Filling Out My Time Sheet: Classified Staff
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Time and Leave Reporting

@ Select the link under 3 date to enter hours or days. Select Next or Pravious to navigate through the dates
within the period.

Time sheet

Title and Number:
Department and Number:
Time Sheet Period:

Financial Unit Supv -~ 101300-00
Test Approval Org -- TTEST
Mar 08, 2009 to Mar 21, 2009

Classified Staff

Submit By Date: Mar 25, 2009 by 11:59 P.M.
Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday Saturd
Hours Hours Units Mar 11,
or Mar  Mar 09, Mar 10, 2000 Mar12, Mar Mar 14)
Units 08, 2009 2009 2000 13, 2009
2009 2009
No Exceptions 1 0o o Enter  Enter  Enter EnterHours  Enter Enter  Ent
Hours. Hours Hours Hours  Hours Hoy
Sick Leave 1 o o Enter Enter Enter Enter Hours Enter Enter En
Hours  Hours  Hours Hours Hours Mol
Vacation 1 o o Enter Enter Enter Enter Hours Enter Enter Ent
Leave Hours  Hours  Hours Hours Hours ol
Compensatory 1 0 [ Enter  Enter Enter Enter Hours Enter Enter En
Time Taken Hours. Hours Hours. Hours  Hours Hoy

If you're a Classified employee, when you filled out your paper
time sheets in the past you entered the actual hours you
worked each day. Now, you will not do this. The system knows
how many hours you normally work, and assumes that you've
worked these hours unless you report otherwise. Instead of
reporting the hours you worked, you'll report if you have taken
leave, or if you have had other exceptions (such as comp time
or overtime) to your normal time. If you have just worked your
regular hours for the pay period, you'll report “No Exceptions.”

Now, let's look at how to actually fill in your time sheet. This is
very simple if you have “No Exceptions” to report. Just open the
correct time sheet for the pay period, go to the “No Exceptions”
row, and click “Enter Hours” under any one day.
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Time Sheet
Title and Number:

Department and Number:
Time Sheet Period:

Financial Unit Supv -- 10130000
Test Approval Org -- TTEST

Personal Information i

Search la.‘
Time and Leave Reporting

g Selsct the ink undar 3 data to anter hours or days. Selact Naxk or Pravious to navigats through
penod.
Time Sheet

Title and Number:
Department and Number:

Financial Unit Supv -- 10130000
Test Approval Org -- TTEST

Submit By Date:

©CL 19, 2008 to Nov 01, 2008
Nov 05, 2008 by 11:59 P.M,

Time Sheet Period:
Submit By Date:

©CL 19, 2008 to Nov 01, 2008
Nov 05, 2008 by 11:59 P.M,

Earning: o Exceptions

Earning: Mo Bxeplions
Date: oct 24, 2008 Date: oct 24, 2008
Shilt: 1 Shilt: 1
Hours: Hours:

[save] [ Copy [save] [ Copy

Earning Shift Default Total Total Thursday Friday Saturday Sunday Monday T Earning shift Default Total Total Thursday Friday Saturday Sunday Monday T
Hours Hours Units oct Hours Hours Units oct
or Oct 23, 24, Oct25 Oct 26, Oct 27, O or Oct 23, 24, Oct25 Oct 26, Oct 27, O
linkts 2008 200K IOOR 2008 2008 ] linkts 2008 200K IOOR 2008 2008 24

Notice that the screen has changed slightly. You will see
additional lines showing the earning type and date you
selected, along with a box that you can click on to enter your
hours.
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Test Approval Org -- TTE
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Time Sheet Period:
Submit By Date:
Earning:

Date:

1

shift Default Total Total
Hours  Hours Units

Earning

Mo Exeptions
Oct 24, 2008

Oct 19, 2008 to Nov 01, 2008
Nov 05, 2008 by 11:59 P.M.

