| Cal
Time

Supervisor’s User Guide (Exempt Employees—WeDb):

A Time report will show you how much leave one or more employees have used in a given period.

1. Loginto CalTime. (See the
job aid, “Logging in to
CalTime.”)

2. Click the Leave Usage Genie
link under My Genies.

General My Gentes(R)

+ Repors

My Informaten

3. Select the employee(s) for
whom you want Time Details.

Use Ctrl-click (Windows) or
Command-click (Mac) to select

Timecard | Reports

LEAVE USAGE GENIE

W I Select an Action ;3

Show

[An Home

[l [«

Time Period |Previuu5 Pay Period

o |

Who
Employee Supervisor Vacation Leave
in Approved HCM i
m 0 re t h a n 0 n e e m p onee D 14 Name Approval Approval e Supervisor Tali;::\te i;\::houl
/ 991801 | Bostockuo1, | Training Set for |
_OR_ Lymen the 001
Employee Set
991901 Baylor001, Training Set for
. B Ed the 001
Click the Select An Action Employes Set
I . h I_ k GrichDD1, Training Set for
- Helen the 001
drop-list arrow, and then clic I e
H H 992101 Lioo1, Paul Training Set for
Select All to see Time Details the 01
Employee Set
for every employee.
4. Select Reports. Timecard
LEAVI GENIE Show |41 Home
Time Period [Previous Pay Period ["Apeiy |
"Refrech | [Setectan Action
Employee Supervisor Hie Vacation Leave
r;'f"," Name Approval Approval #!“’m“erg = HEM Leave withaut
1 imeca upenvisor Taken Pay
| 991801 | Bostockoo1 Training Setfor |
Lymon the 001
Employee Set
991901 Baylor001, Training Set for
Ed the 001
Employee Set
992001 Grich001, Training Set for
Helen the 001

5. Select Detail Genie.

Employee Set

REPORTS

SELECT REPORTS

CHECK REPORT STATUS

+ Al

+ Accruals

+ Configuration

+ Detail EETE 5

- "
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6. Underneath the heading, REPORTS
Detail Genie, locate and SELECT REPORTS CHECK REPORT STATUS
select Time Detail. "RunReport | "Refrech |

+ Al

~
+ Accruals

+ Configuration

— Detail Genie
Accrual Balances and Projections
Accrual Detail
Comments By Employee
Employee Hours by Job
Employee Hours by Job (Excel)
Employee Hours by Labor Accoun
Employee Hours by Labor Accoun
Employee Transactions and Tofals
Employee Transactions and Totals
Holiday Credits

There are two versions Hoilrs: by ok

of the Time Detail Hoits b Job (Exrel)
. Hours by Labor A t
report, the first outputs s
to a .pdf file; the second
Timecard Audit Trail

will be in a Microsoft §
Time Detail

Hours by Labor Account (Excel)

Excel'format. (The end I 6
data is the same—they oo Geni r
+ -Up Genie
will just be in different + Scheduler
formats.) + Timecard bt
< >
7. If you want to print time "REPORTS
details for the employees SELECT REPORTS CHECK REPORT STATUS

you selected in Step 3, fresh-
leave Description e

+ Al
unChanged' — Accruals &)
(lt Shou Id read Previously Accrual Balances and Projecions SEIR AL BALANC:;T:;Z EEHECH
Accrual Detail AllHome and Scheduled Job Transfers

Selected Employee(s) -) - CongRalo Description i:: :z:z :ﬂﬂ _Sr:::;:lrer:d;b Transfers® b I:king

. _ Delail Genie All Home and Trapsferred.in® nayots
If you deCIde toruna report Accrual Balances and Projections People 7 ‘ i

