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Introduction

Welcome to CalTime, UC Berkeley’s timekeeping system. This manual is a step-by-step user guide for Non-
Exempt RealTime Online employees. Using a PC or Mac, a RealTime Online employee reports the time they
start and stop work at the actual time it happens or in RealTime.

In CalTime, using your computer, you can:

e Access your timecard from any computer

* Enter the time (hours) you’ve worked, and any time off (leave) you have taken
e Approve your timecard (if required by your department)

e See your overtime and shift differential

* Access your vacation, sick leave, comp time balances

If you are unsure if you are a Realtime Online Employee, please ask your supervisor.

Non-Exempt RealTime Employee Responsibilities and Deadlines

NOTE:

As of November 1, 2014, non-exempt employees will transition to a biweekly pay cycle and factor leave
accruals, which is a new method of calculating vacation and sick leave accruals. More information on the
transition and factor leave accrual can be found at: http://controller.berkeley.edu/non-exempt-employee-transition

The biweekly pay cycle is a 2-week period that starts on Sunday at 12:00 am and ends on the second
Saturday at 11:59 pm. For each biweekly pay cycle, you are required to:

* Record your start and stop times
* Record time worked against the proper job (if you have multiple jobs), contract or grant
* Enter any applicable leave time taken (non-worked hours)

Depending on your department, you may also be required to approve your timecard.
Approval Requirement and Deadline

It is recommended that you approve your timecard on your last workday of the pay period, but departmental
practices may vary. Please check with your supervisor to determine if timecard approval is required for your
department.

If applicable, the deadline for approval is the employee’s last work day of the biweekly pay period
(which closes on Saturday at 11:59 pm.) E.g., if your last day worked is Friday, you should review and
approve your timecard by end of day Friday. Please note that the approval deadline may shift due to holidays.
You will be notified if the approval deadline changes for a particular pay period.

By end of day Monday following the biweekly pay period close, your supervisor will review your timecard for
accuracy and approve it if no adjustments need to be made. Once your supervisor approves your timecard, it
is locked from further changes.
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The Basics

Log in to CalTime

CalTime

1. Using Internet
Explorer, Firefox, or
Safari, go to the CalTime
website
(http://caltime.berkeley.edu/),
and click on the Access
button.

Berkeley

Note: Google Chrome is

. HOME ACCESS VNOVEMBER 1 TRANSITION TRAINING HELP ABOUT CONTACTUS
not supported at this

time.
HOME ACCESS TRAINING HELP ABOUT
{ome » Access »
Access CalTime
Access CalTime from your computer’s desktop via Remote Desktop Protocol (RDP) or the web (HTML)
. There are two ways of accessing CalTime: you can use a Remote Desktop Protocol (RDP) or the web (HTML).
2. Click on the
Access online For Remote Desktop Protocol (RDP) access. you need to download an access application called a Remote Desktop Protocol (RDP) to your desktop
b and use it to log in to the system. Click on the PC or Mac RDP button below to download the appropriate RDP to your computer’s desktop. Please see
Utton . the PDF with downloading instructions below the button.

3 f With web-based (HTML) access, you can access CalTime from almost any computer, at any time, as long as you are using a compatible web browser.
NOte- RDP access for Click on the Access Online button below and then bookmark the link for future use. You will be asked to authenticate your CalNet credentials before you
PC and MAC Users can log in to CalTime. Browser compatibility: For PC users, Internet Explorer is the preferred browser. For Mac users, we recommend Firefox or Safari.

. PLEASE NOTE: Google Chrome is not supported at this time.
are for Supervisors
and Tlmekeepers RDP FOR PC USERS: RDP FOR MAC USERS: WEB ACCESS (HTML):
Download Download Access Online
« Windows instructions (.pdf) = Mac instructions (.pdf)

Berkeley

UNIVERSITY OF

CalNet Authentication Service

3. Complete the CalNet

authentication process CaiNet ID:
[ |

Passphrase (Case Sensitive):

| |

Capyright € 2014 UC Regents, All rights res
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Time Stamp Screen

1. Once logged in,
CalTime presents the
Time Stamp screen,
which is used for entering
an “in” or “out” time.

2. If you need to
associate the time stamp
to a particular job (if you
have more than one), or a
contract or grant, use the
“Transfer” function.

3. “Primary Account”
shows the Employee’s
account information:
Employee’s primary job,
HCM supervisor &
Employee ID.

TIME STAMP 1

3

eco @Stamp | [|"Primary Account

Wednesday, July 23, 2014 4:36PM (GMT -08:00) Pacific Time

Transfer |

ol 2

== Log Off | Help

< Home

Accessing Your Timecard or Reports

1. In the upper right is the
“Home” link, which gives
you access to your
timecard and reports.
Click on the “Home” link.

CakTime

TIME STAMP

Transfer |

Wednesday, July 23, 2014 4:36PNM (GMT -08:00) Pacific Time

== Log Off | Help

< Home

2. To access your
timecard, click on “My
Timecard”.

3. To access reports, click
on “My Reports”.

CabTime

= My Timecard

- My Reports

My Information

2

3

Log Off | Help

> caltime@berkeley.edu
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Introduction to the CalTime Timecard

As a RealTime Online employee, you will enter your time using the timestamp screen and enter leave directly
into your timecard. The timecard contains rows for each day of the biweekly pay period. The figure below
shows the key components of the CalTime timecard along with a description.

Components of the CalTime Timecard

TIMECARD Person & Id Cross001, Katie (009905001)
2 1 Time Period | :Currgnt Pay Period v | 7/20i2014 - 8/02/2014
"Save= | ipprove [} “Comments =5 [l "Primary Account | “Yotate Summary [ “Refrash |
AGC Totals
Dat Pay Cod Amount | Trans, Out
‘ RO\V . ale . ay a ' MmOoun n . ransier ' ' Shift [ Dall’y
% | Sun7i20 z Q 3
(& | Mon7/21 s Q
& | Tuemz2 || 7 4 Q

1. Person & ID and Time Period — Employee name, ID, and a Time Period dropdown that allows you to access a
particular time period and date range. In this example, Katie Cross001 is the employee and her Employee ID is
009905001. The Time Period dropdown defaults to the Current Pay Period.
2. Function bar with buttons and down menus:

* Save Button - Saves entries made to the timecard

* Approve Button - Approves your timecard for the pay period

* Comments Button — Allows you to add comments to time or leave entered. The available comments are
predefined and are accessible from a dropdown list.

* Primary Account — Employee’s CalTime account information: Employee’s primary job, HCM supervisor and
Employee ID

* Totals Summary - Provides a summary of the various hours worked (Regular Time, Overtime, Shift Differential)
* Refresh — Used to refresh timecard information after new data is entered

3. “In” and “Out” times and Transfers — Any time entered or transfers done via Time Stamp appear in the respective
“In”, “Out” and “Transfer” columns.

4. Pay Codes and Amount — Any leave taken is entered directly into the timecard using Pay codes and their associated
hours used.

Log Off of CalTime

From any screen within
CalTime, you can log off CabTime — =i
by clicking on “Log Off” in
the upper right-hand
corner of the screen.

Also available is Help ‘ ALERT:

information provided by Do not just close your “window” to exit CalTime. You need to Log Off to
our CalTime software properly exit CalTime.

vendor
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Time Entry

Employee Entering Time

RealTime Online employees use a PC or Mac to record their start times and end times at the time they occur
(RealTime).

NOTE:
@ In situations where you have to associate your time with a particular job (if you have more than
V4 one job), contract or grant, refer to the section entitled “Entering Time If You Work Multiple Jobs,
or work on Contracts, or Grants.”

Employee Entering Time

1. Once the employee < Home
has succ_essfully logged | | \vE sTAMP
on, CalTime presents

the Time Stamp screen. ij

Use this screen to Thursday, September 25, 2014 3:06PM (GMT -08:00) Pacific Time
record your “In” and

“Out” times by clicking i B

on the “Record Time

Stamp” button.

