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Introduction

Welcome to CalTime, UC Berkeley’s timekeeping system. This manual is a step-by-step user guide for Non-
Exempt AnyTime employees. Using a PC or Mac, an AnyTime employee can enter start, stop and transfers
(between jobs) of time worked into their CalTime timecard at any time during and up to the end of a given
pay period. In CalTime, using your computer, you can:

Access your timecard from any computer

Enter the time (hours) you've worked, and any time off (leave) you have taken
Approve your timecard at the end of each pay period

See your overtime and shift differential

Access your vacation, sick leave, and comp time balances

If you are unsure if you are an Anytime Employee, please refer to the section entitled “Determine How You Will
Report Your Time” in the Non-Exempt Employee Getting Started Guide.

Non-Exempt AnyTime Employee Responsibilities and Deadlines

NOTE:
ﬁ. As of November 1, 2014, non-exempt employees will transition to a biweekly pay cycle and factor leave
V4 accruals, which is a new method of calculating vacation and sick leave accruals. More information on the
transition and factor leave accrual can be found at: http://controller.berkeley.edu/non-exempt-employee-transition

The biweekly pay cycle is a 2-week period that starts on Sunday at 12:00 am and ends on the second
Saturday at 11:59 pm. For each biweekly pay cycle, you are required to:

¢ Record your start and stop times

¢ Record time worked against the proper job (if you have multiple jobs), contract or grant
e Enter any applicable leave time taken (non-worked hours)

e Approve your timecard by the employee approval deadline

Approval Requirement

Timecards must be completed and approved for each pay period. Approval of your timecard signifies you are
finished with timecard entry for the pay period. If you don’t approve your timecard, your manager / supervisor
will not know that you have completed your timecard and will have to follow up with you to do so.

Approval Deadline

The deadline for approval is the employee’s last work day of the biweekly pay period (which closes on
Saturday at 11:59 pm.) For example, if your last day worked is Friday, you should review and approve your
timecard by the end of the day Friday. Please note that the approval deadline may shift due to holidays. You
will be notified if the approval deadline changes for a particular pay period. Approval deadlines are posted at
caltime.berkeley.edu

By the end of the day on Monday following the biweekly pay period close, your supervisor will review your
timecard for accuracy and approve it if no adjustments need to be made. Once your supervisor approves your
timecard, it is locked from further changes.

TIP:

You can save time at the end of the biweekly pay period by recording your start and stop times daily, rather
than at the end of the biweekly pay period.
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The Basics

Log in to CalTime

CalTime

1. Using Internet
Explorer, Firefox, or
Safari, go to the CalTime
website
(http://caltime.berkeley.e
du/), and click on the
Access button.

Berkeley

Note: Google Chrome is HOMI ACCESS NOVEMBER 1 TRANSITION TRAINING HELP ABOUT CONTACTUS
not supported at this
time.
HOME ACCESS TRAINING HELP ABOUT
Home » Aocess »
Access CalTime
Access CalTime from your computer’s desktop via Remote Desktop Protocol (RDP) or the web (HTML)
2. From the Access There are two ways of accessing CalTime: you can use a Remote Desktop Protocol (RDP) or the web (HTML).

CalTime page, click

p g ! ) For Remote Desktop Protocol (RDP) access, you need 1o download an access application called a Remote Desktop Protocol (RDP) to your desktop

on the Access Online and use It to log in to the system. Glick on the PG or Mac RDP button below to download the appropriate RDP to your computer's desktop. Please see
the PDF with downloading instructions below the button.

button. g

With web-based (HTML) access, you can access CalTime from almost any computer, at any time, as long as you are using a compatible web browser.

Note: RDP access for Click on the Access Online button below and then bookmark the link for future use. You will be asked to authenticate your CalNet credentials before you
. can log in to CalTime. Browser compatibility: For PC users, Internet Explorer is the preferred browser. For Mac users, we recommend Firefox or Safari.
PC and MAC Users PLEASE NOTE: Google Chrome is not supported at this time.

are for Supervisors

and Tlmekeepel’s RDP FOR PC USERS: RDP FOR MAC USERS: WEB ACCESS (HTML):

Download Download
+ Windows instructions (.pdf) = Mac instructions (.pdf)

EEaeee
Berkeley

UNIVERSITY OF

CalNet Authentication Service

3. Complete the CalNet
authentication process. Caltet D:
| |

Passphrase (Case Sensitive):

D =
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Non-Exempt Employee

4. CalTime opens to the
My Information screen

that allows you to access
your timecard or reports.

In the upper right-hand
corner of any of the
CalTime screens, you
can:
e Log Off to exit
CalTime
e Access Help
information provided
by our CalTime
software vendor

My Information
=+ My Timecard

=+ My Reports

Accessing Your Timecard

To access your timecard,
click on “My Timecard”.

My Information

=+ My Timecard

=+ My Reports

Log Out of CalTime

From any screen within
CalTime, you can log off
by clicking on “Log Off” in
the upper right-hand
corner of the screen.

Log Off | Help

< Home

ALERT:

Do not just close your “window” to exit CalTime. You need to Log Off to
properly exit CalTime.

> caltime@berkeley.edu
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Introduction to the CalTime Timecard

The timecard contains rows for each day of the biweekly pay period. The figure below shows the key
components of the CalTime timecard along with a description.

Components of the CalTime Timecard

TIMECARD Person & Id Cross001, Katie (009505001)
2 l Time Period | Current Pay Period v | F2002014 - BIO2/2014
Qg& Date Pay Code Amount In Transfer Owt Sh'rftTotE?:iry
Sun 7/20 | . Q
Man 7/21 s Q
Tue72z ||| : 4 Q

1. Person & ID and Time Period — Employee name, ID, and a Time Period dropdown that allows you to access a
particular time period and date range. In this example, Katie Cross001 is the employee and her Employee ID is
009905001. The Time Period dropdown defaults to the Current Pay Period.
2. Function bar with buttons and down menus:

e Save Button - Saves entries made to the timecard

e Approve Button - Approves your timecard for the pay period

e Comments Button — Allows you to add comments to time or leave entered. The available comments are
predefined and are accessible from a dropdown list.

e Primary Account — Employee’s CalTime account information: Employee’s primary job, HCM supervisor and
Employee ID

e Totals Summary - Provides a summary of the various hours worked (Regular Time, Overtime, Shift Differential)
o Refresh — Used to refresh timecard information after new data is entered

3. “In” and “Out” times and Transfers — Any time entered or transfers done appear in the respective “In”, “Out” and
“Transfer” columns.

4. Pay Codes and Amount — Any leave taken is entered directly into the timecard using Pay codes and their associated hours used.
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Time Entry

Employee Entering Time

AnyTime employees can enter start times, stop times and transfers (between jobs) into their CalTime timecard
at any time during and up to the end of a given pay period.

Note: Employees are restricted from making any entries 60 days in advance.

Employee Entering Time

1. From the Timecard @ “ 1 [ Person&1d atthewso01, Ei (9909001)

:f;eaegéeesr;?rzjgeﬂt]r;at you 5 Time Period | Current Pay Period + | 7202014 - BI02/2014
correct time period. m “rimary Account | Totals summary | Refresh |

2. Select the row for the o | o
day yOU want to add B Date Pay Code Amount In Transfer Out Shit | Daiy
time and enter your start 70 | | : Q

time in the “In” field. Mon 7121 : q

Note: Please remember T2 | | : 2N d 3
to add A or P for AM or . .
PM. Acceptable formats

include 8a or 8:30a

3. Enter the end time for

the completion of the

shift.

4. In the upper left

corner, the word

“Timecard” appears in

orange to indicate that

your entries have not

been saved.

5. Click Save.

6 After SaV|ng the 6 Person & Id Matthews001, Eli (3302001)

W.Ol’d “Timecaryd” Time Period | Current Pay Period + | 712012014 - 8/02/2014
changes from orange 7  —

to black. (s oy Aecoue T = |8

7. A Conﬁrmation ':g& Date Pay Code n Transfer Out
message appears. sun70 | | 0 Q

8. Click Refresh. Mon 7421 : Q

9. Your hours for the Tz | | : S0 Q | [as0Pm
Shift and Daily Totals

display.

