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UCSan Diego

I\/Ianaﬁer Tasks

Managers will be able to:

Approve and edit Employee Timesheet

Perform Multiple Job/Multiple Approver process

View Employee Leave Balances

Approve or deny Time Off Requests

Enter and Complete employee timesheet with Hours Worked and Exceptions
Create pre-defined schedules and assign schedules for Biweekly employees
Assign an employee to be On Call

Review Employee Details and Enter Comp Time Effective Dates

0 0 N o U & W D&

In your absence, Delegate Authority to another Manager/Supervisor for your
Timesheet Group to make approvals

Wecotime
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LOﬁﬁinﬁ on to Ecotime

1. Use URL ecotimecampus.ucsd.edu or Blink/Personal Tools/Ecotime Campus
2. Enter User name and Password, click Login

SINGLE SIGN-ON (V3.3) UC San Diego

Signing on Using: Active Directory

Help

User name (or email address)

‘ pgomez ‘ = Learn about Passwords and Access

« Contact the ITS Service Desk

Password: . )
« Enroll in Two-Step Login Now!

Resel password

o Sign out and close your browser when you're finished.

UC San Diego 9500 Gilman Dr. La Jolla, CA 82093 (858) 534-2230

Copyright © 2020 Regents of the University of California. All rights reserved [JC Sal’l Diegg
- —_—
‘ Employee Tasks Messages
eCotifme
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https://ecotimecampus.ucsd.edu/

UCSan Diego

LOﬁﬁinﬁ on to Ecotime — Troubleshootinﬁ

Use URL ecotimecampus.ucsd.edu or Blink/Personal Tools/Ecotime Campus
If you are part of the medical center, see Ecotime Support Contacts
Active Directory Login issues
= Do you have an Active Directory account — check with IT service desk — ITS Service Desk
= Have you forgotten your AD password — resetting you password — how to:
= Reset your Faculty or Staff AD account - Reset Active Directory Password
= Reset your Student Account — Reset Student Account Password
Duo issues
= Have you set up Duo — 2 step authentication — how to — Duo 2 Step Login
Ecotime issues
= |f you get User ID not found, you will be denied log in, because you aren’t scheduled yet
— check rollout schedule on Blink site — Ecotime Rollout Schedule
= If you receive, An error has been encountered, please log off and try again, or contact your System
Administrator, go to the Ecotime website and contact the team that supports you at Ecotime
Support Contacts



https://ecotimecampus.ucsd.edu/
https://blink.ucsd.edu/finance/payroll/timekeeping/ecotime/eco-support/support-contacts.html
https://ucsdservicedesk.service-now.com/its
https://ucsdservicedesk.service-now.com/its?id=kb_article_view&sys_kb_id=5a7656a4dbcbf3c8bd30f6e9af961986
https://ucsdservicedesk.service-now.com/its?id=kb_article_view&sys_kb_id=8bcadfc0db3b7f806576785e0f96197a
https://blink.ucsd.edu/technology/security/services/two-step-login/index.html
https://blink.ucsd.edu/finance/payroll/timekeeping/ecotime/index.html
https://blink.ucsd.edu/finance/payroll/timekeeping/ecotime/eco-support/support-contacts.html
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UCSan Diego

Accessinﬁ Timesheets

Employee Tasks Manager Tasks Messages Employee !
Employee Timesheets Employee Balances  TimeOff Approvals ]

A 4

CBEH 03/22/2020 - 04/04/2020 BW v [ g0)

03/22/2020 - 04/04/2020 BW
04/01/2020 - 04/30/2020 MO
04/05/2020 - 04/18/2020 BW
04/19/2020 - 05/02/2020 BW
05/01/2020 - 05/31/2020 MO
| 06/01/2020 - 06/30/2020 MO

1. Select Manager Tasks, then Employee Timesheets

2. Select a Timesheet Group, Period, and click go

= A Timesheet Group, reflects a supervisor and their direct reports and
separated by Pay Period type (BW and MO)

= As a timekeeper you may have multiple Timesheet Groups assigned to you
= Period defaults to current, latest time periods are at the bottom of list
=  BW and MO will display 2 previous and 2 future pay periods
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Editinﬁ an Emﬁloxee Timesheet

UCSan Diego

If employee timesheet is Approved, employee is locked out from their timesheet
Confirm that Timesheet has been Completed before Approving

A manager/supervisor or timekeeper can unselect Approval to make timesheet
editable, as long as pay period processing hasn’t occurred

There are 2 ways that a manager or timekeeper can access the employee timesheet

1.  Go to Manager Tasks > Employee Timesheets, and select the desired employee
2. Go to Manager Tasks > Timesheet Group, select Period, click Go and select desired employee

To edit an employee timesheet, select Date, enter Time In, Time Out, select Meal
Break and click Save

Wecotime
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Agﬁrovinﬁ Timesheets

= Review Timesheet for completion before approving

= Verify hours entered and Completed

= For either an employee or a manager to edit a timesheet, approval must be
unselected

= Manager/Supervisor can use the Delegate Authority function to allow another
Manager/Supervisor to make approvals in their absence

Wecotime
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Timesheet Dashboard — Review Timesheets

= After selecting Timesheet Group, Timesheet Statistics and Hours Summary displays:

Timesheet Statistics Hide

Completion Total Timesheets 13
Approved 0 | Not Approved 13 | Completed 1 4

YN Use Timesheet Statistics links to Filter view

Completed

Not Completed | 12 | Validation Errors | 0 | Validation Warnings | 0

Not Notes 0 | Addl Hours 0 | Attachments 0
Ci leted Not A 4 N
9; Ti = Attachments 0 1:: PP \ \/
/ To review and edit a timesheet, select
Unapprove, the timesheet can’t be in
Last Name: ‘ (<< Provious Pagel, Fage 1012 [NextPage >5] Approva.I status. Select employee and
make edits
Filter: All
Hours Summary for 10/06/2019 - 10/19/2019 - BW
Timesheet Group Employee Name Regular | Exception Complete | Notes | Attachments | # Messages | Approved Action
IT2 TSG 01 . o
Full Access NONEXEMPYHOUTNY/ By Hours Summary- Approve
IT2TSG01 |FL JARIO 34 Displays Hours by Type
Full Access NonExempt/Hourly/BW 2o ) Approve
and employee submission as
IT2 TSG 01 .
Full Access uneacipu wany/BW Complete with ) Approve
IT2 TSG 01 A O
Full Access NonkExemptHourly/BW I Approve
IT2 TSG 01 i v
Full Access NonExempt/Hourty/BW 24.00 16.00 4000 \/Q\ ~/ Approve

Verify there are hours listed and

\ecotime

submitted as Complete
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Auditing Employee Timesheet