Thursday Friday Saturday Sunday Monday 1
o

Oct 23, 24, Ot 23, O 26, O 27, O

anng  anom

2008 Jnng oo

Just type “1” in the hours field in one day of the pay period. Do

Eamning shift Default Total Total Sunday  Monday  Tuesday
Hours or  Hours Unils Mar 08,  Mar 09,  Mar 10,
Unils 2009 2009 2009

No Exceptions 1 o 1 Enter Hours  Enter Hours  Enter Hour:

Sick Leave 1 o o Gntar Hours  Entar Hours  Entar Haur:

Vacaon Leave 1 o o Enter Hours Enter Mours  Enter Haur

Compensatory Time 1 [ [ Enter Hours  Enter Hours  Enter Hour:

Taken

Extra Pay Straight 1 o o Enter Hours  Entar Hour.

Overtime Paid 1.5 1 1] '] Enter Hours  Enter Hour

Compensatory Time 1 o o Enter Mours  Enter Hour

Accrue 1.5

Holiday Whd Accrue 1 ['] ['] Enter Hours Enter Hours  Enter Hour:

CompTimel.S

Holiday Worked Paid 1.5 1 o o Enter Hours Enter Hours  Enter Hour.

Military Leave Taken 1 1] '] Enter Hours Enter Hours Enter Houn

Total Hours: o o o [

Total Units: o o o [

[__Positen seiection | [ Comments | [ Fraviaw | [__Submt for Approval ] [ Rastart | [Nex

Submitted for Approval By:

Approved By:

Walting for Approval From:

RELEASE: 7.2.1.1

Check that the time has been recorded, then scroll down, and

not enter 1 (or any other amount) in every day of the pay

period. Click save.

click the “Submit for Approval” button. Your job is done.

Eamning shift Default Total Total Sunday  Monday  Tuesday
Hours or  Hours Unils Mar 08,  Mar 09,  Mar 10,
Unils 2009 2009 2009

Mo Exceptions 1 o o Enter Hours Enter Hours  Enter Hour.

Sick Lea 1 ] o Gntar Hours Entar Mours  Entar Haur

Vacaon Leave 1 o o Enter Hours Enter Mours  Enter Hour

Compensatory Time 1 [ [ Enter Hours  Enter Hours  Enter Hour:

Taken

Extra Pay Straight 1 o o Enter Hours Enter Hours  Enter Hour.

Overtime Paid 1.5 1 1] '] Enter Hours Enter Hours Enter Houn

Compensatory Time 1 o o Enter Hours Enter Mours  Enter Hour

Accrue 1.5

Holiday Whd Accrue 1 ['] ['] Enter Hours Enter Hours  Enter Hour:

CompTimel.S

Holiday Worked Paid 1.5 1 o o Enter Hours  Enter Hours  Enter Hours

Military Leave Taken 1 1] '] Enter Hours Enter Hours Enter Houn

Total Hours: o o o

Total Units: o o o

[__Positen selection | [ commants | [ Praview | [__Subeit for Approval ] [ Restart | [Nex]

Submitted for Approval By:

Approved By:

Walting for Approval From:

RELEASE: 7.2.1.1

Recording the single hour of no exceptions certifies that you
have not used any leave during the pay period nor worked
additional hours that need to be recorded, and that a blank time
sheet was not submitted by mistake. To report that you've just
worked your regular hours for any pay period - no more, no less
- all you do is enter “1” hour of “No Exceptions” under one day,
click “Save,” and then click “Submit for Approval.”

However, if you have any entries to make on any other lines of
your time sheet, you will not enter anything on the “No
Exceptions” row. You will have either a “1” under one single day
in the “No Exceptions” row, or you will have one or more entries
in one or more of the rows below.

Eamning shift Default Total Total Sunday  Monday  Tuesday
Hours or  Hours Unils Mar 08,  Mar 09,  Mar 10,
Unils 2009 2009 2009
1 o o Enter Hours Enter Hours  Enter Hour:
1 o o Gntar Hours  Entar Hours  Entar Haur:
Vacaon Leave 1 o o Enter Hours Enter Mours  Enter Haur
Compensatory Time 1 [ [ Enter Hours Enter Hours  Enter Hour:
Taken
Extra Pay Straight 1 o o Enter Hours  Enter Hours  Enter Hour,
Overtime Paid 1.5 1 1] '] Enter Hours Enter Hours Enter Houn
Compensatory Time 1 o o Enter Hours Enter Mours  Enter Haur
Accrue 1.5
Holiday Whd Accrue 1 ['] ['] Enter Hours Enter Hours  Enter Hour:
CompTimel.S
Holiday Worked Paid 1.5 1 o o Enter Hours Enter Hours  Enter Hour.
Military Leave Taken 1 1] '] Enter Hours Enter Hours Enter Houn
Total Hours: o o o [
Total Units: o o o [
[__Positen seiection | [ Comments | [ Fraviaw | [__Submt for Approval ] [ Rastart | [Nex
Submitted for Approval By:
Approved By:
Walting for Approval From:
RELEASE: 7.2.1.1

