ENTER PTO  Each dept. will decide if the employee or the manager will enter the PTO on the WF time sheet. You may need to view your available PTO Balances first (see in section below). For Sick, Vacation, Birthday, and Personal time, only the hours available in the Initial Balance column may be used in the current pay period.  The system will not allow you to use hours, if they are not available in the Initial Balance column. However, Comp Time has different rules. 
Banking Comp Time-AFSCME 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 AFSCME 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.
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 Pay Code row. For a complete list of all pay code descriptions, refer to the Employee Time Entry Manual. 
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2. Click green plus [image: image8.png]Switch View.



  (located to the left of the Lunch Exception pay code). A new row is inserted above the existing row and is displayed in a darker color (use this one). The default pay code “Lunch Exception” is displayed. 
3. Click on the drop down arrow [image: image2.bmp] in the Lunch Exception field.  
4. Choose the appropriate PTO pay code.
5. Enter the amount of time - Click in the blank field in that same row under the date for which you want to enter the PTO.  Enter the PTO as an amount of time using 100ths of hours. For e.g., 1 hr, 15 minutes vacation is entered as 1.25. See the Minutes to 100ths of an Hour conversion chart in this guide.
6. If you enter PTO in excess of the initial balance, the system will not allow you to save the timesheet (except for comp time balances).
7. Check that totals for each day, each week, and the pay period are accurate.
8. Check PTO balances to verify accruals, comp time banked, and usages.
9. Check Pay Preview to verify all PTO used.
10. Click the Save icon.
ENTER BEEPER PAY The Beeper Pay field is available only to managers to enter when an employee is required to carry a beeper.  Beeper pay is entered as a dollar amount on the Beeper Pay row. The system will not allow you to save and will display an error if the beeper pay exceeds $75 weekly. 
1. Enter the per day beeper pay dollar amount for each appropriate day.

2. You may also enter the $75 maximum amount on any day of the week.

3. Enter the dollar amount as XX.XX

4. Click the Save icon, then click on Pay Preview icon to verify accuracy. 
ENTER PLUS RATING  The Job field is available to allow managers to enter information for Plus Rating on AFSCME employees. The manager must choose the appropriate Job Number & Grade (which includes the range and step) and assign it to the amount of hours the employee worked at the higher Job Grade in that pay period. If nothing is entered, the Job Number & Grade defaults to the Job shown in the exception message at the bottom of the timesheet.

1. Click the insert row button in the Reg Hrly Pay row.. A new row is inserted above the existing row and is displayed in a darker color. 
2. Enter the Job Number that the employee performed.  You may search for it;

a. Click in the search box to the right of the job field. A Job number & Grade table. You may enter search criteria in the search field or scroll thru list. 
b. Click on the next page number to scroll through the list.

c. Click on the appropriate Job Number, Description, and Grade link.

3. Enter the time-in and time-out on the days that the employee worked at the higher Job Grade.  You may need to remove the hours from the same day the employee swiped in/out on the other Reg Hrly Pay row.
4.  Click the Save icon, then click on Pay Preview icon to verify higher pay rate.
[image: image7.bmp]ADD COMMENTS 

1. Click the drop-down arrow in the Switch View field. 
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) or logging out. Warning: All unsaved information will be lost.
ENTER STUDENT MEAL TO BE DEDUCTED FROM STUDENT PAYCHECK

1. Click on Edit Employee Time link, then click on appropriate group.

2. Click the student employee’s name to open his/her timesheet.

3. Click in the EE Credit Card Tips field, scroll down and click on Student Meals.

4. Click in the Job Field and choose a Job.

5. Enter dollar amount of meal (entered as 4.54, maximum allowable is $20/day).

6. Click on Save icon, (It will only save if gross pay is more than meal deduction)
7. Verify correct dollar amt. of student meal deduction is displayed with no errors.
VIEW AVAILABLE PAID TIME OFF (PTO) BALANCES All Paid Time Off (PTO) forms are still required by your department and Human Resources.  
Note: Balances are designated as hours except Birthday balance is 1 day. 
1. Click on the Time Off Balance icon. The Time Off Balances section displays:

a. Bank Description-Displays the different PTO types; Sick, Vacation, etc.