1. Select Employee Timesheet

HEEFE®EE

2. Select Timesheet Action Audit

| Timesheet Summary Hide

Sun | Mon | Tue | wed | Thu | Fri | sat [week| sun | Mon | Tue [wed | Thu | Eri | sat [week 3. Timesheet Action Audit displays
Hours 0112 | 0173 | 01714 | 01/15 | 01/16 | 01117 | 01/18 | Total | 01/19 | 01720 | 01/21 | 01/22 | 04123 | 01724 | 01/25 | Total | Total
Worked 0.00 0.00| o0.00
Exceptions 800| so00| soo| soo| 800 40.00 800| 800 800 800 32.00 | 72.00 Timesheet Action Audit for Pay Period Ending on 02/08/2020
Totals: 000| soo| soo| soo| soo| Boo| o000 |4000| o000 co0o| soo| soo| soo| soo| o.00]3200] 72.00 Tm?:met Action Type . [ -
Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select
Comp. Time Election 1| Completion Removed | PARK, CHERRY | 03 Feb 2020 3:09PM Pacific Time
Comp Time Premium | 0% 0% | 0%| 0%]| 0%| 0%| o0% 0% 0%] o0%] o0%] 0% 0%] 0% 1| Timesheet Completed | PARK, CHERRY | 03 Feb 2020 3:09PM Pacific Time
Comp Time Strajght | 0% ] 0% 0%) 0%] 0% 0%| 0% %] O%| 0%) 0% 0%| 0%] 0% 1| TimesheetSaved | PARK, CHERRY | 03 Feb 2020 3:08PM Pacific Time | View
Paid Summary 1| Timesheet Saved | PARK CHERRY | 03 Feb 2020 3:07PM Pacific Time | View
Vacation goo| soo| soo| soo| so0 40.00 soo| soo| soof &00 32.00 | 72.00
: 1| Completion Removed | PARK, CHERRY | 03 Feb 2020 3:06PM Pacific Time
Holiday Calculated 8.00 8.00)| 8.00
1| Timesheet Completed | PARK, CHERRY | 20 Jan 2020 10:49AM Pacific Time
1 Timesheet Saved PARK, CHERRY || 20 Jan 2020 10:43AM Pacific Time | View
= Forselected Tlmesheet, Timesheet Action Audit d|5p|ay5 . 1| TimesheetSaved | PARK, CHERRY | 30 Jan 2020 10:41AM Pacific Time | View
= Action Type
= User

= Action Date and Time
= For further Details, click View link

|~ P T
wecotime
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Auditing Employee Timesheet — View Details

For selected Timesheet, Timesheet Record Audit displays:
= Source e.g. Browser
= Location e.g. IP address

| Timesheet Action Audit for Pay Period Ending on 02/08/2020

Timesheet . . .
Version Action Type User Action Date Details
1 Completion Removed PARK, CHERRY 03 Feb 2020 3:09PM Pacific Time
1 Timesheet Completed PARK, CHERRY 03 Feb 2020 3:09PM Pacific Time
1 Timesheet Saved PARK, CHERRY 03 Feb 2020 3:08PM Pacific Time View
Timesheet Record Audit
Title Code
'I'lm[;east:eet Time In 1(-I)n|:|lf Overnight | Duration Bh:::Ik Pay Codes Message Action Source Location Timestamp Action User
Reason Code

112812020 | 8:00AM | 4:30 PM 800| o050 |[FAYROLLANL2 Timesheet Savedlf Browser | 132.239.180.157 | Feb 3 2020 6:08PM Eastern Time | PARK, CHERRY
1 Timesheet Saved PARK, CHERRY 03 Feb 2020 3:07PM Pacific Time View
1 Completion Removed PARK, CHERRY 03 Feb 2020 3:06PM Pacific Time
1 Timesheet Completed PARK, CHERRY 30 Jan 2020 10:49AM Pacific Time
1 Timesheet Saved PARK, CHERRY 30 Jan 2020 10:43AM Pacific Time View
1 Timesheet Saved PARK, CHERRY 30 Jan 2020 10:41AM Pacific Time View
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Biweekly — Daily Timesheet Entry

2. Enter Time In and Time
Duration, and Meal Break

Out,

1. Select Date

Timesheet Summary

Week

4. Click Save for

every daily entry [}

H

Hours Worked

Paid Summary
16.00

Hours 02/23 | 02/24 | 02125 | 02/26 | 02127 | 02/28 | 02/29 | Total | 03/01 | 03/02 | 03/03 | 03/04 | 03/05 | 03/06 | 03/07 | Total | Total
Worked 8.00| 8.00 16.00 0.00 | 16.00
Exceptions 0.00 0.00] 0.00
Totals: 0.00| 8.00| 800| 0.00| 000( 0.00| 0.00|16.00( 0.00| 0.00| 0.00| 0.00| 0.00( 0.00| 0.00| 0.00| 16.00
Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select

Comp. Time Election
Comp Time Premium | 100% | 100% | 100% | 100% | 100% | 100% | 100% 100% | 100% | 100% | 100% | 100% | 100% | 100%
Comp Time Straight | 100% | 100% | 100% | 100% | 100% | 100% [ 100% 100% | 100% | 100% | 100% | 100% | 100% | 100%

Worked Hours on Wednesday 02/26/20

UCSan Diego

EOCC00®

5. At end of Pay Period,
submit for approval,
click Complete

Hide Exceptions

Unschd 3. Select Appointment (your job)

and Pay Code — Hours Worked

If you have multiple jobs, enter

0 Hours Worked for that selection

Time In/Out Overnight j§ Duration | Meal Break Ag;};gl;r;::t Extra
Timeln: |7 v (00 v |[AM ¥ 0O 0 v Title Code: 6343 - PAYROLL ANL 2; Dept: 000001 - BUSINESS AND FINANCIAL SERV. ; Pay Rate: $29.11 v | @
TimeQut:|3 ¥ ||[30 ¥ |[PM. ¥ o - Hours Worked v | 1 —
Time In: v v v «<Select Appointment= v |
1
Time Out: v v v - EI <Select Pay Codes>=> v |
Timeln: | v | v v | - l:l | <Select Appointment> v | -
TimeOut:| v | v/ v | | <Select Pay Codes>> v | -
Total

\ecotime



Biweekly — Exceptions UCSan Diego

4. Click Save for
1. Select Date every daily entry

Timesheet Summary 2

Hours — 5. At end of Pay Period,
Worked 8.00 .
submit for approval,
Exceptions 8.00 | k C | t
Totals: 0.00| 3.00| 8.00 chic Omp ete
Late Time
Paid Summary 5
Sick 8.00 8.00 0.00| 8.00
Hours Worked 300 8.00 0.00 8.00
Holiday Calculated 8.00 I 8.00 0.00 8.00

- Holiday Calculated

Vacafion

Sick - Family

Sick - Bereavement

Sick - Kincare

Comp Time Straight Used
‘Comp Time Premium Used
Admin COVID-13
Administrative Leave . .
Jury Duty ( )
A 3. Select Appointment (your job

FML - Sick Please Enter Exception Hours Taken, If Any: @ and PaY COde —e.g. vacation or