2. After recording the < Home
time stamp, CalTime TIME STAMP RESULTS

shows you the Time

Stamp Results, oK |

including the Recorded

Time_ Recorded Time 3:08PM (GMT -08:00) Pacific Time

Rounding and Grace Periods for Time Entered

For start and end of each day/shifts, all time stamps collected via CalTime are rounded according to a seven-
minute grace period before and after each quarter hour mark. The grace period is 7 minutes before the quarter
hour and 7 minutes after the quarter hour.

Examples: If an employee punches in at 7:23am, the system records and displays the time in CalTime as
7:23am, but for the purposes of calculating the number of hours to be paid, the system will round the time
(internally) to 7:30am. Similarly, if an employee punches out at 4:05pm, the system records and displays
4:05pm but will round the time internally to 4:00pm.

Here’s a chart of how rounding and the grace period will be applied:

Grace Period (Punch in or out time) Quarter Hour (Time Used to Calculate Pay)
:53to :07 (e.g., 6:53am to 7:07am) 00 (e.g., 7:00am)
:08 to :22 (e.g., 7:08am to 7:22am) 15 (e.g., 7:15am)
:23t0:37 (e.g., 7:23am to 7:37am) 30 (e.g., 7:30am)
:38 t0 :52 (e.g., 7:38am to 7:52am) 45 (e.g., 7:45am)
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Accounting for Lunch

ALERT:

You will not need to clock in and out for lunch. CalTime is set up to automatically deduct 30 or 60
minutes for lunch after 6 hours of work. However, if you clock out before 6 hours are worked, the
automatic lunch deduction will not be applied.

The automatic lunch deduction is based on your pay rule assignment. If you wish to change your automatic
lunch deduction, contact your supervisor.

Skipped or Changed Lunches

You are expected to take your lunch as scheduled and to obtain your supervisor’s approval before changing
your lunch. If you skip your lunch, you need to work with your supervisor to ensure that the automatic lunch
deduction is cancelled for that day. Likewise, if you change your lunch, they will need to adjust your timecard to
ensure that the proper lunch is noted on the timecard.

NOTE:
By law, you are required to take a lunch of at least 30 minutes after 5 hours of work.

Review your timecard to verify that your supervisor has followed through with the meal deduction cancellation.
The following is an example of how your timecard would appear after your supervisor has cancelled the
automatic meal deduction:

Reviewing Your Timecard for a Skipped Lunch

< Home

OnC.e adeSted: your TIMECARD Person & Id Sanchez001, Raul (009911001)
Shlft and Dally tOtaIS Time Period | Current Pay Period + | 8/03/2014 - 8/16/2014
now show no deductions

from the total hours "Save~ | "Approve - |"Primary Account || Yotals Summary | ‘Refresh |

worked. ngl A Date Pay Code ‘ Amount | In Transfer Out s ng:ﬂy
%l | Sun8i03 Q

In addition, there’s a red % | Monsios z 00 Q :smw 90 | 90

box on the “Out” punch. 5 | Tuesos Q _

If you hover your cursor 2 | weasve % el A

over the red box, you
will see the note “Cancel
Deduction”.

)

Thu 8/07
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Entering Time If You Work Multiple Jobs, or on Contracts, or Grants

As a non-exempt employee, (if you have more than one job or if you work on contracts or grants) you will need
to charge your time to different jobs, contracts or grants. Each could be tied to different funding sources or
chartstrings.

Your Primary Job

In CalTime, each employee has a defined primary job, which comes from the Human Capital Management
system (HCM). When you enter time, CalTime will automatically charge the time against your primary job,
unless you direct CalTime to charge another job, contract or grant. Here are the steps to determine your
primary job:

Determining Your Primary Job
— |“,“ P REEHAT

Wednesday, July 23, 2014 4:36PNM (GMT -08:00) Pacific Time

1. To determine your
Primary Job, click on the
Primary Account button.

TIME STAMP

Transfer Ck

= ¥ronos Workforce Central(R) - Windows Internet Explorer =N G T
2. _CaITlme presents the PRIMARY ACCOUNT
Primary Account
window. . o (Sanchez001, Raul
3. The primary job is G T sl
composed of the
department ID, job code, T
and emp|oyee record 2112008 - 47282014 - 2STH2EMN 2151 20201
number. -1-+-Parkinson001, Deborah/Sanchez001, Raul

48014 -forever | AZCSS-4B04C0LD12573426/012151200- |

Azcss-4aoec-Parkinson001, Deborah/Sanchez001, Raut--

Friendly Names

As you can see in the example above, the primary job is a series of codes and IDs, which some employees
may not recognize as a particular job. In many cases, departments replace the default friendly name or primary
job format (department ID, job code and employee record number) with a more recognizable or descriptive
Friendly Name. e.g., Librarian Doe or CSS Assistant Ill. If you need help determining your primary job or
deciphering job names or friendly names, consult with your supervisor.

ALERT: If you are an employee with multiple jobs, you must always use the Transfer function

to select the job and then punch in. This ensures that you are charging your time to the proper

job. The only time you do not select a job is when you punch out for lunch or punch out for the
! day, where you should just swipe your badge.

If you on one job and wish to charge your time to another job, you need to do another transfer.
The job transfer process is noted below.
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Entering Time If You Work Multiple Jobs, or work on a Contract, or Grant

1. Click on the
“Search” icon.

< Home

TIME STAMP

prmary Aceount |

Tuesday, September 30, 2014 1:18FM (GMT -08:00) Pacific Time

Reco! @ Stamp

Transfer
) TRANSFER SELECTION
2. Select the drop list
ACCOUNT
arrow for Job.
Job | None &
——STATOTY TOTTE =
Project [ None Y

Supervisor ID | None s
Search for Employee ID

(Senechs)

Employee ID | TCO many entries ...
| Try limiting search.

| None 3

Training
LL7 [ None S
WORK RULE
| None 4
SR ] Gt | PR A 3
. TRANSFER SELECTION
3. Select the job,
contract or grant for the ACCOBNE
job shift that you are b Zi¥lone
starting. Click “OK”. I I ——
tocation
. LIBRARIAN-MOFFIT, LIBRARIAN-MOFFIT
NOte-_lf you are unclear Project STDT 1-CRRJ-CLLAW, STDT 1-CRRJ-CLLAW
on which entry on the Supervisoril  STDT 2-LIB-CLLAW, STDT 2-LIB-CLLAW
list to select for your STDT 2-MEDIA-CLLAW, STDT 2-MEDIA-CLLAW
. STDT 3-LIB-CLLAW, STDT 3-LIB-CLLAW
job, contract or grant, Emoloveeip  STPT 3-MEDIA-CLLAW, STDT 3-MEDIA-CLLAW
complete your time Poyss STDT1-LIB-CLLAW, STDT1-LIB-CLLAW
entry first. Then, work TDT2-ADMTEL-CLLAW, TDT2-ADMTEL-CLLAW
. . 1 T
with your supervisor to e [ None =
resolve the issue of . . .‘
selecting from the list. lmene £
WORK RULE
| None a4l

X caltime@berkeley.edu
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Entering Time If You Work Multiple Jobs, or work on a Contract, or Grant

4. The job, contract or
grant will appear in the
“Transfer” field.

TIME STAMP S

< Home

Time Stamp Results:
the recorded time and
the job associated to
that time.

5. Then click on the
“‘Record Time Stamp” Tuesday, September 30, 2014 1:21PM (GMT -08:00) Pacific Time
button. 1 4
Transfer LIBRARIAN-DOE/// “{
< Home
6. CalTime displays the
play TIME STAMP

PRy RCESOrE |

Tuesday, September 30, 2014 1:21PM (GMT -08:00) Pacific Time

1

Transfer LIBRARIAN-DOE/I/!

