CalTime

Supervisor of Non-Exempt Employees (RDP):

Once you have created and assigned a schedule to an employee, you may need to edit it to accommodate
short-term changes to his/her schedule (say, 4 or fewer days that are not part of a pattern). For this, you will

edit individual shifts.

The following example modifies a schedule for non-exempt employee, Carl Haggerty, to accommodate a two
days of short shifts on which he has doctor’s appointments.

1.

http://caltime.berkeley.edu/access.)

Click the Scheduling
tab, and then click
Schedule Editor.

3.
Exempt Home.

Traini
Training

CakTime

Timecard

GENERAL v
Reports

SCHEDULE EDITOR

Loaded: 10:32AM

BY EMPLOYEE | BY GROUP

Name 1/ Sch Hrs.
|Anderson002, Nick 40.00
Brickle002, Paula 42.50
Briggs002, Thomas 37.50
Carter002, Rick 37.50
Cross002, Katie 42.50
Haggarty002, Carl 0.00
Hackson002, Shan.. 0.00

MY GENIES® v~

@ Actions v Shift v Pay Code ¥ View3

Sun 7727

Log in to CalTime using RDP. (See instructions on how to log in via RDP at

Trainin
CalTime [ e
[ ceneraL ~ || my centeso + | IEETENLT MY INFORMATION ~ || MY LINKS +
p——
NON-EXEMPT PAY PERIOD APPROVAL — - -
Lot Reteshed: s4mmt Show [AlNon-ExemptHome | Time Period |Previous Pay Period ~|
Actions v Amount v Schedule v Approvals
PersonD|  MName 1/ [Ttle Code 'p'f::: i’:‘;?:i: i:";;‘m ""'";"':;"E";:J“ HCM Manager | REG | OTS | OTP | ot2 | cIs | cP | cT2 | Vacation
00990...| Anderson002, Nick| 4722C | v Parknson002,De..| 620 28
00990.. | Bricke002, Paula | 4723C | v Parkinson002,De..| 720 20 25
00990...| Briggs002, Thomas| 5332¢ | v Parknson002,De..| 80 49
00990...| Carter002, Rick | 75830 Parknson002,De..| 80 100
00990...| Cross002, Katie | 4722C | o Parkinson002, De.
00990...| Haggarty002, Carl | 4723¢ Parknson002,De..| 16
00990...| Jackson002, Sha..| 5332 Parknson002,De..| 80 135
00990... | Love002, Hanna | 75830 Parkinson002, De.
00990...| Matthews002,Ei | 4722C Parkinson002, De.
00992...| Nouyen002, Sam | 4723¢ Parkinson002, De.
00991...| Sanche2002, Raul | $332¢ Parkinson002, De.
00991...| Smitn002, Philp | 75830 Parkinson002, De,

Log Off| Change Password| Help

ot
PayC

Sick Holiday

SCHEDULING ¥

Show | All Home

All Home -
All Home and Transferr

All Non-Ex Home and

MY INFORMATION ¥

BEIM  Time Period | Current Schedule Period

| My LINKS ~

Mon 7/28 Tue 7/29 Wed 7/30 Thu 7/31
7a-330p 7a-330p 7a-330p 7a-330p
Ba-430p Ba-430p Ba - 430p Ba - 430p
3p-11p 3p-11p 3p-11p 3p-11p
3p-11p 3p-11p 3p-11p 3p-11p
730a - 430p 730a - 430p 730a - 430p 730a - 430p

If it isn’t visible in the Show field, click the Show field drop-list arrow and choose All Non-

Log Off| Change Password | Help

4 4 7/27/12014-8/02/2014 »