> caltime@berkeley.edu updated 1/8/2015 page 8 of 41
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Accounting for Lunch

ALERT:

You will not need to clock in and out for lunch. CalTime is set up to automatically deduct 30 or 60
minutes for lunch after 6 hours of work. However, if you clock out before 6 hours are worked, the

automatic lunch deduction will not be applied.

The automatic lunch deduction is based on your pay rule assignment. If you wish to change your automatic
lunch deduction, contact your supervisor.

Skipped or Changed Lunches

You are expected to take your lunch as scheduled and to obtain your supervisor’s approval before changing
your lunch. If you skip your lunch, you need to work with your supervisor to ensure that the automatic lunch
deduction is cancelled for that day. Likewise, if you change your lunch, they will need to adjust your timecard to

ensure that the proper lunch is noted on the timecard.

NOTE:
By law, you are required to take a lunch of at least 30 minutes after 5 hours of work.

Review your timecard to verify that your supervisor has followed through with the meal deduction cancellation.
The following is an example of how your timecard would appear after your supervisor has cancelled the
automatic meal deduction:

Reviewing Your Timecard for a Skipped Lunch

< Home

Once adjusted, your TIMECARD Parson &1 Sanchez001, Raul(009811001)
“Sh Ift” and “Dal Iy" tOtals Time Peried | Current Pay Period T | BiD32014 - 8162014

now show no deductions

from the total hours S| I USSR S ———

W0rked LT Date Pay Code Amount In Transfer Out Sh'rﬂTotS:iry

Sun B/03 (

5.00PM 20 | 90

-Cancel Deduction
.

In addition, there’s a red
box on the “Out” punch.
If you hover your cursor
over the red box, you
will see the note
“Cancel Deduction”.

Man 8/04 : 8:00AM

Tue 8/05 (

Wed B8/06

P W W W g

b o 0 0P

Thu 807

X caltime@berkeley.edu updated 1/8/2015 page 9 of 41



http://caltime.berkeley.edu/

Cal Non-Exempt Employee
Time

Entering Time If You Work Multiple Jobs, or on Contracts, or Grants

As a non-exempt employee, (if you have more than one job or if you work on contracts or grants) you will need
to charge your time to different jobs, contracts or grants. Each could be tied to different funding sources or
chartstrings.

Your Primary Job

In CalTime, each employee has a defined primary job, which comes from the Human Capital Management
system (HCM). When you enter time, CalTime will automatically charge the time against your primary job,
unless you direct CalTime to charge another job, contract or grant. Here are the steps to determine your
primary job:

Determining Your Primary Job

< Home

1. To determine your

Primary Job, click on the TIME STAMP
Primary Account I —
button.
Wednesday, July 23, 2014 4:36PM (GMT -08:00) Pacific Time
Transfer q
" Kronos Workforce Central(R) - Windaws Intemet Exalarer ===
2. _CaITlme presents the PRIMARY ACCOUNT
Primary Account
window. iSanchez001, Raul

3. The primary job is
composed of the
department ID, job code,

beginning of time = 2112008 il

FETEETE

and employee record ZRAR00S - 47782014 - ZS TR IR 51 2024--
number. ~I--Parkinson001, Deborah/Sanchez001, Raul
4788014 - forewer I A ZCS5-4B04C- -0 25724260001 215120204 I

4755 4804 Parkinson001, Deborah/Sanchez001, Raulr-

Friendly Names

As you can see in the example above, the primary job is a series of codes and IDs, which some employees
may not recognize as a particular job. In many cases, departments replace the default primary job format
(department ID, job code and employee record number) with a more recognizable or descriptive Friendly
Name. e.g., Librarian Doe or CSS Assistant Ill. If you need help determining your primary job or deciphering
job names or friendly names, consult with your supervisor.

ALERT: If you are an employee with multiple jobs, you must always use the Transfer function

to select the job and then punch in. This ensures that you are charging your time to the proper

i [ E job. The only time you do not select a job is when you punch out for lunch or punch out for the
= day. In that, you should just swipe your badge.

If you on one job and wish to charge your time to another job, you need to do another transfer.

D4 caltime@berkeley.edu updated 1/8/2015 page 10 of 41
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The job transfer process is noted below.

Entering Time If You Work Multiple Jobs, or on Contracts, or Grants

1. Click on the TIMECARD

“ ” - Person & Id Matthews001, Eii (9209001)
Search” icon.

Time Period | Current Pay Period s | 72002014 - /0242014

m Primary Account Totals Summary m

Add Totals
Row Date Pay Code Amount In Transfer Out St | Dai
Sun 7/20 ( + q
Mon 7121 ( < =y
Tue 7/22 ( + B8:00AM Q, -30PM 8.0 | 8.0

TRANSFER SELECTION

2. Select the drop-list

arrow for Job. —_—
Jaob | Mone —|
T T )
Project | Mone =]
Supervisor ID | None s |

Search for Employee ID

| Search |
Employee ID | To0 many entries ...
Try limiting search.
Training | Mone .
LL? | Mone ry|
WORK RULE
| Mone .

"k | Gancei | Primary Aceount |

X caltime@berkeley.edu updated 1/8/2015 page 11 of 41
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Non-Exempt Employee

. TRANSFER SELECTION
3. Select the job,
contract or grant for the ACCOUNT
job shift that you are - e
starting. Click “OK”. | | o .
Location gt
Note: If you are unclear Prolect
on which entry on the Supervisorll  LIBRARIAN-MOFFIT, LIERARIAN-MOFFIT
list to select for your Search for Employee ID
job, contract or grant, I |wbearcha)
complete your time Employee D | imiing search.
entry first. Then, work | | |
with your supervispr to Traiming | None !
select the appropriate Ly (one .
entry.
WORK RULE
| Mone
TIMECARD Person & Id Matthews, Eli (009909000}

4. The job, contract or
grant will appear in the 5
“Transfer” field.

Time Period | Current Pay Period s | 722014 - B02/2014

5. Then click on the

= Totals

Dat Pay Cod Amount | Transf out

“Save” button Eow - i o ! renster ¢ Shift | Dail
" Sun 7/20 ( q
Mon 7/21 4 Q

W2n | | : 8:00AM LBraRAN-DOENN | Q| [4:30Pm 80 | 80

Project Tracking

CalTime can be used to track hours worked by an employee on projects. Employees would use the “Transfer”
functionality to associate hours worked to a particular project. CalTime only provides tracking of time. A
separate web application pulls the tracked hours from CalTime to produce reports of project hours worked.
This report can then be used for management reporting or recharges, etc.

NOTE:
Enter your project hours on a daily basis, or throughout the day to ensure the accuracy of the reported
hours and to save time at the end of the month.

> caltime@berkeley.edu updated 1/8/2015 page 12 of 41
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Recording Project Tracking Hours
1. From the Timecard <
screen, ensure that you | | TIMECARD Parson & 14 Matthews001, E5 (009909001)
are accessing the 1

Time Peried | Current Pay Period s | 7202014 - BA02/2014

correct time period.

2. Enter your “In” time ==
d

for the project.

