Supervisor of Non-Exempt Employees (RDP):

CalTime

Once you have created and assigned a schedule to an employee, you may need to edit a portion of it to
accommodate changes to his/her schedule, such as vacation leave. For this, you will edit individual shifts,
rather than applying a pattern template, as you may have done when you first created the employee’s
schedule. The following example modifies a schedule for non-exempt employee, Carl Haggerty, to
accommodate a seven-day vacation leave.

1. Login to CalTime using RDP. (See instructions on how to log in via RDP at
http://caltime.berkeley.edu/access.

2. Click the Scheduling
tab, and then click

nnnnnnn
Log Off| Change Password| Help

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

SCHEDULING

Timecard | Schedule | Reports Scheduie Edor
Schedule Editor. NON-EXEMPTPAY PERIODAPPROVAL | "ocrc e 1= (oo~ o
Last Refreshed: 3:04PM
Actions v Amount v Schedule v Approvals
PersonD|  MName 1/ [Ttle Code 'P'u‘s::: i’g‘;’fmﬁ i:::{‘m ""’";::E";:;” HCl Manager | REG | OTS | OTP | ot2 | c1s | ¢ | cr2 | Vacation Sick Holday payug
00990...| Anderson002, Nick| 4722C | v Parkinson002,De..| 620 28
00990.. | Bricke002, Paula | 4723C | v Parkinson002,De..| 720 20 25 80
00990...| Briggs002, Thomas| 5332¢ | v Parknson002,De..| 80 49
00990...| Carter002, Rick | 75830 Parknson002,De..| 80 100
00980..| Cross002, Katie | 4722C | v 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,

3. Ifitisn’t visible in the Show field, choose All Non-Exempt Home from the Show drop list.

Training

Log Off| Change Password | Help
CakTime o

GENERAL ¥ MY GENIES® ¥ SCHEDULING ¥ MY INFORMATION ¥ | MYLINKS ¥

Timecard | ¢ e | Reports

SCHEDULE EDITOR

Loaded 10:92M Show ;\I\[:cor:e v Time Period | Current Schedule Period
Au e j 44 4 7/2712014-3/022014 » B
BY EMPLOYEE | BY GROUP 3 IAII Non-Exempt Home.l\Tll
@ Actions v Shift v Pay Code ¥ View v < [
Name 1/ Sch Hrs. Sun 7/27 Mon 7/28 Tue 7/29 Wed 7/30 Thu 7/31 Fri 8/01 Sat 8/02
|Anderson002, Nick 40.00 7a-330p 7a-330p 7a-330p 7a-330p 7a- 330p
Brickle002, Paula 42.50 8a - 430p 8a - 430p Ba - 430p 8a - 430p 8a - 430p
Briggs002, Thomas 37.50 3p-1p 3p-11p 3p-11p 3p-11p 3p-11p
Carter002, Rick 37.50 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
Cross002, Katie 42.50 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
Haggarty002, Carl 0.00
Jackson002, Shan... 0.00|

4. To the right you see CalTime e

Carl’s schedule, which p—

*SCHEDULE EDITOR

continues Forever. rime P [CorenSchedie Pered

BY EMPLOYEE | BY GROUP

“ <

SN | Actions v shift v Pay Code ¥ View ™

Name 1/ Sch Hrs. Sun 7727 Mon 7/28 Tue 7/29 ‘Wed 7/30 Thu 7/31 Fri 8/01
Janderson002, Nick 40.00 7a-330p 7a- 3300 7a-330p 7a- 3300 7a-330p
Brickie002, Paula 4250 8a- 4300 8a- 4300 8a-430p 8a- 4300 8a- 4300
Briggs002, Thomas 37.50 4 3p-11p 3p-11p 3p-11p 3p-1p 3p-11p
Carter002, Rick 37.50) 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p

Haggarty002, Carl 42.50 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p I
— — — — —
lackson002, Shan 0.00 I3
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Supervisor of Non-Exempt Employee (Web):

CalTime

CakTime

Timecard

| MY INFORMATION ¥

| GENERAL ¥ MY GENIES® ¥ SCHEDULING ¥

5. To confirm this, right-
click on Carl’s name,
and click on Schedule

Outline.