Take a moment to get familiar with the rest of the categories in
the “Earning” column. If you have questions as to when to use
which category, click on the “Earnings Categories” link on the
left hand side of the screen to see a chart that provides full
explanations. If you have further questions after reviewing the
chart, contact your time approver.

You might notice that there is no category for holiday leave.
That is because the system automatically tracks holidays and
credits them properly. Unless you've worked on a holiday date,
there is no need to enter anything at all.
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Eamning shift Default Total Total Sunday  Monday  Tuesday
Hours or  Hours Unils Mar 08,  Mar 09,  Mar 10,
units 2009 2009 2009 le Sheet
Mo Exceptions t o o Fntor Houes. Eator Rours Enter Hour | and Number: Financial Unit Supy -~ 101300-00
Leaw wntar Entar | Fntar |
Sick Leave 1 ] o tar Hours  Entar Hours  Entar Haur [artment and Number: Test approval Org - TTEST
t Eniter nler Mours  Enter Hour rime
Vacaan Lesve 1 o o nter Howss Lot pours - Later o le Sheet period: Oet 19, 2008 to Nov 01, 2008
ﬁ.jﬁzcnsa\ory Time 1 [ [ Enter Hours Enter Hours  Enter Hour it By Date: P 05, 2008 by 11:55 P,
b & " ning Shift Default Total Total Thursday clay Satu
Extra Pay Straight 1 o o Enter Hours Enter Hours  Enter Hour.
Overt T\: Paid ,gr 1 o o Enter Howrs Enter Hours Enter Hour Hours or Units Hours Units Oct 30, 2008 Oct 31, 2008 Nov
tin 15 Ent n ¥
1 o o Enter Mours  Enter Mours &
Compensatory Time 1 o o Enter Hours Enter Mours  Enter Hour
Accrue 1.5 Leave 1 [ & Enter Hours  Enter Hours  §
Holiday Whd Accrue 1 o L] Enter Hours  Enter Hours  Enter Hour: anien Leave 1 o o Enter Hours  Enter Hours
CompTime1.5 ppensatory Time Taken 1 o o Enter Mours  Enter Mours &
Holiday Worked Paid 1.5 1 o o Enter Hours  Enter Hours  Enter Hours ppensatory Time Accrue 1.5 1 o o Enter Hours  Enter Hours B
Military Leave Taken 1 1] '] Enter Hours Enter Hours Enter Houn joay Worked Accrue 1.5 1 L 0 Enter Hours Enter Hours E
Total Hours: 0 o 0 day Worked Paid 1.5 1 0 0 Enter Hours Enter Hours E
Total Units: o o o ary Leave Taken 1 o o Enter Mours  Enter Mours  ©
rome Paid 1.5 1 ] o Enter Hours  Enter Hours B
[__Position Saiection | [ commants | [ Praviaw | Submit for Approval [_Rastart | [max fa Pay Straight 1 o o Enter Hours  Enter Hours
al Hours: 8 o o
al Units: o o o
Submitted for Approval By:
A wved By: -
Wahing for Approval From: rosivon Siection ) [_ommants ) eravave | (St fo approvar ] [mastact ] pravious ]
RELEASE: 7.2,1.1
sitted fnr 8 L sy

Now, look at the top row of dates that go across the screen.
You'll notice that we can only see one week. To get to the next
week, we simply click the “Next” button at the bottom of the

... and there we are, in the second week of the pay period.