£

Row Date Pay Code Amount In Transfer Out
3. Inthe Transfer sz || 3 2
column, click on the 2 3
“Search” icon Mon 7/21 [ +) E Q

Tue7i2zz | | g Q

Wed7i23 | | ry Q

TRANSFER SELECTION
4. Access the Project

dropdown menu. ACCOUNT
Job | Mone ry
Location | Mone y
Project | None .
Supanrlsorﬁ | None -
Search for Employee ID
| Search |
Employes ID | T00 many entrias ...
Try limiting search.
LLGE | MNone ry
LLT | Mone .
WORK RULE
| None :

"ok Cancer | primary Account

X caltime@berkeley.edu updated 1/8/2015 page 13 of 41
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Non-Exempt Employee

Recording Project Tracking Hours

5. Select the project
that you are starting.
Then click “OK”

TRANSFER SELECTION

ACCOUNT
Job | None 3
Location | None ]
Project 4 None

Supervisor I

AP Bears, AP Bears
AP Recruit, AP Recruit
Employee ID  API-Berkeley Box, API-Berkeley Box
AS - BFSGS, A5 - BFSGS
AS - CAP, AS - CAP
LLG AS - TAM Transition, AS - TAM Transition
AS ETS Work, AS ETS Work
AS Financials, AS Financials
A5-COIS Transition, AS-COIS Transition
WORKRULE | AsaG - AD - BRZ, ASAG - AD - BRZ :
4 ASAC - AD - DSP, ASAC - AD - D5P
L None | ASmF Portal, ASMF Portal
ASMF-CourseRank, ASMF-CourseRank |

LLT

i

6. Then click the
“Save” button to save
your “In” time and the

"TIMECARD Person & Id Matthews001, Eli (009902001)

Time Period | Current Pay Period s | 722014 - BI0Z/2014

selected project. Date Pay Gode frr In T ou |ST o
Sun 7/20 ( q
Maon 7/21 2 Ba HIAS - BHappy i/ q
Tue 7/22 [ q
(&l | Wed 7123 0
TIMECARD Person & Id Matthews001, Eli (009809001)
7. Once you have Time Period | Current Pay Period 4| 712012014 - 80212014
completed your time
working on that project, — 8
enter your “Out” time. e ey Tl e
8. Then click the “Save” m Date Pay Code Amount In Transfer out Sh'rﬂToEJafiry
button to save your Sun 7120 Q 7
“Out” time. Mon 7/21 : 8:00AM JIAS - BHappylii! Q 40 | 40
Tue 722 [ Q
E] | Wed 7123 0

Creating New Rows in the Timecard for Multiple Entries in a Day

The timecard by default only has one row set up for each day of the pay period with one set of “In” and “Out”
boxes for entry. It may be necessary to rows to a day to accommodate additional entries. For example, you

may:

> caltime@berkeley.edu
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Work on multiple jobs in one day

Work a partial day and need to enter partial day leave

Work on multiple projects in a day that must be tracked

Clock out for lunch (for a 60-minute lunch rather than your normal 30-minute lunch)

Adding a Row on the Timecard

In this example, you are TIMECARD Porson &1d Mathews, Bl (009909000)
taking a 60-minute Time Period | Current Pay Period +| 71062014 - 711912014
lunch. You have logged
in and out for 4 hours of
work. [FSae| | Primary Account || “Yotals Stmmary | Refresh |
qu\‘l Date Pay Code Amount In Transfer Out SI‘IiﬂTﬁtDaill?ry'
To enter your time for TS || | g Q
the remainder of the Mon 7107 : B.00AM Q  [1zotru 40 | 40
day, you will need to add TueTOE | | : Q
arow. Wed 7/09 . Q
1. To add a new row, click
the “Add a row” button.
TIMECARD Person & Id Matthews, Eii (009509000)
2. Note the additional Time Period | Current Pay Period : | 7/06/2014- 7119/2014
row for Monday, 7/07.
ég:\j, Date Pay Code Amount In Transfer Out ShﬂT‘}Eafw
Sun 7/06 [ q
E,] Mon 707 . A:00AM q 12:00PM 40 40
5 | MonTi7 | | Q,
& Tue 7108 q
Wed7i09 | | Q
Thu 7110 Q
"TIMECARD Person & Id Matthews, Eli (009302000
3' Enter Your hours for 4 Time Peried | Current Pay Period s | TIO6/2014 - TH2014
the remainder of the
day. Primary Account || Totals Summary || Refresh |
4. Then click “Save”. ;g& Date Pay Code Amount In Transfer Out Sl:m-r‘}gafw
Sun 708 | | Q
Mon 707 . B:00AM Q | [12:00pM 40 | 40
Mon 7107 | | : 1:00p Q | [se
LEJ Tue |II m q
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Adding a Row on the Timecard

5. After saving, the word TIMECARD 5 Person & Id Matthews, Eli (009802000)
“Timecard” will change Time Period | Current Fay Period + | TID6I2014 - THYI2014
from orange to black. 5

6. CalTime will show RN |
=

“Timecard successfully

saved "‘ ;g:i Date Pay Code Amount In Transfer Out
7. The “Shift” and e | | Q
“Daily” totals for Mon 7107 : 8:00AM Q | [12:00PM
Monday, 7/7 will show TE || | : 1:00PM Q| [s00pm
the 8 hours worked Tue 7/08 Q

Adding Comments For Time Entered

Comments can be added to any pay code or time entry (in punch, out punch or pay code amount). Comments
are predefined and are accessible from a dropdown list. You may use a comment when it is pertinent to your
situation. Comments, while available, are not required.

NOTE:
To add comments when entering leave, please refer to the section entitled “Adding Comments For

Leave Entered”.

Adding Comments For Time Entered

In this example, you < Home

came in late after voting || TIMECARD Person & Id. Matthews006, Ei (009909006)
in a local election. You Time Period | Current Pay Period s | 8/03/2014 - 8/16/2014

voted from 8 am to 9

am. | |

1. To add a comment to ;g\?r Date Pay Code Amount In Transfer Out San"Ba‘_I{SW
an “In” entry, click on the EOELE | | : Q

“‘Comments” button Mon 804 : 8:00AM Q| [#30em 80 | 80
after you have entered Tue 805 | | ; (5 ] Q

your 8:00 am arrival | oo

time.

> caltime@berkeley.edu updated 1/8/2015 page 16 of 41



mailto:caltime@berkeley.edu

RCal Non-Exempt Employee
Time

Adding Comments For Time Entered

COMMENTS
Name: Matthews006, Eli
2. The “Comments”
dialog box appears.
Available comments
are shown on the left.
fwvaiable Comments Selected Comments

Blood Organ donations
Correct for Missed Punch
Duplicate Punches
Employee Adjustment
Fmployee Forgot to Punch In 2
Employee Forgot to Punch Out
Removing Scheduled Hours
Fchedule Change

Bupervisor Adjustment
Timekeeper Adjustment

e

3. Select the COMMENTS

appropriate comment
from the available
comments window.

Name: Matthews008, El

4. Click on the right Available Comments Selected Comments
arrow icon to select the Correct for Missed Punch
comment. Duplicate Punches

Employee Adjustment

Employee Forgot to Punch In
Employee Forgot to Punch Out
Removing Scheduled Hours
Schedule Change

oiml -~

Supervisor Adjustment 3
PITRER EE T AU USTITHENL
“Voting
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Adding Comments For Time Entered
i COMMENTS
5. The voting _comment Name: Matthews008, El
now appears in the
Selected Comments
box. 5
6. Click the OK button. Available Comments Selected Comments
Blood Organ donaticns Voting

Correct for Missed Punch
Duplicate Punches

Employee Adjustment
Employee Forgot to Punch In
Employee Forgot to Punch Out
Removing Scheduled Hours
Schedule Change

Supervisor Adjustment
Timekeeper Adjustment

[ ["cancer |

7. When you return to

your timecard view, you "TIMECARD Person & Id Matthews008, Eli (002909006)
will see a Comments
icon next to the “In” field. Time Period | Current Pay Period s

Hover your pointer over | | | [E00 “Comments - “Refresh

the icon to display the Add

comment. Row Date Pay Code Amount In Trans,
Sun 803 | B |
This comment is also
.. . =+ -
visible to your supervisor Mon 804 | | :) 8:00AM
and timekeeper. Tue 805 | | . ia =
Wed 8/06 | s V'ming
wbaliadl |
< Home
8. Enter the “Out” time
Of 9 am TIMECARD Person & Id Matthews006, Eli (009502006)
' Time Period | Current Pay Period + | 8/03/2014 - 8/16/2014
9. Click on the “Add
Row” icon to add a new | | 'y e GRS IR R K
row for the same day. o Totals
Row Date Pay Code Amount In Transfer Out St | Daly
Sun 8/03 [ s Q
e V0N 8/04 [ s 8:00AM q 4:30PM 80 | 80O
Tue 805 | | 2 B:00AM = Q | [e:00am 10 | 1.0
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Adding Comments For Time Entered

< Home

et o

Ztart tlme y Time Peried | Current Pay Period s | 8032014 - 8M6/2014

11. Continue with the Add Totals

. . Row Date Pay Code Amount In Transfer Out Shift | Daiy

completion of your time Smans | | S a

entry for the remainder

of the day Mon BI04 | | o B:00AM Q| [430Pm 80 | 80
Tua 8105 | | . 8:00AM = Q | [s:00am 1.0 | 1.0
Tus 805 | ( ; Q

Deleting Comments Entered

Deleting Comments Entered

TIMECARD Person & Id Matthews006, Eli (D09908006)

1. To delete the
comment, Fl||Ck Time Period | Current Pay Period
comment icon.

Sdm?.r Date Pay Code Amount In Tran
Sun 8103 | s

Mon 8/04 [ + | B:004M 1

Tue 8/05 | .| B O0AM =
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Deleting Comments Entered

COMMENTS

Name: Matthews006, Eli
2. The Comments
dialog box appears.

