Supervisor of Non-Exempt Employees (RDP):

CalTime

If you find that a schedule does not reflect an employee’s actual work day, you may choose to delete his/her
assigned schedule. This job aid includes two sections: Deleting a Schedule from a Given Point Forward and
Deleting a Schedule Altogether (see page 3).

Deleting a Schedule from a Given Point, Forward

1. Login to CalTime using RDP. (See instructions on how to log in via RDP at
http://caltime.berkeley.edu/access.

2. Click Scheduling tab,
and then click Schedule

.
Edltor. NON-EXEMPT PAY PERIOD APPROVAL o

Last Refreshed: 3:04PM

rrrrrrr
Log Off| Change Password| Help

GENERAL v || MY GENIES® v MY INFORMATION v || MY LINKS v

Timecard | Schedule | Reports

Actions ¥ Amount v Schedule ¥ Approvals ¥

Missed |Employee|Supervi..[Who Approved

Person®  Name 1/ [TtleCodel pncn | approvallApproval| Timecard

HCM Manager | REG | oTS | oTP | or2 | crs | ¢ | c2 | Vacaton Sick Holday PBYU‘C'
00990...| Anderson002, Nick| 4722C | o
00990...| Bricke002, Paula | 4723C | v
00990...| Briggs002, Thomas| 5332
00990...| Carter002, Rick
00890...| Cross002, Kate
00990... | Haggartyou2, Carl | 4723¢
00990...| Jackson002, Sha..| 5332
00990...| Love002, Hanna | 75830
00990...| Matthews002,Ei | 4722¢
00992...| Nouyen002, Sam | 4723¢
0091...| Sanchez002, Raul | 5332¢ Parkinson002, De.
00991...| Smith002, Philp | 75830 Parkinson002, De.

620 25
720 20 25 80
800 40
80.0 100

16.0
800 135

3. Choose All Non-Exempt Home from the Show drop list.

Training
Ca‘Time Change Password | Setup | Help
GENERAL ¥ MY GENIES® v || SCHEDULING ¥ || MY INFORMATION ¥ MY LINKS v
Timecard | Schedule | People | Reports
SCHEDULE EDITOR [ |
n |AllHome v d Current Schedule Period v Refres

e st Show WZER  Time Period|[Cyren | [CRefresh.)

All Exempt Home B 4 7101/12014-7131/2014 b D

All Home

All Non-Exempt Home,
oI EXHOme Ny

O

BY EMPLOYEE BY GROUP

@ Actions ¥ Shift v Pay Code ¥ View v 3

o1

Name 17 Sch Hrs. Tue 7/01 W New Day Sat 7/05 Sun 7/06 Mon 7/07
lAnderson002, Nick 184.007a - 330p 7a - 331 S0t Ad Hoc 7a-330p -
Baylor002, Ed 0.00
Bostock002, Lymon 0.00
Brickle002, Paula 195.508a - 430p 8a - 430p Ba - 430p 8a - 430p
Briggs002, Thomas 172.503p - 11p 3p-11p 3p-11p 3p-11p
Carter002, Rick 172.503p - 11p 3p-11p 3p-11p 3p-11p

/

4. Ensure that the Time Period selected includes the dates to be deleted. Use the Time Period
drop list to select the appropriate timeframe: Current Schedule Period, Next Schedule
Period, or Range of Dates.

[E caltime@berkeley.edu caltime.berkeley.edu page 1of4
updated 7/30/14



CalTime

Supervisor of Non-Exempt Employee (Web):

6.

9.

5. Right-click on the

employee’s name.

(In this case, it is
Carl Haggarty.)

