Supervisor of Non-Exempt Employees (Web):

CalTime

A friendly name transfer applies when an employee works a job that is not his/her primary assignment. For
example, a student employee primarily works in a cafeteria, but also has a secondary assignment a couple of
hours a week in a library.

If an employee only works his/her primary assighment in a day, there is no need to designate that an
employee is working his/her default assignment. It is necessary to show both the primary and secondary
assignments when he/she also works a non-primary job, contract, or grant in a given day.

1. Loginto CalTime. (See
the job aid “All_Logging
In to CalTime” for log-in
steps.)

Log Off| Change Password | Help

2. Click Timecard Exceptions ,‘
Genie. It will default to
the Current Pay Period.

You could also choose the
Non-Exempt Pay Period
Approval Genie if the pay
period has just ended. It will
default to Previous Pay
Period.

3. Select All Non-Exempt Training
P CafTime
Home and TranS. In N :::5xemp(Home§
lome
. Timecard | Schedule | Reports All Home and Tral€terred-in
the Show drop list.
p TIMECARD EXCEPTIONS Show |A|I Non-Ex Home and Trans. In_\
Time Period |Current Pay Period m
W | Select an Action
Employee ID Yoy o De;':r"“r:em Title Code Uncxcised Missed Punch Early In
Training
CafTime
Timecard | < Reports
TIMECARD EXCEPTIONS 4 Show
Time Period |Cunent Pay Period m
4. Because we are using the
. . g o | [SelectanAction
Timecard Exceptions - —
. . . . Employee ID Name 1 Dep;:‘r:ent Title Code zgzéﬁ:: Missed Punch Early In
Genie, Time Period will
009301064 Anderson064, Nick | AZCSS 4722C
default to Current Pay 009902064 Brickle064, Paula FJPPS 419U v
. 009903064 BriggsD64, Thomas FOREC 5332C v
Period. =
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Supervisor of Non-Exempt Employee (Web):

5.

6.

Select the employee who
needs a friendly name
transfer.

Click Timecard.

Training
o

CakTime

Timecard | Schedule | Reports

TIME&!\RD EXCEPTIONS

|A|I Non-Ex Home and Trans. In

M A

Show

Time Period |Curent Pay Period

| Select an Action

(S

Home . Unexcused "
Employee ID Name 17/ Department Title Code Bieaes Missed Punch Early In
009901064 AndersonD64, Nick AZCSS 4722C
—
009902064 . Paula FJPPS 4918V v
4 riggs064, Thomas FOEC 5332C v
—

Training
o

CalT

1ime
edule | Reports
TIMECARD EXCEPTIONS

(S

|A|I Non-Ex Home and Trans. In

M A

Show

Time Period |Curent Pay Period

| Select an Action

Employee ID R De::r"“,:em Title Code unaxused Missed Punch Early In
009901064 Anderson064, Nick | AZCSS 4722
002902064 BrickleD4, Paula FJPPS 4913U v
009903064 Briggs064, Thomas | FOREC 5332 v
_
7. Locate the correct date— Ly
. CafTime
which in this example will
mec Sche Reports
be Tue 10/ 28. TIMECARD Person & Id BrickieD64, Paula (003302064)
Time Period 10/26/2014 - 11/08/2014
8. Click the Search tool in [Sove [ Avorove [N Comments 3 W Primary Account | Totate summary | rereest MINECS CXE
the flrst Transfer column. égfl Date Pay Code Amount In ansfer Out
& Sun 1026
& Mon 10727 5:00AM Q | [a30Pm
5 7 Tue 1028 3:00AM 12:00PM
5 Tue 10128 12:30PM Q | [430Pm

If the employee is working two jobs in one day, you will need to add
a row to the date. See the supervisor job aid, “SUP_NEE_Splitting a

Shift_J_Web.docx”.
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Supervisor of Non-Exempt Employees (Web):

CalTime

9. Click the Job drop list TRANSFER SELECTION
arrow ACCOUNT
Job E! 9
Location [None -
Project |None
Supervisor ID [None

Search for Employee 1D

[ Seach ]

Too many entries .
Try limiting search.