Project Tracking

CalTime can be used to track hours worked by an employee on projects. During the punch in process,
RealTime Online employees would use the “Transfer” functionality to associate hours worked to a particular
project. CalTime only provides tracking of time. A separate web application pulls the tracked hours from
CalTime to produce reports of project hours worked. This report can then be used for management reporting or

recharges, etc.

NOTE:

Enter your project hours on a daily basis, or throughout the day to ensure the accuracy of the reported
hours and to save time at the end of the month.

Recording Project Tracking Hours

1. From the Time Stamp
screen, click on the
Search icon.

2. Enter your “In” time
for the project.

3. In the Transfer
column, click on the

TIME STAMP

Wednesday, September 24, 2014 3:26PM (GMT -08:00) Pacific Time

Transfer || 1 Q

“Search” icon

> caltime@berkeley.edu
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Recording Project Tracking Hours

TRANSFER SELECTION
4. Access the Project
dropdown menu. ACCOUNT
Job | None s
Location I—None ry
Project | None 2]
SuporvisorlT) | None =
Search for Employee ID
| Search |
Employee ID | Too many entries ... |
;Try limiting search.
i
LL6 [ None e
LL7 | None +]
WORK RULE
[ None 7
5. Select the project TRANSFER SELECTION
that you are starting. A
Then click “OK” asi
Job | None y
Location | None .
Project v None
BRI, | Gy A e e e oy

AP Bears, AP Bears

AP Recruit, AP Recruit
Employee ID  API-Berkeley Box, API-Berkeley Box

AS - BFSGCS, AS - BFSGS

AS - CAP, AS - CAP
LLe AS - TAM Transition, AS - TAM Transition
AS ETS Work, AS ETS Work

LL7
AS Financials, AS Financials
AS-COIS Transition, AS-COIS Transition
WORKRULE . AgAG - AD - BRZ, ASAG - AD - BRZ E
— ASAGC - AD - DSP, ASAG - AD - DSP
| None

ASMF Portal, ASMF Portal
ASMF-CourseRank, ASMF-CourseRank
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6. The project name will
appear in the Transfer
field.

7. Click Record Time
Stamp button to punch
in for this project.

TIME STAMP  ~

Wednesday, September 24, 2014 3:34FM (6GMT -08:00) Pacific Time

1 K

Transfer |;'!AS - BHappy//i/f

8. Once your time
worked on the project is
complete, perform
another time stamp to
record your “Out” time.
You do not have to
perform a transfer for
the “Out” punch.

TIME STAMP RESULTS

[prmary Aceoune | o¥ |

Recorded Time 4:01PM (GMT -08:00) Pacific Time

9. The next steps show
how you can view the
project entry on your
timecard. Click Home
to go to the screen
where you can access
your timecard.

TIME STAMP

“Pri T

Wednesday, September 24, 2014 5:24PM (GMT -08:00) Pacific Time

| &

Transfer |

10. Click on “My
Timecard”.

My Information

== 10

- My Reports

TIMECARD Person & Id Cross006, Katie (009905006)
:I‘?e Tno;;grgictai:[r?] 22 O:/SS Time Period | Current Pay Period 9/14/2014 - 9/27/2014
well as the project name ["S5VE= ) "Rpprove™ | "Commanta sy [ Prmary Recount™ | Votats Summary~ | "Rafresh |
in the Transfer field. aa] ow | e e 7 e | ou | LT
& Sun9/14 | | Q
FA Mon 9/15 Q
& Tue 9/16 Q
& Wed 9/17 Q
& Thu 9/18 Q
£ Fri9/19 Q
3 Sat 9/20 Q
A Sun 9/21 Q
& Mon 9/22 Q
& Tue 9/23 Q
& Wed 9/24 3:31PM JIAS - BHappy/iil Q| 401PM 05 | 05

> caltime@berkeley.edu
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How Overtime, Comp Time, Shift Differential and Meal Deductions are Determined

Within CalTime, a pay rule profile is set up for each non-exempt employee. The work rule is a set of
parameters defined for each employee. For example, your work rule profile defines:

e Comp Time versus Overtime - How and at what rate an employee is paid overtime

» Shift Type - Day, Evening, Night, or Weekend

e Shift Length - 8, 10 or 12 hours per shift

* Meal Deduction - 00, 30 or 60-minute meal deduction. The 00 meal deduction is only available for

eligible unions.
* Meal perquisites

These parameters apply specific payroll rules to shifts to determine how employee hours accumulate and the
pay rate that is applied to those hours. CalTime will use these parameters to automatically determine:

*  Whether you will receive comp time or overtime

* When overtime is applicable (after 8 hours worked, etc.)

* What your overtime rate is (time and a half, double overtime, comp time double, etc.)

*  Whether you will receive shift differential (shift differential evening, shift differential night, etc.)

* Your automatic meal deduction

* Whether you are eligible for meal perquisites

Coordination with Your Supervisor on Schedule Changes, Callback, On-Call and Lunch
Changes

Since CalTime calculates how you will be paid based on your pay rule profile, any time your schedule deviates
from that profile, your supervisor must perform changes (work rule transfers, adjustments to the lunch
deduction) to ensure that you are paid correctly. For example, work rule transfers or adjustments by the
supervisor are necessary when:

* You work a different shift that qualifies for shift differential pay, e.g., night shift instead of day shift

* You are called back to work additional hours

* You are on-call for additional hours

* You skip your lunch

Reviewing Your Timecard

It is recommended that you check your timecard frequently to ensure that your hours have been entered
correctly and that any potential overtime, comp time, shift differentials, etc. is properly recorded. If you find
errors, work with your supervisor to resolve the problem. It is best to resolve problems throughout the pay
period rather than waiting until pay period close.

NOTE:

For detailed instructions on how to review your timecard, please refer to the section entitled “Reviewing
Your Timecard.”
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Leave and Pay Code Entry

Accessing Your Timecard for Leave Entry
As a RealTime Online employee, you will enter your leave directly into your timecard.

Accessing Your Timecard

1. In the upper right of < Home
any CalTime screen is

the “Home” link, which | | "= o AMP

gives you access to your i il

timecard and reports.
C|iCk on the “Home” link. Thursday, September 25, 2014 3:06PM (GMT -08:00) Pacific Time

Transfer | | Q

-4 Log Off | Hel
2.To access your CaiTlme I —— Ui
timecard, click on “My
Timecard’.

My Information

- My Timecard

- My Reports
NOTE:
For an introduction to the timecard, please refer to the section entitled “Introduction to the CalTime
Timecard.”

Employee Entering Leave

CalTime uses pay codes to keep track of the leave time and other non-worked time that is entered in the
timecard. Examples of pay codes include:

* Vacation Leave Taken

e Sick Leave Taken

* Leave without Pay

e Jury Duty

It is important that hours are tracked to the correct pay code so that your leave balances are correct.