M
for a” employees, ChOOSE Accrual Detail Time Period Specific Date I__4}24.'2014 E
All Home, and so forth. e
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8. Previous Pay Period is the .
. . REPORTS
default time period for the
. . SELECT REPORTS
Time Detail report. oo b
If you want a different
time frame, click the
Time Period drop-list 7 R
arrow, and select the \ B — TIME DETAIL (EXCEL)
appropriate time frame. Detail Genie
glances and Projections Description Displays detailed data about each 4
Accrual Detail 8 optimized for Excel expori.
People |Previously Selected Employes(s)
Comments By Employee
Employee Hours by Job grios Previous Pay Period
Cument Pay Penod
Employse Hours by Job (Excel) Actual/Adjusted Mext Pay Period % i
Employee Hours by Labor Accoun Previous Schedule Period
TR Curmrent Schedule Period
Employee Hours by Labor Accoun Mext Schedule Period
Empioyee Transactions and Totals Today
Yesterday
Employee Transactions and Totals Week to Date
B Last Week
Holiday Credits
o Specific Date
Hours by Job Range of Dates
Hours by Job (Excel) Relative Speml'!c Date
Possible dates from which to choose
in the Time Period drop list.
9. Select Output Format. REPORTS
(Your choices are Adobe SELECT REPORTS CHECK REPORT STATUS

Acrobat .pdf or Microsoft
Excel.)

Run Report [ Refrash |

"Ereate Favanite |

+ All

+ Accruals
+ Configuration
— Detail Genie

Accrual Balances and Projections

TIME DETAIL (EXCEL)

Description Displays detailed data about each employee's|
Accrual Detail optimized for Excel expori.
People |Previously Selected Employeeis)
Comments By Employee
Time Period =
Employee Hours by Job |CU"3|'|| Pay Period
Employee Hours by Job (Excel) Actual/Adjusted |5how hours credited to this period only.
Employee Hours by Labor Accoun Output Format Adcnhe el EXEECHD
Employee Hours by Labor Accoun 9 Microsoft Excel Document{.xls)
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10. Click Run Report.

While the report is
being generated,

you will see

“Waiting” under
the Status column

heading.

11. Click Refresh Status.

10

‘REPORTS

SELECT REPORTS

CHECK REPORT STATUS

e Covored

+ Al

~
+ Accruals
TIME DETAIL (EXCEL
+ Configuration ¢ )
— Detail Genie
Recounl Balances and Projection= Description Displays detailed data about each employee's p
Accrual Detail optimized for Excel export.
People IF‘reviuust Selected Employee(s)
Comments By Employee
Time Period =
Employee Hours by Job Current Pay
Employee Hours by Job (Excel) ActualiAdjusted IShow hours credited o this peniod only.
Employes Hours iy LAty Aee Output Format IAdobe Acrobat Document;_ pdﬂ

Empioyee Hours by Labor Accoun
mployee Transactions and Totals
yee Transactions and Totals
Holiday C:
Hours by Job
Hours by Job (Excel)
Hours by Labor Account
Hours by Labor Account (Excel)
Timecard Audit Trail

Time Detail

Time Detail {Excel)

REPORTS

CHECK REPORT STATUS

SELECT REPORTS

Report MName Date In 5
Time Detail (Excel) xls 1 1 4/28/2014 10:09AM
Time Detail {(Excel) 4/28/2014 10:04AM

Date Done 2 status
Waiting
42812014 10:04AM Complete

12. When Status is Complete,

click View Report.

12

REPORTS

CHECK REPORT STATUS

Delel

Format Dateln  ©
Time Detail {(Excel) xls 4/28/2014 10:094AM
Time Detail (Excel) pdf 42812014 10:04AM

| Status

Date Done
4/28/2014 10:09AM Complele
4/28/2014 10:04AM Complete
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To Print the Report:

13. Press Ctrl-P (Windows) or
Command-P (Mac).

St e T

14. Click the Print button in the

Print dialog window. s
To Save the Report: -

15. Follow Adobe Acrobat’s or
Microsoft Excel’s
procedures for saving a file.

16. To return to CalTime’s CalTme P ——
opening screen, click the -

p g . ! REPORTS 16 m
Home button in the T— *
CalTime report window.

Frepaort Name: Fomat Datein < Drate Dione Stahs Crutgad User
Tirne Delal (Exvel) s AZEI014 100640 4282014 10.4TAM chusiD0t

—OR—

Click Log Off to end your
CalTime session.

REFORTS

LT ERORTS MECK REPORT STATUS
[
Fieport Nams Format Datein Diate Done: Stahm Cretpud User

s

Tirme Ceelal (Exvel) AZEZ014 101640 4282014 10 1TAM chiosillT
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