of Employee
Continue

TIME AND ABSENCE APPROVAL
BUSINESS PROCESS

Request

OR

Roles and
Descriptions

! EMPLOYEE

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

Enter time
and/or 1 : h
Absence

Approve/Reject
equest and

Review/ Manage

Exceptions

X

a TIMEKEEPER

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

. 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.

Absence
Calculation
and Time ‘-’
Administration

DEPARTMENT
PERSONNEL
REPRESENTATIVE (DPR)

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

Review and

M =
darege 50

Time and
Absence are

7=
loadedto < . ®
Payroll

TIME AND
LABOR CENTRAL
ADMINISTRATOR

The Time and Labor Central
Administrator is responsible in
accessing all Miami-Dade
County employees, configure
Time & Labor elements and run
time administration process.

ABSENCE
MANAGEMENT
CENTRAL
ADMINISTRATOR

The Absence Management
Central Administrator is
responsible for all Miami-
Dade County employees,
configure absence elements
and run absence processes.

e

PAYROLL
= =] CENTRAL
ADMINISTRATOR

—

The Payroll Central
Administrator is responsible
for running payroll all the
way to Final Calc. and is able
to view and update employee
pay data.
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Lesson 4: Key Terms

Reported Time Time as it is entered on the timesheet. This is what Managers will approve.
Payable Time Time after it has been processed and rules applied to create differentials,
5 supplements, and overtime.

B

L]
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Lecture 1: Timekeeping During the Current
Period

Timekeeping during the Current Period

* 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.

* 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.




Lecture 1: Timekeeping During the Current
Period Continued

e Reported time is considered time worked after an employee submits
time through the timesheet.

* Payable time is the end product of the Time and Labor module.
Payable time represents:
* The quantity of work performed, in hours or dollars
* The time reporting code that controls how the employee is paid
* The tasks to which time was reported by the employee




Lecture 2: Enter Time on behalf of Employee

Navigate to: Manager Self Service >
Team Time > Enter Time

1. On the Enter Time: Timesheet
Summary page, the Manager or g

Department Personnel Representative
(DPR) can search for the employee that
time must be submitted for.

EEEEEE

Time Summary

%) Waskly Time Summary

FFFFFFF

Reset

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

day.
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Lecture 2: Enter Time on behalf of Employee Continued

2. Select Get Employees to see all employees or use the Filter and enter any of the
search selection criteria indicated to filter and narrow down the search results. 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, Taskgrop to narrow the search results.




Lecture 2: Enter Time on behalf of Employee Continued

3. Review the search results under Enter Time page. Select the employee to open
the employee’s timesheet

« Timesheet A Enter Time
Select Employee
Enter Tim ploy 7 rows
v T
Time Summary .
Name/Title Exceptions Hours to be Approved
© Report Time -
Leigh Fagan
. | S Erp Business Analyst 2 41.00
[@ Weekly Time Summary - 2
@ Payable Time
- Bridger Faulk :
%“ Erp Business Analyst 3
|l Request Absence “ 3
! Cancel Absences
Devrick Hein .
Erp Business Analyst 3 24.00
P View Requests 3




Lecture 2: Enter Time on behalf of Employee Continued

4. Review the employee’s timesheet for this period. Ensure you are in the correct Pay Period

5. Select the ‘+’ button to add an additional line for a unique Time Reporting Code. Use the
slider to view additional dates in the Pay Period.

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

Team Time

Enter Time

Devrlc.k Hein© & Previous Next &
Erp Business Analyst 3

(@) Retum to Select Employee

o) Timesheet ~

Enter Time

Time Summary

10/02/2023

L] » | October 2, 2023 - October 15, 2023

& Report Time

Scheduled 80.00 | Reported 48.00
Unapproved Time 24.00 | Unapproved Absence 16.00

:—B Weekly Time Summary
@ Payable Time

|l Request Absence

*Time Reporting Code Row Totals 2 Mon ® 3Tue © 4 Wed @ 5Thu © 6 Fri ® 7 sat ® 3 sun
1! Cancel Absences — e e — ey o -
I View Requests REG - Rogular Time Tl 1600 +| = 500 s
|8 Absence Balances m WRKHM - Working from Hol + 8.00 + | - 8.00
FLOAT - Floating Holiday —~  16.00 + 8.00 8.00