TIP:

You may wish to enter leave into CalTime as you become aware of it, rather than wait until the
end of the pay period. For example, if you are taking vacation in the current pay period, enter it
into CalTime before you go. If you have taken sick leave, enter it upon your return to work.
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Acceptable Formats for Entering Pay Code Amounts

Acceptable Format | Example Interpretation by CalTime
Leading zeros (optional) 07 7 hours
08:30 (8 hours, 30 minutes) | 8.5 hours
Colon 7:30 7.5 hours
Note: If you enter an amount without a colon, CalTime
interprets your entry as is, which may be a much larger
amount than you meant. For example, if you enter 730
(without the colon), CalTime interprets that as 730 hours,
which will exceed the daily hours limit.
Decimal 8.25 8.25 hours
Entering Leave
TIMECARD [~ Porson & 1d Cross001, Katle (009805001)

1 ACCGSS yOUr Timecard 2 Time Period | Current Pay Period + | 6/08/2014 - 6/21/2014

2. Ensure that you are in the

CorreCt pay perIOd' ég\?/ Date Pay Code Amount In Transfer Out
3. Click on the Pay Code & | suneos | | ' Q |
drop |I.St arrow for the day & | wonem [T =13 aQ
you wish to enter leave. - - -

| & Tue 6/10

= : Q
4. From the dropdown list TIMECARD Person & Id Cross001, Katie (009905001)
Se|eCt the pay Code for thé Time Period | Current Pay Period + | 6/08/2014 - 6/21/2014
leave you wish to report. In | | | igry ETETH ICILICRS IGLIICI GG K
‘t‘hls Case’ we have Sele”Cted ég\?, Date Pay Code Amount In Transfer Out
Vacation Leave Taken”. & | swoms | | - - Q|

& | Monsios | , Q

@ | Teeso Alternate Holiday Taken

- Bereavement-Sick Leave Taken Q

& | wed6/11 ERIT-Empl. Reduction In Time Q

o FMLA-Sick

& | Thusen2 FMLA-Vacation Q

. Jury Duty

e Fri6i3 Leave without Pay Q

) Sat6/4 Military Leave Not Paid

- Military Leave Paid Q

& Sun 6/15 Professional Development q

o PTO Taken

& | Mon6i16 Sick Leave Taken q

Union Business Leave

B | o T — | Q

& | wed6/s Workers' Comp-Sick

- Workers' Comp-Vacation Q

& Thu 6/19 Project Tracking Q

- Hours Worked

Ll (S | Fri6/20 — -
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5. Enter the number of leave - 6 Person & 1d Cross001, Katie (009305001)
hours taken in the amount Time Period | Current Pay Period +| 6/08/2014 - 6/2172014
field.
a » o . Pri A rc s R

6. In the upper left corner, m w M W W
the word “Timecard" RAg\?/ Date | Pay Code . Amount . In Transfer | Out
appears in orange to & | sun60s | | Q
indicate that your entries B | Mon609 | (Vacation Leave Taken I eo 5 Q
have not been saved. & | Twen0 | :,‘ Q

. TECARD]) y—
7. Click Save. 8 Person & Id Crmssoor Kané(“ 5001)
8. After saving, the word Time Period | Current Pay Period + | 6/08/2014 - 6/21/20
“Timecard” will change from I 9
orange to black.
9. CalTime will show that the - —
“Timecard SUCCGSSfU”y Qgg] Date Pay Code Amount In Transfer
Saved." ‘:; [ Sun 6/08 [ | | | | Q |

(&) | Mon /09 Vacation Leave Taken | 8:00 Q

Employee Deleting Leave

In the event that leave was entered on the wrong day or you decided to not take the leave, you may need to
entirely delete leave already entered.

Deleting Leave

TIMECARD Person & Id Cross001, Katie (009905001)
Time Period | Current Pay Period + | 6/08/2014 - 6/21/2014
1. Ensure that you are in the
correct pay period. "Save" | |"Comments =5 | "Primary Account |l Totals summary || Refresh |
Sg\?/ Date Pay Code Amount In Transfer Out
® | suneos | | y Q
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Deleting Leave

TIMECARD Person & Id Cross001, Katie (009905001)
2. Go to the Pay Code cell , .
. . Time Period | Current Pay Period + | 6/08/2014 - 6/21/2014
for the line with the pay code
that needs to be deleted.
Click on the dropdown list = "Comments = | Primary Account [ ‘Totals summary ||| Refresh |
arrow. Qgg Date | Pay Code Amount In Transfer Out
& | sunews | 73 Q|
& | Mon6/09 | Q
B | Tueéno 2 Q
& | wed61 ) Q
B | Thuenz 2 Q
® Fri6/13 2) Q
& | satens 2 Q
& | sunéis Q
& | Monéi6 | Vacation Leave Taken s ||| 800 Q
& | Tueen7 Q
TIMECARD Person & Id Cross001, Katie (009905001
3. Select the blank row at the DR R ; 7
top of the pay code list Time Period | Current Pay Period + | 6/08/120
(shown as a blue bar).
Add
‘ Row . Dater | Pay Code | Amount ‘ In | Transfer
& | Sun6i08
\Z-.’ Mon 6/09 Alternate Holnd_ay Taken
Bereavement-Sick Leave Taken
& Tue 6/10 E::L;E;np: Reduction In Time
-Sic
;,’ Wed 6/11 FMLA-Vacation
py Jury Duty
& | Thuén2 Leave without Pay
) Fri6i3 Mfl?tary Leave th Paid
Military Leave Paid
& Sat6/14 :f)(:e;s:(onal Development
aken
(% | suné/i15 Sick Leave Taken
p Union Business Leave
&) | Mon&/16 | , vacation Leave Taken |8:00
\I—»’ Tue 6117 Workers. Comp-Sick )
Workers' Comp-Vacation
& | wedé/18 Project Tracking
Hours Worked
e Theol10
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Deleting Leave

4. In the corresponding

entered by highlighting the
amount and either
backspacing or deleting.

amount field, delete the hours

| R

TIMECARD

Person & Id Cross001, Katie (009905001)

Time Period :Current Pay Period + | 6/08/201

Agg/ Date

(%] | Suné/os ‘ (-
(& | Mon6/09

& | Tue6/10

& | wedé/11

& | Thuéi12

& Frig/i13

& | saten4 |
(&) | Sunéi15

& | Moné/16

X Tue 6/17

o

a“

o

In Transfer

5. Click Save.

6. After saving, the word
“Timecard” will change from
orange to black.

“Timecard successfully
saved.”

TIMECARD | 6

Person & Id Cross001, Katie (009905001)

Time Period 'Current PayAlr’er‘iod + | 6/08/2(

7. CalTime will show that the

“Totals Summary

||

“"w

|

& | swneos | |
(& | Mon6i09
& Tue 6/10 ‘
& | weds1
& | Thu6n2 ‘
& Fri6i13
& Satéi14 | |
& | Sunéns
& | Mon6i16

In Transfer
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Employee Changing/Correcting a Pay Code or Leave Hours

If a pay code is incorrect, you can change the pay code to another one. For example, if you originally planned
a vacation day, but were sick instead, you can change the pay code.

NOTE:

If you wish to entirely delete leave already entered, refer to the previous section entitled “Employee Deleting

Leave”.

Change/Correct a Pay Code or Leave Hours

TIMECARD Person & Id Cross001, Katie (009905001)
Time Period | Current Pay Period + | 61082014 - 62112014
1. Ensure that you are in
the correct pay period. = [Comments || prmary Accoun | ot summary | Reren |
223/ Date Pay Code Amount In Transfer Out
& | suneos | - = [ Q
(%) | Monsi09 | Vacation Leave Taken 2 8:00 Q
& Tue 6/10 i . Q\
2. Select the Pay Code
i i TIMECARD Person & Id Cross001, Katie (009%05001)
using the drop list arrow for '
the line with the pay code Time Period | Current Pay Periad : | 610812014 - 6/2
that needs to be corrected.
Qgg/ Date Pay Code Amount In Transfer
& | sunews | | 0 | ' ' Q |
(&) | Moné&i0g Vacation Leave Taken E 8:00 Q
=) Tua B/10 i _
Bereavement-SiCk Leave Taken
3. From the Pay COde TIMECARD ERIT-Empl. Reduction In Time Person & Id Cross001, Katie (009205001)
dropdown list, select the Ema_\s/l::at'on Time Period | Current Pay Period + | 6/08/201
. - i - 7
appropriate pay code. Jury Duty

| Leave without Pay

—  Military Leave Not Paid - _ —
B B iy Leave paic "Votats Summary [l Refresh |

Professional Development

Add
Date Amount In Transfer

Row |~ | PTO Taken | |

[EREEE-T YU Sick Leave Taken

- | Union Business Leave

(% | Mon8/08 | , vacation Leave Taken 8:00

& Tue 6/10 Workers' Comp-Sick )

x Workers' Comp-Vacation

& | wedei Project Tracking

Hours Worked
[ Thu6/12 | il
X caltime@berkeley.edu updated 9/29/2014 page 21 of 38