Fri 8/01
-330p
- 430p
-11p
3p-11p
730a - 430p

Sat 8/02

From the Time Period
drop list, choose the

Training

CatTime

GENERAL v

MY GENIES® v

| scHEDULING ~

MY INFORMATION v

MY LINKS v

Log Off|C

Timecare d Reports
SCHEDULE EDITOR —
H IIR f Show | All Non-Exempt Home Time Period | Current Schedule Period v
last option, “Range o e o] »
Next Schedule Period
D 4 BY EMPLOYEE | BY GROUP Toly |
ates”. BB | Actions ~ shift~ Pay Code v View ™ N
Name 1/ Sch Hrs. Sun 7127 Mon 7/28 Tue 729 Eost Week aThu 7/31 Fri 8/01
. /Anderson002, Nick 40.00 7a-330p 7a-330p 738 172812014 - 712812014, Rey | 7a-330p
Make sure you view a range Bricke002, Pauia 25 e - 430 e - 430 ! ! - 430
Briggs002, Thomas 37.50 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
of dates that d|sp|ays the (Carter002, Rick 37.50 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
Cross002, Katie 4250 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
ti m e fra m e i n W h i c h Ca rI ’ S Haggarty002, Carl 4250 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
Jackson002, Shan. 0.00
short shifts fall.
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CalTime

Supervisor of Non-Exempt Employee (Web):

6.

For this example, the
Start Date should be
8/17/2014 with an
End Date of
8/23/2014.

Click OK.

E Select Range of Dates

*Start Date:

*End Date:

8/17/2014

8/23/2014

6 EEe=

Schedule Editor opens to the
range of dates you entered.

7.

Right-click in the cell
for the first day of
Carl’s short shift (in
this example, 8/18).

Click Edit.

Click Shift.

Training

CakTime

Timecard

GENERAL ¥ MY GENIES® v
e | Reports

SCHEDULE EDITOR

how
Loaded: 9:19AM Show

BY EMPLOYEE | BY GROUP

@ Actions v Shift v Pay Code ¥ View ¥

SCHEDULING v

All Non-Exempt Home

Name 1/ Sch Hrs. Sun 817 Mon 8118
/Anderson002, Nick 40.00 7a-330p
Brickle002, Paula 4250 8a - 430p
Briggs002, Thomas 37.50 3-11p
Carter002, Rick 37.50 3p-11p
Cross002, Katie 42,50 7 730a - 430p
Haggarty002, Carl 42.50

Add )
Jackson002, Shan 0.00 e —

Edit »
Love002, Hanna 4250 e
Matthews002, Eii 0.00 8 —
Nguyen002, Sam 35.00 cut

Copy
'Sanchez002, Raul 40.00

Paste
iSmith002, Phillp 0.00

Delete N\

5

MY INFORMAT

Tue 8119
7a-330p
8a - 430p
3p-11p
3p-11p
730a - 430p
730a - 430p

7a-4p

Ma-7p
1Ma-730p

Training
CakTime
GENERAL ¥ MY GENIES® ¥

Timecard | S Reports

SCHEDULE EDITOR

Loaded: 4:05PM

BY EMPLOYEE | BY GROUP
@ Actions v Shift ¥ Pay Code ¥ View v
Name 1/ Sch Hrs. Sun 817

{Anderson, Nick 40.00

Brickle, Paula 40.00

Briggs, Thomas 40.00

Carter, Rick 40.00

Cross, Katie 0.00

Haggarty, Carl 40.00

Hackson, Shanika 0.00

Love, Hanna 40.00

Matthews, Eli 0.00

Nguyen, Sam 35.00

Sanchez, Raul 40.00

Smith, Phillip 0.00

SCHEDULING ¥

MY INFORMATION ¥

Show | Al Non-Exempt Home v | Time Pe
Mon 8/18 Tue 8/19 Wed &/]
7a-330p 7a-330p Ta-330p
8a - 430p Ba - 430p Ba - 430p
3p - 1130p 3p - 1130p 3p - 1130p
3p - 1130p 3p - 1130p 3p - 1130p
7a-330p —-"——“““—| Ta-330p
Add »
Edit 9 »| shift = I
Ta-dp
Insert Shift Template = | Pay Code =
ta-7p | M 11a-7p
Copy
11a-8p 11a-8p
Paste
Delete
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CalTime

Supervisor of Non-Exempt Employees (RDP):

10.

11.

12.

13.

14.

15.

Make sure the Start
and End Dates are
8/18/2014.

Select the End Time,
and type 1130a.

The shift should only
Repeat for 1 day.

The Type of shift is
Regular.

Click OK.

Click Save to store
your changes.

The words,
Schedule Editor,
change from
orange to black,
once the schedule
changes have been
saved.