Manage Exceptions
@ ANNL - Annual Leave

5 300

£% Reporting Locations I

~+ Manage Approvals

MIAM




Lecture 2: Enter Time on behalf of Employee Continued

6. Enter desired hours and select submit.

< Manager Self-Service

o Timesheet

Enter Time

Time Summary

o Report Time

&3 Weekly Time Summary
@ Payable Time
|l Request Absence
! Cancel Absences
I View Requests
|§) Absence Balances
@ Manage Exceptions

£% Reporting Locations

~

Team Time
Enter Time
Devrick Hein &)
Erp Business Analyst 3
18 ||| Retum to Select Employee
10/02/2023 4 » October 2, 2023 - October 15, 2023
Scheduled 80.00 | Reported 48.00
Unapproved Time 24.00 | Unapproved Absence 16.00
8 Sun ® 9 Mon ® 10 Tue ® 1 Wed ® 12 Thu ® 13 Fri
0of 0 HOLIDAY 0 of 8 8of8 0of8 0of8 Dofg

8.00

w Manana Annravale

»

Q =

& Previous Next &

*View By | Period +

Submit

14 sat @ 13 sun © Taskgroup
00of0 0of0
PSNONCATSK
PSNONCATSK
PSNONCATSK
PSNONCATSK

L L
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Lecture 2: Enter Time on behalf of Employee Continued

7. For each line select the appropriate Time Reporting Code.

* The options will vary based on the employee’s job and tasks.

The following are some common time reporting codes used:
[ * REG — Regular Hours Worked
* OVT - Overtime
* CLBK — Call Back or Call In Hours Work
* NGT1 — Night Differential 1 Step




4

Lecture 2: Enter Time on behalf of Employee Continued

8. When all time and time reporting codes are entered, Select Submit. The following

message will appear:

Timesheet is Submitted for the period 2022-05-16 - 2022-05-22

|||||

REG - Regular Time

mmmmmmmm

+ Manage Approvals

Date

05/16/2022

4 16 May - 22 May 2022 »

||||||||

Submit

Scheduled Work Hours

in viewed period. Limit is 6 months
ay y Wednesda y Thursda y  Frida y  Saturday 2 Sunda y
16 18 19 20 2 22
cheduled8 | Scheduleds | Scheduleds | Schedued§ | Scheduled
eeeeeeeeeeeeeeee
(] (] (]
8.00 8.00 8.00
o O o o o o o
Reported Status Total TRC Description
800 REG Regular Time

12.00

Note: Additional fields may be required on the timesheet based on the timesheet the department or
employee uses. If additional fields are required, enter the applicable information before Selecting
Submit. Once the Manager submits the time on behalf of the employee, the reported time is

automatically approved.
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Lecture 2: Enter Time on behalf of Employee Continued

9. In the Manager Approvals section, the Reported Time Status will display:

* Date: The date for which the
time was submitted.

* Reported Status: The status
of the time that was
submitted.

* Total: The total number of
hours submitted for each TRC
for the day.

 TRC(Time Reporting Code):
The time reporting code
associated with the status.

* Description: The description
of the time reporting code.

Note: you can also approve time
/ absence in this section.

e
nter Timi « » October 2, 2023 - October 15, 2023 By
ime Si ary
©
. Submit
i) Weekly Time Summary
@ Payable Time
® 5Thu 6 Fri ® ® [©) 12 Thu ®  15Fn
IM) Request Absence Bof8 Bol§ Bol§
i @ ]
1P Cancel Absences
I View Re 8.00
) nce ce:
& 8.00
(9 Manage Exceptions
- Manage Approvals
"5 Reportin:
3= Workfor ity Approve
P Statu Total TRC ripti Work Hours
O 10/05/2023 Needs Approval 8.00 FLOAT Floating Holiday 8.00
10/06/2023 Approved 8.00 FLOAT Floating Holiday 8.00
O 10/10/2023 Needs Approval 8.00 ANNL Annual Leave 8.00
10/12/2023 Approved 8.00 REG Regular Time 8.00

o D




Lesson 4: Activities and Exercises

P Loarmny )

68




Lesson 4: Lesson Summary

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

* Acknowledge the difference between reported and payable time

* Enter time on behalf of an employee using an elapsed timesheet




'

Lesson 5: Submit Absence on behalf of an
Employee

* Enter an Absence on Behalf of an Employee using Absence
Management




Lesson 5: Submit Absence on behalf of an
Employee Continued

ABSENGE PROCESSING
BUSINESS PROCESS

ROLES AND DESCRIPTIONS

EMPLOYEE

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

TIMEKEEPER

Enter Time

Approve/Reject
Request and Review/
Manage Exceptions

Absenqe
Processing

The Timekeeper is responsible for keeping time and
attendance at the department level; ensure

completeness and accuracy of time; and managing
exceptions.