Employee ID

LL6 [None
L7 [None
WORK RULE
[None
(PR | FESHERIS | FOFTyRESSS

é https://caltimetrn.berkeley.edu/?transfer=8&JobTransfer=no8

10. Select the appropriate
job.

TRANSFER SELECTION

ACCOUNT
Job [None |
Location LIBRARIAN-DOE, LIBRARIAN-DOE
LIBRARIAN-MOFFIT, LIBRARIAN-MOFFIT
Project :
STDT 2-LIB-CLLAW, STDT 2-LIB-CLLAW 1 O

: |
Supervisor ID [ 0T 3. IB-CLLAW, STDT 3-LIB-CLLAW

STDT 3-MEDIA-CLLAW, STDT 3-MEDIA-CLLAW
STDT1-LIB-CLLAW, STDT1-LIB-CLLAW
TDT2-ADMTEL-CLLAW, TDT2-ADMTEL-CLLAW

ploy Too many entries .
11. Click OK. Try limiting search.
|
LL6 |None
LL7 |None
WORK RULE
|None

11 | B

H Training >
12. Click Save to store the CalTme
changes to the timecard. :
“TIMECARD Person & Id Brickie084, Paula (003302064)
12 Time Period 10/26/2014 - 11/08/2014
The word, Roprove | Commentz || Primary Account || Votae Summary | weivech [ CZEERETI)
TIMECARD Changes Rgfv Date Pay Code Amount in Transfer out
from orange to black, S| S o R
q % Mon 10127 8:00AM Q | [a:30PM
and a message £ Tue 1028 ~ 3:00AM sTOT 2-MeDIA-CLLAW] A | [12:00PM
appears stating that 5 Tue 10728 12:30PM Q | [a30em
the timecard has been
saved.
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Supervisor of Non-Exempt Employee (Web):

13. Click the Search
tool in the second
Transfer column.

14. Click the Job drop-
list arrow.

15. Select the job the
employee is
transferring to.

'I;l'ainlng
CakTime
S - | Reports
TIMECARD Person & Id BrickleD54, Paula (003902064)
Rl [Current Pay Period 10/26/2014 - 11/08/2014
S Roprove |l Eomments =~ |l FPrimary Recount™ [ otals Summary || erre=h- R COETIRET
Add
Row Date Pay Code Amount In Transfer Out
swmiozs | [ [&] Q
) Mon 10727 5:00AM Cig) [+30em
B Tue 10/28 1 3:00AM STDT 2-MEDIA-CLLAWG 12:00PM
& Tue 10/28 |_ ~] 12:30PM 4:30PM
® wedtoze | [ [V 3:00AM 4:30PM
—

TRANSFER SELECTION

ACCOUNT 1 4
Job |ﬁ@|
[v]

Location INone v
Project |None
Supervisor ID [None

Search for Employee ID

l— Search |

ployee ID Too many entries ...
Try limiting search
I

LL6 |None
LL7 |None
WORK RULE
|None
([ Cancer | prmary Aceount |
TRANSFER SELECTION
ACCOUNT
Job
Location LIBRARIAN-DOE, LIBRARIAN-DOE
LIBRARIAN-MOFFIT, LIBRARIAN-MOFFIT
Project STDT 1-CRRJ-CLLAW, STDT 1-CRRJ-CLLAW
STDT 2-LIB-CLLAW, STDT 2-LIB-CLLAW
: STDT 2-MEDIA-CLLAW, STDT 2-MEDIA-CLLAW
SupervisorID | orp1 3 | iB-CLLAW, STDT 3-LIB-CLLAW 1
gl Sty 5
STDT1-LIB-CLLAW, STDT1-LIB-CLLAW
.., v W _ ]
Employee ID Too many entries ...
Try limiting search.
]
LL6 |None
LL7 |None
WORK RULE
|None
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Supervisor of Non-Exempt Employees (Web):

16. Click OK.

17. Click Save to store

your changes.