FML - Vacation

7o 761 | BT, W (e iflon - sick

FML - Leave Without Pay
Message

dialog box, enter Duration puration | Curtaiment ppoinime:
Voting Leave —
M v If you have been approved for an

4’| Bml gkem' Comp -
LOA, such as FML, you may select
that option

Exempt and Non-exempt Postdocs,
please use increments of 8 hours BT e —

| <Select Appoi

v

[<Select Appai
| 0.00]| [<Select Pay Codes=> v

WNecotime



Biweekly — Daily Timesheet Entry with Multiple Jobs UC San Diego

4. Click Save for

1. Select Date every daily entry

Show Pay Period Details

Timesheet Summary

Sun

Hours 02123 | 02124 | 02125 | 02126 | 02/27 | 02128 | 02/28 | Total | 03101 | 03702 | 03103 | 03704 | 03105 | 03706 | 03107 | Total 5. At end of Pay Period,
Worked 0.00 0.00 submit for approval,
Exceptions 0.00 - click Complete
Totals: 0.00| 0o00| o0oo| o0o0o| o0o0o| ooo| ooo| coo| ooco| ooo| ocoo| oc.oo| oo0o| o0.00| 000 0.00
2. Enter Time In and Time Out, Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select

Duration, and Meal Break

Comp. Time Election

Comp Time Premium 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%

Comp Time Straight 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%

Worked Hours on Wednesday 02/26/20

puration | Meal Break Ssans

3. Select Appointment (your job)
: peses and Pay Code — Hours Worked
Title Code: 4920 - STDT 3; Dept: 000271 - WOMEN CENTER ; Pay Rate: $13.50

If you have multiple jobs, enter
Title Code: 4921 - STDT 2: Dept: 000228 - VCSA CAMPUS RECREATION ; Pay Rate: $13.00 .
0 V1 | SelectPay Codess> v Hours Worked for that selection

Overnight

Timeln: 7
TimeOut:|3 v |30 v | PM. ¥

Time In: v v v
Time Out: v v v o 0

<Select Appointment=

cotime



Monthl

LU 05/01/2020 - 05/31/2020 MO v N80

UCSan Diego

Exception Reportin

Timesheet Summary reflects the

MAY 2020

Su Mo Tu We Th Fr Sa

1 2
3 4 5 6 7 &6 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 H 26 27 28 29 30

31 A2 3 456

1. After selecting
Timesheet period,
current month displays

Holiday displays

This is the result of the entries
made either by single or multiple
entries

( Show Me How to Enter Time ] ’

exception hours entered

mesheet Group: 000708681
Home Department: BUSINESS AND FINANCIAL SERV. (000001) (000001)

TS Pay Code Plofile: Non-Represented Exempt 4. Click Complete

for approval

Duration)
Hours Type
Duration
Holiday Calculated 800 2. You can add single entries by clicking
sick 8.00 Add Row or range of days by selecting
Vacation 24.00 Add Multiple Entries.
Totals: 40.00 Enter Date, Hours Type, and Duration

Exempt and Non-exempt Postdocs,
please use increments of 8 hours

Add Multiple Entries <

Holidays: 05/25/2020 - Memorial Day

Pay Period Details 05/01/2020 - 05/31/2020 Add Row
Date (mm/ddiyyyy) Hours Type Duration | Message | Audit Delete
05/11/2020 B | sick v vew [ O
105/18/2020 B | vacation v 8.00 Vew | O = If you have been
05/19/2020 B |[vacation v 8.00 vew| O approved for an LOA,
such as FML, you may
105/20/2020 B || vacation " 4 8.00 view | O seliast vt @i

Press the bution to the right to delete all checked items || Delete

Message Descriptions

WNecotime
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Retroactive Timesheet Entries
S

1. Select History, select Timesheet, select Period, click go, timesheet displays

Employee Tasks Messages

U 10/06/2019 - 10/19/2019 (History - Adusiments Allowed) BYY v g0

2. In History Input Summary, click Create Adjustments, Adjustments Input Summary displays

Adjustment Test Message
Adjustments Status (Not Completed, Not Approved, Not Processed)

Adjustments Input Summary

To change hours worked, select To enter an Exception, click

Appointment Sun n | JTue | Wed | Thu Eri Sat | Week | Sun n | Tue | Wed | Thu Eri Sat | Week Total
Date > Pay Codes 10/06 | 10/07 | 10/08 | 10/09 | 10110 | 1011 | 1012 | Total | 40/13 | 10114 | 10115 | 1016 | 10A7 | 1018 | 1019 | Total Show Exceptions
Hours Worked 8001000 2001300 800 47.00 soo| soo| 800 8.00 32.00 | 79.00
Enter Time |n/0ut and Meal Break Totals: 0.00 8.00|10.00| 8.00[13.00( 800| 0.0047.00| 0.00| 800 800| 800| 0.00| 8.00( 0.00(32.00(79.00 . Delete Hours Worked entries

Comp. Time Election

Comp Time Premium | 0% [ 0% [ o%| o%| o%| o%]| o% 0% o%]| o%| o%| o%| ow| o% Enter Duration, Appointment
Comp Time Straight | 0% | 0% 0%| 0%| 0% 0%| 0% 0% | o%| o%| o%| o0%| o%| ow% and Pay Code, Sick or Vacation
Click Save

if applicable
Select Appointment and Pay Code

CI ICk save Holiday Calculated 0.00 8.00 8.00| 8.00
Paid Summary Net displays Hours Worked R foo] 800} st L e L . Paid Summary Net displays
Click Complete OT Premium - Daily 2.00 4.00 6.00 0.00| 6.00 . Click complete

Worked Hours on Sunday 10/06/19 Show Exceptions
Time In/Out Overnight | Duration | Meal Break Agf:i(r:';rdn::‘ LIE:::d Message
T v v | 0| ejle e SRR e
Lt e I ) (G AR [ e
e I I A =1 i
Total: ljl

W\\ecotime
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. . . UCSan Diego
Retroactive Timesheet Entries

= You must click Complete for Supervisor to be notified
= Supervisor must approve Retroactive timesheet to be paid

Adjustment Test Message
Adjustments Status (Completed, Not Approved, Not Processed)

Show Adjustments Pay Period Details

Adjustments Input Summary

Appointment Sun Mon Tue Wed Thu FEri Sat Week | Sun Mon Tue Wed Thu Fri Sat Week Total
Pay Codes 10/06 | 10/07 | 10/08 | 10/09 | 10/10 | 10/11 | 10/12 | Total | 10/135 | 10/14 | 10/15 | 10/16 | 10/17 | 10/18 | 10/19 | Total
Hours Worked 6.00 | 10.00 13.00| 800 37.00 8.00| 800 8.00 8.00 32.00 | 69.00
Sick 2.00 8.00 0.00 8.00
Totals: o0.00| 6.00)| 10.00| 8.00|1300)| 800 0.00)| 4500| OO | 8.00| B00( 800| O00O0| B.00| 0.00| 32.00| 77.00
Comp. Time Election
Comp Time Premium 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Comp Time Straight 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Holiday Calculated 0.00 3.00 8.00 3.00
Hours Worked 600 3.00 800 | 3.00 30.00 300| 3.00| 300 3.00 32.00 | 62.00
OT Double 1.00 1.00 0.00 1.00
OT Premium - Daily 2.00 4.00 6.00 0.00 6.00
Adjustments display in Paid o — —= — Sl L
Paid Summary NET
Summary NET Hours Worked -2.00 -8.00 -10.00 0.00 | -10.00
Sick 8.00 8.00 0.00 8.00

otime
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Emﬁloxee Timesheet — Imﬁortant Facts