) 2
3. Click on the Left
arrow icon to select the Available Comments Seiacied Comments

comment. Blood Organ donations oting
Correct for Missed Punch

4. Click OK. Duplicate Punches
Employee Adjustment

Employee Forgot to Punch In
Employee Forgot to Punch Out E
3

Removing Scheduled Hours
Schedule Change
Supervisor Adjustment
Timekeeper Adjustment

o G

< Home
d5.|Tth?j corgr:;]ent S TIMECARD Person & Id Matihews006, Eli (009909006)
eleted an e
Comment icon is no Time Period | Current Pay Period : | BI03/2014 - B/M16/2014
longer visible. = | Comments =~ | "Primary Account | Totals Summary | Refresh |
i Qg& Date Pay Code Amount In Transfer Out Sl:iftTQtDa:l?ry'
6. Click the Save button. sing0s | | . Q
Mon 8/04 . 8:00AM Q 4:30PM 80 | 80
Tue 8/05 [ . 8:00AM Q 9:00AM 1.0 | 10

How Overtime, Comp Time, Shift Differential and Meal Deductions are Determined

Within CalTime, a pay rule profile is set up for every non-exempt employee. The work rule is a set of
parameters defined for each employee. For example, your work rule profile defines:
e Comp Time versus Overtime - How and at what rate an employee is paid overtime
e Shift Type - Day, Evening, Night, or Weekend
e Shift Length - 8, 10 or 12 hours per shift
e Meal Deduction - 00, 30 or 60-minute meal deduction. The 00 meal deduction is only available for
eligible unions.

These parameters apply specific payroll rules to shifts to determine how employee hours accumulate and the
pay rate that is applied to those hours. CalTime will use these parameters to automatically determine:
Whether you will receive comp time or overtime

When overtime is applicable (after 8 hours worked, etc.)

What your overtime rate is (time and a half, double overtime, comp time double, etc.)

Whether you will receive shift differential (shift differential evening, shift differential night, etc.)

Your automatic meal deduction

Whether you are eligible for meal perquisites
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Coordination with Your Supervisor on Schedule Changes, Callback, On-Call and Lunch
Changes

Since CalTime calculates how you will be paid based on your pay rule profile, any time your schedule deviates
from that profile, your supervisor must perform changes (work rule transfers, adjustments to the lunch
deduction) to ensure that you are paid correctly. For example, work rule transfers or adjustments by the
supervisor are necessary when:

e You work a different shift that qualifies for shift differential pay. e.g., night shift instead of day shift

e You are called back to work additional hours

e You are on-call for additional hours

e You skip your lunch

Reviewing Your Timecard

It is recommended that you check your timecard frequently to ensure that your hours have been entered
correctly and that any potential overtime, comp time, shift differentials, etc. is properly recorded. If you find
errors, work with your supervisor to resolve the problem. It is best to resolve problems throughout the pay
period rather than waiting until pay period close.

NOTE:
For detailed instructions on how to review your timecard, please refer to the section entitled “Reviewing
Your Timecard”.

Leave and Pay Code Entry

Employee Entering Leave

CalTime uses pay codes to keep track of the leave time and other non-worked time that is entered in the
timecard. Examples of pay codes include:

e Vacation Leave Taken
e Sick Leave Taken
e Jury Duty

It is important that hours are tracked to the correct pay code so that your leave balances are correct.

TIP:

You may wish to enter leave into CalTime as you become aware of it, rather than wait until the
end of the pay period. For example, if you are taking vacation in the current pay period, enter it
into CalTime before you go. If you have taken sick leave, enter it upon your return to work.

Acceptable Formats for Entering Pay Code Amounts

Acceptable Format Example Interpretation by CalTime

Leading zeros (optional) 07 7 hours
08:30 (8 hours, 30 minutes) | 8.5 hours
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Colon 7:30 7.5 hours
Note: If you enter an amount without a colon, CalTime
interprets your entry as is, which may be a much larger
amount than you meant. For example, if you enter 730
(without the colon), CalTime interprets that as 730 hours,
which will exceed the daily hours limit.
Decimal 8.5 8.5 hours

Entering Leave

1. Ensure that you are in
the correct pay period.

2. Click on the Pay Code
drop-list arrow for the day
you wish to enter leave.

Log ©ff | Change Password | Help

CakTime =
< Home
TIMECARD Person & ld Cross085, Kafie (009905065)
l LU EREILT | Current Pay Period 04/2015 - 1172015
=3 [Comments = [l Primary Account [l Totals Summary [l Refresh |
Add Totals
Row Date Pay Code Amount In Transfer Out Shift Daily
Sun 1/04 Q
Mon 1/05 Q
Tue 1/06 | [v] B:30AM q 3:30PM 80 30
Wed 1/07 . 6:30AM q 3:30PM 2.0 8.0

3. From the drop-down list,
select the pay code for the
leave you wish to report. In
this case, we have selected
“Vacation Leave Taken”.

Log Off | Change Password | Help

Training

CakTime

< Home
TIMECARD Person & Id CrossDES, Katie (D02905065)
Time Period 10412015 - 1/17/2015
[Sove | Rovrove ==
éga Date Pay Code Amount In Transfer Qut Shift Tolaga“y
Sun 1/04 Q
Mon 1/05§ Q
Tue 106l | | aoetion Leave Taken 5:304M Q| 330Pm 30 50
wesror] | | Q sww e s
Thu 10 gz:‘:ﬁ'ﬁ"’:"gﬁd 6:30AM Q
Fri 1709 EFO{#—E:J Vﬁvgg:ﬁ\un In Time q
N e a
Sun 111 m‘-’aﬁ“"”“ Q
——

4. Enter the number of
leave hours taken in the
amount field.

5. In the upper left corner,
the word “Timecard”
appears in orange to
indicate that your entries
have not been saved.

Training
Cai—ri e Log Off | Change Password | Help
5 < Home
‘"TIMECARD Person & Id Cross065, Kafie (0D8805085)
Time Period |Blr i 1/04/2015 - 1M 72015
[‘Seve" |l Arprove | "Comment= 5" | Primary Account ||| Totals Summary || Refresh|
Add 1= Totals
[ Date Pay Code Amount In Transfer Out Shit Daily
smws [ & Q
Mon 105 | [\acation Leave Taken I 20 I 4 Q
Tue 0 | | 7] T £:304M Q| 3:30PM 20 a0

> caltime@berkeley.edu

updated 1/8/2015 page 22 of 41


mailto:caltime@berkeley.edu

BCal
Time

Non-Exempt Employee

Entering Leave

6. Click Save.

7. After saving, the word
“Timecard” will change from
orange to black.

8. CalTime will show that
the “Timecard successfully
saved”.

Training
CaiTi e — Log ©ff | Change Password | Help
< Home
TIMECARD | 7 Person & Id Cross065, Katie (009905065)
R CE Yl [Current Pay Period 1/04/2015 - 11742015
[ [T | oot e | ot Sy
gow Date Pay Code Amount In Transfer Out Shit Total\jsa“y
sunuod | [ ™~ Q
Men 105 | [Vacation Leave Taken 8.0 Q &0
Tewos | [T ¥ 6:304M Q| 3:30PM 80 80

Employee Deleting Leave

In the event that leave was entered on the wrong day or you decided to not take the leave, you may need to
entirely delete leave already entered.