13

Employee | Haggarty002, Carl ¢

X) (&) 8nsr014

Primary Job Unspecified

Start Date * Start Time *

v | 7:30AM

11

Type*
Regular

11.30Aw

End Time *

End Date *

81872014

Sch Hrs.

~|a

0

Details

Transfer

i |

Timecard

Haggarty002, Carl

10

[ ——

Training

CabTime

| GENERAL v | MY GENIES® ¥

Reports

*SCHEDULE EDITOR

SCHEDULING ¥

All Non-Exempt Home

Loaded: 9:19AM show

BY EMnJ;s BY GROUP
Adinns v shift v Pay Code v View v

anic 1/ Sch Hrs. Sun 817 Mon 8/18

/Anderson002, Nick 40.00 7a-330p
Brickle002, Paula 42.50 8a - 430p
Briggs002, Thomas 37.50 3p-11p
(Carter002, Rick 37.50 3p-11p
Cross002, Katie 42.50 730a - 430p

38.00) 730a - 1130a
E——

Ta-
Ba-
3p-
3p-

MY INFORMATION ¥

Tue 8/19

330p
430p
11p
11p

730a - 430p
730a - 430p

Ta-
8a-
3p-
3p-

BEW Time Period |8/17/201

Wed 8/20
330p
430p
11p
1Mp

730a - 430p
730a - 430p

MY LINKS v

3p-1
3p-1
730a
730a

- 330p
- 430p

Thu 821

1p
1p
- 430p
- 430p

The second doctor’s
appointment is on Fri 8/22

16.

17.

Right-click in Carl
Haggarty’s cell for Fri
8/22.

Left-click Edit.

Cah

Timecard

SCHEDULE EDITOR
Loaded: 9:19AM

BY EMPLOYEE

Training

Time

GENERAL ¥

Reports

BY GROUP

@ Actions v Shift v Pay Code ¥ View ¥

Name 1/ Sch Hrs. Sun 817
/Anderson002, Nick 40.00
Brickle002, Paula 42.50
Briggs002, Thomas 37.50
Carter002, Rick 37.50
Cross002, Katie 42.50
Haggarty002, Carl 38.00
HNackson002, Shan... 0.00
Love002, Hanna 42.50
Matthews002, Eli 0.00
Nguyen002, Sam 35.00
Sanchez002, Raul 40.00
Smith002, Phillip 0.00

MY GENIES® v

7a
8a

3p-

3p

7a

Mon 8/18
-330p
- 430p
1Mp
-11p
730a - 430p
730a - 1130a

~4p

Ma-7p
11a-730p

| SCHEDULING ¥

7a-
Ba -
3p -
3p-

Tue 8/19
330p
430p
11p
1Mp

730a - 430p
730a - 430p

7a

_4p

Ma-7p
11a-730p

MY INFORMATION v

Wed 8720 Thu 8221

7a-330p 7a-330p
Ba - 430p Ba - 430p
3p-11p 3p-11p
3p-11p 3p-11p
730a - 430p 730a - 430p
730a - 430,

Add N

Edit »
Ta-dp

Insert Shift Template =
wals 17

Copy
1a-7300 )

aste

Delete
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CalTime

Supervisor of Non-Exempt Employee (Web):

18. Click Shift.

Training _ _
Cafl'lme Log Off| Change Password| Help
GENERAL v || MY GENIES® ~ || SCHEDULING v || MY INFORMATION v || MY LINkS
Timecard Reports
*SCHEDULE EDITOR
e show [AlNon-ExemptHome + | WEZEM Time Period
44 4 8/17/2014-8/23/12014 » B
BY EMPLOYEE | BY GROUP.
@ Actions v Shift v Pay Code ¥ View v
Name 1/ Sch Hrs. Sun 817 Mon /18 Tue 819 Wed 820 Thu 821 Frigr2 satars
Anderson, Nick 40.00 7a-330p 7a-330p 7a-330p 7a-330p 7a-330p
Brickie, Paula 40.00 8a - 430p 8a.- 430p 8a - 430p 8a- 430p 8a- 430p
Briggs, Thomas 40.00 3p-1130p 3p-1130p 3p-1130p 3p-1130p 3p- 1130p
Carter, Rick 40.00 3p-1130p 3p-1130p 3p-1130p 3p-1130p 3p-1130p
Cross, Katie 0.00
Haggarty, Carl 38.00 730a - 11308 730a - 430p 730a - 430p 730a - 430 73na -4
liackson, Shanika 0.00 Add
Love, Hanna 40.00 7a-4p 7a-4p 7a-4p 7a-4p 74| Bt
Matthews, Ei 0.00 Insert Shift Template
Nguyen, Sam 35.00 Ma-7p 1a-7p Ma-7p Ma-7p 14| Cut
Sanchez, Raul 40.00 11a-8p 11a-8p 1a-8p Ma-8p 14| Copy
Smith, Philip 0.00 Paste
Delete

