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Time Approve Employee Timecards Support: 510-664-9000 (1, 2, 3)

‘l  Ensure the Time Period field is
~ setto the Previous Pay Period. 3 ETlme e —
GENERAL ~ MY GENIES® ~ MY INFORMATION ~
. Timecard || *eople | Reports

2 M'ultlple-select (hold Ctrl key + CEAVE USAGE GENIE . |

click names) those employees Last Refreshed: 1:40PM o Al Home z

who have checkmarks in the {hfrime periog [Prevous 7oy pere M 5ot |

Employee Approval column. Actions ¥ Approvals v

Person ID{ Person Mame 1/ ir:ﬁl:];;: Supervizor Approval Appruvzh'lqimecard HCM Supervisor |Vacation..|Sick ... |Leave without Pay| Other Pay Codes
TlP |f ALL employees are CheCked as 902028 | Anderson, Nick Frost28, Carolyn
approved, use Actions > Select All. T gk B Frosi2g, Caralyn
} I Briggs, Thomas w Frost28, Carolyn 8.0/
Carter, Rick Frost28, Carolyn

<) Click the Timecard link

4 Use the TIMECARD view to CalTs e o Change Passward] Help
reVIeW eaCh employee,S Ieave' a Tlme GENERAL ~ MY GENIES® ~ MY INFORMATION ~ : :
Scroll through all days and verify |, .. ceople | Reports
that any leave recorded is “TIMECARD — ——
aCCurate Last Calculated: 1:04PM Name & ID |E!r|gg5 homas v| 505028 v|°° 3ofd
: Time Period |Pre-.-icu5 Pay Period - |
. ) BEET™ | Actions ¥ Amount | Accruals ¥ Comment » Approvals -
TIP: If the timecard does not report leave Date Pay Code Amount || “4PProve 2 Out Shift Daily Cumulative
was taken when it should, ask the X[ @] wea 7z - Remove approva B
emp|0yee to edit their timecard ‘I_‘ Thu 7/04 Indenendence Nay 20 8.0 8.0 _|
. _ £ Fri 7/05 Wacation Leave Taken - |80 8.0 16.0
accordingly and re-approve. —— = o0
x] Sun 7407 - 16.0
- H %] Won 7/08 - 16.0 =
3, Click Approvals > Approve. |
s When approving multiple C ai'l'ime —fog OF| Change P
" timecards, use the navigation [ mvcenmeso | ==
arrows to view the next timecard | rmecard | people | Reports QuickFind
Leave Usage Genie
and repeat Steps 4 — 5. Eﬂiffi?m Accrual Leave Balances |k & 1D [Briags, Tnomas = | [908028 10 ©s0+ |18
o ) Time Period |Pre-¢|cue Pay Period hdl|
7 C“Ck MY GENIES > Leave E Actions * Amount | Accruals * Comment ¥ Approvals v
5 Usage Genie to return to the Date Pay Code Amount | n out n ot | shit Daily Cumulative
employee ||St Fri 7/05 Wacation Leave Taken 8.0 2.0 16.0 j
] i CaiTime —tog Off| Change P!
¢ Click Refresh to confirm that the GENERAL v || MY GENIES® v || MY INFORMATION +

timecards you approved now Timecard | People | Reports
have a “1” in the Supervisor LEAVE USAGE GENIE chow [AllHome -]
Last Refreshed: 1:11PM
Appl’OV&ﬂ COlumn asthieireshe Time Period |Pre.-icue Pay Period ~ m B
Actions ¥ Approvals ~
Employee Who

Supervisor Approval HCM Supervisor [Vacation...|Sick ...| Leave without Pay | Other Pay Codes

4pproved Timecard

Reminder, you need to Enter Leave Person D PersonName 17 | Approval

. 902028 | Anderson, Nick Frost28, Carolyn

& Approve Your Tlmecard (page 2) 904028 | Brickle, Ginny Frost28, Carolyn
on the 1%t of every month. 305028 | Briggs, Thomas v Frosi28, Carolyn | Frost2g, Carolyn 30

508028 | Carter, Rick Frost28, Carolyn
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Time Enter Leave & Approve Your Timecard Support: 510-664-9000 (1, 2, 3)
Open Your Timecard CalkTime . gerassy
GENERAL *
1) Click the MY INFORMATION tap | ™<= peseie | neperis — |
and select My Timecard. LEAVE USAGE GENIE . =
Time Period | Current Pay Period ~ |

Enter Leave

2 Ensure the Time Period field is
"~ correct.
¢y Select the correct Pay Code from

the drop-down and type in the
hours in the Amount field for
each day leave was taken.

TIP: If you make a mistake, click the X
button to the left of the date to clear all
data from that row.

4 Click Save.

g Off | Change Password | Help

MY INFORMATION ~

CakTime

MY TIMECARD

Name & 1D __[Frost?8 Carolvn 501028

:} Time Period |Pre-.-icu5 Pay Period = | 7

@ " Actions + Amount | Accruals ¥ Approvals ¥ Reports v

Drate Pay Code Amount ») Out In Out Shift | Daity Cumulative
Xl Fri 5124 Vacation Leave Taken| v | 8.0 < 80 |80 -
v
S @ Sat 525 ‘Vacation Leave Taken - a0
Sick Leave Taken
+ [
@ ;’] Sun 528 Leave without Pay &0
(&) Mon527 | Jury Duty 8.0 8.0 16.0
@ Tue 528 Bereavement - Sick Leave 186.0
ERIT - Empl. Reduction In Ti J
+ »
X Wed 5/29 TAiiEs 16.0
)| @) Thuseo |FuLa- sick | 16.0 =
4] | -l

Approve Your Timecard

You must approve your timecard by
the first of the month, even if you
have no leave to report.

5 Click the Approvals drop-down
and select Approve.

To Make Changes After Approval:
You are not able to edit your timecard
after it's approved. If needed, ask
your Supervisor to remove his/her
approval first. You can then remove
your approval, edit your timecard,
and then re-approve.

CaiTime g Off| Change Password | Help

MY INFORMATION ~

MY TIMECARD

Name & 1D |Frost28, Carolyn 501028

Time Period |Pre-.-icu5 Pay Period hd

E Actions ¥ Amount | Accruals | | Approvals 5 -
Date Pay Code Approve Out In Out Shift | Daily Cumulative
Thu 5/23 Remove Approval ﬂ

Frisi24 Vacation Leave Taken =« | 8.0 2.0 2.0
Sat 5/25 - 8.0
Sun 5/26 - 8.0
Mon 527 Memorial Day 8.0 2.0 16.0
Tue 5/28 - 15.0
Wed 5/29 - 15.0
Thu 5/30 - 16.0
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Exit CalTime

For PC users:

2\ Click the X button on the top-
right of the application window.

For Mac users:

= Hold down Command + Q or

~ select RDC > Quit RDC from
the Application menu bar on
the top left of your screen.
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Mac:

Edit View Help
About Remote Desktop Connection

Preferences... %2,

Services >

Hide RDC %H
Hide Others TC#H
Show All

5% QuitRDC #Q
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