1. Ensure that you are in the
correct pay period.

TIMECARD

["Seve" ) Reprove || “Comment= 5~ [l "primary Account [ Fotal= Summary || eresn |

10412015 - 111772015

Log Off| Change Password | Help

Deleting Leave

< Home

o Date Pay Code Amount in Transfer out — T°“[‘?a”y
Sun 1104 Q
Won 1105 Q
Tue 1106 6:30AM q 3:30PM 80 80
Wed 107 6:304M Q 3:30PM 80 80
Jraining ol Log ©Off | Change Password | Help
2. Go to the Pay Code cell CakTime . ssword  He
for the line with the pay code « tome
that needs to be deleted. TIMECARD Person & Id Crass06s, Katic (103905055)
Click on the drop-down list ks Time Period 1042015 - 11172015
arrow.
;g:, Date Pay Code Amount In Transfer Out Shift Toml‘:;w
Sun 1/04 Q
Mon 1105 | [Wacation Leave Taken 5.0 Q 30
Tue 1/06 I M B6:30AM q 3:30PM 8.0 8.0
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Deleting Leave

3. Select the blank row at the
top of the pay code list
(shown as a gray or blue bar).

Training

CakTime

Person & Id Cross065, Katie (D09905065)

Time Period c.urrentPay Period %] t1iarzors - 111702015

TIMECARD

Leg Off | Change Password | Help

< Home

Totals

i Date Pay Code Amount In Transfer =
Sun 1/04 Q
Mon 1/05 Q 20
Tue 1108 :}f:;;;ﬁ;;:."—raken £:304M Q | 330PM 80 20
s Bereavement-Sick Leave Taken
Wed 1/07 Callback Worked B:304M Q| 330Pm 80 8.0
Thu s | | Some Tme O 6:304M
=E FMLA-Vacation Q
i C i—I-TJa'"‘"g — Log Off | Change Password | Help
4. In the corresponding arlime
amount field, delete the hours < Home
entered by highlighting the “TIMECARD Porson & Id Cross(5, Kate (00EE05065)
amount and either Time Period /042015 - 1/17/2015
backspacing or deleting.
:gﬁ, Date Pay Cads Amount In Transfer out Sh:: T"‘“E‘;i‘y
Sun 1/04 Q
Mon 105 | | = o I Q 80
Tus 105 | | T 5:30AM Q| 3:30PM 80 80
. 6 Person & Id Gross08S, Katie (003805065)
5. Click Save. Time Period 110412015 - 11772015
6. After saving, the word |
“Timecard” will change from 1 sove [omrove | comments = | rmary Account | =i
Orange to bIaCk- Add | Date Pay Code: Amount In Transfer out Totals
Row 5 J Shift | Daily
7. CalTime will show that the Sun 104 ] a
Prpm— Mon 1/05 Q
Ti me(’:,ard successful Iy Tue 1106 5:304M Q | 3:30PM a0 80
sav ed . Wed 1/07 B:304M Q| 330PM 80 80
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Employee Changing/Correcting a Pay Code or Leave Hours

If a pay code is incorrect, you can change the pay code to another one. For example, if you originally planned
a vacation day, but were sick instead, you can change the pay code.

NOTE:
If you wish to entirely delete leave already entered, refer to the previous section entitled “Employee Deleting
Leave”.

Change/Correct a Pay Code or Leave Hours

TIMECARD Personf Id Cross065, Katie (009905065)
Time Pefiod 1/04/2015 - 1/17/2015
1. Ensure that you are in
the correct pay period. [Sove" [ Aoprove |l Comments =~ || Primary Account || Fotals Summary | "Refresh |
Add Totals
Row Date Pay Gode Amount In Transfer Out hift Daily
) Sun 1104 Q
& Mon 1105 | [Vacation Leave Taken = | 20 Q 20
£ Tue 1/06 6:30AM Q 3:30PM 8.0 8.0
A weatn? | [ & 5:304M Q | 3:30PM 80 30
2. Select the Pay Code
H H TIMECARD Person & Id Cross085, Katie (D02905065)
using the drop-list arrow for ‘
: . Time Period 11042015 - 11712015
the line with the pay code
that needs to be corrected.
;ga Date Pay Code Amount In Transfer out — nga“y
A Sun 1/04 I ll.'l Q
|
& LUEURV=R /= ation Leave Taken a0 Q 80
) Tue 1/06 i 630AM Q 3:30PM 30 80
5 Wed o7 | | BEEErement Sk Leave Taken &:304M Q, | 330PM 80 &0
8 mem [SUPET a
5 e | |ERT-Empl Reduction In Time qQ
B3 Sl FMLA-acation O\
= el Jury Duty [}
3 F h P C d TIMECARD Person & Id Cross065, Katie (009905065)
. romt e ay oae Time Period AID42015 - 11T/2015
drop-down list, select the
approprlate pay code.
[Save ) Foprove ) Comment= 5~ || Primary Recount || Totals Summary | Refresh |
Add Totsls
o Date Py Code Amount In Transfer out = e
& Sun 1/04 Q
& Mon 1/05 20 Q 8.0
Sick Leave Taken [+
A Tue 1108 £30AM Q| 330°M 80 80
T Bereavement-Sick Leave Taken
A Wed 1107 | | Callback Worked 6:30AM Q | 330PM 80 8.0
5| s [Tt a
o Favos | |SRT-Emel Reducton in Time q
FMLA-Sick
= Sat 110 | | eyl vasation Q
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‘TIMECARD

4. If needed, modify the
hours in the Amount field.

Person & Id Cross065, Katie (D09905065)

LGRS B [Cument Pay Period

Add

"Save" || "Rpprove " [§"Comments = |} "Primary Account [l “Totals Summary | Refresh |

e Date Pay Code Amount In

Sun 1/04 I

Mon 1/05 |Sick Leave Taken I 3.0 I

Tue 1/06 I ]: B6:30AM
5. Click Save. TIMECARD 3] Person & Id Cross085, Katie (DD2905065)
6. After saving, the word UL Current Pay Period |4
“Timecard” will change from 7
orange to black. [ |
7. CalTime will show that

o Rpprove" | "Commeni= =" || "Primary Account | e

the “Timecard successfully NSV TP S—
saved”. ;gz 5 Date Pay Code Amount In

Sun 1/04 I

Mon 1/D5 |Sick Leave Taken 8.0

Tue 1/D6 I 6:30AM

Creating New Rows in the Timecard for Multiple Entries in a Day (Example involving Leave

Entry)

In some situations, you may need to add a row to accommodate more entries for a day. Previous examples
involving time entry are covered in the previous section on “Creating New Rows in the Timecard for Multiple
Entries in a Day”. Here is another example involving leave entry. In this scenario, you are working a partial day

and then taking sick time for a doctor’s appointment.
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Adding a Timecard Row for Additional Entries
1. Ensure that you are in < Home
the correct pay pgrloq. TIMECARD Parson & Id Matthews, £l (008809000) 1
Current Pay PerIOd IS the Time Period | Current Pay Period + | TIDB2014 - 71192014
default. If you need to
access the Previous Time [Save"| |“Primary Account " || “Fotals Summary || Refresh |
Pgriod, S?|6Ct it fro_m the gaa | Date Pay Code Amount n Transfer out Snm“";’:w
Time Period drop list. s 706 | | Q
2. You enter time worked Nion 7107 : 5:00AM Q_ | [1zooPm
from 8 to 2:30pm. Since you Mon 7107 | : 1:00PM Q| [sooem 80 &0
have worked more than 6 Tue 7108 : B.00AM Q | [230em 60 | 60 |
hours, CalTime applies the Wed 7108 || Q
automatic lunch deduction.
< Home
3. To add your sick time, TIMECARD Person & Id Matthews, Ei (109909000)
you need to add a new row. Time Period | Current Pay Period + | 7/06/2014 - 7/19/2014
Click on the “Insert Row”
button to the left of the = =
approp”ate date m Date Pay Code Amount In Transfer Out ShiﬂTmS’asiw
Sun 7/06 ( Q
Mon 7/07 . B:00AM Q 12:00PM
on 707 | | s 1:00PM Q| [5:00Pm 80 | 80
Tue 7/08 P 8:00AM Q| [230em 60 | 60
o 709 | Q
< Home
4. CalTime will add a new TMECARD ST :
row for the same day.
Time Period | Current Pay Period + | TI06/2014 - TM9/2014
5. You can now enter the
second leave for that day in :.:.ﬂ ["PrmERy Account ~ | “Fotals Summary~ | "Retresh™| -
the neW rOW. C“Ck On the Row Data Pay Code Amount In Transfer Out St DDa\ty
. i Sun 7/06 .
Pay Code drop-list arrow to - ' : Q
. L lon -
select the appropriate leave. g - : - Q | lozooew .
Tue 7108 4 - 8:00AM Q| [230Pm 60 | 60
Tue 7/08 ( Q
—F . =
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Adding a Timecard Row for Additional Entries