18

19. Make sure the Start
and End Dates are
the date for that
Friday.

20. Input the Start Time

and End Time of the

shift.

21. The Type of shift is

Regular.

22. Repeat for 1 days.

23. Click OK.

Employee | Haggarty, Carl ~ | Primally Job [Unspecified
St st 5 | poite it
Start Date * Type* Start Time * End Time * End Date * Sch Hrs. Detais Transfer
(X] &) arz2r014 Regular ~ | 7:30aM 11302] 812212014 9.0 - -
: 1 0 1+
1 v 2 2 Shift Label

23

24. Click Save to store

your changes.

The words,
Schedule Editor,
change from
orange to black,
once the
schedule
changes have
been saved.

Log Off| Chani

CakTime

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

Timecard Reports

*SCHEDULE EDITOR

Loaded: 4:05PM

B Time Period

Show

BY EMPLOYEE | BY GROUP

Actions v Shift v Pay Code ¥ View ¥

Name 1/

Sch Hrs. Sun 817 Mon 8/18 Tue 8119 Wed 820 Thu 821 Fri 8122
/Anderson, Nick 40.00 7a-330p Ta-330p Ta-330p Ta-330p Ta-330p
Brickle, Paula 40.00 Ba - 430p 8a - 430p 8a - 430p Ba - 430p 8a - 430p
Briggs, Thomas 40.00 3p-1130p 3p-1130p 3p - 1130p 3p-1130p 3p-1130p
Carter, Rick 40.00 3p-1130p 3p-1130p 3p-1130p 3p-1130p 3p-1130p
Cross, Katie 0.00
Haggarty, Carl 45.00 730a-1130a 730a - 430p 730a - 430p

308 - 430p 730a - 1130p
e
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CalTime

Supervisor of Non-Exempt Employees (RDP):

25. Return to Mon 8/18,
and right-click.

26. Left click on Add > Pay

Code.

27. Verify the Effective
Date is the date for

that Monday.

28. Select Sick Leave
Taken from the Pay

Code drop list.

29. Type 4.0 in the

Amount text box.

30. Set the Start Time to
12:30. (His shift
normally lasts 8.0 hours
with a one-hour lunch
break. His shift would
then resume and

continue until 4:30.)
31. Repeat for 1 day.

32. Click OK.

Training

CakTime

GENERAL ¥

Timecard Reports

SCHEDULE EDITOR

Loaded: 9:19AM

BY EMPLOYEE | BY GROUP

@ Actions ¥ Shift ¥ Pay Code ¥ View v

MY GENIES® ¥

Show | All Non-Exempt Ho

Name 1/ Sch Hrs. Sun 817 Mon 8/18
/Anderson002, Nick 40.00 7a-330p
Brickle002, Paula 42.50 Ba - 430p
Briggs002, Thomas 37.50 3p-11p
Carter002, Rick 37.50 3p-11p
Cross002, Katie 42.50 730a - 430p
Haggarty002, Carl 33.50

Add [VEEEEEEN
lJackson002, Shan 26 0.00 \

Edit Pay Code —
Love002, Hanna 42.50

Insert Shift Template —= s
Matthews002, Eli 0.00
Nguyen002, Sam 3s.00/| ©t 7

Copy
Sanchez002, Raul 40.00| - 730p

Paste
Smith002, Phillip 0.00

Delete

SCHEDULING *

25

% 27
28

Effective Date | 2/12/2014

Pay Code Sick Leave Taken -
*Amount (hh:mm) | 4.0 v 29
Override Shift
Whole Shift Partial Shift
*Start Time 12:30PM 30

*Repeat for (D) 1

31 32

o] concet [ |

It is not necessary to override any part of the
shift, since the shift has been shortened to

7:30a—11:30a

[E caltime@berkeley.edu
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CalTime

Supervisor of Non-Exempt Employee (Web):

33.

