ENTER YOUR TIME If you must enter hours worked, you will enter in/out times in the Reg. Hourly Pay code row. See the Minutes to 100ths of an Hour chart in this guide.   Enter time using one of the following formats:

· 7:30 and 3:30 p or pm=actual hours and minutes separated by colon.
· 07:00 and 15:30 =military hours separated by colon. No pm needed.
· 7.5 and 15.5 = hours and minutes expressed as 100ths of an hour.  
INSERT NEW ROW – Enter hours worked other than Regular Hourly Pay
1. You must insert a new row for each type of hours worked in a week; Regular Hourly Pay, Officer in Charge, Call Back Court, and Double-Time.
2. Click green plus [image: image13.png]


  (located to left of the Reg Hrly Pay field). A new row is inserted above the existing row, displayed in a darker color (use this one). 
3. Click drop down arrow [image: image2.bmp] in the Reg Hrly Pay code field & choose pay code.
Officer in Charge: Officer in Charge pay code is used to pro-rate pay when officer works as a supervisor of a shift for at least 1 hr or more.
1. Insert New Reg Hrly Pay row.   4. If OIC was not for entire shift, change in/out  
2. Choose Ofc in Chg pay code
      times on the Reg Hrly pay row, & SAVE.
3. Enter the in/out times as OIC.  
5. View Pay Preview to verify pay rate.
Call Back Court: The employee is paid the guaranteed 3 hours called back for court appearance or the total # of hours worked over the guarantee. Hours must be entered on a separate row.  System automatically calculates the difference between the actual hours worked and the 3 hr guarantee by inserting a new row.
1. Insert New Reg Hrly Pay row. 
3. Enter the in/out times & SAVE
2. Choose Call Back Crt pay code. 
4. New row is inserted w/ appropriate # of hrs.
Double Time: Employee is paid double time (2 X the regular hrly rate) on a known overtime opportunity not posted internally 5 days in advance of event.
1. Insert New Reg Hrly Pay row. 
3. Enter the in/out times & SAVE
2. Choose Double Time pay code. 
4. View Pay Preview -verify Double Time rate.
INSERT NEW ROW – Enter Paid Time Off You may need to view your available PTO balances first (see back page). System will only allow you to use hours available in the Initial Balance column except for Comp Time balances.
1. You must insert a new row for each type of PTO used in a week. The new row is inserted in the Lunch Exception (PTO) Pay Code row. 
2. Click green plus [image: image3.png]


  (located to left of the Lunch Exception code). A new row is inserted above the existing row displayed in a darker color (use this one). 
3. Click the drop down arrow [image: image4.bmp] in the Lunch Exception field & choose pay code.
4. Enter the amount of time - Enter the PTO as an amount of time using 100ths of hours. See the Minutes to 100ths of an Hour chart in this guide.
5. System will not allow you to save if you don’t have enough PTO hrs available.
Range Time: Up to 2 hours, 3 times per calendar year is provided for time released to shoot at Firing Range.

1. Insert New PTO row.  
3. Enter amount of hrs (not to exceed 2 hrs.)
2. Choose Range Time pay code
4. SAVE (Time-off balances are reduced.)

Birthday (1 Day) One day is assigned per calendar year.

1. Insert New PTO row.  
3. Enter “1” in field/day column & SAVE.
2. Choose Birthday pay code
4. New row is inserted w/ appropriate # of hrs.
Detective Compensation: Hours must be entered on Saturday. When on-call is assigned, the detective will have 8 hrs added to their comp time balance.
1. Insert New PTO row.  
4. Insert another New PTO row.  
2. Choose Overtime pay code
5. Choose Comp Earned, enter ‘5.33’ & SAVE.
3. Enter “5.33” hours in field/row    
6.  Time-off balances displays 8 hrs comp time
Fitness Day: Officers that participate in the Physical Fitness Evaluation may earn up to 2 days off in the contract year.  Fitness Day must be used in increments of one day.

1. Insert New PTO row.  
3. Enter “1” in field/day column & SAVE.
2. Choose Fitness Day pay code.  
4. New row is inserted w/ appropriate # of hrs.
Injury Leave: This Pay Code will be processed by the manager only. Police Officers eligible for injury leave may request up to 45 work days of injury leave which is not deducted from sick leave balances.

1. Insert New PTO row. 
3. Enter amount of hours & SAVE.
2. Choose Occup Injury pay code    
4. WF won’t track the 45 day limit (dept will).
BANKING COMP TIME-FOP employees may ‘bank’ their overtime hours as 

‘comp time’ rather than get paid the time-and-a-half for those hours. The overage hours, which the employee banks, are automatically multiplied by 1.5 and added to the employee’s Comp Time bank.  They may be used as early as the following day.  Comp Time cannot be banked until the total hours for the day exceed 8 or 10, depending on the employee’s schedule.  Use the pay code Comp Earned when banking Comp Time hours and bank the hours on the day the overtime was worked.  Use the pay code Comp Paid when using the banked comp time hours.
ADD COMMENTS
1. Click drop-down arrow in Switch View field & Click on “Switch to Detail” option.
2. Click on the “Switch to Detail” option. The Detail View only displays comment fields for those days that already have time entered.

3. Enter remarks in the Comments field under the appropriate date and time. 
4. Click the Save icon before switching back to Rapid View (the default view).
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LOG TIME WHEN IT SPANS MORE THAN ONE DAY
 For example, if you worked from 10pm, Aug 17th until  
6am, Aug18th, you would enter the hours in the In-Time 
field for Aug 17th then Click the drop down arrow in the time out field, Choose Aug 18, & enter 6am.  A green plus appears indicating ‘the next day’.