MANAGER
OR

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. m‘ma
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Lesson 5: Key Terms

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

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

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

2. Select Request Absence and then select an employee to submit absence on
behalf of.

Team Time
ep Timesheet i Request Absence
& Farmiifs » Search Options
J_'@ Weekly Time Summary Select Employee rows
T
@ Payable Time
Name / Title / ID - Record Directs / Total Status / Type Department / Location
|l Request Absence Aiyana Lapierre
R Erp Business Analyst 3 Active STRATEGIC BUSINESS MANAGEMENT

I Cancel Absences 00156195 - 0 Employee OTV South Floor 21

Bridger Faulk
Erp Business Analyst 3 Active STRATEGIC BUSINESS MANAGEMENT

g
TV
Employee OTV South Floor 21
|8} Absence Balances E i 00217277 -0 ploy

I View Requests

Devrick Hein
@ Manage Exceptions

£% Reporting Locations :

Erp Business Analyst 3 Active STRATEGIC BUSINESS MANAGEMENT
00139131 -0 Employee OTV South Floor 21
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Lecture 1: Submit Absence on behalf of an
Employee Continued

3. Populate the absence request form.
 Absence Name
» Start Date
 End Data
* Duration

c
Manage Exceptions
Comments
£% Reporting Locations u

Attachments

Note: Different absence type in the Absence Name field will require additional information. Partial leave

can also be requested.
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Lecture 1: Submit Absence on behalf of an
Employee Continued

4. Select Check Eligibility to check employee’s available balance and eligibility of

5 the selected absence, then select OK.

B

Eligibility has been verified.

You may now submit your absence.
Date Time: March 23 2022 at 07:51

OK
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Lecture 1: Submit Absence on behalf of an
Employee Continued

5. Review the absence details and Select Submit.

< Back Team Time A C =, =
<o Timesheet v Request Absence
Devrick Hein ®
© Report Time Erp Business Analyst 3
/'8 11| Return to Select Employee
[} Weekly Time Summary [ Submit l
@ Payable Time “Absence Name | Annual Leave v
*Start Date | 10/13/2023
|l Request Absence
End Date |10/13/2023
I Cancel Absences
Duration |8.00 Hours

I View Requests

Partial Days None >
M) Absence Balances

Check Eligibility | View Eligibility Details
@ IManage Exceptions
m Comments
£% Reporting Locations 4
Attarhmants

MIAM
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Lecture 1: Submit Absence on behalf of an
Employee Continued

5 6. Select Yes once prompted.

Are you sure you want to Submit this Absence
Request?
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Lecture 2: Submit 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.

e« Timesheet % Request Absence
eeeeeeeeee » Search Options
%) Weekly Time Summary Select Employee ro
T
& Payable Time
Name / Title / ID - Record Directs [ Total Status / Type Department / Location
Il R Aiyal
lg! Erp Busin STRA
[} sel -8 ootsstes-0 . FEmployee TV
1P Vi Bridger F:
Erp Busin RA
eeeeee 1A%
(L] ce ce 00217277 ploy
Devric
(@ Manage Exceptions Erp Bus RA
" ootet3t0 . FEmlopee ™
& R




Lecture 2: Submit Partial Absence on behalf of an
Employee Continued

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

)
A
]
&
n
¥
"
3
s
=
El

HHHHH

Partial Days None

ttttttttttt
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Lecture 2: Submit Partial Absence on behalf of an
Employee Continued

4. Select Partial Days.

o Timesheet v Request Absence

Devrick Hein (%)
= Report Time Erp Business Analyst 3

Return to Select Employee

E'd Weekly Time Summary

@ Payable Time “Absence Name | Sick Leave v
*Start Date [[11/22/2023 &

|l Request Absence

End Date |11/22/2023
II® Cancel Absences

Duration |8.00 Hours
|I* View Requests

Partial Days None X

|8 Absence Balances
Check Eligibility

(3§ Manage Exceptions

m Comments
i i 4
£% Reporting Locations

Attachments
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Lecture 2: Submit Partial Absence on behalf of an
Employee Continued

5. In the Partial Days dropdown, select the partial days type. In this example, All Days is selected. Enter the

desired duration and select Done.

 m—

ancel

Partial Days

Partial Days | All Days

Duration |4

Hours
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Lecture 2: Submit Partial Absence on behalf of an

Employee Continued

6. Select Check Eligibility and then Submit once eligibility has been verified.

nnnnnnnnnn

7. Select Yes once prompted.

Are you sure you want to Submit this Absence
Request?