= Hourly employees are responsible for entering Hours Worked, Saving, and Completing Timesheets

=  Exempt employees are responsible for Completing Timesheets with or without Exception time to affirm
your entry

= Supervisor/Manager, Timekeeper or Delegate can enter, edit, and approve employee timesheet

= Leave of Absences (LOA) are approved outside of timekeeping system
= If employee has approved LOA’s, can select that LOA option in Exception time

= Overtime (OT) is calculated by Payroll Profile and Time/in and Time/out
= Comp timein lieu of OT needs to be added to your Payroll Profile — contact Timekeeper

=  Timesheet will be available for 2 future and 2 previous pay periods of current timesheet
= You can make future entries and retroactive entries

= Multiple Jobs/Multiple Approvers
= Ecotime supports 1 employee/1 timesheet/1 approver
= Select correct Title Code (job) for daily hours entered

= 1t approver to approve, officially approves, 2" approver will approve with Notes functionality ‘
otume



Submission Deadlines

UCSan Diego

b X

= BW employee timesheets must be Saved and Completed by
Saturday the last day of the pay period

= UCSD 2020 Payroll Calendar

= Note: Departmental policies may supersede this deadline
= Time not reported by payroll deadline will not be paid (BW)

= As long as employee enters Hours Worked and clicks Save,
they will be paid even if Supervisor doesn’t approve

= Monthly employee exceptions to timesheets must be
reported by core central payroll processing deadlines, see
your department HR contact or Timekeeper

Wecotime



http://www-bfs.ucsd.edu/pay/pdf/cal2020B&W.pdf
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UCSan Diego

Emﬁloxees with Multiﬁle Jobs and IVIuItiEIe Aﬁgrovers

= Employees with multiple jobs will report their time on 1 timesheet:
= Select the day, enter hours in, hours out, and meal break

= Select the job in the Appointment drop down that represents
the hours entered

= All Managers/Supervisors will have authority to approve

= Ecotime limits the approval to the 15t Manager to log in and approve the time, even
though time submitted is for multiple jobs

= All Managers should review and approve time

= Managers who access the timesheet after 15t Manager approval will leave a note on
record stating that they have reviewed and approved submitted time

HEE® S
= How does this effect Timekeepers? HEvEEC

= You provide backup Approval for Manager/Supervisors, therefore you maybe
performing the multiple approver procedure

Wecotime
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Multiple Jobs/Multiple Approver — Adding Approval Notes

1. Select Employee Timesheet @ @ @ t@ @ - @ @ @ @

| Timesheet Summary ide
Sun | Mon | Tue | Wed | Thu FEri Sat |Week | Sun | Mon Tue | Wed | Thu Fri Sat | Week .
Hours 01/12 | 01/13 | 01/14 | 01/15 | 01/16 | 01/17 | 01/18 | Total | 01/19 | 01/20 | 01/21 | 01/22 | 01/23 | 01/24 | 01/25 | Total | Total . Select V|ewlAdd Notes
Worked 0.00 0.00 | o0.00 8
orke Notes displays — enter approval
Exceptions 300)] 8001 800| 8O00O| 8.00 40.00 800) 800 800| 8.00 32.00 | 72.00 notes
Totals: 0.00 8.00 8.00 8.00 8.00 8.00 0.00 | 40.00 0.00 0.00 8.00 8.00 8.00 8.00 0.00 | 32.00 | 72.00 . .
Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select CIICk Smelt NOte
Comp. Time Election
Comp Time Premium 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Comp Time Straight 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Paid S
aie summary Notes fo - 01/25/2020 BW
Vacation 8.00 8.00 8.00 8.00 8.00 40.00 8.00 8.00 8.00 8.00 32.00 | 72.00
|| Holiday Calculated 800 200 8.00 Timesheet Approved for w/e 1/25/2@ - Manager name|
s
Submit Note ‘ | Close Window
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UCSan Diego

Leave Balances — ImEortant Facts

= Leaves Balances will display in both Ecotime and LASR and in the future, UCPath

= Exempt and Non-exempt Postdocs: your award of 12 sick and 24 PTO days will be
available, at the beginning of your 12-month appointment and renewed annually, for a
6 month appointment, you would receive 6 days of sick and 12 days of PTO

= When employees are first live in Ecotime, their balances will display 0 balances

= After accruals are calculated and processed at the end of every month before going
live, the balances will be uploaded to Ecotime within the first week of that month

Go Live Dates 3/22 - BW 4/19 — BW 5/31 - BW
4/1 - MO 5/1-MO 6/1 - MO

Leave Balances Display 15t week of April 1t week of May 15t week of June

Wecotime
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Leave Reﬁuests — ImEortant Facts

= Using the Leave Request function in Ecotime is optional

= Leaves without sufficient leave to support the request will be denied by system
= Campus closure is the only time that leaves without sufficient leave will be approved

= Approved leaves will override the assigned schedule

= Leaves requested and approved in Ecotime will reflect in LASR and in the future on
UCPath

WVecotime
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Reviewinﬁ Leave Balances

1. Navigate to Manager Tasks > Employee Balances (G cc oty {Cmri il v s [
By HBS Employee Timesheets @

2. Select Timesheet Group and click go

Timesheet Group: (20]
SGUZHUHTD - MGAU Iy

*CASS” - Read Only
*IT2 TSG™ - Read Only
*IT2 TSG 01* - Read Only
*IT2 TSG 02* - Read Only
*TSG TYLER™ - Read Only

. () -
Last Name: ‘. [==< Previous Employee] Employee 1 of 6 INext Employee =

Balance Information for Balance Information foi

. : ey Go
Timesheet group displays 1st employee Please select a date to calculate balances: ‘ ‘ .

s e .