- | Reports

SCHEDULE EDITOR

Show | Al Non-Exempt Home
Loaded: 5:02PM

Time Period

BY EMPLOYEE | BY GROUP

@ Actions ¥ Shift ¥ Pay Code ¥ View ¥

Name 1/ Sch Hrs. Sun 7727 Mon 7/28 Tue 7/29 Wed 7/30
|Anderson002, Nick 40.00 7a-330p Ta-330p 7a-330p
Brickle002, Paula 42.50| Ba - 430p B8a - 430p 8a - 430p
Briggs002, Thomas 37.50 3p-11p 3p-1p 3p-11p
Carter002, Rick 37.50) 3p-11p 3p-11p 3p-11p
Cross002, Katie 42.50 730a - 430p 730a - 430p 730a - 430p

a=garty002, Carl 42.50 730a - 430p 730a - 430p 730a - 430p
AddPattern ¥ L0002, Shan... 0.00
Edit Pattern
002, Hanna 42.50 Ta-4p Ta-4p Ta-4p
Delete Pattern  »
5 hews002, El 0.00
3 .
venUDZ‘ Sam 35.00 1M1a-7p Ma-7p Ma-Tp
thez002, Raul 40.00| 11a-730p 1Ma-730p 11a-730p
Timecard —= 002, Philip 0.00
Reports => 0 = 3

6. The Schedule Outline

displays Ca rl’s Haggarty002, Carl R Time Period: 7/27/2014 - 8/02/2014
SChedUIe details' et patem TraEt Forever 1\.;l?;:;diiOp(Mnn.Tue".".’ea.Tnu. Fri)
When you are done

reading them, click

OK.

6 e

In order to place his vacation
leave into the schedule, we
will add a Pay Code into each
day Carl will be on vacation.

. . Training ofric
7. From the Time Period [cabTme - > e
. GENERAL v || MY GENIES® ~ || SCHEDULING v || MY INFORMATION v || MY LINKS ~
drop list, choose the
SCHEDULE EDITOR
H o ow | Al Non-Exempt Home ~ | I  Time Period |Current Schedule Period v | [RTN7ZZRT
IaSt (o} ptlo n, Ra nge Of Loaded: 12:26PM - : B rime rened Current Schedule Period | = “
Next Schedule Period
” BY EMPLOYEE | BY GROUP —
Dates”. Ve
BESEN | Actions - shift > Pay Code ¥ View > 7 Week to Date
Name 1/ Sch Hrs. Sun 727 Mon 7/28 Tue 729 st ek aThu 7/31 Fri 8/01
. |Anderson002, Nick 40.00 7a-330p 7a-330p 78 172812014 - 712812014, Rey | 7a-330p
Make sure you can view a Brickie002, Paula 250 8a- 4300 8a- 4300 b c 8a- 4300
Briggs002, Thomas 37.50) 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
range of dates that will at (Carter002, Rick 3750 -11p -11p -11p -11p - 11p
(Cross002, Katie 42.50) 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
H H i R R N 5 -430p
|eaSt d |Sp|ay th e t| me fra me Haggarty002, Carl 4250 730a - 430p 730a - 430p 730a - 430p 730a - 430p 7308
Jackson002, Shan. 0.00
. . ) .
in which Carl’s vacation falls.
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CalTime

Supervisor of Non-Exempt Employees (RDP):

8. For this example, the
Start Date should be
7/28/2014 with an
End Date of
8/15/2014, so | can
view his vacation
leave and the
schedule that

surrounds it.

Click OK.

E Select Range of Dates [ x|

8

*Start Date: 71282014

*End Date:

9

8/15/2014

)