Lecture 2: Submit Partial Absence on behalf of an
Employee Continued

8. As a manager, the Status for the absence request is Approved once the request is successfully submitted.
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Lecture 3: 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.
1. Navigation: Homepage > Manager Self-Service > Team Time > Cancel Absence

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

e Timeshest w Cancel Absences
» Search Options
© Report Time P
[ Weekly Time Summary Select Employee 7 rows
T
@ Payable Time
Name / Title / ID - Record Directs / Total Status / Type Position
Il Request Absence Aiyana Lapierre
Erp Business Analyst 3 Active 00027722 3
1! Cancel Absences 00156195 - 0 Employee
I View Requests Bridger Faulk
Erp Business Analyst 3 éctw‘e 00024247 >
mployee
|§} Absence Balances 00217277 -0 oo
@ X E ; Devrick Hein
anage Exceptions Active
Erp Business Analyst 3 00025600 >
9N 00139131-0 Employee
£% Reporting Locations -
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Lecture 3: Cancel Absence on behalf of an
Employee Continued

3. Select the Absence Request.

< Back Team Time Q =& @ =
4o Timesheet ~ Cancel Absences -
Devrick Hein
© Report Time Erp Business Analyst 3
Return to Select Employee

[ Weekly Time Summary

View Requests 41 rows

() Payable Time A
Sick Leave
Il Request Absence | Approved

1112212023

Manager Absence Request
II®) Cancel Absences 9 a 4 Hours

I View Requests

4. Select the Cancel Absence button.

Team Time g [
& Timeshest v Cancel Absence
Devrick Hein
© Report Time Erp Business Analyst 3

78 )] Retumn to Cancel Absences

[‘é Weekly Time Summary

@ Payable Time Absence Details

Absence Name Sick Leave
1 s fliszres Start Date 11/22/2023

! Cancel Absences End Date 11/22/2023

Duration 4.00 Hours

I View Requests Status Approved

|§} Absence Balances Comments

Attachments
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Lecture 3: Cancel Absence on behalf of an
Employee Continued

5. Select Yes when prompted.

5 Are you sure you want to Cancel this Absence
Request?

s el
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Lesson 5: Activities and Exercises




Lesson 5: Lesson Summary

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

5  Enter an Absence on Behalf of an Employee using Absence
Management




Lesson 6: Manage Work Schedule

* Understand Elapsed Schedule
e Assign a Personal Schedule

* Manage Schedules
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Lesson 6: Manage Work Schedule Continued

MANAGE WORK SCHEDULE

BUSINESS PROCESS
Manage Personal Reviews Time Administration DEPARTMENT PERSONNEL
Schedules Schedules Runs / Exceptions are REPRESENTATIVE (DPR)

&

cleared

The Department Personnel
Representative is responsible for

‘ reviewing and approving Employee Self-
‘ Service and Manager Self Service

transactions.

. MANAGER
m

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.

The administrative process that is

performed.

90

MIAMI
'@




g

Lesson 6: Key Terms

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

Overview of Schedules

5 * Work schedules are being implemented to validate time and absence

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

— employee

 Schedules are maintained to validate time and absence entries




Lecture 1: Overview of Schedules Continued

The following are important changes to note that occur due to this

implementation:

* The following are important changes that occur due to 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, personal schedules are configured in INFORMS.

* In order to assign a personal schedule, a new schedule must be created.

 Manager will create a personal schedule for employees.




g
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Lecture 1: Overview of Schedules Continued

Below is the flow for assigning and maintaining schedules:

A personal schedule
is assigned to the —
employee
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Lecture 1: Overview of Schedules Continued

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

 An employee is hired and becomes active for the first time
* An employee is rehired

* Active employee has change in the expected daily hours or workdays




g
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Lecture 2: Personal Schedules

Assigning a Personal Schedule:

1. NavBar Navigation: Human
Resources (HCM) > Time
and Labor > Enroll Time
Reporters > Assigh Work
Schedule.

2. Inthe Assign Work
Schedule page, search for
an employee.

3. Select Search.
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Lecture 2: Personal Schedules Continued

4. Review the Search Results.

5. 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.

WView All 1-1000f 300+ S

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

00000001 O Hatty Hazard HAZARD HR HR03030000 Emp

00000006 0 Kenneth Drucker DRUCKER HR HRO3000000 Emp
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Lecture 2: Personal Schedules Continued

6. 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 .