Training

Time

Cah

Timecard edule | Reports

SCHEDULE EDITOR

Loaded: 10:50AM

| GENERAL ¥ MY GENIES® ¥ SCHEDULING ¥ || MY INFORMATION ¥ MY LINKS v

Show

All Non-Exempt Home - Time Period

BY EMPLOYEE | BY GROUP

@ Actions v Shift v Pay Code ¥ View v

Name 1/ Sch Hrs. Wed 8/13 Thu 8/14 Fri 8/15 Sat 8116
lAnderson002, Nick 24.007a - 330p 7a- 330p 7a-330p
Brickle002, Paula 25.508a - 430p 8a - 430p Ba - 430p
Briggs002, Thomas 22503p - 11p 3p-11p 3p-11p
(Carter002, Rick 22503p - 11p 3p-11p 3p-11p

(Cross002, Katie 25.50730a - 430p 730 - 430p 7308 - 430p
- 2550730a - 430p 730 - 430p 7308 - 430p
Shift or Pay Code r:»l
Ta-dp Ta-dp Ta-dp
216.00) 72 72 72
12 9 9 9

Reports —=>

Left-click Edit Pattern >

Shift or Pay Code.

Click the End Date
option button.

Click in the End Date
text box, and type the

last day of the

schedule you want to

be in effect. (In this

case, it is 8/12/2014.)

Click OK.

Observe that Carl no longer
has a schedule after

Haggarty002, Carl
Effective Dates: 7
*Work Start Date: | 772812014 v A
ﬁﬁﬂal_l o O —
*Pattern Start Date: | 7/2872014 - ® End Date | 1272014 -1 Q

Recurring | 1 ® Weeks () Days | 730a-430p X -
No. Sun Mon

Tue Wed Thu Fri Sat Insert Pattern
EEK 2250 JEE=CEp JRlia=CE =S PER-4E00 |
X & 2 Shift Editor >

9@@

From 8/13/2014 on, Carl will no longer have a schedule.

Log Off| Char

GENERAL v || MY GENIES® ~

SCHEDULING v || MY INFORMATION v || MY LINKS ~

8/12/2014: | SCHEDULE EDITOR how [T Bemitors <R Time poriod (S0 &120:

10. When you are done

with Schedule Editor,

click on one of the

Genies, click Reports,
or click Log Off to end

BY EMPLOYEE | BY GROUP.

I | Actions - shift~ pay Code v View

Name ’ Sch Hrs. Mon 8/11 Tue 812 Wed 8/13 Thu 814 Fri 8/ Sat 816
Cross002, Katie 4250730 - 430p. 730a - 430p 730a - 430p 730a - 430p 730a - 430p
o 16.00Vacation Leave Takef/acation Leave Take]
Jackson002, Shan. 0.00

Training

CafTime

Timecard | Sche
*SCHEDULE EBTTOR

Loaded: 11:56AM

MY GENIES® v SCHEDULING v MY INFORMATION v || MY LINKS v

Show |AlNon-ExemptHome v | M Time Period |

BY EMPLOYEE | BY GROUP

@ Actions v Shift v Pay Code ¥ View v

— Log Off Char

1 1 Name 1/ Sch Hrs. Mon 8/11 Tue 8/12 Wed 8/13 Thu 814 Fri8Ns Sat 8116
yo u r Ca ITI m e sess I O n . Cross002, Katie 42.50730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
RS 16,00 Vacation Leave TakefVacation Leave Take]
Hackson002, Shan. 0.00|
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CalTime

Supervisor of Non-Exempt Employees (RDP):

Deleting a Schedule Altogether

1. After loggingin to
CalTime, click the
Scheduling tab, and
then click Schedule
Editor.

Choose All Non-
Exempt Home from
the Show drop list.

Right-click on the
employee’s name. (In
this case, it is Carl
Haggarty.)

Click Delete Pattern >
Shift or Pay Code.

Select the pattern to
be deleted (if more
than one pattern is
present), and click
Delete.

Click OK.