10. Use the scroll bar at
h b f h CaiTlme
t e Ottom O t e GENERAL v MY GENIES® ¥ SCHEDULING ¥ | MY INFORMATION v MY LINKS ¥
h d I d- Timecard | ¢ Reports
schedule Editor to SCHEDULE EDITOR == T
w [AlNon Exempt Home i 7
scroll to the right and [z F
. BY EMPLOYEE BY GROUP
bring the second week
@ Actions v Shift v Pay Code ¥ View ¥
Into view. Name 1/ Sch Hrs Frigin satain2 Sun 8103 Mon 804 Tue 8105 Wed 8/06
landerson002, Nick 12000 7a-330 7a- 3300 7a- 3300 7a- 3300
Brickie002, Paula 12750 Ba-430p 8a - 430p 8a - 430p 5a - 430p
Briggs002, Thomas 11250 [3p-11p 3-11p 3-11p 3-11p
Carter002, Rick 11250 3p-11p 3p-11p 3p-11p 3p-11p
Cross002, Katie 12750 [730a- 430p 0a - 430p 730a - 430p
Haggarty002, Carl 12750 730a-430p 7308 - 430p Fua -430p 7308 - 430p
Uackson002, Shan.. 0.00
Love002, Hanna 12750 7a-4p 7a-4p 7a-4p 7a-4p
Matthews002, El 0.00
Nguyen002, Sam 10500 11a-7p 11a-7p 11a-7p 11a-7p
Sanchez002, Raul 12000 11a-730p 11a-730p 11a-730p 11a-730p
Smith002, Phillp 0.00
Scheduled Hours 1,080.00 72 72 0 0 72 72 72
Number of Emplo 12 g 9 0 0 9 9 9
10 [~ —
LS —
ight-click in th Il
11. Right-click in the ce T
. akTime :
for the fl rst day Of GENERAL ¥ MY GENIES® ¥ SCHEDULING ¥ MY INFORMATION ¥ MY LINKS v
C rI, t. n (.n th. Timecard | < < | Reports
arl’s vacation (I IS SCHEDULE EDITOR —
Show |AllNon-ExemptHome v | EFF Time Period
Loaded: 12:49PM
example, 8/04).
BY EMPLOYEE BY GROUP
@ Actions v Shift v Pay Code v View v
12. Click Add > Pay Code. Name 1/ Sch Hrs Frigi1 sat 802 Sun 8103 Mon 8104 Tue 805 Wed 8106
/Anderson002, Nick 12000 7a-330p 7a-330p 7a-330p 7a- 3300
Bricke002, Paula 12750 [8a- 4300 Ba - 430p 8a-430p a - 430p
Briggs002, Thomas 1250 l3p-11p 3-11p 3p-11p 3p-11p
Carter002, Rick 1250 3p-11p 3-11p 3-11p 3p-11p
Cross002, Katie 127.50 730a - 430p 730a - 430p 730a - 430p 730a - 430p
Haggarty002, Carl 127.50 7308 - 430p 7308 - 430p
Add »| Shift -
Jackson002, Shan. 0.00
Edit »| Pay Code 3
Love002, Hanna 12750 7a-4p L e —
Matthews002, El 0.00 - -
Nguyen002, Sam 10500 1a-7p 1a-7p E”( 1a-7p
Sanchez002, Raul 12000 1a-730p ta-ram | 11a- 7300
'Smith002, Philip 0.00 -
Delete
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Supervisor of Non-Exempt Employee (Web):

CalTime

13. Make sure the
Effective Date the first
date of the vacation.

14. The Pay Code should
read “Vacation Leave
Taken”. (Other Pay
Codes are available on
the drop list.)

15. Type “8” for the daily
Amount. (You could
enter “8” or “10” or
“12”, depending on
what constitutes a full
workday.)

16. Click the Override
Shift check box, and
select the Whole Shift
option (so the entire
shift is replaced on the
schedule, and the
employee is not
expected to work on that
day.)

17. Make sure the Start
Time is the normal
beginning time for
Carl’s shifts.

18. Repeat for 5 days.

B Pay Code Editor [x]
| Effective Date | 810412014 - 1 3
Pay Code Vacation Leave Taken -
*Amount (hh:mm) | 8.0 -

(] override shift
(® Whole Shift () Partial Shift

*Start Time 7:30AM %
*Repeat for (D)
Lo | concel |
Pay Code Editor [ ]
Effective Date ' 8/04/2014 -

Pay Code Vacation Leave Taken bl 4

*Amount (hh:mm) | 8.0| \

Override Shift
(® Whole Shift () Partial Shift

*Start Time 7:30AM %
*Repeat for (D) S
Lo conce |
E Pay Code Editor
Effective Date | 8/04/2014 v
Pay Code Vacation Leave Taken -