. Accrued Balances dISpIay as Of Category Starting Balance | Earned | Taken/Paid | Current Balance | Approved Leave
date shown Vacation 0.00] 0.00 40.00 -40.00 0.00
To see other employees in this p— 000l o0.00 0.00 0.00 0.00
Timesheet group, click Next Comp Time Premium 0.00] o0.00 0.00 0.00 0.00
Employee link Comp Time Straight 0.00| 0.00 0.00 0.00 0.00

Wecotime
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Emﬁloxee — Review Balances and Leave Reﬁuests

= Employees can review Leave Balances as
well as make TimeOff Requests

=  Employee selects Employee Tasks >
Balances to review Balances

=  Employee selects Employee Tasks >
TimeOff Request to request time off

Employee Tasks

Messages History Reporis Log Off

Timesheet Web Clock Balances

EUTNE 10/06/2019 - 10/19/2019 BW v [Bgo]

TimeOff Request FMLA Reguest

= To request time off, select TimeOff Request, enter
date range, Hours Type and click Submit

= Time Off requests without the leave balances to
support the request will be denied by the

system
Leave Balances

Category Starting Balance | Earned | Taken/Paid | Current Balance | Approved Leave Time Off request can be submitted within 10/04/2019 and 02/11/2021

Vacation 192.16 | 18.486 56.00 154.62 0.00 Submit Time Off Request

Sick 143.45 | 14.76 16.00 142.21 0.00 mm':ggmww mmIdTEMW Type Action
%ﬁﬂ;ﬂ 0.00| 0.00 0.00 0.00 0.00 <SelectHours Type> Submit
Comp Time Straight 0.00| 32.00 32.00 0.00 0.00 <SelectHours Type> -




Reviewing and Approving TimeOff Requests

UCSan Diego

= Departments may choose to have employees request time
off through Ecotime

=  When Manager logs in Time Off Messages display

1. Navigate to Manager Tasks > TimeOff Approvals

Testing Environment

This is the Ecotime PPS Test Environment

Time Off Messages

PARK, CHERRY has requested time off from 02/09/2020 to 02/14/2020 on 30 Jan 2020 10:56AM Pacific Time.

2. Review request and select Approve or Deny, click Submit

Links go to Employee Balances

and time-off request

Employee Tasks Manager Tasks Messages

Emplo#

Employee Timesheets  Employee Balances [ TimeOff Approvals

Request Type:  All
Time Off Requests from 11/03/2019 to 06/05/2021

Request Total | Total Review Process .
Type From/To Days | Hours Type Employee Notes Manager Notes Status Status Action
DEVALIA, DIVYA View Employee's Balances
- : Approved
Reguiar | 0112712020 - on3tizozo | 5 [ 4000 |Vacation |y wias to Disney world By: BRUMFIELD, KATHRYN BURGER on 29 Jan 2020 3:07PM Pacific Time | ~r0¢635ed
PARK, CHERRY View Employee's Balances
Delete
Regular @‘ 5 40.00 | Vacation FETIT Pending Approwv:
02/09/2020 - 02/14/2020 taking kids to see grandparents Requested By PARK, CHERRY on 30 Jan 2020 10:56AM Pacific Time
Deny
Press the button to the right to approve/unapprove all checked items Submit

Sun | Mon | Tue |wed | Thu | Fri | sat Employee | Sun | Mon | Tue | Wed | Thu | Fri | Sat
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Managing Employee Schedules
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Assiﬁninﬁ Schedules — Imﬁortant Facts

UCSan Diego

Assigned schedules eliminates the need for the employee to enter hours worked daily
Schedules can be assigned to individuals not to Timesheet Groups

Assigned schedules will display on the next pay period from when assigned

Approved Leave Requests will override assigned schedule

Schedules are managed by Timekeepers, Supervisors or Delegates, not employees
Schedules work for single appointments not multiple appointments

Employees can and should adjust days, for different hours worked or exception time

Schedules are 2 week intervals — hours worked can vary by day or be identical

Wecotime
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) ) UCSan Diego
a New Schedule — Name and Description

Employee Tasks Manager Tasks Messages Employee Setup History Reports Processing Groups Log Off

Employee Timesheets  Employee Balances  TimeOff Approvals  Delegate Authority = FMLA Request  Assign Timesheet Group  On Call J§ Schedule

(20
= Select Timesheet Group and click go C oot Scredue esoen

Employee Schedules

Creatin

= Navigate to Manager Tasks >Schedule

Effective

Employee Name
> (000288888)

2. Click Create Schedule Assignments 00301246)
00776624)

Assigned

1. Employee Schedules display

In the Assignment

SChedUIe) SeIeCt New Assignment Schedule:

SChed u Ie I Cancel Add New Schedule Save
Enter Schedule Title and Schedule Tile: Total Weeks:
D ription |M0nday—Friday 8-4:30 |
s pt = . Schedule Description: Start Date:
TOtal Weeks () the BES hourly schedules || |‘E‘
rotation, default is 2 71| |_Schedule e NOV 2019
/ Su Mo Tu We Th Fr Sa

Select calendar icon,
select a pay period Start
Date, e.g. 11/3/2019 B2 20 21 2 2 B
Select Schedule Detail
Click Save

1 2
3 4 5 6 7 89
10 11 12 13 14 15 16

| Close  Move |

Wecotime
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Creatinﬁ a Schedule — Settinﬁ Schedule Parameters

Enter In, Out and Meal
Break Schedule, verify
AM and PM is correct
Select applicable days, in
both weeks, to apply

schedule

If needed, enter unique
hours for different days
of the week

Click Apply Schedule
Click Save

Assignment Schedule: [EENEETIEIRA

Cancel Add New Schedule

Schedule Title:

Monday-Friday 8-4:30 |
Schedule Description:

BFS hourly schedules

7

Save
Total Weeks:

Start Date:

11/03/2019
Schedule Detail

1
In:[08 v || 00 v |[AM. v |Out[04 v |30 v | PM. ¥ |Meal:| 30 v |Duration: 8.00
|

Apply Schedule

Clear Selected

W selectAll
Week 1 (11/03/2019 - 11/9/2019) 2 (111102019 - 11/16/2019)
Meal Meal
Weekday | Select Time In Time Out Break | Duration | Select Time In Time Out Break | Duration
(min)
Sunday ‘ O v v vl v v vl || o000 O «l ~] v||| v v v||| v | o000
Monday || @ fosv 00v AM v|o4v|30v PM v[30v| 800 | @ fosv 00v AM v[o4v 30 v PM v[30v]| 800
Tuesday || ¢ Jos v oov Am v fosv 30v Pvm v|30v| 800 | « Josv oov Am vfosv 30v Pv v[30v]| 800
Wednesdaf| # [f0s v 00 v | AM v [04v/[30v|PM v|30v| 800 | ¥ [o8v [00v AM v[[04v]30v | PM v [30v]| 800
Thursday|| ¢ J§os v 00 v AM v odv 30v Pv v|30v| 800 | v fosv oov AM v[o4v 30w Pu v 30v]| 800
Friday || @ Jos v (00w /[AM v|osv 30v Pm v|30v]| 800 | @ |osv [00v [AM v|osv 30v PM v [30v | 800
saturday || v, ov vl v v v vl oo | | v v v v v v v | oo00

cotime
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Assiﬁninﬁ Existinﬁ Schedule to Emﬁloxees

1. Navigate to Manager Tasks >Schedule
2. Select Timesheet Group and click go

Employee Tasks Manager Tasks

Employee Timesheets Employee Balances  TimeOff Approvals  Delegate Authority ~ FMLA Request  Assign Timesheet Group  On Call

_ Assign Schedules v [ 20|

Messages Employee Setup History Reporis Processing Groups Log Off

Schedule

Create Schedule Assignments

In Employee Schedules, select an

em p I Oyee Employee Name Assigned Effective
MANN,LAURA (10373156) 1 M_F 8-4:30 PM

In selected employee, select Add New
Select from created schedules

> MOUSE ,MINNIE (10373146)

NAN NURSE (10373141)

) 'GO
ast Name: ‘ ‘. [== Previous Employee] Employee 3 of4  [Next Employee ==]

MOUSE,MINNIE (10373146)

Assigned Schedules Add New

There are no employee schedule assignments.