TIMECARD

6. From the Pay Code
dropdown list, select the
appropriate leave.

Person & Id Matthews, Eli {008808000)

Time Peried | Current Pay Period

s | T06/2014 - TI19/2014

8. Click Save.

9. After saving, the word
“Timecard” will change from
orange to black.

10. CalTime will show that
the “Timecard successfully
saved”.

11. Your “Shift” and “Daily”
totals account for 8 hours.

Person & Id Matthews, Eli (008208000)

Time Period | Current Pay Period

] 10

Add
Row

I R I R

DatS

Sun 7i06
Mon 7/07
Mon 70T
Tue 708

Tue 7/08

Pay Code

Sick Leave Taken

Amount In

8:00AM

s 1:00PM
20

s 8:00AM

= | TI062014 - TH9/2014

Transfer

P L PLEP

12:00PM

5:00PM

2:30PM

;g& Date Pay Code Amount In Transfer Out Sh'rﬂToEJaJ{sih,'
Sun 7/06 [ Q
Mon 7/07 8:00AM Q| [1z.00Pm
Mon 7/07 ( 1:00PM q 5:00PM 80 | BO
Tue 7/08 B:00AM Q 2:30PM 60 | 6.0
Tua 7008 | Q
Vacation Leave Taken
4 Wed 7/gd
Sick Leave Taken Q
e rn rT— Q
Bereavement-5ick Leave Taken
Fri /11 Callback Worked o}
7. Enter the leave hours "TIMECARD Person & Id Matthews, EI (008909000)
H . Time Peried | Current Pay Period TI06/2014 - 7192014
taken in the amount field.
-
@1 Date Pay Code Amount In Transfar Out SlhiftTDE!aall?w
Sun 708 | | Q
Mon 7/07 B:00AM Q| [12:00Pm
Mon 707 ( 1:00PM q 5:00PM 80 | 80
Tue 7/08 . A:00AM q 2:30PM 60 | 60
Tue /08 | [ "sick Leave Taken : Q
Wed 7/09 : Q
TIMECARD

11

Totals
Shift | Daily

80 | 80

60 | 8.0

Removing the Added Row Used for Leave Entry

These are procedures for removing the added row used for leave entry. In the example where we originally
entered sick time for a doctor’s appointment, the appointment was cancelled.

> caltime@berkeley.edu

updated 1/8/2015

page 28 of 41



mailto:caltime@berkeley.edu

BCal
Time

ing One of the Multiple Leave Ent

Non-Exempt Employee

TIMECARD

Person & Id Matthews, Eli (009808000)

Time Period | Current Pay Period

+ | TI0B/2014 - TI18/2014

m Primary Account Totals Ssummary m

1. Ensure that you are in gg\i Date Pay Code Amount In Transfer out smﬂTogﬁry
. . Sun 7/06 ( q
the correct pay period.
Mon 7/07 ( 8:00AM Q| [12:00PM
Mon 7/07 [ 1:00PM q 5:00PM 8.0 | 80
Tue7i08 | | gick Leave Taken 20 Q
Tue 708 | | B:00AM Q| [230Pm 60 | 80
TIMECARD Person & Id Matthews, Eii (009809000)
Time Period | Current Pay Period s | TI0G2014 - THR2014
2. Goto the Pay Code cell [Save | “Retresh |
for the Ilne Wlth the pay COde 'ngw Date Pay Code Amaount In Transfer Out San‘}g‘;w
that needs to be deleted. =
: ; = | Q
;I:gl\jvon the drop-down list Mon70? | | . Q| [zoom
' Mon 707 | | 1:00PM Q, | [s:00Pm 80 | 80
Tue 78 | (‘sick Leave Taken 20 Q
Tue 7/08 [ 8:00AM q 2-30PM 60 | 80
TIMECARD Person & Id Matthews, Eii (009505000)
Time Peried | Current Pay Period + | TIOG2014 - TI9/2014
= =
3. Select the blank row at Add | g Pay Code Amount In Transfor Out il
the top of the pay code list sin7i06 | | Q
(shown as a blue bar) Mon 707 | | 80041 Q| [rzooem
Mon T/0F 1:00PM Q | [5:00PM 80 | 80
Vacation Leave Taken
TueTi0B | » Sick Leave Taken 20 Q
T Alternate Holiday Taken - -
Tue 7/08 Bereavement-Sick Leave Taken 8:00AM q 2:30PM 60 | 80
Wed 7/09 Callback Worked Q

Comp Time Off
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Removing One of the Multiple Leave Entries

TIMECARD Person & Id Matthews, Eii (002903000)

Time Period | Current Pay Period = | TIO6/2014 - TIB2014

4. Select the hours in the ["Swe [PAmSFRECoURE™ [ “Totals Summary~ | "Ratrash~
Amount f|e|d and use the ;gg Date Pay Code Amount In Transfer Out S‘:m-rm;fw
delete or backspace button Sun7ioe | | Q
to erase the amount. Mon 7107 : 5008 Q| [1zooPm

Mon 7007 | | s 1:00PM Q, | [5:00PM 80 | 80

Tue 7/08 ( 20 Q,

Tue 7/08 ( . B:00AM q 2:30PM 6.0 8.0
5. Click Save. TIMECARD 6 Person & Id Matthews, Eii (009903000)
6 Aftel’ Savlng the WOI’d Time Period | Current Pay Period + | T7/06/2014 - 7119/2014
“Timecard” will change from | 7
orange to black. I Ssve" 1 Approve ] Primary Account ] Totals Summary || Refresh
7' c“:alTIme WI” ShOW that gg& Date Pay Code Amount In Transfer Out Sh'rﬂToEJaallsiM
the T|,[necard successfully sin7oe | | Q
saved”. Mon T/07 . 8:00AM Q| [12:00PM
3. Enter changes to your Mon707 | | . ooP Q| [sooeu 80 | 80
tlmec_ard to account for the . . 0ol o | [2a0em 60 | 60
remainder of your day.

Wed7/09 | | Q

Leave Entry for Employees on Alternative Work Schedules or Compressed 4/10 Workweeks

Employees with Alternative Work Schedules or Compressed workweeks should enter the number of their daily
hours for vacation and full sick days. For example, if you work 10 hours a day for 4 days a week, you would
enter 10 hours of leave (vacation, sick, etc.) per day.

Adding Comments For Leave Entered

Comments can be added to any pay code or time entry (in punch, out punch or pay code amount). The
available comments are predefined and are accessible from a dropdown list. You may use a comment when it
is pertinent to your situation. Comments, while available, are not required.

NOTE:
To add comments when entering time, please refer to the section entitled “Adding Comments for “Time
Entered”.