< HOME Assign Work Schedule

Assign Work Schedule

Maximillian Bissell Employee ID 00400870
Social Media Specialist Employment Record 0
Actions =

Assign Schedules (&

HE Q 1-50f5 w [ View Al
Primary Schedule Alternate Schedule 113

*Effective Date *Assignment Method Schedule Group Schedule ID Description Show Schedule

05/10/2022  [iz2) Create Personal Schedule hd MDC Q | 0040087000000 Test Show Schedule + -_—
05/09/2022 '_"' Create Personal Schedule b4 MDC Q 0040087000000 UAT Test Show Schedule - -—
11292021 : Create Personal Schedule hd MDC Q | 0040087000000 UAT Test Show Schedule -+ -
194152021 5 Use Default Schedule v| mpc A e Show Schedule 4| -
1012021 58 Use Defaull Schedule v wmpc Pt R Show Schedule 4| -

MIAM
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Lecture 2: Personal Schedules Continued

7. If there is a schedule assigned to the employee, select the plus sign
(+) from the top row to add a new Effective Date and a new schedule
assignment. After Create Personal Schedule is selected, it activates
the Schedule Group and Schedule ID fields.

a. Enter the Effective Date of the assigned schedule.
b. Enter the Schedule Group.

Assign Work Schedule
I Media Speci
Assign Schedule
H Q iew Al
rimary ch
tive Da: d Description ~ Show Schedule
1012 = chec ~ Q | 0040087000000 Test ~ Show + | -
09/2 | che v €, 0040087000000 UATTest ~ Show + -—
11/29/2021 “ Create Personal Schedule A MDC Q | 0040087000000 UAT Test Show Schedule -+ -
512 = ule v Show Schedule - -—
= — ELPSD_8HR 80 Bw/ 8 Hr-Sat Sun _
1001/2021 = Use Defauli Schedule v mDC ADMIN o Show Schedule ==
MIAM
9 9 COUNTY




Lecture 2: Personal Schedules Continued
8. Select Create Schedule

< HOME Assign Work Schedule

Assign Work Schedule

Maximillian Bissell Employee I 00400870

Social Media Specialist
Actions =

L Assign Schedules @
5 Q

| Primary Schedule || Altermate Schedule 113

Employment Record 0

| View Al

=
[=+]
(=]

[=+]

*Effective Date *Assignment Method Schedule Group Schedule ID Description Create Schedule

0040087000000 Test Create Schedule = -

\psi102022 i) | Create Personal Schedule v|  |MDC Q

MIAMI
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Lecture 2: Personal Schedules Continued

9. View and update the Schedule Details for the employee

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

* Description

* Daylight Savings
Rule

* Days in Schedule
(14)

101 a..""-@




Lecture 2: Personal Schedules Continued

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

Schedule Hrs.

A

NN
Lo

e
0
LU
(e
100 o
LU
" e
10 Wy
LL AL
L0
R0 o
LU
LU
1w
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Lecture 2: Personal Schedules Continued

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

Working with Shift Details
¥ SelectA Deselect Al ) Copy Paste & Clear Shifts

Days in Schedule 14

6 -
: ¥iInstructions

To add blank days to the scheduls 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 to copy, then select Copy.

To =elect 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.

oK. Cancel Apply Refresh

Definition | Schedule Shifts

MIAM
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Lecture 2: Personal Schedules Continued

Personal Schedule

12. 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.

>| View history of Schedule Assignments, including default changes
B Q
IR Primary Assignment History Alternate Assignment History 13
— Effective Date Assignment Method Workgroup Schedule Group Schedule ID Description
05M0/2022 Personal Schedule MDC 0040087000000 Test
- 05/09/2022 Personal Schedule MDC 0040087000000 UAT Test
11/29/2021 Personal Schedule MDC 0040087000000 LUAT Test
11115/2021 Eiﬁ{“gﬁ ;L“Dm M-JB
11/01/2021 'f‘f:f';'g'r ;TD"" M-JB
‘ Save | Return to Search Refresh Update/Display Include History Correct History
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Lecture 2: Personal Schedules Continued

Personal Schedule

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.