WNecotime
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Assigning an Existing Schedule

In Assignment Schedule, select
desired schedule

(000041281 )

Schedule displays Assignment Schedule: | PRI

<Please Select= -
<Mew Schedule=

Enter Start Date and End Date >
Enter the beginning of the next
pay period

Click Save

Assignment Schedule: S rEel] v

Schedule Title: M-F 7-3:30
Schedule Description:

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Week In|out g‘rg:L oura-l | out Iglrgg:( Dwra-l | out Iglrg::( Dwra-l | out éﬂrg::( Quwa-l | out I;pﬂrg::( Dwa-l | out El!\rﬂrg::( owa-in| out Iglrgg:( Dura-
{min} {min}) {min}) {min}) {min}) {min}) {min})
02'[231,20201021,29!2020 08:00a|04:30p| 30 8.00 |07:00a| 03:30p| 30 8.00 |08:00a)|04:30p| 30 8.00 |07:00a|03:20p| 30 8.00 |08:00a|04:20p| 30 8.00
03!01!2{120%03“]?!202{] 08:00a|04:30p| 30 | 2.00 [08:00a|04:30p| 30 | 8.00 |07:00a)|03:30p| 30 | 8.00 |08:00a|04:30p| 30 | 8.00 |07:00a|03:30p| 30 | 8.00

Assignment Dates

Start Date: End Date:

03/08/2020 E 12/31/2099 E.

WNecotime



Display of Employee Timesheet with Assighed Schedule

Hours display in
Timesheet Summary,
based on assigned
schedule

Note in Paid Summary,
hours worked display,
Paid Summary dictates
what is paid out to
employee

Save is only required if
you make updates to

daily entries, Time In/Out
changes or you add
Exception time

Click Complete

- [ElEE)

|‘748] (Not Approved, Completed)

Timesheet Employee Information
Timesheet Group: 40246493

Home Department: BUSINESS AND FINANCIAL SERV.
Pay Rule Profile: 99 - Non Exempt Pay Code Profile:

UCSan Diego

At end of Pay
Period, submit for

approval, click

Show Pay Period Details
Timesheet Summary ide

Comp. Time Election

Sun | Mon | Tue | Wed | Thu Fri Sat |Week | Sun | Mon | Tue | Wed | Thu Fri Sat | Week
Hours 11/03 | 11/04 | 11/05 | 11/06 | 11/07 | 11/08 | 11/09 | Total | 11/10 | 11/11 | 11/12 | 11/13 | 11/14 | 11/15 | 11/16 | Total | Total
Worked 800) 800f 800)| 800) 8.00 40.00 8.00| s00) 8.00| 800 32.00 | 72.00
Exceptions 0.00 8.00 8.00 | 8.00
Totals: ooo) 800| 800 800( 800| 800| 0.00|4000)| OO0 80O0O| 8O0O)| 8OO| 800 8.00| 0.00|40.00| 80.00
Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select

Comp time susgns | 0| 0| 0] ] on| oe] 0e] | ] ow] oe] ol o] o] 0o] | |

Holiday

Paid Summary

8.00

8.00

Hours Worked

8.00

8.00

8.00

8.00

8.00

40.00

800 800 8.00

8.00

32.00

72.00

Exception added,
displays Holiday

added automatically

W\\ecotime
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UCSan Diego

Viewinﬁ Assiﬁned Schedules

= Navigate to Manager Tasks > Schedule
= Select Timesheet Group and click go

Create Schedule Assignments
In Employee Schedules, view assigned Employee Name | Assigned |  Effective
schedules MANN,LAURA (10373156) 1 M_F 8-4:30 PM
MOUSE MINNIE (10373146) 1 M-F 7-3:30
NAN,NURSE (10373141)

Displays Assigned schedule and Schedule
Name of Effective schedule

Select desired employee

In Action, you can Edit, Delete or Assign to Last Name: | : (<< Previous Employee]  Employee 1 of6  [Next Employee --]
Others
| (000008530)
Assigned Schedules

Schedule Title | Start Date | End Date Assigned By Assigned On

Eric Test 11/03/2019 | 12/31/2099 | GOMEZ,GEORGE | 10/31/2019

WNecotime
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Viewing and Editing a Schedule

'000008530)
Schedule Title Start Date End Date Assigned By Assigned On
Eric Test 11/03/2019 12/31/2099 10/31/2019
Schedule Title: Eric Test
Schedule Description: test schedule
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Week Meal Meal Meal Meal Meal Meal Meal
In Out |Break E:;':)r:' In Out |Break E’;:‘:{:' In Out |[Break Ii:.:)rra‘- In Out |Break D;:':::' In Out |Break D;;':::' In Out |Break Dt';'gra; In Out |Break E:;':)r:'
(min) (min) (min) (min) (min) (min) (min)
11/03/2019 - 11/09/2019 08:00a|04:30p| 30 || 8.00 |08:00a04:30p| 30 | 8.00 |08:00a|04:30p( 30 | 8.00 |08:00a|04:30p| 30 | 8.00 |08:00a|04:30p| 30 |8.00
1111012019 - 11/16/2019 08:00a|04:30p| 30 | 8.00 |08:00aj04:30p| 30 | 8.00 08:00a|04:30p| 30 | 8.00 |08:00a|04:30p| 30 | 8.00 [08:00a|04:30p| 30 |8.00
Assignment Dates
1. Clicking Edit will display the Start Date: End Date:
11/03/2019 & [12/31/2099 B
schedule for selected employee Refresh Schedule View
Save

2. To change Assignment Dates,
enter new Start and End Date

W\\ecotime
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Viewinﬁ and Deletinﬁ an Existinﬁ Schedule

. ‘GO
Last Name: ‘. [==< Previous Employee] Employee 1 of6  [Next Employee ==]

1. Clicking Delete will delete the (000008530)
selected schedule for the
employee

Assigned Schedules

Start Date | End Date

Add New

Action

Schedule Title Assigned By Assigned On

Edit
Delete
Assign to Other:

JA warning dialogue box will Eric Test | 11/03/2019 | 12/31/2099 | GOMEZ,GEORGE | 10/31/2019
display, confirming that you
wish to delete the schedule,
click OK to delete

| test.ecotimebyhbs.com says

Would you like to delete current schedule assignment?

