Process Temporary Assignment Changes in WorkForce  
(that have not been filled by the posting process)
	Introduction
	

	Temporary assignments can include employees in Temporary Pools and seasonal layoff assignments. The temporary assignments can include employees transferred to another assignment for a specified time period with intentions to return to a permanent assignment.  The assignment generally lasts from 30 days to a six month period. However, there are assignments that change on a daily or weekly basis as well. 

Human Resources should be notified for all temporary assignment changes over one week.  

This procedure will instruct approvers how to process the employees when they work in their department.  The approver of the temporary employing department must verify and approve only the days the employee works in their area.
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Process Temporary Assignment Changes in WorkForce  
(that have not been filled by the posting process), continued
	Task #1 - Quick Steps to Process Temporary Assignment Changes 


	Step
	Action
	Results / Notes

	1
	When a temporary assignment occurs communication needs to be sent immediately by the department making the assignment change.
	See Task #2, Page 4

	2
	The approver of the temporary employing department must add the employee (that has been temporarily assigned to them) to their WF group.  The employee can be added to the temporary employing department group as soon as possible.
Note: The employee may not be able to clock in on the time clock assigned to the temporary employing department group until s/he is added to the group.  Once the employee is added to the group an import is run that updates the clock and adds the employee to the time clock.  The import occurs twice daily.  Depending on the timing of the imports the employee may not be able to swipe until the next day after the approver has added him/her to the group.  If this occurs, the approver must manually enter the in and out time for that day in the WorkForce system.
All Dining Services employees can automatically swipe at all Dining Services time clocks.

Warning: Never use the “Move”, “Copy”, “Delegate”, or “Transfer” options when adding the employee to the group! 

	See Task #3, Page 5
The time sheet for the employee is now in both the home department group and the temporary employing department group. The employee only has one time sheet but it can be viewed by approvers from both groups.

	3
	Once the employee is added to the group the approver of the temporary employing department must verify only the days the employee worked in their department.  
	

	4
	Click on Edit Employee Time link (Dashboard) 

 Note:  Employee names are listed under the employee group name
	

	5
	· Click on the appropriate group

· Click the employee name to view their time sheet.
	Rapid View of the Timesheet is displayed.

	6
	Click on the blue down arrow in the Switch Views field 
     [image: image1.png]




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

	7
	Scroll down and click on Switch to Standard option 
	Standard view displayed.


Continued on next page

Process Temporary Assignment Changes in WorkForce  

(that have not been filled by the posting process), continued
	Task #1 - Quick Steps to Process Temporary Assignment Changes (cont.)


	8
	· 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 on the appropriate row
· Enter comment referring to the unit location initials the employee worked, the initials of the approver, and “okay”.

           For example:  BH/RP/okay

Note: The approver of the home department will also follow this step when approving vacation and/or sick leave when appropriate.
	The approver of the home department group will look in the standard view to verify that each day has been approved by each temporary employing department approver.  Then the approver of the home department group will approve the entire time sheet (on the approval table) at the end of the pay period.


	9
	· Verify Costing - check the Default account number in the Exception Message area of time sheet (located at bottom of time sheet)
· Change the cost account number, if necessary, for each day the employee worked in your department. 
	See Task #4, Page 7


	10
	Click the Save icon. (description of each segment number is displayed).
	

	11
	Click the blue down arrow in the Switch Views field   
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	Located in the upper, right-hand side of the screen.

	12
	Scroll down and click on Switch to Rapid option.
	Rapid view displayed.

	13
	Verify entries and log out.
	

	14
	Once the temporary assignment ends and the approver of the temporary employing department has approved the final time sheet, the employee must be removed from the temporary employing department group.

Warning: Never use the “Move”, “Copy”, “Delegate” or “Transfer” options when removing the employee from the group! 

	See Task #5, Page 8


	15
	The approver of the home department group must verify the account number is updated once the employee is permanently back in the home department.
	See Task #4, Page 7
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Process Temporary Assignment Changes in WorkForce  

(that have not been filled by the posting process), continued
	Task #2 - Required Communication


	Introduction: Communication must be sent to Payroll and Human Resources to inform the departments of the temporary assignment information.



	Step
	Action
	Results / Notes

	1
	Email Communication must be sent to;

· Payroll;

Marti Crabtree, crabtrem@ohio.edu
· HR;

Susan Sheppard, sheppard@ohio.edu
Carlotta Hensler, hensler@ohio.edu
Cheryl Sickles,  sickels@ohio.edu
Tammy Hawk,   hawkt@ohio.edu
	

	2
	Temporary Assignment information to include in email;

· Name

· EE ID

· Classification

· Location

· Supervisor

· Time Sheet Approver

· Effective Start Date

· Projected effective end date

· Reason for assignment change.
	