CalTime

Timecard | Schedule | Reports

Training

GENERAL v || MY GENIES® ~

NON-EXEMPT PAY PERIOD APPROVAL

]

INFORMATION ~

MY LINKS v

t Log Off| Change P:

sword| Help

show [41
Last Refreshed: 3:04PM

Actions ¥ Amount v Schedule ¥ Approvals v

Missed |Employee|Supervi..[Who Approved

PersonD|  Mame 1/ [Tt Codel pynch | Approval| Approval| Timecard
00990... | Anderson002, Nick| 4722C |
00990... | Brickle002, Paula | 4723C | v
00990... | Briggs002, Thomas| 5332C | v
00990... | Carter002, Rick | 75830

00990... | Cross002, Katie | 4722C |
00990... | Haggarty002, Carl | 4723C

00990... | Jacksan002, Sha...| 5332C

00990... | Love002, Hanna | 7583U

00990... | Matthews002,Ei | 4722C

00992...| Nguyen002, Sam | 4723C

00991... | Sanchez002, Raul | 5332

00991... | Smth002, Phillp | 7583U

HCM Manager | REG
Parkinson002, De..| 620
Parkinson0(2, De. 729
Parkinson002, De. 80.0
Parkinson002, De. 80.0
Parkinson0(2, De.

Parkinson002, De. 160
Parkinson0(2, De. 80.0

Parkinson002, De.
Parkinson002, De.
Parkinson002, De.
Parkinson002, De.
Parkinson002, De.

B ceicesi |
otf
o | o2 | cts | c® | c2 | Vacaton Sick Holday
PayC
24
20 25 8.0
40
100

Traini
Training

CakTime

| GENERAL v

Timecard Reports
SCHEDULE EDITOR
Loaded: 11:31AM
BY EMPLOYEE BY GROUP
@ Actions v Shift v Pay Code v
Name 1/ Sch Hrs Sun
Cross002, Katie 42.50
02, Carl 4250
Add Pattern »
Stan 0.00

4250

0.00

35.00

02, Raul 40.00

imecard -2 Phillip 0.00
Reports -3

b Hours 360.00

| MY GENIES® v

MY LINKS v

View v

727 Mon 7/28
730a - 430p
730a - 430p
Ta-4p
Ma-7p
1a-730p

Tue 7/29 Wed 7/30 Thu 7/31 Fri g
730a - 430p 730a - 430p 730a - 430p 730a - 430;
730a - 430p 730a - 430p 730a - 430p 730a - 430;
Ta-dp 7a-4p 7a-4p Ta-d4p
1Ma-7p Ma-7p 11a-7p 1Ma-7p
1a-730p 11a-730p 11a-730p 1Ma-730p
72 72 72

* [l

Haggarty002, Carl Time Period: 7/27/2014 - 8/02/2014
Pattern Start Date End Date Rotation 4
1Week 712812014 8/13/2014 1Week:
730a - 430p(Mon, Tue, Wed, Thu, Fri)
B pelete Pattern [x]
Haggarty002, Carl Time Period: 7/27/2014 - 8/02/2014
Pattern Start Date End Date Rotation
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CalTime

Supervisor of Non-Exempt Employee (Web):

Observe that Carl’s schedule
no longer exists:

7. When you are done
with Schedule Editor,
click on one of the
Genies, click
Reports, or click Log

4

CakTime

Schedule

GENERAL ¥ MY GENIES® v SCHEDULING v MY INFORMATION v MY LINKS v

Timecard

Reports

*SCHEDULE EDITOR
Loaded: 11:31AM

Show |All Non-Exempt Home v |MZEM Time Period | Current Schedule Period v

BY EMPLOYEE | BY GROUP

Actions ¥ Shift ¥ Pay Code ¥ View v

1/ Sch Hrs. Sun 7/27 Mon 7/28 Tue 7/29 Wed 7/30 Thu 7/31 Fri 8/01

a2l 230204300 Za0a 300, 230304300 230304300, 7304 4
0.00

Log Off| Ch:

GENERAL ¥ MY GENIES® ¥

SCHEDULING ¥ MY INFORMATION v MY LINKS ¥

*SCHEDULE EDITOR
Loaded: 11:31AM

Show |All Non-Exempt Home v -_Ed Time Period | Current Schedule Period v | iG]
LA R
BY EMPLOYEE | BY GROUP

Actions v Shift v Pay Code ¥ View v

Off to en d yo ur Name 1/ Sch Hrs. Sun 7727 Mon 7/28 Tue 7/29 Wed 7/30 Thu 7/31 Fri 8/01
. . Cross002, Katie 42.50 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
CalTime session. Haggartyou2,Car 000
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