34.
35.

Click Save.

Return to Fri 8/22.

Repeat Steps 26—33,
making sure that in
the Pay Code Editor,
the Effective Date is
8/22.

The finished result is
shown at right:

33

CakTime
GENERAL ¥ MY GENIES® ¥ SCHEDULING ¥ | MY INFORMAT
Timecard Reports
*SCHEDULE EDITOR
Show |All Non-Exempt Home 7 | ﬁ
Loaded: 9:19AM
BY EMPLOYEE | BY GROUP
I Sa l Actions ¥ Shift ¥ Pay Code ¥ View ¥
Name 1/ Sch Hrs. Sun 817 Mon 8/18 Tue 8/19

lAnderson002, Nick 40.00 7a-330p Ta-330p
Brickle002, Paula 42.50 Ba - 430p 8a-430p
Briggs002, Thomas 37.50 3p-11p 3p-1p
Carter002, Rick 37.50 3p-11p 3p-11p
Cross002, Katie 42.50 730a - 430p 730a - 430p

[7303 -1130a 730a - 430p
Haggarty002, Carl 37.50

Sick Leave Taken ...
Hackson002, Shan... 0.00

Log Off| Change Password | Help

CalTime

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

Timecard Reports
enEpLLeEpITeR Gt
44 317/2014-8123/12014 »
BY EMPLOYEE BY GROUP
@ Actions v Shift v Pay Code v View v
Name 1/ Sch Hrs. Sun 817 Mon 8/18 Tue 8119 ‘Wed 8720 Thu 8721 Frig&i22 Sat 823
|Anderson, Nick 40.00 7a-330p 7a-330p 7a-330p 7a-330p 7a-330p
Brickle, Paula 40.00 8a - 430p Ba - 430p 8a - 430p Ba - 430p 8a - 430p
Briggs, Thomas 40.00 3p-1130p 3p-1130p 3p-1130p 3p-1130p 3p-1130p
Carter, Rick 40.00 3p - 1130p 3p-1130p 3p - 1130p 3p - 1130p 3p - 1130p
Cross, Katie 0.00
Haggarty, Carl 53.00 730a-1130a 730a - 430p 730a - 430p 730a - 430p
Sick Leave Taken 4.0

36.

When you are done
with Schedule

Training

Cai'l'ime - Log Off/Chan,

GENERAL ¥ MY GENIES® v SCHEDULING ¥ MY INFORMATION ¥

Timecard | < ! 36
. .
Edltor, click on one SCHEDULE EDITOR T =i
Show | All Non-Exempt Home v | Time Period
. . Loaded: 4:05PM
of the Genies, click s
i BY EMPLOYEE | BY GROUP
Reportsl or CIICk LOg @ Actions ¥ Shift v Pay Code ¥ View ¥
Off toen d y0u r Name 1/ Sch Hrs. Sun 817 Won 8/18 Tue 8/19 Wed 8120 Thu 8721 Fri 822
. . landerson, Nick 40.00 7a-330p Ta-330p Ta-330p Ta-330p 7a-330p
Ca |T| me session. Brickle, Paula 40.00 8a - 430p 8a - 430p 8a - 430p 8a - 430p 8a - 430p
Briggs, Thomas 40.00 3p-1130p 3p-1130p 3p-1130p 3p - 1130p 3p - 1130p
Carter, Rick 40.00 3p-1130p 3p-1130p 3p-1130p 3p-1130p 3p-1130p
Cross, Katie 0.00
730a - 1130a 730a - 430p 730a - 430p 730a - 430p 730a - 1130p “
Haggarty, Garl 53.00
Sick Leave Taken 4.0 Sick Leave Taken 4.0
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