*Amount (hh:mm) | 8.0 v 16
Override Shift
@ Whole Shift fal Shift

*Start Time 7:30AM %
*Repeat for (D)
Lo | Cancel |
B3 Pay Code Editor [ ]
Effective Date | 8/04/2014 -
Pay Code Vacation Leave Taken v
*Amount (hh:mm) | 8.0 v

Override Shift 1 7
@® Whole Shift () Partigl S

Lok | Cancel |Uiclp |

*Start Time 7:30AM

*Repeat for (D) 5 e

If you repeated for 7 days, it would include Saturday and Sunday.
To tag the following Monday and Tuesday as the last two days of
vacation, input the Pay Codes for them separately.
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Supervisor of Non-Exempt Employees (RDP):

CalTime

19. Click OK.

Effective Date | 8/04/2014 -
Pay Code Vacation Leave Taken -
*Amount (hh:mm) | 8.0 v

Override Shift
(@ Whole Shift () Partial Shift

*Start Time 7:30AM

*Repeat for (D) 5

19 Ee=mm

Below you see the second week of Carl’s schedule, plus the first two days of the third week. We will edit
those two day so they are storing the Vacation Leave Taken Pay Code. After that, Carls’s 7:30 AM—4:30
PM schedule will resume.

e Log Off| Change P d|Hel
og ange Password | Help
CalTime ‘ —_— —————
| GENERAL v || MY GENIES® v SCHEDULING ¥ || MY INFORMATION ¥ MY LINKS v
Timecard € e | Reports
SCHEDULE EDITOR —
Loaded: 12951 Show Time Period
44 4 7/28/12014-8/15/12014 » »»
BY EMPLOYEE | BY GROUP
@ Actions v Shift v Pay Code ¥ View ¥
Name 17 Sch Hrs. Mon 7/28 Tue 7/29 Wed 7/30 Thu 7/31 Fri 8/01 Sat 8/02 Sun 8/03 Mon 8/04 Tue 8/05
|Anderson002, Nick 120.007a - 330p 7a-330p 7a-330p 7a-330p 7a-330p 7a-330p 7a-330p
Brickie002, Paula 127.508a - 430p 8a - 430p 8a - 430p 8a - 430p 8a - 430p 8a- 430p 8a- 430p
Briggs002, Thomas 112.503p - 11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
Carter002, Rick 112.503p - 11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
Cross002, Katie 127.50730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
Haggarty002, Carl 125.00730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p Vacation Leave TakelVacation Leave Take
Hackson002, Shan... 0.00

Training

Log Off| Change Password | Hel
CaiTlme : e ————————————————— . . B

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

Timecard Reports

SCHEDULE EDITOR

Loaded: 1:29PM

Show | All Non-Exempt Home BZEW  Time Period

44 4 7/28/12014-8/15/12014 » >
BY EMPLOYEE | BY GROUP

@ Actions ¥ Shift v Pay Code ¥ View ¥

Name 17 Sch Hrs. Mon 8/04 Tue 8/05 Wed 8/06 Thu 8/07 Fri 8/08 Sat 8/09 Sun 810 Mon 8/11 Tue 8/12

/Anderson002, Nick 120.00, - 330p 7a - 330p 7a-330p 7a-330p 7a-330p 7a-330p 7a-330p
Brickle002, Paula 127.50) - 430p 8a - 430p 8a - 430p 8a - 430p 8a - 430p Ba - 430p Ba - 430p
Briggs002, Thomas 112501 -11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p

Carter002, Rick 11250 -11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p

Cross002, Katie 127.50i0a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p 730a - 430p
Haggarty002, Carl 125.00acation Leave TakerVacation Leave TakelVacation Leave TakelVacation Leave TakelVacation Leave Takel 730a - 430p 730a - 430p

e ————
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CalTime

Supervisor of Non-Exempt Employee (Web):

20.

21.

Right-click in the cell
for the second
Monday of Carl’s
vacation. (In this
example, we right-
click Monday
8/11/2014.

Click Add > Pay Code.