Non-Exempt Employee

CalTime

Change/Correct a Pay Code or Leave Hours

TIMECARD Person & Id Cross001, Katie (009905001)

4. If needed, modify the
hours in the Amount field.

Time Period | Current Pay Period + | 6/08/2014 - 6/21/2014

Date Pay Code Amount In Transfer Out

Sick Leave Taken

5
& | Monsio9
5

L PP

Tue 6/10

5. C||Ck save. || TIMECARD 6 Person & Id Cross001, Katie (mm1)
. Time Period | Current Pay Period + | 6/08/2014 - 6/21/2014
6. After saving, the word
“Timecard” will change from [ | 7
orange to black. = === [Frimary Account || Totols summary || Refresn |
7' gaITlme WI” ShOW that sg\?/ 5 Date Pay Code Amount In Transfer Out
the “Timecard successfully & amehn | ! ! ! Q
saved.” =
(&) | Mon6/09 Sick Leave Taken $| | |8:00 Q
& | Tuesro | o Q

Creating New Rows in the Timecard for Multiple Entries in a Day (Example involving Leave
Entry)

In some situations, you may need to add a row to accommodate more entries for a day. In this scenario, you
are working a partial day and then taking sick time for a doctor’s appointment.

Adding a Timecard Row for Additional Entries

1. Ensure that you are in < Home
the correct pay perlqd. TIMECARD Person & Id Matthews, Eii (009909000 1

Current Pay PerIOd IS the Time Period | Current Pay Period + | 710612014 - 7/19/2014

default. If you need to

access the Previous Time [Save| | Primary Account " || Yotals Summary || Refresh |

P-eriod, Se_leC’[ |t from the égf, | Date | Pay Code | Amount | In » Transfer | Out + Shmegi:ily
Time Period dropdown list. & | sun7ioe R Q

2. You enter time worked & | Mon707 | : 8:00AM Q | [1200PM

from 8 to 2:30pm. Since you & | Mon7/07 1:00PM Q | [5:00Pm 80 | 80
have worked more than 6 ® | Tueros | | z 8:00AM Q | [230em 60 | 60
hours, CalTime applies the = -

automatic lunch deduction.
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Adding a Timecard Row for Additional Entries

< Home
3. To add your sick time, TIMECARD Porson & Id. Matthews, EX (009909000)
you need to add a new row. Time Period | Current Pay Period + | 71062014 - 711872014
Click on the “Insert Row”
— — - — - o T
button to the left of the = e e
appropriate date. RA’S\?I . Date Pay Code Amount | In Transfer | Out s T°E":“y
(EX) Sun7/06 | | Py Q
& | MonT7i07 = 8:00AM Q | |12:00PM
& |“Mon707 | | . 1:00PM Q | [s00pM 80 | 80
® Tue 7/08 : 8:00AM Q | [2:30PM 60 | 6.0
= 708 | | . Q
. . < Home
4. CalTime will add a new
row for the same day TIMECARD Person & Id Matthews, Eli (009909000)
5 YOU can now enter the Time Period | Current Pay Period $ | 7/06/2014 - 7/19/2014
leave for that day in the new | | gy [Priary Acesun || otats Summary || Retresh-
row. Click on the Pay Code Qg\‘: Date Pay Code Amount In Transfer Out ShmTo'I;“s'ry
1 ail
dropdown list to select the & | sme | [ — v Q
appropriate leave. -
(&) | Mon7l07 |8:00AM Q | [12:00PM
(5 | Mon7i07 | | . 1:00PM Q | [s:00Pm 80 | 80
& | Tue7/8 [8:00aMm Q | [2:30Pm 60 | 60
& | Tueros | | : 5 4 a
(&) | wed7/09 2 Q
6 From the Pay Code TIMECARD Person & Id Matthews, Eli (009909000)
d;.opdown I|St SeleCt the Time Period | Current Pay Period + | TI06/2014 - 7/119/2014
appropriate leave. "Ssve || Approve | rimary Aceount || Totals Summary | Refresh |
Qgg Date Pay Code Amount In Transfer Out Sh'rflTolt:?alsny
| nree | : ! - ! ! I
& | Mon7i07 : 8:00AM Q| [12:00PM
& | Mon7/07 X 1:00PM Q| [s:00Pm 80 | 80
& | Tue7ios > 8:00AM Q_ | [2:30Pm 60 | 60
& | Tueos | , Q
R o | Vacation Leave Taken
& | e T ] ]
& Thu 7/ : e .
= ¢ Bereavement-Sick Leave Taken q
& Fri7/11 Callback Worked Q
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Adding a Timecard Row for Additional Entries

TIMECARD . Eii (009909000,
7. Enter the leave hours e
taken in the amount fleld Time Period | Current Pay Period | 7/06/2014 - 7/19/2014
ég\?, | Date | Pay Code Amount . In Transfer . Out S!:mTOE?;y
%l | sun7/08 Q
% | MonTi07 8:00AM Q | [12:00PM
5l | Mon7/07 1:00PM Q| [s:00m 80 | 80
ii;,\ Tue 7/08 . 8:00AM (:k 2:30PM 60 | 60
S | Tue7i08 | [ Sick Leave Taken 3 D Q
%l | Wed7/09 = Q
. TIMECARD i
8. Click Save. 9 Person & Id Matthews, EIi (009909000
. Time Period | Current Pay Period | 7/06/2014 - 7/19/2014
9. After saving, the word
“Timecard” will change from | | 10 11
orange to black. | "Save | |mm rove il Primary Account il Totals summary | "Refresh | —
10. CalTime will show that égg Dat8 Pay Code Amount In Transfer Out Snrftmg:ry {
the “Timecard successfully & | sun706 Q
saved.” & | Mon7i07 8:00AM Q| [12:00Pm
11. Your “Shift” and “Daily” | [ Moz 1:00PM Q | [s:00PM Ad[C
totals accounts for 8 hours. & | Twe?08 | S Leave Taken 20 Q
& | Tue7/08 8:00AM Q | [2:30PM 60 | 80

Removing the Added Row Used for Leave Entry

These are procedures for removing the added row used for leave entry. In the example where we originally
entered sick time for a doctor’s appointment, the appointment was cancelled.

Removing One of the Multiple Leave Entries

> caltime@berkeley.edu

TIMECARD Person & Id Matthews, Eli (009902000
Time Period | Current Pay Period 710612014 - 7/19/2014
X Add Totals
1 . Ensure that you are in Bival Date | Pay Code Amount In Transfer | Out [ Shift [ Daly
. % 06
the correct pay period. | oo Q
& | Mon7i07 8:00AM Q | [12:00Pm
5] | Mon7/07 1:00PM Q | [s:00PM 80 | 80
@ | TueT08 | [Sick Leave Taken 20 Q
& | Tue7i08 8:00AM Q | [2:30PM 6.0 | 80
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Removing One of the Multiple Leave Entries