Continued on next page

Process Temporary Assignment Changes in WorkForce  

(that have not been filled by the posting process), continued
	Task #3 - Add an Existing Employee to Your WorkForce Group


	Introduction: Employees can be added to more than one group. If you are adding an employee for a temporary assignment, the time sheet for that employee is viewable by both the approver of the home department group and the approver of the temporary employing department group. The employee only has one time sheet but can be viewed by approvers of both groups.

Note: The employee may not be able to clock in on the time clock assigned to the temporary employing department group until s/he is added to the group.  Once the employee is added to the group an import is run that updates the clock and adds the employee to the time clock.  The import occurs twice daily.  Depending on the timing of the imports the employee may not be able to swipe until the next day after the approver has added him/her to the group.  If this occurs, the approver must manually enter the in and out time for that day in WorkForce.


	Step
	Action
	Results / Notes

	1
	· Mouse over the Groups menu.

· Click on the “Manage” option.  
	Employee groups are displayed on left.

	2
	Click the name of the group to be managed.
Note: Make sure the window opens up to the Assignments Tab (should be the default).  
	Group Manage window is displayed.

	3
	Click the “Add” option 

(“Add” is default, it should already be chosen).

Warning: Never use the “Move”, “Copy”, “Delegate”, or “Transfer” options when adding an employee to the group!

	

	4
	Click the “Go” button
	Search screen is displayed.
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Process Temporary Assignment Changes in WorkForce  

(that have not been filled by the posting process), continued
Task #3 - Add an Existing Employee to Your WorkForce Group (cont.)
	Step
	Action
	Results / Notes

	5
	· Enter the appropriate search criteria for the employee being added to the group.
· Click the Search button.

	

	6
	· Click in the box next to the employee name to be added.
· Click the Select button.
	Status message ‘Assignments added successfully’ is displayed.
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	7
	Click the Continue button to return to Group Manage window.
	The added employee is listed in the group.

	8
	Verify the added employee is listed in the group assignments
	

	9
	Click on “HOME” to get back to the dashboard
	Located at top left-hand side of screen under WorkForce Software
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Process Temporary Assignment Changes in WorkForce  

(that have not been filled by the posting process), continued
	Task #4 - Temporary Costing to A Time Sheet


	Step
	Action
	Results / Notes

	1
	..on the open timesheet

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




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

	2
	Scroll down and click on Switch to Standard option 
	Standard view is displayed.

	3
	Verify Costing - check the Default account number in the Exception Message area of time sheet 
	located at bottom of time sheet

	4
	Enter the new cost account number, if necessary, for each day the employee worked in your department.
	See next step
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	5
	Click in Fund Type field and enter the 3-digit Fund Type number   
	Press tab key twice

	6
	Enter the 4-digit Fund number.
	Press tab key twice

	7
	Enter the 5-digit Organization number.
	Press tab key twice

	8
	Enter the 6-digit Natural Account number.
	Press tab key twice

	9
	Enter the 9-character, alpha numeric Project number. (UN1234567).
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	10
	Click the Save icon. A description of each segment number is displayed beneath each segment field.

	11
	Click on the blue down arrow in the Switch Views field      [image: image9.png]



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

	12
	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.

	13
	Verify entries and log out.
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Process Temporary Assignment Changes in WorkForce  

(that have not been filled by the posting process), continued
	Task #5 - Remove an Existing Employee From Your WorkForce Group


	Warning: Do not do this until the final time sheet has been processed and approved by the approver of the temporary employing department. 
The approver of the temporary employing department must remove the employee from their group only after the final payroll processing has been done for the last pay period the employee worked hours in their department. The employee still has the ability to view their time sheet and swipe in/out of their home department clock.
Warning: Never use the “Move”, “Copy”, “Delegate” or “Transfer” options when removing the employee from the group! 


	Step
	Action
	Results / Notes

	1
	· Mouse over the Groups menu.

· Click on the “Manage” option.  
	Employee groups are displayed on left

	2
	Click the group name from which the employee will be removed.

Note: Window opens up to the Assignments Tab as the default.  
	Group Manage window is displayed.

	3
	Click in the box next to the name of the employee to be removed.
	

	4
	· Click the drop down arrow next to “Add”.

· Scroll down and Click on the “Remove” option.
	

	5
	Click the Go button. 
	Confirmation window displayed.
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	6
	Click the OK button when the pop up box displays; Are you sure you want to delete the selected assignments?
	Status message ‘Assignments deleted successfully’ is displayed.

	7
	Click the Continue button to return to Group Manage Window.
	The removed employee is no longer listed in the group.

	8 
	Verify that the employee was removed from the group.
	

	9
	Click on “HOME” to get back to the dashboard
	Located at top left-hand side of screen under WorkForce Software


Exception Message Area





Default Account number 
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