Training

Timecard

Loaded: 1:29PM

BY EMPLOYEE

Name 17
/Anderson002, Nick
Brickle002, Paula
Briggs002, Thomas
Carter002, Rick
Cross002, Katie
Haggarty002, Carl
Uackson002, Shan...
Love002, Hanna
Matthews002, Ei
Nguyen002, Sam
Sanchez002, Raul
Smith002, Philip

CakTime

GENERAL v

Reports

SCHEDULE EDITOR

BY GROUP

Sch Hrs.

120.00[7a -
127.50/8a -
112.50(3p -
112.50(3p -

MY GENIES® ¥

SN | Actions v shift v Pay Code ¥ View ¥

Thu 8/07
330p
430p
1p
1p

127.50/730a - 430p

125.00 Vacation Leave TakelVacation Leave Takel

0.00

127.507a -

0.00

4p

105.00111a-7p
120.0011a - 730p

0.00

SCHEDULING ¥ MY INFORMATION ¥ MY LINKS v

Show | All Non-Exempt Home ~ | BEEW  Time Period | 72872014 - 811512014, ...~ | EEATEE
Frigiog Sat 809 Sun 810 Hon 8/11 Tue 8/12 Wed 813
7a- 330p 7a- 330p 7a- 330p 7a- 330p
8a- 430p 8a- 430p 8a- 430p 8a- 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
730a - 430

Add ift =

Edit e
7a-dp 784 | insert shift Tempiate =
Ma-Tp ta-7p | Ma-7p
11a-730p 11a-730p ::(E 11a-730p

22,

23.

24,

25.

Make sure the
Effective Date is the

date for that — |

Monday.

Use the same
settings as above for
Pay Code, Amount,
Override Shift,
Whole Shift, and
Start Time.

Repeat for 2 days.

Click OK.

Pay Code Editor

Pay Code

*Start Time

*Amount (hhi

> Effective Date | 8/11/2014

Vacation Leave Taken

mm) 8.0

Override Shift

(® Whole Shift (O Partial Shift

24

7:30AM

*Repeatfor (D) 2

Eeaem

122

-

v

23

A

/.Z

25

Note that the last week has two vacation days, then the pattern of Carl’s shift resumes on Wednesday

(and will continue Forever.)

CabTime

Timecard

Training

GENERAL ¥ MY GENIES® ¥

Reports

*SCHEDULE EDITOR
Loaded: 1:29PM

BY EMPLOYEE | BY GROUP

@ Actions v Shift v Pay Code v View v

Show

SCHEDULING ~

All Non-Exempt Home

| MY INFORMATION ¥ MY LINKS ¥

71282014 - 8152014, .. v | TR

Log Off| Change Password | Help

44 4 7/28/2014-8/15/12014 » B>

Name 1/ Sch Hrs. Thu 8/07 Fri 8/08 Sat 8/09 Sun 8/10 4 Tue 8/12 Wed 8/13 Thu 8/14 Fri8Ms
|Anderson002, Nick 120.00a - 330p 7a-330p 7a-330p - 330p 7a-330p 7a-330p 7a-330p
Brickle002, Paula 127.50a - 430p 8a- 430p 8a- 430p 3% Ba - 430p Ba - 430p Ba - 430p
Briggs002, Thomas 112.50p -11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p 3p-11p
Carter002, Rick 11250p -11p 3p-11p 3p-11p 3p-11p 11p 3p-11p 3p-11p
Cross002, Katie 127.5030a - 430p 730a - 430p 730a - 430p 730a - 430p 000 430p 730a - 430p 730a - 430p
Haggarty002, Carl 124.00/acation Leave TakelVacation Leave Takel Vacation Leave TakelYacation Leave Takel730a - 430p 730a - 430p 730a - 430p
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Supervisor of Non-Exempt Employees (RDP):

CalTime

26. Click Save to store

Training
CakTime
your Changes' GENERAL ¥ MY GENIES® ¥ | SCHEDULING ¥ | MY INFORMATION ¥ MY LINKS ¥
imecard € eports
The words, 1‘—SCHEDULE EDTTZ)I:
Schedule Editor, Show |All Non-Exempt Home < Time Period

