Exempt Employees (Web)

HOW TO REPORT PROJECT TRACKING HOURS

Project hours are tracked on the CalTime timecard using the Project paycode and the Transfer
function. You can track time against one or more projects in a day.

Best Practice: enter your project hours on a daily basis to save time at the end of the month.

1. Select My Timecard from the My Information pane.

C ‘ Training
My Information My Links

1 = My Timecarg - RDP Aid Enter Leave & Approve
+ My Reports - Web Aid Enter Leave & Approve

Current Pay Period is the default Time Period at login for employees.

2. Click the Pay Code drop-list arrow and select Project Tracking to record hours to a project.

TIMECARD Person & Id Baylor004, Ed (009919004)
I'nme Period Current Pay Period I v 6/01/2014 - 6/30/2014

s (FSTNESNIDN [ EOVFyIOUOUNON [y EVGUSUUIIIIY [y "

Add

Date Pay Code Amount In Transfer

Row

& Sun 6/01 v Q
& Mon 6/02 2 =0 Q
& Tue6/03 | | Aternate Holiday Taken Q

Bereavement-Sick Leave Taken

&) Wed6/04 | | ERiT-Empl. Reduction In Time Q
+ FMLA-Sick

&) ThUB0S || EpLAVacation Q
£ Frigiog | |Jury Duty Q
o Leave without Pay

& Sat 6/07 Military Leave Not Paid Q
- Military Leave Paid

5 Sun 6/08 Professional Development Q

PTO Taken

& Mon 6/09 Sick Leave Taken Q
n Union Business Leave

= Tue 6/10 Vacation Leave Taken Q
. Workers' Comp-Sick

&) Wed 6/11 Norkers' ou acation q
& UL E IRl [Project Tracking Q
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Exempt Employees (Web)

3. Enter the number of hours in the Amount field.

CabTime

" TIMECARD Person & Id Baylor004, Ed (00

Time Period Current Pay Peri(

"Save~ |} "Approve || Commants 55 || primary Account || Totate Summary

Add
2 Date Pay Code Amount
%) Sun 6/01 v

(&) Mon 6/02 Project Tracking v |2 l 3
(%) Tue 6/03 v }

4. Click the search icon in the Transfer column.

TIMECARD Person & Id Baylor004, Ed (009919004)
Time Period Current Pay Period ¥ 6/01/2014 - 6/30/2014
[Save™ “Comments 3| [otals Summary | Refresh |
Add
Date Pay Code Amount In Transfer

Row
Sun 6/01 - Q

(5
( Mon 6/02 Project Tracking v 2 4
Tue 6/03 v

¥
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5. Inthe Transfer Selection screen, click on the Project drop-list arrow and select the project to

which you want to assign the hours you have entered.

Kronos Workforce Central(R) - Mozilla Firefox

@ https://caltimetrn.berkeley.edu/wfc/applications/wtk/html/ess/transfer-search.jsp?transfer=&JobTransfer=1

TRANSFER SELECTION

ACCOUNT

Job

Location

Project

Supervisor ID

AP Bears, AP Bears

AP Recruit, AP Recruit

API-Berkeley Box, API-Berkeley Box

AS - BFSGS, AS - BFSGS

AS - BHappy, AS - BHappy

AS - CAP, AS - CAP

AS - TAM Transition, AS - TAM Transition

AS ETS Work, AS ETS Work

AS Financials, AS Financials

AS-COIS Transition, AS-COIS Transition

ASAG - AD - BRZ, ASAG - AD - BRZ

Bl Beill ASAG - AD - DSP, ASAG - AD - DSP
ASMF Portal, ASMF Portal
ASMF-CourseRank, ASMF-CourseRank
ASPS - Blu, ASPS - Blu
ASPS - HRMS, ASPS - HRMS
ASWA - CMR, ASWA - CMR

Employee ID

Training

LL7

_LE N

NOTE: The Local Department Administrator for Project Tracking is responsible for creating the projects.
The Project Tracking web app automatically adds new jobs to CalTime every night. If your project does

not appear in the list, contact your supervisor.
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Exempt Employees (Web)

6. Click OK.

@ Kronos Workforce Central(R) - Mozilla Firefo;