And to get back we click the “Previous” button that has

appeared.
screen . .. PP
St
or Oct 23, 24, Oct25 Oct 26, Oct 27, O .
Units 2008 2008 2008 2008 2008 24 Search &)
No Excegtions 0 0 Enter  Enter Enter  Eneer  Eneer
Howrs  Mours Hours Hours Hours . .
Skkleave 1 o 0 Enter Entsr  Enter  GEntsr  Entar Time and Leave Reporting
Hows  Hours Hours Hours
Vacation Leave 1 1] 0 Enter  Enter Entar Entar
Hows  Hours Howrs  Hours o a Selccr; the link urder 3 date to enter hours or days. Select Next or Prévicus to navigate through
Compensatory 1 o0 Enter  Enter Enter  Enter  Enter pariod.
Time Taken Hows  Houwrs Hours Hours Hours
Compensatory 1 o o Enter  Enter Enter  Enter  Enter Time Sheet
Time Accrue 1.5 Howrs  Hours Hours  Hours Hours Tithe and Numbser: Fanancal Unit Supy -- 101300-00
Hokday Worked 1 o o Enter  Enter Enter  Enter Enter Department and Number: Test Approval Org -- TTEST
Accrug 1.5 Hours  Hours Holrs.  Hours - Mours Time Sheet Period: 0ct 19, 2008 to Nov 01, 2008
Holkday Worked 1 o 0 Enter  Enter Enter  Enter  Enber Submit Dy Date: Mow 05, 2008 by 11:59 P.M,
Faid 1.5 Hours  Hours Hows  Hours  Hours e -k L
Miltary Leave 1 o o Enter  Enter Entsr  Enter  Enter S Sk L
Taken Hows  Howrs Mous  Mours  Mours Dote: Oct 24, 2008
Ovestime Pasd 1 o o Enter  Enter Enles  Enter  Enter Shify 1
1.5 Hore  Haurs Hours  Hours  Hours Hours:
Extra Pay 1 o 0 Enter Enter Enter Enter Enter — -
Straight Hows Hours  Hours  Hours  Hours [coev]
Total Hours: o o o 1] o o
Total Units: o [} o ] o o Earning Shift Default Total Total Thursday Friday Saturday Sunday Monday T
Hours  Hours Units ot
e () e e et [ (i oa23, 24, oz, odzs oda o

To enter hours, click the “Enter Hours” link that corresponds
with the earnings type and date that you'd like to report. For
example, let's say that you were sick on Friday, October 24th.
The first thing to do is click the enter hours link.

Confirm the earnings type and the date that you're going to
report are correct, then type in the number of hours into the
open field, and click save . . .
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Erorn
= Earning Shift Default Total Total Thursday Friday Saturday Sunday Monday T
Search [ze) Hours Hours Units oct
or Oct 23, 24, Oct 25,  Oct 26, Oct 27, 0
X X units 2008 2008 2008 2008 3008 24
Time and Leave Reporting Wo Exceptions 1 o 0 Fnter Enter  Enter  Enter  Enter
Hours  Heurs Hours  Hours  Hours
Sick Leave 1 a 1 Entar 8 Entor  Enter Enter
R Select the link under 3 date to enter hours or days, SSlect Next or Previcus to navigate through Hours Hours  Hows  Hours
paniod. acation Leave 1 o o Enter  Entar Enter  Enter  Enter
Hours  Hours Hours  Hows  Hours
Time Sheet Compensatory 1 L] L] Enter  Enter Enter  Enter  Enter
Tite and NMumbser: Financial Unit Supy -- 101300-00 Time Taken Hotrs. - Mo Modis, - cHowes: it
. coval OF - Compensatary 1 o o Enter Gnter  Enter  Enter
: v T
Department and Number: Test Approval Org TEST THie Aeis 16 hroiiad pretbe e
Time Sheet Period: Oct 19, 2008 to Nov 01, 2008 kAn WA 3 o ° o B B
Holiday Worked nter niLer e
Submit By Date: Howv 05, 2008 by 11:59 P.M. o Py i ORI DA
Carning: Sick Leave Holiday Woarked 1 1] ] Enter Enter Entor Enter
Date: oct 24, 2008 Pad 1.5 Howrs Hours  Hours  Hours
Shift: 1 Miitary Leave 1 o o Enter Entor  Enter  Enter
Hours: o Taken Hours Hours Heurs Hours
Owvertime Pald 1 ] o Ftar Gntar  Gatse  Gntee
Hours Mours  Mows  Houwrs
Extra Pay 1 4] 4] Enter  Enter Enter Enter Enter
Straight Hours  Hours Hours  Hours  Hours
Earning shift Default Total Total Thursday Friday Saturday Sunday Monday T Total Hours: s o 8 0 5 °
Hours Hours Units oo o T A
Oct 23, 24, 025, O 26, O 27, O Total Units: o a 0 0 a o
Lnite 2008 Jone  aans Jone  anns