 REVIEW TIME SHEET AND SUMBIT TO APPROVER 

1. Review time sheet hrs, PTO hrs, and exception messages.  Then SAVE.
2. Click Submit Timesheet icon, then click the OK button on the “Sign timesheet and submit to your manager” decision box. This is your electronic signature
RECALL SUBMITTED TIME SHEET If you do not see this icon your manager has already approved your time sheet. Ask them to withdraw their approval so you may recall your time sheet, change it, save it, and resubmit it.
1. Click on Recall Submitted Timesheet icon, Click OK

2. Make and save changes, then resubmit time sheet. 
TIMESHEET EXCEPTION MESSAGES (scroll down to read these messages)
Three levels of exception messages may appear at the bottom of your timesheet;
· Information messages, such as “Late”, do not require any action. 

· Warning messages may or may not require corrective action.  

· Error messages (in red) require corrective action by employee or manager. If not corrected, the employee is not paid for the time associated w/ the error.  
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VIEW PAY PREVIEW   
1. Click the Pay Preview icon to view your gross pay calculation.
2. Click the Show All button to view daily details of the calculations.
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VIEW AVAILABLE PAID TIME OFF (PTO) BALANCES
Note: Balances are designated as hours except Birthday balance is 1 day.
1. Click on the Time Off Balance icon. The Time Off Balances window displays:
a. Bank Description-Displays the different PTO types; Sick, Vacation, etc. 
b. Initial Balance-Displays total hours available to be used in current pay period
c. Ending Balance-Displays # of hours available next pay. 
2. Time Off Balance Details: detailed activity/accruals/usages for current pay. 
a. Once all compensable hours (PTO plus all hours worked) are entered on the timesheet the full accruals will be displayed for the pay period. 
b. Comp Time-Can be earned 1 day & used next.  When Comp Time is banked on the timesheet, WF automatically multiplies the time by 1.5 hrs.
VIEW TIME SHEET AUDIT REPORT Employee may run an audit report to display a record of all entries/changes on the timesheet identified by OAK ID.
1. Click on the View General Reports link on the Dashboard.
2. Click on the Time Sheet Audit Report OU PDF link.

3. Click the drop-down arrow in Pay Period End Date field & choose PP end date. 
4. Next to “Generate output as”, choose one of the formats. 

5. Click the Submit button. Follow the instructions to view, save, or print.
Minutes to 100ths of an Hour Conversion Chart
	Min
	100th
	Min
	100th
	Min
	100th
	Min
	100th

	1
	.02
	16
	.27
	31
	.52
	46
	.77

	2
	.03
	17
	.28
	32
	.53
	47
	.78

	3
	.05
	18
	.30
	33
	.55
	48
	.80

	4
	.07
	19
	.32
	34
	.57
	49
	.82

	5
	.08
	20
	.33
	35
	.58
	50
	.83

	6
	.10
	21
	.35
	36
	.60
	51
	.85

	7
	.12
	22
	.37
	37
	.62
	52
	.87

	8
	.13
	23
	.38
	38
	.63
	53
	.88

	9
	.15
	24
	.40
	39
	.65
	54
	.90

	10
	.17
	25
	.42
	40
	.67
	55
	.92

	11
	.18
	26
	.43
	41
	.68
	56
	.93

	12
	.20
	27
	.45
	42
	.70
	57
	.95

	13
	.22
	28
	.47
	43
	.72
	58
	.97

	14
	.23
	29
	.48
	44
	.73
	59
	.98

	15
	.25
	30
	.50
	45
	.75
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FOP Employee/Approver 
Quick Reference Guide
Approvers will also use the 
‘Manager Approval Time Clock/Time Sheet Quick Reference Guide’ 
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LOG ONTO WORKFORCE (WF) 
1. Open Internet Explorer.  Go to: http://www.ohio.edu
2. Click the Faculty/Staff link.
3. Click the WorkForce Time Entry link.

4. Enter your OAK ID and password.
5. Click the Login button.

LOG OFF WF  [image: image7.png]


   

1. Click LOGOUT in upper, right-hand side of screen to close WF.

2.  Click on the       in the upper, right-hand corner of screen to close browser. 

OPEN YOUR TIMESHEET 
1.
Click on the link “Enter My Hours” in the Time Entry box. 


Reminder:  Verify the appropriate timesheet was opened by checking the Pay Period dates. The most current un-submitted timesheet is displayed.

2.
To view a timesheet in a prior pay period:


a. Click on the Pay Period drop down box. 

b. Scroll up to find the appropriate pay period and click on it. It will display a message, “This timesheet was already processed” but you may view it.
3. Your Time clock swipe in/out times will be displayed for the pay period. 
Revised April 2, 2010
For Further Instruction go to:   Time Clock Resources


� HYPERLINK "http://www.ohio.edu/finance/payroll/timeclock.cfm" �http://www.ohio.edu/finance/payroll/timeclock.cfm�





For Questions, Call the Service Desk @ 593-1222








Pop-up Blockers: You must accept pop-ups from the ‘finance.ohio.edu’ web site in order to access Pay Preview and Time Off balances windows. 




















Reminder:  All Paid Time off (PTO) forms are still required by your dept. 





You will need an up-to-date OU ID card issued after July 1, 2007 showing your PXXXXXXXXX id.  If you have lost your OU ID and need to replace it, you may not be able to swipe until the morning after you obtain your new ID.  After the update, you may not be able to access buildings using a remote card swipe lock. Call University Access Control (3-1758) to have remote card swipe lock updated with your new identity number.





WARNING:  Do not change your swiped time in or out entries on your timesheet. WF tracks all changes made to your timesheet by the OAK ID of the person making the changes.  Managers and employees can run a report that indicates changes made to a timesheet. 
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