@ https://caltimetrn.berkeley.edu/wfc/applications/wtk/html/ess/transfer-searct

TRANSFER SELECTION
ACCOUNT
Job None A
Location None v
Project AP Bears, AP Bears v
Supervisor ID None v
Search for Employee ID
Search
Employee ID [, many entries ... -
Try limiting search.
Training None v
LL7 None v

6
%m

7. To report hours against multiple projects, you must use the Add Row function.

" TIMECARD Person & Id Baylor004, Ed (009919004)
Time Period Current Pay Period v 6/01/2014 - 6/30/2014
== “Comments - [ Totals Summary [ Refresh |
Add
Date Pay Code Amount In Transfer
Row
(] Sun 6/01 - Q
E‘ 7 Mon6i02 | Project Tracking - 2 /IAP Bears/il Q
- Tue 6/03 = Q
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Exempt Employees (Web)

You now see two rows for June 2"°. Add as many rows as you need for each day.

TIMECARD Person & Id Baylor004, Ed (009919004)

Time Period Current Pay Period v 6/01/2014 - 6/30/2014

N RS Ly U ) s py—

aad Date Pay Code Amount In Transfer

Row

&) Sun 6/01 v Q\
5 Mon 6/02 Project Tracking v 20 /IAP Bears//// Q
&) Mon 6/02 - Q
5 Tue 6/03 [ = Q
& Wed 6/04 - Q

As shown below, after having added a third row, June 2" shows three separate projects
and their associated hours.

< Home

TIMECARD Person & Id Baylor004, Ed (009919004)

Time Period Current Pay Period v 6/01/2014 - 6/30/2014

s [OOSR, [IYSSISRSISPS [y W
= Totals

sy Date Pay Code Amount In Transfer Out -
Row Shift Daily
(&) Sun 6/01 - Q

(£ Mon 6/02 Project Tracking v 2.0 /IAP Bears//// oy

(&) Mon 6/02 Project Tracking v 4.0 /NS-CalShare//// Q

(% Mon 6/02 Project Tracking v 2 /[EAS - Gen Eq//l/ o}

"
& Tie 6103 by v Q

Log Off | Change Password |

Training

CakTime

< Home

TIMECARD Person & Id Baylor004, Ed (009919004)

Time Period Current Pay Period ¥ 6/01/2014 - 6/30/2014

“Primary Account || otate Summary | wefresh |
-

8 Save Approve
f
Add |\ Date Amount In Transfer Out fotals

Row Shift Daily
%) Sun 6/01 Q

2] Mon 6/02 Project Tracking /IAP Bears//// Q

&) Mon 6/02 Project Tracking /N1S-CalShare//l/ Q

%) Mon 6/02 Project Tracking /IEAS - Gen Eq//l/ Q

TIMECARD is orange to indicate you
have not yet saved your changes.
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Exempt Employees (Web)

8. When done with your edits, click the Save button.

'I;raminq Log Off | Ch P d
og Off | Change Password |
CabTime
|
< Home
TIMECARD Person & Id Baylor004, Ed (009919004)
Time Period Current Pay Period v 6/01/2014 - 6/30/2014
[I—— —
ngdv Date ay Code Amount In Transfer Out Shift TOlaITDa"Y
=Y Sun 6/01 v Q
e Mon 6/02 Project Tracking v 20 /IAP Bears//// Q
& Mon 6/02 Project Tracking v 20 I/EAS - Gen Eq//l/ Q
& Mon 6/02 | project Tracking - 40 /1S-CalShare//// Q 8.0
\ Look above the Save button to see confirmation that your

timecard has been successfully saved.

9. Click Log Off to properly exit CalTime.

e g Off | hange P d | Hel
4 tl Log Off | ’hange Password | Hel
CafTime ——————————————— i
=
9 < Home
TIMECARD Person & Id Baylor004, Ed (009919004)
Time Period Current Pay Period v 6/01/2014 - 6/30/2014
s it [SYOTSISEIEYN | SRS
=
add Date Pay Code Amount In Transfer Out ioials
Row Shift Daily
&) Sun 6/01 - Q
5 Mon 6/02 Project Tracking v 20 /IAP Bears//// Q
5/ Mon 6/02 Project Tracking v 40 /NS-CalShare//// Q
& Mon 6/02 Project Tracking v 2 IIEAS - Gen Eq//i/ Q
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