Process Floaters and Facilities Utility Workers in WorkForce
Task #1     EDITING THE FLOATER / UTILITY WORKER TIME SHEET
	Introduction: This procedure will instruct you how to process Dining Services Floaters and Facilities Utility Worker Pool employees that work in your area.  The approver of the employing department must verify and approve only the days the Floater or Utility Worker worked in their department.

	Action
	Results / Notes

	1
	Click on Edit Employee Time link (Dashboard)
	

	2
	Click on the appropriate group name.
	· DS-Dining Hall Floaters
· Utility Worker Pool

	3
	Click employee name to view timesheet.
	Rapid View of the Timesheet is displayed.

	4
	Click on the blue down arrow in the Switch Views field      [image: image1.png]



	Located in the upper, right-hand of screen.


	5
	Scroll down and click on Switch to Standard option 
	Standard view of the timesheet is displayed.
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	6
	· If employee works in two departments on the same day, the transportation time must be entered by the receiving department. Be sure there is no lapse in time paid.

· Click in the Comments field in the appropriate row

· Enter comment referring to the unit location the floater/utility worker worked, the initials of the approver, and “okay”.
           For example:  BH/RP/okay
· If applicable, plus rate the appropriate number of hours (must separate out the plus rate hours on a separate row, then click in the job field and choose the correct job).

Note: The main approver of the group will also follow this step when entering and approving PTO when appropriate.


	The main approver of the group will be instructed to look in the standard view to verify that each day on the time sheet for the floater/utility worker has been approved. Then they will approve the final time sheet for the pay period.




Continued on next page
Process Floaters and Facilities Utility Workers in WorkForce (cont.)

Task #1     EDITING THE FLOATER / UTILITY WORKER TIME SHEET (cont.)
	Action
	Results / Notes

	7
	If…

Then…

You don’t need to make temporary costing changes then follow next step to verify and save
Proceed to Step #8
You want to make temporary costing changes…
Proceed to Task #2, page 3
Note:  Do not change costing for Utility Workers


	8
	Click the Save icon.

	9
	Click on the blue down arrow in the Switch Views field      [image: image3.png]



	Located in the upper, right-hand side of the screen.

	10
	Scroll down and click on Switch to Rapid option.


	Rapid view of the timesheet is displayed.

	11
	The approver of the DS-Dining Hall Floaters group and the Utility Worker Pool group must;

· Monitor paid time-off (follow dept procedures)
· Contact manager of employing department if s/he did not verify and approve the days the floater/utility worker worked in their department.

· Verify if plus rating should have been added to time sheet (Managers may only know this – not the approvers). Please check with the managers for verification.
· For Dining Services Floaters only: Verify cost account number charged for the time worked in each department and paid time-off.
	

	12
	Verify entries and log out.
	


Continued on next page
Process Floaters and Facilities Utility Workers in WorkForce (cont.)

Task #2     TEMPORARY COSTING TO A TIME SHEET

	Step
	Action
	Results / Notes

	1
	Verify Costing - check the Default account number in the Exception Message area of time sheet 
	located at bottom of time sheet

	2
	Enter the new cost account number, if necessary, for each day the employee worked in your department.
	See next step
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	3
	Click in Fund Type field and enter the 3-digit Fund Type number   
	Press tab key twice

	4
	Enter the 4-digit Fund number.
	Press tab key twice

	5
	Enter the 5-digit Organization number.
	Press tab key twice

	6
	Enter the 6-digit Natural Account number.
	Press tab key twice

	7
	Enter the 9-character, alpha numeric Project number. (UN1234567).
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	8
	Click the Save icon. A description of each segment number is displayed beneath each segment field.

	9
	Click on the blue down arrow in the Switch Views field      [image: image6.png]



	Located in the upper, right-hand side of the screen.

	10
	Scroll down and click on Switch to Rapid option.

Note: Days & hours are displayed on separate rows with each different account number listed
	Rapid view of the timesheet is displayed.

	11
	The approver of the DS-Dining Hall Floaters group and the Utility Worker Pool group must;

· Monitor paid time-off (follow dept procedures)

· Contact manager of employing department if s/he did not verify and approve the days the floater/utility worker worked in their department.

· Verify if plus rating should have been added to time sheet (Managers may only know this – not the approvers). Please check with the managers for verification.

For Dining Services Floaters only: Verify cost account number charged for the time worked in each department and paid time-off.

	12
	Verify entries and log out.


Default Account number 
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