Assign Schedules (T
5 Q
Primary Schedule Atternale Schedule | ||
*Effective Date *Assignment Method Schedule Group Schedule 1D Description Show Schedule
05/10/2022 Create Personal Schadule v MDC Q0040087000000 Test Sho + -
05092022 Create Personal Schedule i MO Q0040087000000 UAT Test Show Schedule + -
et fn Create Personal Schedule ~ MDC Q0040087000000 UAT Test + -
52021 B Use Default Scheduie v MoC AT o B Show Schedule + -
Mo1021 [ Use Default Schedule v MDC i;’:ﬁa-em %UHR"" 8 Hr- Set, Sun . -
* View history of Schedule Assignments, including default changes
5 Q
Primary Assignment History ABernate Assignment History | 1I»
Effective Date A Mathod Schedule Group Schedule 1D Description
05102022 Personal Schedule MDC 0040087000000 Test
050872022 Personal Schedule MDC 0040087000000 AT Test
1242021 Personal Schedule MDC 0040087000000 LIAT Test
111572021 FZ‘:‘:’:;T:“ M-JB
1410172021 P‘l‘:ﬂ';;ﬁ" M-8
I Save I Retum to Search Relresh Update/Display Include History Comect History
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Lecture 3: Manage Schedules

Manage Schedules

Overriding an Employee’s Schedule for a Temporary Situation.

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

NavBar: Navig: NayBarzhayigat NavBar: Navigat
—_ x _
— it @ Manag v T H @ ‘ s, « ‘ age
. — H . —

o >
p Recent Places - HeceRtElt s Recent Places L
l nd m: * l I ge Scl

S— My Favorites y
My Favorites mpens. My Favorites
ervice E— .
. E ming =| B
Navigator .
Navigator A d Labor Navigator
S— 1l for North Ames N |
o e
= e
er Search
| Payroll & Abse T L] ]
O] S
orce D
izatiol
ise
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Lecture 3: Manage Schedules Continued

Manage Schedules

2. On the Weekly Schedules search page, enter any of the following search criteria:
* Time Reporter Group
* Employee ID
* Last Name
* First Name
* Business Unit
* Workgroup
* 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, select the
employee.




Lecture 3: Manage Schedules Continued

Manage Schedules
4. Select the scheduled hours for the day the employee’s schedule must be
overridden. This opens the Schedule Detail page.

=
Schedule Detail Demographics 1»
. Sunday Menday Tuesday Wednesday Thursday Friday
= St Sl 03/27/22 03/28/22 03/29/22 03/30/22 03/31/22 04/01/22
0 Hours
_ 8 Hours 8 Hours 8 Hours 8 Hours & Hours
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 v Planned Absence % Holiday L] Multiple Shifts T
Crossover Shift = Scheduled OFF Day Replaced Employee shift has changing elements ogd




Lecture 3: Manage Schedules Continued

Manage Schedules

* 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.

* 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

Refresh Schedule

Actions~ Job Title  Bee Administrative Coor

*Schedule Type| Elapsed 4

Refresh Schedule

Primary Schedule

Schedule Detail 113

Shift ID
Q

Alternate Schedul
No schedule data for today
Training Details
No training data for today
Absence Details
No absence data for today

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

Taskgroup

Off Shift

Employment Record Number 0

Employee ID 00185051

Sched Hrs

800 4| =
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Lecture 3: Manage Schedules Continued

Manage Schedules

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 schedule are now complete.




Lesson 6: Activities and Exercises

P Loarmny )
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Lesson : Lesson Summary

Now that you have completed the lesson, you should be able to:
* Understand Elapsed Schedule
* Assign a Personal Schedule

* Manage Schedules

112




Module 3: Course Summary

Module Topics

Course Content Summary

Additional Training and Job Aids
! Course Summary

113




Course Content Summary

e Congratulations on completing the Overview of Time Management.

5  You now understand how to:

* Approve Time

e Approve Absence

* Manage Exceptions

Enter Time on Behalf of Employee

Submit Absence on Behalf of Employee

Manage Work Schedules




Additional Training and Job Aids

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

User Productivity Kits

* Approve Time (Approve Reported Time)

* Approve Absence (Approve Absence)

* Approve Absence (Push Back Absence)

* Approve Absence (View Absence Balance and Forecast Balance)
* Manage Time Exceptions

* Enter Time on Behalf of Employee

e Submit Absence on Behalf of Employee

* Manage Work Schedule (Assigning a Personal Schedule)

* Manage Work Schedule (Replace Schedules)

Job Aids
* Time and Leave — New Task Profile Creation
* Time and Leave — Charging Time in Task Profile

For additional information, be sure to visit: www.miamidade.gov/informs

MIAM
COUNTY



http://www.miamidade.gov/informs

.

Congratulations on successfully completing the Time Management
course!

MSS 204 - Time Management
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