i

|
]
I
(

WNecotime



h | - |
UME
Assigning On-Call Schedules
o

4

y &

P




UCSan Diego

Accessinﬁ On Call Schedule

1. Navigate to Manager Tasks > On Call
2. Select Timesheet Group and click go

Employee Tasks Manager Tasks Messages Employee Setup History Reporis Processing Groups Log Off

Employee Timesheets  Employee Balances  TimeOff Approvals  Delegate Authority = FMLA Request  Assign Timesheet Group | On Call § Schedule

Timesheet Group: ETTTGNTIEEd O
*40246493" - Full Access
*CASS” - Full Access

WNecotime
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Accessinﬁ an Existinﬁ On-Call Schedule

[T AT +40246493" - Full Access v 8O

*40246493" - Full Access
*CASS* - Full Access [== Previous Page] Page1of1 [NextPage ==]
*IT2 TSG” - Full Access

*IT2 TSG 017 - Full Access
*IT2 TSG 02* - Full Access
*TSG TYLER™ - Full Access

Employee On Call Schedule

Employee Name On Call Today

Existing Employee On Call Schedules display P30 ° v
D6057)

Calendar displays that an employee is on call )157748)

from 11/4-11/8 P835252)
IER (000035712)

In Employee On Call Schedule
denotes On Call Today

Select employee link to view

<< > On Call Assignments
Sun |Mon | Tue | Wed | Thu | Fri | Sat Sl | e | e [aee

a2
~1
]
[e=]
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0w
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View an Existing On Call Schedule

i\ 1L L) alim¥ - -l ATATATATAR" [

Add On Call Schedule Assignment: By default, displays month that you arein,
Condition: From Date: End Date: . Time In: Time Qut:

Employee schedule selected,
displays On call from 11/4-11/8
from 9:00am-5:00pm

Date From: * Date To:
11/01/2019 = 11/30/2019 =

Friday 11/01/2019 - Saturday 11/30/2019

Retrieve Data

Date Time In Time Out Project Status Del SelectAll
Unselect All '®
Current
Mon 11/04/2019 09:00 PM 05:00 AM 0 v @
Tue 11/05/2019 09:00 PM 05:00 AM 0 v @
Wed 11/06/2019 09:00 PM 05:00 AM 0 v @
Thu 11/07/2019 09:00 PM 05:00 AM 0 v @
v @

Fri 11/08/2019 09:00 PM 05:00 AM 0
Status Descriptions I

V - Valid on call assignment
: On Call Schedule Status is either Valid (V) or
Overlapping (S)
If an existing On Call schedule overlaps with

an existing regular work schedule, you must
delete the Overlapping On Call Schedule,

select Delete “@COtime
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Adding an On Call Schedule

1. In Add on Call Schedule 2. Enter From Date and End Date 3. Select applicable department 4. Enter Time In and Time Out

Assignment, select and click Save
Condition

* N (000008530)
Add On Call Schedule Assignmlnt:
Condition: From Date: End Date: : v Time In: Time Qut:

Every Day viv @, E, | v vy v A A Ad

ery Da
Every Sunday
Every Monday
Every Tuesday Date From: Date To:

Every Wednesday v 11/01/2019 = 11/30/2019 = _
Every Thursday | Retrieve Data
Every Friday Friday 11/01/2019 - Saturday 11/30/2019

Every Saturday

ichedule Assignments Search:

Every Weekends , p o Time In Time Out Project Status Delete SelectAll
Every Weekdays U (®)
on nselect All
Current

Mon 11/04/2019 09:00 PM 05:00 AM 0 \' oJ

Tue 11/05/2019 09:00 PM 05:00 AM 0 \' uJ

Wed 11/06/2019 09:00 PM 05:00 AM 0 \' uJ

Thu 11/07/2019 09:00 PM 05:00 AM 0 \' uJ

Fri 11/08/2019 09:00 PM 05:00 AM 0 \' uJ

Status Descriptions
V - Valid on call assignment

W\\ecotime
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Addinﬁ Comg Time Election in Lieu of Overtime

= Managers and Timekeepers may assign a Biweekly employee Comp Time in lieu of
Overtime

= This allows the system to allocate comp time instead of paying out overtime based
on the Employee Payroll Profile and hours entered per pay period

= Managers and Timekeepers are able to set this up for assigned employees

WVecotime
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Accessinﬁ Comg Time Election in Lieu of Overtime

Employee Tasks Manager Tasks Messages Employee Setup

1. Navigate to Employee Setup > Comp Effective Dates [ == T
Select Timesheet Group and click go

3. Enter Employee Last Name or Employee ID, click
Retrieve Data

4. Select Employee

5. Current Comp Elections, will display if applicable

To search for Comp.Effective Dates information please set criteria and click Eetrieve Datg

®' Employee Name Employee ID

|Park |

Comp.Effective Dates Records
Number | Employee Name | Current Comp Election(s)

|000048370 ! PARK, CHERRY I

L W avtal e
-
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Addinﬁ Comg Time Election in Lieu of Overtime

1. Select Comp Time Premium or Comp Time Straight PPE G
You will need to enter each one individually, the |

process is the same
. Select Add New

3. Enter Start Date, End Date and Comp Percent
Per UCSD policy, Start Date should be the beginning Comemecons come Tmememm —
of a Pay Period and End Date should be end of fiscal R —r——
year ozmgizsgzrtt)nate E osfsmzzldonate B = Per“:‘oo%

5. Comp Percent is typically 100% but Comp Time and
Pay for Overtime can be split to employee request

6. Click Save

PARK, CHERRY(000048370

Necotime



Em

OMDp o Electio ot elected
or entered 0 o

Over 40 ho 0 = as bee
entered

Paid - etle OT based

loyee Timesheet with Overtime

Timesheet Summary

Hide
Sun | Mon | Tue | Wed | Thu Fri Sat (Week | Sun | Mon | Tue | Wed | Thu Fri Sat | Week
Hours 02/23 | 02/24 | 02/25 | 02/26 | 02/27 | 02/28 | 02/29 | Total | 03/01 | 03/02 | 03/03 | 03/04 | 03/05 | 03/06 | 03/07 | Total | Total

Worked 950| 1150| 950| 8.00| 8.00 46.50 0.00 | 46.50
Exceptions 0.00 0.00| 0.00
Totals: 0.00| 950 11.50| 9.50( 8.00| 8.00| 0.00|4650| 0.00| 000| 0.00( 000| 0.00( 0.00| 0.00( 0.00| 46.50
Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select
Comp Time Premium 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
Comp Time Straight 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0% 0%
OT Premium- Weekly 6.50 6.50 0.00 6.50
Hours Worked 950| 11.50| 950| 800| 150 40.00 0.00 | 40.00