Loaded: 1:29PM L}
change from

orange to black,

BY EMPLOYEE | BY GROUP

Actions ¥ Shift v Pay Code ¥ View ¥

once the
Name Sch Hrs. Thu 8/07 Fri 8/08 Sat 8/09 Sun 810 Mon 8/11
schedule /Anderson002, rz 6 120.00 - 330p 7a-330p 7a - 330p
changes have Brickle002, Paula 127.50a - 430p 8a - 430p Ga - 430p
Briggs002, Thomas 112.50p-11p 3p-11p 3p-11p
been saved. Carter002, Rick 112.50p - 11p 3p-11p 3p-11p
Cross002, Katie 127.50 30a - 430p 730a - 430p 730a - 430p
Haggarty002, Carl 124.00%acation Leave TakelVacation Leave Takel Vacation Leave Takel|
Hackson002, Shan.. 0.00

If you view Carl Haggarty’s Cab Bl

Timeca rd after Saving the — Re e MY GENIES® ¥ | SCHEDULING v MY INFORMATION v MY LINKS v
schedule, you will see his TIMECARD

Loaded: 2:207PM
Mon-Friday, 7:30 AM—

4:30 pm schedule plus his

Log Off| Change Password | Help

Name &ID  [Haggarty002, Carl

Actions ¥ Punch v Amount | Accruals v Comment ¥ Approvals ¥

Pay Code Amount In Transfer Out In Transfer Out Shift | Daily Cumulative
vacation days. @ - M -
@ - - v
)| &) Thu731 - - -
X)| @)| Frisn1 - - -
X)|E)| sat 802 - - -
(&)| Mon 804 Vacation Le... | 8.0 7:30AM 8.0 8.0
(&) Tue 8i0s Vacation Le... | 8.0 7:30AM 8.0 16.0
(&) | wed 8106 Vacation Le... | 8.0 7:30AM 8.0 240
()| Thu 8107 Vacation Le... | 8.0 7:30AM 8.0 320
/| Fridh v v v 320

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Date Start Time End Time Pay Code Amount
Al hd Mon 7728 7:30AM 4:30P -
Account 4 Pay Code Amount Tue 7129 T:30AM 4:30PM

~1--/009915002/009906002/Training Set 002/~ Vacation Leave Tak...| 32.0 Wed 730 7:30AM 4:30PH
Thu 7/31 7:30AM 4:30PM
Fri 8/01 7:30AM 4:30PM
Sat 8102
Sun 8/03 =

Training

27. When you are done CabTime
with Schedule Editor —— e |
. . TIMECARD -
and Vlerng the Loaded: 2:07PM Name &10  [HSWIN

Time Period [7/28

em p I Oye e, S ESTTH | Actions ¥ Punch ¥ Amount | Accruals v Comment ¥ Approvals ¥

Log Off| € hange Password | Help

MY GENIES® v | SCHEDULING v || MY INFORMATION v || MYLINKS v

Date Pay Code Amount In Transfer Out In Transfer Out Shift Daily Cumulative
H . X| @& fonrzs_] - - - -
timecard, click on S ! : .
. @ t:] Wed 7/30 - - -
one of the Genies, 8@ m - - -
)| @)| Frisot - o -
H H X)|®)| sat 02 - - -
click Reports, or click i : : .
Ey‘ Mon 8/04 Vacation Le. 8.0 7:30AM 8.0 8.0
Log Off to end your (&) Tue 8105 Vacation Le... | 8.0 7:30AM 80 16.0
&) wed 806 Vacation Le. 8.0 7:30AM 8.0 240
H M E\ Thu 8/07 Vacation Le. 8.0 7:30AM 8.0 320
CalTime session. I s o 8 . .
) (F)| cat 20 - - - 220 j

TOTALS & SCHEDULE | ACCRUALS | AUDITS.

Date Start Time End Time Pay Code Amount
All hd Fri 8/08 Vacation Leav... | 80 -
Account 4 Pay Code Amount Setoi)
-1--/009915002/009906002/Training Set 002/~ Vacation Leave Tak...| 32.0 « Sun&o
* Monai1 Vacation Leav... | 8.0
Tue 812 % Vacation Leav. 80
Wed 8/13 7:30AM 4:30PM
Thu 814 7:30AM 4:30PM j
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