> caltime@berkeley.edu updated 1/8/2015 page 30 of 41



mailto:caltime@berkeley.edu

RCal Non-Exempt Employee
Time

Adding Comments For Leave Entered
In this example, you takel TIMECARD Person & Id Matthews006, Eli (009909006)
i Time Period | Current Pay Period + | 8/03/2014 - BM16/2014
sick leave to care for
your sick child. = e
1. To add a comment to ;daf: Date Pay Code Amount In Transfer Out
the leave entry, click on Sung03 | | 2 Q
the “Comments” button Mongio4 | | 0 S 00AM Q| [s30m
after you have entered .
Tue 805 | | ) 8:00AM Q, | [2:00am
leave amount.
Wed 808 | [ gick Leave Taken s f | ed Q
2. Click on the
appropriate comment COMMENTS Name:  Matihows00s. Ei
(shown highlighted in ’ '
blue)
3. Then click on the
right-pointing arrow. Available Comments Selected Comments
Adjust Sick Leave
Adjust Vacation Usage 3

Approve Adjust Holiday Pay
Authorize Adjust Overtime
Blood Organ donations
Curtailment

Emergency Leave
Employee Adjustment

S

Legal Leave

4. CalTime will place the COMMENTS

comment in the Mama: Matthews008, Eli
“Selected Comment”
section.
4
5. Click “OK”
Ay ailable Comments Selected Comments
Adjust Sick Leave Family lliness

Adjust Vacation Usage
Approve Adjust Holiday Pay
Authorize Adjust Overtime
Blood Organ donations
Curtailment

Emergency Leave
Employee Adjustment

Legal Leave

Miltary Caregiver
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Adding Comments For Leave Entered
6. When you return to "TIMECARD Person &Id Matthews008, Ei {008909006)
your timecard view, you
will see a Comments Time Period | Current Pay Period
icon next to the “In” cell.
If you hover your mouse 299 1 Date Pay Code Amount In Tr
pointer over th'e icon, sns03 | |
CalTime will display the
“Family lliness” hdon 8/04 : B:00AM
Comment. Tue 805 | . B:00AM
Wed 8/06 Sick Leave Taken = 8.0 =
Thu 807 | : Family lllness |
Fri 8/08
Sat8i09 | |

Deleting Comments Entered

The steps for deleting a comment associated with a leave entry are the same as those for deleting comments associated
with time entry. Please refer to the section entitled “Deleting Comments Entered” for more information.

Reviewing Your Timecard

Reviewing Your Timecard

TIMECARD Person &1d_Cross001, Kafie (003505001)

1. From the Timecard, Time Period | Previous Pay Period + | 62212014 - 7/05/2014

ensure that you are 1

t|me pel’IOd gg\: Date Pay Code Amount In Transfer Out

’ [&] | Sun&/22 I - o)

2. Ensure all your “In” TIMECARD Person & Id Cross001, Katie {009905001)

and “Out” punches are Time Period | Range of Dates s | [arzzzo1a | B [7122r201a

correct.
;g\‘i Date Pay Code Amount In Transfer Out Shitt T‘}Ea;w
Sun 6/22 ( s Q
Mon 6/23 : 8:00AM Q 85 | 85
Tue6i24 | | . 8:00AM Q| 430PM | 80
Tue 6/24 . 7:00PM Q| 10:00PM | 30 | 110
Wed 6/25 ( . 3:00PM :KB_NonEx_OTP 08 Eve q 11:30PM | B0 | 8.0
Thu 6/26 : B:00AM Q 85 | 85
Frignr | | : 8:00AM Q| 430PM | 80 | 80
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3. Check your “Shift”

and “Daily” totals to TIMECARD Person & Id GCross001, Katie (009805001)
ensure that they add up Time Period | Range of Dates s [erzzrz01a | EH '7x22§014
to the hours of expected
work. il (FPPRETPRECOURE [ “TOTSE SUMTATY™ [ sRaTas™|
. Add Totals
4. |f yOU Worked OUtSlde Row Date Pay Code Amount In Transfer Out Shift | Daiy
your regular schedule sneZ | | : Q
(e.g., you worked night Mon 6/23 : 8:00AM Q | «3pm [ 85 | 85
instead of day), make Tue6i24 | | : 8:00AM Q| 430Pm | 80
sure that your Tue 6124 ; 7:00PM Q| 1oooem |30 | 110
supervisor has entered Wed6i25 | | : 3:00PM | e NonEx_OTP 08 Eve O | 11:30PM 80 | 80
a work rule transfer that
. Thu 6126 : 8:00AM 430PM ] 85 | 85
will give you the proper _
overtime and shift Fas2r | | . B:00AM qQ | 43w Jso | 8o
differentials.
5. If you see red
TIMECARD i
boxes on your Person &1d Cross001, Katie (009905001) | o
tlmecal’d you may 7 Time Period | Range of Dates T | 8222014 E 7222014
hover your cursor on I 1
. m ppr{wﬂ Primary Account w Refres|
the red box. CalTime por __P.'i -
W|” te” you What the Row Date Pay Code Amount In Transfer Out Shift | Daiy
red box means. S22 | | : Q
6. If you skipped a Von 623 ; 800 q [#aom | &5 | 85
lunch or took a longer Tue 24 | | : B:00AM Q | 4seM ) 8o
lunch, make sure you Tue 6124 : 7:00PM Q G1oooPm | 30 | 110
or your supervisor Wed 625 | | s 300PM | |-KB_MonEx_OTF 08 Evae
made the proper
A Thu 6/26 . 8:00AM 85 | 85
adjustments. _
2T ] Fri627 | | : 8:00AM 430PM | en | an |
. To review your @ | saom i E L

overtime, comp time,
shift differential, etc.,
click on the “Totals
Summary” button.
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Reviewing Your Timecard

8. CalTime displays a
Totals Summary TOTALS SUMMARY

window.

9. Review the Pay
Code Summary

MName: Cross001, Katie

Time Period Range of Dates (6/22/2014 - 7/22/2014

section. Ensure that ACCOUNT SUMMARY

the proper pay codes Account Pay Code Money Hours
are used. === 00891 5001/ 009205001/ Training Set 001/-

10. Review the (total) =i={=/Parkinson001, Deborah/Cross001, Katie/Training Set for the 001 Employee Set/-

hours Overtime Double 05

11. I you find any Owvertime Premium 8.5
discrepancies, notify Reguiar 920

your Supervisor. St DiiT Evening Bl

PAY CODE SUMMARY

9 Pay Code Money 10 Hours
[ Overtime Double 133
Owertime Premium 8.5
Regular 92.0
Shift Diff Evening 8.0
Totals 0.00 1090

Timecard Approval

Employee Timecard Approval

Before approving your timecard, review the time entry, job transfers, work rule transfers and leave entry for
completeness and accuracy. Make any corrections that are necessary. Your supervisor may need to make

certain corrections, especially if the corrections require work rule transfers (that only your supervisor can
make).

NOTE:

For details on how to review your timecard, please refer to the section entitled “Reviewing Your
Timecard”.
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After you finish your time entry, leave entry and review of your timecard, you need to approve it. Remember,
approval of your timecard also signifies that you are finished with timecard entry for the pay period. Your
approval is submission of your timecard and an indication to your supervisor that you are done with your
timecard.

The deadline for timecard approval is the employee’s last work day of the biweekly pay period (which
closes on Saturday at 11:59 pm. For example, if your last day worked is Friday, you should review and
approve your timecard by end of day Friday.

By the end of day on the Monday following the biweekly pay period close, your supervisor will review your
timecard for accuracy and approve it if no adjustments need to be made. Once your supervisor approves your
timecard, it is locked from further changes.

ALERT:
If you need to make leave entries or adjustments and your timecard is locked, notify your
supervisor so that corrective action can be taken.