TIMECARD Person & 1d Matthews, Eli (009903000)
Time Period | Current Pay Period s | 7/06/2014 - 7/19/2014
2. Go to the Pay Code cell Sove | Approve” | Primary Aceount || Yotals summary || Refeesh |
for the Ilne Wlth the pay COde Qgg Date Pay Code Amount In Transfer Out o Totals
Shift | Daily
that needs to be deleted. o s | — ' ‘ Q| =
Click on the dropdown list — i
& lon 7/07 s 8:00AM Q | [12:00PM
arrow. " 2
%/ | Mon7/07 ( Py 1:00PM Q 5:00PM 80 | 80
& | Tue7ios Sick Leave Taken s 20 Q
& | Tue7os | | - [8:00AM Q| [230Pm 60 | 80
TIMECARD Person & Id Matthews, Eii (009909000)
Time Period | Current Pay Period + | 7/06/2014 - 7/19/2014
[Ssve | Ryprove- | priiory Rccount || Totats Summsry )| Retresh |
3. SeleCt the blank row at ;Qg\?, » Date | Pay Code A Amount . In » Transfer . out » Sh‘rﬂT_ol!Ja;si)y
the top of the pay code list & | sw7os | | 5 Q
(ShOWﬂ as a blue bar) & | Mon7/07 . 8:00AM Q | [12:00Pm
Ry 0P Q | fsooew | |0 | 80
. | Vacation Leave Taken
& | Tue7/08 ‘ v Sick Leave Taken 20 Q
+ Alternate Holiday Taken
& | Tue7is ‘ Bereavement-Sick Leave Taken S0 Q | 230PM 0 [Ra
&) | wed7/09 ‘ Callback Worked e
Comp Time Off “
TIMECARD Person & Id Matthews, Eli {009909000)
Time Period | Current Pay Period + | 7/06/2014 - 7/19/2014
4. Select the hours in the = [FPPRIREESUREN |y SVOVIPSURURY |
Amount f|e|d and use the Qgg Date Pay Code Amount In Transfer Out S[:mTDBa;sin
delete or backspace button & | sun7ie | 7 | | [ Q| [
to erase the amount. & | Mon7i07 - ORI & | TomE
&l | Mon7/07 iy 1:00PM Q | [s00pm | | 80 | 80
& | Tue7i08 { . 20 Q
& | Tuerios | | g 8:00AM Q_ | [2:30Pm 60 | 80
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Removing One of the Multiple Leave Entries

5. Click Save.

6. After saving, the word
“Timecard” will change from
orange to black.

7. CalTime will show that
the “Timecard successfully
saved.”

8. Enter changes to your
timecard to account for the
remainder of your day.

TIMECARD

6

Person & Id Matthews, Eli {009203000)

Add

Row Date

Mon 7/07

:;}; f

Mon 7/07

Gl

Tue 7/08

Wed 7/09

G}

& | sun706 |

Pay Code

Time Period | Current Pay Period + | 7/08/2014 - 7119/2014
Amount | In Transfer Out Sh'rﬂT_DltJa:)lsﬂy
8:00AM Q | [12:00PM
1:00PM Q | |5:00PM 80 | 80
8:00AM C{ 2:30PM 60 | 6.0

Leave Entry for Employees on Alternative Work Schedules or Compressed 4/10 Workweeks

Employees with Alternative Work Schedules or Compressed workweeks should enter the number of their daily
hours for vacation and full sick days. For example, if you work 10 hours a day for 4 days a week, you would
enter 10 hours of leave (vacation, sick, etc.) per day.

Adding Comments For Leave Entered

Comments can be added to any pay code. The available comments are predefined and are accessible from a
dropdown list. You may use a comment when it is pertinent to your situation. Comments, while available, are

not required.

Adding Comments For Leave Entered

In this example, you take
sick leave to care for
your sick child.

TIMECARD

Person & Id Matthews006, Eii (009209006)

Time Period | Current Pay Period + | 8/03/2014 - 8/16/2014

1. To add a comment to égg Date Pay Code Amount In Transfer Out
the leave entry, click on & | swsos | ' Q
the “Comments” button & | Monsios e Q| [
after you have entered -

|5/ | Tuesl0s 8:00AM Q| [s:00aM
leave amount. -

|5/ | Wed 8/06 Sick Leave Taken 8.0 (Q
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Adding Comments For Leave Entered

iAdjust Sick Leave

| Adjust Vacation Usage
!Approve Adjust Holiday Pay
| Authorize Adjust Overtime
}Blood Organ donations

| Curtailment

|Emergency Leave
Employee Adjustment
|Legal Leave

Miltary Caregiver

B &

2. Click on the
i COMMENTS
appropriate comment Name:  Matiews006,
(shown highlighted in
blue)
3. Then click on the
right-pointing arrow. Available Comments Selected Comments
Adjust Sick Leave
Adjust Vacation Usage
| Approve Adjust Holiday Pay 3
Authorize Adjust Overtime
Blood Organ donations
Curtailment ¢
Emergency Leave
Employee Adjustment
iLegal Leave
4. CalTime will place the COMMENTS
comment in the Name: Matthews008, Ell
“Selected Comment”
section.
4
5. Click “OK”
Available Comments Selected Comments
Family lliness

Bt Cer
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6. When you return to TIMECARD Person & Id Matthews006, Eii (009909006)
your timecard view, you
will see a Comments

icon next to the “In” cell. — - — - —
If you hover your mouse 280 | Date Pay Code Amount | In T
pointer over the icon, = T 1 1

Time Period | Current Pay Period

. o & | Sunso3 | .

CalTime will display the

“Family lliness” &l | Mon8i04 | [ : 8:00AM

Comment ';EQ‘ Tue 8/05 ‘ - o = 1 BZOOAM
& | Weda8i6 | Sick Leave Taken % 8.0 =
&) Thu 8/07 C " - Family lllness |
& Frigos | | z
& | satsns | [ o

Deleting Comments Entered

Deleting Comments Entered

1. To delete the

comment, click comment  TIMECARD Person & Id Matthews006, Eli (009909006)

icon. Time Period | iRangeA of Dates + | (8032014
Add B
Row ate Pay Code Amount In Transfer
& | suns/3 : - Q
& | Monsio4 gl 8:00AM Q
& | Tuesns | | . 8:00AM Q
& | Wedsios | | VSVick Leave Taken s | [80 Q
& | Thusio7 - Q
& Fri 8/08 T Q
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Deleting Comments Entered

comment icon is no
longer visible.

6. Click the Save button.

o[ Fvwrove | comients =5 | “primary Aecount | Totow Summary || Retresh |

Add

Row Date | Pay Code

| sunsio3

@

*

Mon 8/04

Tue 8/05

@

*

[ | Wed8i06 [ Sick Leave Taken
Thu 8/07

@

Amount In
8:00AM
8:00AM

8.0

Transfer

Q

B p B

COMMENTS
Name: Matthews0086, Eii
2. The Comments
dialog box appears.
. 2
3. Click on the Left
arrow icon to select the Available Comments Selected Comments
comment. | Adjust Sick Leave amily liness
;Adjust Vacation Usage
. | Approve Adjust Holiday Pay e
4. Click OK. | Authorize Adjust Overtime
| Blood Organ donations —
| Curtailment
jEmergency Leave
| Employee Adjustment
|Legal Leave 3
Miltary Caregiver | |
"ok caneer
< Home
5. The comment is TIMECARD Person & Id Matthews008, Eli (009909006)
deleted and the ) =S =
Time Period | Range of Dates 8032014 | 8 [816/2014 2 g

™ Totais

i | Shift | Daiy
5:00PM 80 | 80
5:00PM 80 | 80
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Reviewing Your Timecard

Reviewing Your Timecard

TIMECARD Person & Id_Cross001, Katie (009905001)
1. From the Timecard, Time Period | Previous Pay Period + | 612212014 - 7/05/2014
ensure that you are 1
t|me perlod é’dog Date Pay Code Amount In Transfer Out
&) Sun 6/22 » . (o]