TRANSFER SELECTION

ACCOUNT
Job
Location INone
Project |None

Supervisor ID INone

Search for Employee ID

l— Search

Employee ID o0 many entries ..
Try limiting search.
LL6 |None
LL7 |None
WORK RULE
|None
Training
CakTime
- | Reports

“TIMECARD

Person & Id BrickleD&4, Paula (009302064)

RLEY LR Current Pay Period ] 1082014 - 111082014

e Date Pay Code Amount in Transfer out
& Sun 10126 Q
FA Mon 10127 3.00AM Q | [a:30PM
&) Tue 10/28 5:00AM sTDT 2.MeDIA-CLLAW] Q| [12:00Pm
& Tue 10/28 12:30PM sToT1-LB-cLLawmi | X | [4:30Pm

Below you see the end result, two job transfers in separate rows, on the same day:

Training
o

CakTime

Log Off | Change Password | Help

neca Reports < Home
TIMECARD Person & Id Brickle084, Paula (009902064)
Time Period [EE NI | 10/25/2014 - 1110812014

il el R el Bl | [secton asionY]

Add Totals
Add Pay Code Amount In er Out NoMeall i | Daily

& | Q o

& W | 8:00AM Q | [a30Pm O 80 | 80

5 Tue 10/28 | 3:00AM STDT 2-MEDIA-CLLAWI O\ 12:00PM O

A Tue 1028 | | 12:30PM stoTr-s-cLeawmmn | X | [4:30em o |80 |80
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Supervisor of Non-Exempt Employee (Web):

18. Click Home to return
to the Genies and
Reports, or click Log
Off to end your
CalTime session.

CabTime

Timecard | 5 e | Reports
TIMECARD Person & Id Brickie02. Paula (009902002)

Time Period [TV 8/03/2014 - 8/1612014

Log Off | C ange Password | Help

18

[Select an Action[]
Add Totals
e Date Pay Code Amount in Transfer out NoMeal e TS
%) swiems [ [ ~ Q O
= Mon 8104 N‘ ] 7.00AM LIBRARIAN-DOE/H | X | [12.:00Pm g |50 | so
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Supervisor of Non-Exempt Employees (Web):

CalTime

Deleting a Friendly Name Transfer
If a friendly name transfer is entered in error, it can easily be deleted. The following steps show you how:

1. Clickin the friendly name’s
Transfer cell.

2. Note the “x” at the right of
the friendly name.

3. Click the “x”, and the
friendly name will
disappear.

4. Click Save to store your
change.

CakTime

Reports

TIMECARD

Person & Id Brickie002, Paula (009902002)

RELCRE L (Previous Pay Period 7/20/2014 - 8/02/2014]

Pay Code

|Select an Action

Add
Row Date
£ sun720 | [
5 Mon 7721 |

Training
CakTime
T Reports

TIMECARD

I

Amount In Transfer
7:00AM LIBRARIAN-DOE///
vl £V

1-2

Person & Id Brickle002, Paula (009902002)

Time Period |EETZIIZT] V] 71202014 - 810212014

['S=ve || Roproven | Gomment= =5 | Prmary Recount™ | ot Summry~ | "Rerrest [ B E |
ég:, Date Pay Code Amount In Transfer Out
%) Sun 7/20

Training

CakTime

- | Reports

“TIMECARD

3

Person & Id Brickie002. Paula (009902002)

Time Period | LR %] 712012014 - 810272014

] el e I | [eeemicanly]

Row Date Pay Code Amount In Transfer
& smr20 | [ ¥ Q
FA Mon 7/21 7:00AM Q

5. Click Home to

return to access to
the Genies and
Reports, or click

TIMECARD

Approvals:

T 9 S
- — Log Off | Ct inge Password | Help
CalTime —_—
Person & Id Brickle002, Paula (009902002)

Time Period [ ay Period v] 6222014 - 71052014

B = E 5" | rimary Account || Totals Sammary | Refre=h” [N ETEEREM)|
Log Offtoendyour | =" .0 . —
CalTime session. = & =
= L — 7ot | [sazem &s &s
= -
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