b. Initial Balance-Displays total number of hours available at beginning of pay period.  All balances are designated as hours except for the Birthday balance; it is one day.  For Sick, Vacation, and Personal time, only the hours in the Initial Balance column may be used in the current pay period.  AFSCME employees can earn Comp Time one day and use it the next day.
c. Ending Balance-Displays the total number of hours that will have accrued by the end of the current pay period according to the amount of time displayed on the timesheet. The difference between the initial and ending balances represents the amount of time accrued and used during the current period. 
2. Time Off Balance Details section
a. Displays detailed activity/accruals/usages for PTO for the current period. 
b. Once all compensable hours (PTO plus all hours worked) are entered on the timesheet the full accruals will be displayed for the pay period. 
c. Comp Time-When Comp Time is banked on the timesheet, the system automatically multiplies the time by 1.5 hrs.  (1 hr of Overtime banked as Comp Time on the timesheet automatically calculates to 1.5 Comp Time hours added to the Comp Time bank.)
3. Click the Close Window button to return to your timesheet.
CHANGE COSTING ON TIME SHEET  The costing fields are available to the manager to make permanent or temporary changes to account numbers charged.  Permanent costing changes must be entered on each row of the timesheet where time is entered. The next open pay period will then display the new account number as an exception message. You may need to separate hours that need to be charged to another account.  If so follow steps 1 & 2 first.
1. Click the insert row button in the Reg Hrly Pay row.. A new row is inserted above the existing row and is displayed in a darker color. 

2. Enter the time-in and time-out on the days that the employee hours are to be charged to another account #. You may need to remove the hours from the same day the employee swiped in/out on the other Reg Hrly Pay row.

3. Enter each segment of the account number and then tab to the next field.  If you don’t know the segment number, click in the search box to the right of the field. A search table opens and you may scroll thru the list.

4. Click the Save icon, verify entries. 

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.

3. The Pay Preview table displays:


a. Pay Code-Displays any pay codes used in the current pay period; Regular Hourly Pay, Overtime, PTO, Shift Differential, etc.

b. Rate-Rate for each specific pay code listed.

c. Amount-Flat amount pay, for example, FLSA adjustments.

d. Unpaid Hours-Records hours for lunches and banked comp time.

e. Shift Hours-Hours paid at 2nd, 3rd, or weekend shifts.
f. Paid Hours-Hours by which rate is multiplied.
g. Gross Pay-Gross earnings listed for each pay code.
4. Click the Close Window button to return to your timesheet.
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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Processing Time Clock/ Time Sheet
Quick Reference Guide 

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: image5.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 EMPLOYEE TIME SHEET TO ENTER INFORMATION (PTO, PLUS RATING, BEEPER PAY, STUDENT MEALS, ETC.) It is recommended that you process your changes by accessing the employee time sheet via the Edit Employee Time link because this screen has a Save icon. Then you can save the timesheet and verify the changes before you close the time sheet.  If you access the time sheet via the approval table, it only has a Save & Close icon.
1. Click on Edit Employee Time link (Dashboard).

2. If you have more than one group, click on the desired assignment group.

3. Click on the appropriate employee name to open his/her timesheet.

4. Verify the appropriate timesheet was opened by checking the Pay Period dates. The most current unsubmitted timesheet is displayed.
5. If you would like to view a timesheet in a prior pay period:



a. Click on the Pay Period drop down box. [image: image6.png]Pay Period:




b. Scroll up to find the appropriate pay period, and then click on it. 

6. The employee’s clock swipe in/out times will be displayed on each work day. 
7. Enter information, Click the Save icon, verify time sheet is correct

8. Click on next employee.  When complete, go to Time Sheet Approval section.
Revised October 20, 2008
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























WorkForce Software


Time & Attendance








Reminder:  Pop-up Blockers must be turned off to access some WF windows. 














Reminder: You must insert a new row for each type of paid time off taken.