2_ Ensure a” your “|n" TIMECARD Person & Id Cross001, Katie (009205001)
and “Out” punches are Time Period | Range of Dates : | 612212014 & (722201
complete. For
employees with (S e
schedules pay special Qg\?/ Date Pay Code Amount In Transfer out i T°§;5“y
attention to “In” or G| ez | | : Q
“Out” times that are & | Mone23 | | g 8:00AM Q 85 | 85
highlighted in red, & | Tuee2s | | ~ 8:00AM Q | 430PM | B0
which '_nd|cate B | Tue6i2s | | 7S 7:00PM Q | 10:00PM | 30 | 110
g)e(tceecpttelznbs thCaatI_?_lrrene & | Wedé6i25 [ . 3:00PM :KB_NonEx_OTP 08 Eve q 11:30PM 80 | 80

y ’ & | Thueie | | =) 8:00AM Q 85 | 85
You may hover your ‘
cursor on the red box B | Frienz | : 8:00AM Q| 430PM | 80 | 80
and CalTime will tell
you what the red box
means.
3. Check your “Shift”
and “Daily” totals to TIMECARD Person & Id Cross001, Katie (009205001)
ensure that they add up Time Period | Range of Dates : | |6/22i2014 i 7/22§014
to the hours of expected — . :
work. =l "PrmaFy Recount - [ "Totals Summary | Refrash |
4. If you worked outside Qdm?/ Date Pay Code Amount In . Transfer Out i TmDa;Siry
your regular schedule (& | sunei22 : Q
(e.g., you worked night & | Mon6i23 ) 8:00AM q [43em 85 | 85
instead of day), make & | Tueezda | | : 8:00AM Q | 43em | so
zurpee:CaSJ[O);%l;rs entered @& | Tueei24 ) 7:00PM Q| 1000PM | 30 | 110

u 1

a work rule transfer that i || iy > e || ITTEREEITEETY - 5| i) i £
will give you the proper & | Thuei2e 7 8:00AM Q| 430Pm_ [ 85 | 85
overtime and shift @& | Friezr | | : 8:00AM Q | 430Pm |80 | 80
differentials.
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Reviewing Your Timecard

5. If you skipped a
lunch or took a longer

TIMECARD

Person & Id Cross001, Katie (009205001)

IUnCh, make sure yOU 6 Time Period Range qugliersr + 6‘2%2014 3—‘.‘1 | 712212014
or your supervisor
ve Wl Approve M Primary Account | Totals Summary [ Refresh |
made the proper
H p p Aad Date Pay Code Amount In Transfer Out Totals
adjustments. Row | | | Shift | Daiy
. | & Sun 6/22 n N
6. To review your = ‘ E Q
overtime, comp time, & | Mone23 s 8:00AM Q 85 | 85
shift differential, etc., & | Teesn 8008 Q | 4s0Pm | 80
click on the “Totals & | Tuee24 ral 7:00PM Q §1000Pm | 30 | 110
SummaI'Y” button. ‘é_,' Wed 6/25 3:00PM ;KB_NonEx_OTP 08 Eve
& | Thueze s 8:00AM 85 | 85
& | Frie27 8:00AM 4 on.l oa-
= Cancel Deductior]
[EX] Sat 6/28 Q ' ' '
7. CalTime displays a
Totals Summary TOTALS SUMMARY o —
window.
8. Review the Pay Time Period Range of Dates (6/22/2014 - 7/22/2014
Code Summary
section. Ensure that ACCOUNT SUMMARY
the proper pay codes Account Pay Code Money Hours
are used. «/-/-{009915001/009905001/Training Set 001/-
i -/-{-{Parkinson001, Deborah/Cross001, Katie/Training Set for the 001 Employee Set/-
9. Review the (total)
hours Overtime Double 0.5
10. If you find any Overtime Premium 8.5
discrepancies, notify s e S Pl
your supervisor. [ SSRTN Exan A il
PAY CODE SUMMARY
8 Pay Code Money 9 Hours
Ve U 0.5
Overtime Premium 8.5
Regular 92.0
Shift Diff Evening 8.0
Totals 0.00 1090
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Timecard Approval

Employee Timecard Approval

As mentioned previously, department practices regarding timecard approval vary. Check with your supervisor
to determine if you are required to approve your timecard.

Before approving your timecard, review the time entry, job transfers, work rule transfers and leave entry for
completeness and accuracy. Make any corrections that are necessary. Your supervisor may need to make
certain corrections, especially if the corrections require work rule transfers that only your supervisor can make.

NOTE:

For details on how to review your timecard, please refer to the section entitled “Reviewing Your
Timecard.”

After you finish leave entry and review of your timecard, you need to approve it. Remember, approval of your
timecard also signifies that you are finished with timecard entry for the pay period. Your approval constitutes
submission of your timecard and an indication to your supervisor that you are done with your timecard.

The deadline for approval is the employee’s last work day of the biweekly pay period (which closes on
Saturday at 11:59 pm). E.g., if your last day worked is Friday, you should review and approve your timecard
by end of day Friday.

By end of day Monday following the biweekly pay period close, your supervisor will review your timecard for
accuracy and approve it if no adjustments need to be made. Once your supervisor approves your timecard, it is
locked from further changes.

i t ALERT:
! If you need to make leave entries or adjustments and your timecard is locked, notify your
supervisor so that corrective action can be taken.

Timecard Approval

1. If the timecard is TIMECARD Person & Id Cross001, Katie (009205001)
complete and accurate 1 Time Period | Range of Dates +) [er22201a | BB [7s057201a
. « ”

Ellﬂ(o;m the “Approve : — | i
sy | Dae Pay Code Amount | In Transfer ot e T°§:ﬂy
& | sunez2 | | ~ Q
[& | Mon6i23 7:7 8:00AM Q 85 | 85
& | Tuee2s | | = 8:00AM Q | 43PM | 80
B | Tuesrs : 7:00PM Q | 1000PM | 30 | 110
& | wedeizs | | s 300PM | [ 1B NonEx OTP0BEve|Q | 11:30PM | 8O | 80
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2' O_nce a_pproved’ a TIMECARD Person & Id Cross001, Katie (009905001)
confirmation appears. et o e
Time Period Range of Dates + | | 6/22/2014 E 7/05/2014
Approvals: 2
"Remove Approval  [J] Primary Account | “TotalE'S :
Add Totals
Rowl Date . Pay Code Amount | In . Transfer v Out [ snit Daiy
Sun 6/22
Mon 6/23 8:00AM 4:30PM 85 8.5
Tue 6/24 8:00AM 4:30PM 8.0
Tue 6/24 7:00PM 10:00PM 3.0 11.0
Wed 6/25 3:00PM :KB_NonEx_OTP 08 Eve 30d 11:30PM 8.0 8.0

Employee Removing Timecard Approval

If you need to make changes to your timecard after approving it, you need to first remove your approval to
unlock your timecard for the update. However, if your supervisor has already approved your time, your
timecard is locked for changes. Notify your supervisor if your timecard needs to be edited.

Removing Timecard Approval

1 TO remove timecard TIMECARD Person & Id Cross001, Katie (009905001)

abproval click on the Time Period | Range of Dates :) [eiz2i201a | B [7i05/2014

“‘Remove Approval” Apgrovisi: 1

button.

2. Once approval is ,;“;f’v Date ‘ Pay Code . Amount In Transfer . Out i TOMDIZRY

removed, update your ;”"‘:z " oo [oe |

tlme“card and ;[hen click Tue 6/24 8:00AM 4:30PM 8.0

the “Approval” button. Tue 6/24 7:00PM 10:00PM 3.0 1.0
Wed 6/25 3:00PM ;KB_NonEx_OTP 08 Eve 30d 11:30PM 8.0 8.0

How to Add or Correct Entries for Prior Pay Periods (Historical Edits)

Once a pay period is closed and the timecard has gone to payroll for processing, any changes to those
timecards would be considered Historical Edits. If you need to add or change entries for prior pay periods,
contact your supervisor. Your supervisor will work with a timekeeper to make the necessary corrections.
Historical edits may adjust your pay or leave balances, depending on the type of correction. Here are
examples of when historical edits are necessary:

* Leave that was not recorded

* Leave recorded, but not taken

* Leave recorded incorrectly

* Time entry that required a work rule transfer (by the supervisor) to properly account for overtime, shift

differential, etc.
* Missed time entry that was not corrected
* Time entry assigned to the wrong job (for those employees with multiple jobs)
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Time Detail Report — Timecard Information

The Time Detail Report shows the time and leave entered into the employee’s timecard for a specified period
of time. In addition, the report will show totals for overtime, comp time, shift differential, etc.