UCSan Diego
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Comp Time elected and entered

in Ecotime

Over 40 ho O ee as bee
entered

I-. - - -

U Pre D D 3 d d
peen elected and entered

loyee Timesheet with Comp Time in Lieu of OT

Timesheet Summary Hide
Sun | Mon | Tue | Wed | Thu Fri Sat (Week | Sun | Mon | Tue | Wed | Thu Fri Sat | Week

Hours 02/23 | 02/24 | 02/25 | 02/26 | 02/27 | 02/28 | 02/29 | Total | 03/01 | 03/02 | 03/02 | 03/04 | 03/05 | 03/06 | 03/07 | Total | Total

Worked 9.50| 10.50 | 8.50) 10.00| &.00 46.50 0.00 | 46.50

Exceptions 0.00 0.00 | 0.00

Totals: 0.00| 9.50( 1050 | 8.50| 10.00 | 8.00| 0.00|46.50| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00| 0.00 | 46.50
Late Time Select | Select | Select | Select | Select | Select | Select Select | Select | Select | Select | Select | Select | Select
Comp Time Premium 100% | 100% | 100% | 100% | 100% | 100% | 100% 100% | 100% | 100% | 100% | 100% | 100% | 100%
Comp Time Straight 100% | 100% | 100% [ 100% | 100% | 100% | 100% 100% | 100% | 100% | 100% | 100% | 100% | 100%

Over Time Premium Comp 6.50 6.50 0.00 | &.50

Hours Worked 9.50| 1050 8.50) 10.00| 1.50 40.00 0.00 | 40.00

UCSan Diego
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Review Emgloxee Details

Employee Tasks Manager Tasks Messages Employee Setup

Navigate to Employee Setup > Employee Details
Enter Employee Last Name or Employee ID, click
Retrieve Data
3. In Employee Detail Records, select Employee e saanc for Emplay s et formation lesse st et and i [——
4. Employee Master File Record displays © Empioyee Name ) Employee 1

Percent Split ~ Comp Effective Dates  Balance Payouts | Employees Details

|Park |
Employees Details Records
Employee Master File Record
Emeoveel PARK, CHERRY Emoreel 000048370 Employee| 000048370 - m Employee Name | Status Code
Name ' Number: Number
—— e Proceaded; 000048370 | PARK, CHERRY
Init Group.
Index | MATERIALS SCIENCE PROGRAM (ECE3779) B T80 |1 Hours Perla
Standard| Hours Per| Status : 1
Hours | 40 weex |40 Code | Active (A) idl|
g(';ds_g:NonExempl(N) v F?:Jﬁ;y Hourly (H)  v] %%? Full Time(F) v
Pad] Haoliday|
Holiday| 99 X No Code Assigned v Job Code | 6943
Schedule: | Code
Job Code| Timeshaat| Timaghaat
Tille PAYROLL ANL 2 Numbear 2 Oplion: 15
Effective| Approval Timesheet
<el0a2019 B oo No v pmesheellNo v
Pay Codel ) Tme Off] ! Pay - .
Pratis | Mon-Represented Mon-Exempt (1005) Al Paégﬁ!: Default Profile (18) ¥ Berequency Bi-Weekly, Sunday start (BW) v |
smm
Minute | : < 7 1 tlendance 9 1
Rounding 15 min 7 min split (4) * Rogp:mg T Rounding No Rounding (2) v |
'Frm:as!i ng| Adjusted
Group | YESDSOM » Hire Date 11/4/2019 FTE|1
Par Diem ": Manager |BRUMFIELD, KATHRYMN Supervisor | BRUMFIELD, KATHRYN
Breaks| .
A'Iva u(:m r",;';m'?; Non Exempt v | N%";;" c1park@ucsd.edu
Makeup| Do Not|
Ehgibla Pay

|~ P T
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Deleﬁatinﬁ Authorit¥ and Timekeeﬁer Role

UCSan Diego

The manager (supervisor) may delegate approval authority to:
= The assigned timekeeper(s) to the supervisor’s group

= Their supervisor

=  Apeer

= Adirectreport

Delegate Authority allows the timekeeper and/or delegate to:

= Review and edit Timesheets, review Leave Balances, provide back up Approval, add Comp Time
Election, Create and Assign Schedules

The assigned timekeeper for the supervisor and their direct reports will be
assigned TS Admin (delegate) role at Go Live

Addition of new delegates are not notified by Ecotime that they have been
selected
= Be sure to contact all individuals you assign as delegates

R ecotime
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Accessinﬁ Deleﬁatinﬁ Authoritx

Employee Tasks Manager Tasks Messages Employee Setup History Reports

Processing Groups Log Off

Employee Timesheets  Employee Balances  TimeOff Approvals | Delegate Authority] FMLA Request  Assign Timesheet Group  On Call  Schedule

- Assign Schedules v @

G e T *IT2 TSG™ - Full Access v @

1. Go to Manager Tasks > Delegate Authority
2. Select a Timesheet Group, click Go IT2TSCOT - Ul Access

*IT2 TSG 02* - Full Access
*TSG TYLER™ - Full Access

Wecotime
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Deleﬁatinﬁ Authorit¥ — Addinﬁ Deleﬁates of Authorit¥

QI R Le T *40251773" - Full Access v 20

Delegate Authority
Give Authority To For TS Group (mm?;glinf s ) (mn,':"’:jpilrf s ) Group Access Level Action
imeSheet Group - Peer) v || 40251773 (40251773) ‘11;’05;‘2019 @ ] ‘1 2/31/2099 @ Manager/Approver v [5@ |[Edd Entry

imeSheet Group - Peer)
(TimeSheet Group - Direct Report)

| |§ (TimeSheet Group - Peer)

Manager/Approver

In Give Authority To, select either a Direct Report or Peer
Enter Begins and Expires (Expires defaults to 12/31/2099)

In Group Access Level, retain default, Manager/Approver
In Action, click Add Entry

WNecotime



Removinﬁ Deleﬁate Authorit¥

= To remove Delegation:

1.
2.
3.

Navigate to Manager Tasks > Delegate Authority
Select Timesheet Group, click go
In Current Delegations, in Action,

click Delete et Dekgati
ﬁixg ﬂﬂmﬂﬂ‘ |g For TS Group | Assigned By Begins Expires | Group Access Level JAction
Denise 040100 (040100} | CONVERSION | 09/15/2015 | 12/31/2099 View Lv Request Delete
Faye 040100 (040100) | CONVERSION | 10/16/2015 | 12/31/2099 View Lv Request Delete
Christine W | 040100 (040100) | CONVERSION | 12/08/2004 | 12/31/2099 | View Lv Request | Delete
Rebecca 040100 (040100) | CONVERSION | 01/1472005 | 12/31/2099 Manager Delete
Whitaker | 040100 (040100) | CONVERSION | 04/13/2016 | 12/31/2099 View Lv Request Delete

UCSan Diego

-
W\ecotme



UCSan Diego

Ecotime Resources and HeIE

Ecotime Information on Blink
ecotime.ucsd.edu

Ecotime Campus

Answer Pages

FAQs
Training
Department Resources
Support

Ecotime Transition Project
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