You can see that 8 hours of paid sick leave have been posted
under Friday, October 24th. Note that the Total Hours column
displays a total of all hours you've recorded on your form. It
even totals leave taken and overtime worked together. It just
counts hours recorded. This total has nothing to do with the
total hours you've worked.

If you'd like to enter hours for another day, just click the “Enter
Hours” link under the earnings type and date you'd like to
report, fill in the hours, and click “Save” again.

s L e
Search [0 Search (69
Time and Leave Reporting Time and Leave Reporting
R Select the link under 3 date to enter hours or days. Select Mext or Previcus to navigate through & Select the link under a date to enter hours or days. Select Mext or Previous to navigate through
paniod. period.
Time Sheet Time Sheet
Tithe and Mumbser: Fanancal Unit Supy == 101.300-00 Title and Number: Financial Unit Supv -- 101300-00
Department and Number: Test Approval Org -- TTEST Department and Number: Test Approval Org -- TTEST
Time Sheet Period: Oct 19, 2008 to Nov 01, 2008 Time Sheet Period: Oct 19, 2008 to Nov 01, 2008
Submit By Date: Nov 05, 2008 by 11:59 P.M. Submit By Date: Nov 05, 2008 by 11:59 P.M.
Earning: Sick Leave Earning: Vacation Leave
Date: oct 24, 2008 Date: oct 23, 2008
Shift: 1 Shift: 1
Hours: ¥ Hours: 8
Earning Shift Default Total Total Thursday Friday Saturday Sunday Monday T Earning Shift Default Total Total Thursday Friday Saturday Sunday Monday T
Hours  Hours Units ol Hours Hours Units oct
Oct 23, Oct 23,  Oct 26, O 27, O or Oct 23, 24, Oct 25, Oct 26, Oct 27, O
Lnite 2008 Jone  aans Jone  anns Linits 2008 2008 2008 2008 2008 %
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R Select the link undar a date to enter hours of days. Salect Next of Previcus to navigate through

Time Sheet
Title and Number:

Financial Unit Supy -~ 101300-00
g -- TTEST

oct 19, 2 Nov 01, 2008
11:59 P.M.

Vacation Leave
Oct 23, 2008

8

[Save | [Copy]

If you are reporting leave taken for just part of the pay period
and you're not ready to submit your time sheet yet, just click on
the “Back to Employees Tab” link in the upper left hand corner
of the screen to return to BengalWeb. If you are ready to submit
your time for approval, continue by following the simple
procedure outlined in the “Submitting & Logging Out” section
that comes next. But remember, if you are reporting any
exceptions to your normal hours for the pay period, you'll have
nothing in the “No Exceptions” row. It's either one or the other.

Also be aware that the combination of leave hours and hours
worked in one week cannot exceed 40 hours. For example, you
take 8 hours of sick leave on Tuesday, and then work 10 hours
on Wednesday to catch up. At the end of the week, you have
34 hours worked and 8 hours sick. You need to reduce your
sick hours by 2. The time sheet should show only 2 hours sick.
If you have any further questions after completing this tutorial,
talk to your supervisor, or give HR a call.

Also finally, note that when your time is recorded, it will be
rounded to the nearest tenth of an hour. If you are reporting 3
and a half hours, enter “3.5.” If you are reporting 3 and a
quarter hours, you can enter “3.25” or “3.3.” If you enter “3.25,”
however, the system will round it to for you to “3.3” after your
time sheet has been passed on to payroll. If you'd like to see a
chart that translates minutes into tenths of hours, click on the
link at the left that says “Converting Minutes to Hours.”

In the next section of this tutorial, we’ll discuss how to submit
your time and log out.
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