LOG ONTO WORKFORCE (WF) ONLINE TIMESHEET 
1. Open Internet Explorer.  

2. Go to: http://www.ohio.edu
3. Click the Faculty/Staff link.
4. Click the WorkForce Time Entry link.

5. Enter your OAK ID and password.

6. Click the Login button.
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LOG OFF WF     [image: image1.png]



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

2. Click on the [image: image8.bmp]      in the upper, right-hand corner of screen to close browser. 
OPEN YOUR TIMESHEET
When you log onto the WorkForce (WF) online timesheet you will see an Update My Schedule icon on your dashboard.  Students don’t have schedules in the system.  You will not use this feature.
1.
Click on the link “Enter My Hours” in the Time Entry box.  

· If you have more than one assignment/time sheet name, click on the appropriate assignment/time sheet name to view.

· Verify the appropriate timesheet was opened by checking the Pay Period dates. The most current unsubmitted timesheet is displayed.

2.
If you would like to view a timesheet in a prior pay period:



a. Click on the Pay Period drop down box. [image: image2.png]Pay Period:




b. Scroll up to find the appropriate pay period, then click on it. It will display a message, “This timesheet was already processed” but you may view all the time in/out entries including time off balances and the pay preview for that pay period.
3. Your Time clock swipe in and out times will be displayed on each day of each week in the pay period.  The WorkForce timesheet automatically totals your hours each day, each week, and for the two-week pay period.
Note: Do not change your swiped time in or out entries on your timesheet.
TIMESHEET EXCEPTION MESSAGES

Three levels of exception messages may appear at the bottom of your timesheet (scroll down to check both of your weeks for these messages):
· Information messages, such as “Late”, do not require any action. 

· Warning messages, such as “no time entered on a scheduled day”, 
may or may not require some corrective action by your manager.  

· Error messages (displayed in red) require corrective action by your manager. If the corrective action is not taken, the employee is not paid for the time associated with the error.  A  common error is a “missing punch” error. When the employee swipes-in an error will appear on the timesheet until the employee swipes-out.  The error message is removed once the swipe-out time is logged on the time sheet.  Contact your manager if you see a red error message (other than “missing punch”) on your timesheet.  Your manager has the ability to fix any red error message on your timesheet. 
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VIEW PAY PREVIEW   
1. Click the Pay Preview icon to view your gross pay calculation. (Pop-up blockers may block viewing this window. You may have to right-click on the Pop-up message and choose; “Always accept pop-ups from this sight”.)
2. Click the Show All button to view daily details of the calculations.

3. The Pay Preview table displays the following columns:


a. Date-Lists each date that has activity displayed.
b. Pay Code-Displays any pay codes used in the current pay period; Regular Hourly Pay, Overtime, PTO, Shift Differential, etc.

c. Assignment-Displays the assignment/time sheet name. If a student has hours entered on any other WorkForce assignment/time sheet (even assignments affiliated with other departments) the pay information will be displayed.

d. Fund Type, Fund, Org, Nat. Acct., Project- Student hours are charged to the account number listed in these fields.

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

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

g. Unpaid Hours, Shift Hours-Not applicable for students.

h. Paid Hours-Hours by which rate is multiplied.
i. Gross Pay-Gross earnings listed for each pay code.
4. Click the Close Window button to return to your timesheet.
VIEW THE TIME SHEET AUDIT REPORT

The employee has the ability to run an audit report for any pay period.  The report displays a record of all entries/changes to the timesheet identified by the OAK ID of the person making the changes.

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 blue drop-down arrow in the Pay Period End Date field.

4. Choose the appropriate pay period end date.
5. Next to “Generate output as”, choose a format from steps  #6, #7, or #8.
6. To open the report to view only, 

a. Click in the PDF button, 
b. Click the Submit button.

c. Click the Open button. View the report.
7. To view the report in the web-browser;
a. Click in the HTML radio button

b. Click the Submit button. View the report.
8. If you would like to save and view the report using the Acrobat Reader;

a. Click in the PDF radio button.

b. Click the Submit button.

c. Click on Save button.

d. Click the drop-down arrow in the Save in: field.

e. Click the desired location;

f. Click in the File name: field to change the name of the file.

g. Enter the desired file  name.

h. Click the Save button.

i. Click Open button to view the saved file, or access the file in the saved location.
9. Click Home on the menu bar to return to the dashboard.
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Example of Student with Multiple Assignments (time sheets) and/or jobs
A student would have multiple assignments, for example, if s/he works in a department with a Federal Work Study assignment/time sheet and also a Student Hourly assignment/time sheet.  An example of a student with one assignment but two jobs would be a student that works in a Dining Hall with both a Server job and a Dishwasher job paid at different rates
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Student Time Clock
Quick Reference Guide
 
WorkForce Student Time Clock Information

Instructions have been posted at the WF Time Clock to assist you in clocking in and out.  There are separate instructions posted if you are a student with multiple assignments/time sheets and/or multiple jobs.  See the back of this guide for examples of multiple assignments and jobs.

Revised October 13, 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








Sample OU Student ID card (back)





Sample Dept. ID card





If the 16-digit Identity numbers do not match you must replace both cards at the Technology Depot, Baker Center, room 112, (597-3376). Call for hours of operation. 








16-digit Identity Number must match on both cards





WorkForce Software


Time & Attendance








Reminder: You will need an up-to-date OU ID card issued after July 1, 2007 showing your PXXXXXXXXX id.  You must replace your dept. ID badge and the OU issued ID card at the same time so the 16-digit identity numbers match on both cards.  Refer to the back of this document to see updated sample ID cards.  If you replaced your cards you may not be able to swipe until the morning after you obtained your new ID.  A program runs to import your new id number into the WorkForce system nightly.  You may use either card to swipe in and out of the WF time clock.





 If you replaced your ID cards you will not be able to access any building using a remote card swipe lock. Call University Access Control Office (593-1758) 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. 





Pop-up Blockers must be turned off to access some WF windows.  Call Service Desk for help @ (740) 593-1222.
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WARNING: If you accidentally swipe into the wrong assignment or job contact your manager to correct the swiped entries.














Sample of the new OU Student ID card (front)