Viewing the Time Detail Report

1. Go to the Home Ca‘ﬂ;;;"’e = Log Off | Change Password | Helg
screen shown.

2. Depending on where

you are within the TIMECARD Person & Id Cross001, Katie (009805001) 1

CalTime application, you Time Period | Current Pay Period +| 710612014 - 71912014

can click on “Home” to
get to the home screen.

W 2ining Log-Off{ Change Password | Help
CakTime e

2. From the home
screen, click on “My My Information
Reports” -+ My Timecard

- My Reports

< Home

REPORTS Name: Cross001, Katie

AVAILABLE REPORTS

3. Se|eCt “Time Deta'l" Time Period | Current Pay Period

(highlighted in blue)

My Accrual Balances and Projections
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Viewing the Time Detail Report

4. Select the Time
Period from the
dropdown list for the
period you wish to view.
5. Then click the View
Report button.

REPORTS

L |

AVAILABLE REPORTS

Schedule
| Time Detail

Name: Cross001, Katie

Time Per|

X v Previous Pay Period

Current Pay Period

Next Pay Period

Previous Schedule Period
Current Schedule Period

| My Accrual Balances and Projections

Next Schedule Period

Today

| Yesterday

= Week to Date
Last Week
Specific Date
Range of Dates

6. The top portion of the
report shows the time
entry and any leave. It
also shows work rule
transfers performed by
your supervisor.

7. The bottom portion of
the report shows the
totals for overtime, comp
time, regular time and
shift differential.

Time Period: Previous Pay Period Printed: 7/10/2014
Dates: 6/22/2014 - 7/05/2014
Name: Cross001, Katie |1D: 009905001 Pay Rule: KB_NonEx_OTP 08 Day 30d
Primary Account(s): 5/22/2014 - forever _-/-/-/009915001/009905001/Training Set 001/~
In Out AdjEnt  Totaled Cum. Tot. J
Date Apply To In Punch Exc Out Punch = (S)Amt it Ao Ak Absenc
Sun 6/22 0:00
Mon 6/23 B:00AM 4:30PM CD 8:30 8:30
Tue 6/24 8:00AM 4:30PM 8:00
Tue 6/24 7:00PM 10:00PM 3:00 19:30
Wed 6/25 3:00PM 11:30PM 8:00 27:30
JKB_NonEx_OTP 08 Eve 30d
Thu 6/26 8:00AM 4:30PM 6 8:00 35:30
Fri6/27 B:00AM 4:30PM 8:00 43:30
Sat 6/28 43:30
Sun 6/29 43:30
Mon 6/30 8:00AM 4:30PM 8:00 51:30
Tue 7/01 B:00AM 4:30PM 8:00 59:30
Wed 7/02 8:00AM 4:30PM 8:00 67:30
Thu 7/03 B:00AM 4:30PM 8:00 75:30
Fri7/04 g’;‘;‘]’p"“""""" 0:00 75:30
Sat 7/05 75:30
Totals 0.00 0:00 75:30 75:30
Account Summary
iAccount Pay Code Money Hours
/-1-1009915001/009905001/Training Set 001/
Overtime Premium 3:30
Regular 72:00
Shift Diff Evening 8:00
7
Pay Code Summary
Pay Code Money Hours
Overtime Premium 3:30
Regular 72:00
Shift Diff Evening 8:00
Totals 0.00 83:30
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Accrual Balances Report — Report of Comp Time, Sick and Vacation Balances

Accrual Balances Overview

The Payroll Personnel System (PPS) is the official record for accrual balances, sometimes referred to as leave
balances. All leave balance data in CalTime is derived from PPS.

* On the Thursday following each biweekly pay period, PPS calculates the leave balance for every non-
exempt employee and passes that information to CalTime.

* Accruals (Vacation and sick leave) earned are posted to PPS on the first of the month.

* Accruals earned will be included in the biweekly cycle that covers the first of the month. On the
Thursday following this pay period, you will see your balance increased by the amount of vacation and
sick leave earned.

* As comp time, vacation leave and sick leave are taken and entered into CalTime, CalTime balances will
update immediately.

* Aside from accruals earned, in certain cases, there are changes to leave balance in CalTime via the
information passed from PPS. For example if Leave without Pay, Catastrophic Leave, or Military Leave
are taken, leave balances will be adjusted accordingly.

Viewing the Accrual Balance Report

NOTE:

The report is titled “My Accrual Balance and Projections.” Please note that CalTime does not provide

projections.

Viewing the Accrual Balance and Projections Report
Training
C&‘Time === Log Off| Change Password | Help

1. Go to the home
screen shown in step 2.
Depending on where TIMECARD Person & Id Cross001, Katie (009905001)
you are within the Time Period | Current Pay Period +| 7/06/2014 - 71912014
CalTime application, you _ : '
can click on “Home” to Eﬂ (FCaTanS"<5 | PBFRRTy Recount~ [ YOtat Summary~ | "Rewesh"| : :
get to the home screen. Rﬁw | Date Pay Code Amount | In Transfer Out Me(:il Shit Otlij‘}:ﬂy

ng ©Offf Change Password | Help

CakTime

2. From the home

screen, click on “My My Information
Reports =+ My Timecard
[+ My Reports
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Viewing the Accrual Balance and Projections Report

< Home
REPORTS Name: Cross001, Katie
u"im' '.m i .Hﬂm m
3. Select “My Accrual AN RS
Balances and o Time Period | Current Pay Period
. . ” | Time Detail
Projections | s
I jMy Accrual Balances and Projections I
REPORTS Name: Cross001, Katie
View Report |
4. Enter the As Of date
for O r report b AVAILABLE REPORTS
you y —
C”Ckin on the Calendar [Sohadii Time Period | Specific Date
h g Time Detail
icon.
4
My Accrual Balances and Projections
| As Of |
/,©.086 Calendar w Sem.
REPORTS July
6 2014
Sun | Mon | Tue | Wed | Thu | Fri | Sat
. . View Report || |"Primary Account |
5. CalTime will present —— s 1 2 3 4 5 [
a calendar. From the AVAILABLE REPORTS 6 7 8 9 10 11 12
calendar, select the As Time Period | Specif
Scheodls: 13 14 15 16 17 18 19
Of date. Time Detail
6. Then click on the 23 R RS
“View Report” button. 27 28 28 30 3
|My Accrual Balances and Projections |
As Of .
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Viewing the Accrual Balance and Projections Report

MY ACCRUAL BALANCES AND
PROJECTIONS
eturn
6. CalTime will display Date Selected: 7/09/2014 Printed: 7/10/2014
the report The various Name: Cross001, Katie 1D: 0092905001
categories of leave Accrual Gode | Accrual  Period Ending  furthest Projected  Projected  Projected Projected  Balance w/o
balances are listed on Type Balance Taking Date Takings Credits Balance Proj. Credits
the left. Vacation 6 7
Maximum is also listed. o ok = N Hour 0:00 710912014 0:00 0:00 0:00 0:00
7. The “Period Ending R
Balance” column will s Hour 0:00 7/09/2014 0:00 0:00 0:00 0:00
show you the ending o1 Bank Y Hour 0:00 7/09/2014 0:00 0:00 0:00 0:00
balance as of the date
you selected. Sick Leave Hour 40:00 7/09/2014 0:00 0:00 40:00 40:00
Vacation Hour 80:00 7/09/2014 0:00 0:00 80:00 80:00
Vacation v x : 2 v
bkl Hour 0:00 7/09/2014 0:00 0:00 0:00 0:00
Resources

CalTime Support

For help using the CalTime system or to report any CalTime system issue, please submit a help request to the
CalTime Help Desk by sending an email to: caltime@berkeley.edu

CalTime Training

Training information for non-exempt employees can be found in the Training section of the CalTime website.
A variety of training resources are available, including:

* On-line Tutorials
* Guides and job aids

* Training classes, both hands-on and demonstrations
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