Timecard Approval

; : TIMECARD Person & Id Cross001, Katie (009905001
1. If the timecard is -Katis ¢ ’ _
com plete and accurate l Time Period | Range of Dates s | |6/22/2014 E 7052014
click on the “Approve”
bution [Sove | "Approve | [“primary Account | Totats summary | Refresh
SE& Date Pay Code Amount In Transfer Out = T‘)Ba‘_lfiw
+ Sun 6/22 ( . Q
%] | Mon&i23 : 8:00AM Q 85 | 85
E) | Tueb2d | | : 8:00AM Q| 43PM | 80
%) | Tue6i24 . 7:00PM Q| 10:00PM | 30 | 110
EA Wed 6/25 ( . 3:00PM :KB_NonEx_OTF 08 Eve q 11:30PM | 8.0 | 8.0
2. C;_nce ?Dpfoved’ a TIMECARD Person & 14 Cross001, Katie (009905001)
contirmation appears. )
pp Time Period | Range of Dates : | 62212014 7052014
I. Approvals: 2
Remove Approval Primary Account Totals Summary - fresh
a’gf\r Date Pay Code Amount In Transfer Out Shit Tougsairy
Sun 6/22
Mon 623 8:00AM 85 85
Tue 6/24 8:00AM 4:30PM 80
Tue 6/24 T:00PM 10:00PM 3.0 1.0
Wed 6/25 3:00PM :KB_NonEx_OTP 08 Eve 30d 11:30PM 80 80

Employee Removing Timecard Approval

If you need to make changes to your timecard after approving it, you need to first remove your approval to
unlock your timecard for the update. However, if your supervisor has already approved your time, your
timecard is locked for changes. Notify your supervisor if your timecard needs to be edited.
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Removing Timecard Approval
1 To remove timecard TIMECARD Person & Id Cross001, Katie (008805001)
abproval click on the Time Period | Range of Dates s [or201a | BB [7050012
“‘Remove Approval” Approvals: 1
button.
[Fotais summary ] Refresh |
2- Once approval iS a’g&r Date Pay Code Amount In Transfer Out Shitt Tougsaiw
Sun 6/22
r.e moveg, U%dahte yOIl'J rk Mon 6/23 8:00AM 85 | 85
tlme“car an t” en clic Tue 6124 8:00AM 4:30PM 80
the “Approval” button. Tue 6124 7:00PM 10:00PM 30 1.0
Wed 6/25 3:00PM {KB_NonEx_OTP 08 Eve 30d 11:30PM 80 | 80

How to Add or Correct Entries for Prior Pay Periods (Historical Edits)

Once a pay period is closed and the timecard has been submitted to payroll for processing, any changes to
that timecard would be considered Historical Edits. If you need to add or change entries for prior pay periods,
contact your supervisor. Your supervisor will work with a timekeeper to make the necessary corrections.
Historical edits may adjust your pay or leave balances, depending on the type of correction. Here are
examples of when historical edits are necessary:

e |Leave that was not recorded

e Leave recorded, but not taken

e Leave recorded incorrectly

¢ Time entry that required a work rule transfer (by the supervisor) to properly account for overtime, shift
differential, etc.
Missed time entry that was not corrected
e Time entry assigned to the wrong job (for employees with multiple jobs)

Generating Employee Reports

Time Detail Report — Timecard Information

The Time Detail Report shows the time and leave entered into the employee’s timecard for a specified period
of time. In addition, the report will show totals for overtime, comp time, shift differential, etc.

Viewing the Time Detail Report

1. Gotothe Home
screen shown.
Depending on where
you are within the TIMECARD Person & Id CrossD01, Katie (009905001) 1
CalTime application, you Time Period | Current Pay Period + | 7/06/2014 - 719/2014

can click on “Home” to
get to the home screen. “Save" | “Comments =" [ "Primary Account [l Totals summary |l Refresh |
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Viewing the Time Detail Report

2. From the home
screen, click on “My
Reports”

Traini
’lalnlng

CabTime

My Information

=+ My Timecard

=+ My Reports

3. Select “Time Detail”
(highlighted in blue)

REPORTS

Primary Account

AVAILABLE REPORTS

Schedule
Time Detail

Mame: Cross001, Katie

Time Period | Current Pay Period

My Accrual Balances and Projections

< Home

4. Select the Time
Period from the drop-
down list for the period
you wish to view.

5. Then click the View
Report button.

REPORTS

Primary Account

AVAILABLE REPORTS

Schedule
Time Deatail

Nama: Cross001, Katie

Time Per

& Previous Pay Period

Current Pay Period

Mext Pay Pericd

Previous Schedule Period
Current Schedule Period

Next Schedule Period
Today
Yesterday
| Week to Date
Last Week
Specific Date
Range of Dates
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Viewing the Time Detail Report
. Time Pericd: Previcus Pay Pericd Printed: 7/10/2014
6. The top portion of the Dates: B22/2014 - 7105/2014
report shows the time
entry and any leave. It Name: Cross001, Katie 1D: 00905001 Pay Rule: KB_NonEx_OTP 08 Day 30d
also shows work rule Primary Account|s): 5/22/2014 - forever -/-/-/009915001/009905001 Training Sat 001/-
transfers performed by In Out AdJEnt  Totaled Cum. Tot
your SUpGI’ViSOI’. Date Apply To In Punch = Out Punch Exc (S)Amt e Frra ety Absencd
Sun 6/22 0:00
Maon 6/23 B:00AM 4:30PM CD 8:30 B8:30
I Tue 6/24 B8:004AM 4:30PM 8:00
7. The bottom portlon of Tue 6/24 T:00PM 10:00PM 3:00 19:30
the report shows the Wed 6/25 3:00PM 11:30PM 8:00 27:30
H KB NeonEx_OTP 08 Eve 30d
totals for overtime, comp Thu 6/26 B:00AM 4:30PM 6 800 3530
time, regular time, and Fri6/27 B:00AM 4:30PM B:00 43:30
. . . Sat 6/28 43:30
shift differential. Sun /29 43:30
Maon 6/30 B:00AM 4:30PM B8:00 51:30
Tue T/01 B:00AM 4:30PM B8:00 59:30
Wed 7/02 B:00AM 4:30PM B8:00 67:30
Thu 7/03 B8:00AM 4:30PM 8:00 75:30
Fri /04 I[:llr;fitperrderme 0:00 T5:30
Sat 7/05 7530
Totals 0.00 0:00 75:30 75:30
jhccount Summary
jpccount Pay Code Maoney Hours
1=/=/00991 5001 /009305001 Training Set 001/-
Overtime Premium 3:30
Regular 72:00
Shift Diff Evening 8:00
7
Pay Code Summary
Pay Code Money Hours
Owertime Premium 3:30
Regular 72:00
Shift Diff Evening 8:00
Totals 0.00 B83:30

Accrual Balances Report — Report of Comp Time, Sick and Vacation Balances
Accrual Balances Overview

The Payroll Personnel System (PPS) is the official record for accrual balances, sometimes referred to as leave
balances. All leave balance data in CalTime is derived solely from PPS.

e On the Thursday following each biweekly pay period, PPS calculates the leave balance for every non-
exempt employee and passes that information to CalTime.

e Accruals (Vacation and sick leave) earned are posted to PPS on the first of the month.

e Accruals earned will be included in the biweekly cycle that covers the first of the month. On the
Thursday following this pay period, you will see your balance increased by the amount of vacation and
sick leave earned.

¢ As comp time, vacation leave and sick leave are taken and enter into CalTime, CalTime balances will
update immediately.
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e Aside from accruals earned, in certain cases, there are changes to leave balance in CalTime via the
information passed from PPS. For example if Leave without Pay, Catastrophic Leave, or Military Leave
are taken, leave balances will be adjusted accordingly.

Viewing the Accrual Balance Report

NOTE:

The report is titled “My Accrual Balance and Projections”. Please note that CalTime does not provide
projections.

Viewing the Accrual Balance and Projections Report

Trai
Training

CakTime

1. Go to the home

screen shown in step 2.

Depending on where TIMECARD Person & Id Cross001, Katie (009805001) E

you are within the Time Period |_Current Pay Period + ] 7I0612014 - 711872014

CalTime application, you

! ; ; - - = —— m—

can click on “Home” fo :?:i e e e ] —

get tO the home screen. Fe Data Pay Code Amount In Transfer Out Meal | Snit eDairy
el 3 T f] 400 00

Trainin
A g

: tog-Gif| Change Password | Help
CakTime —_—

2. From the home

screen, click on “My My Information
Reports =+ My Timecard
+ My Reports
< Home
REPORTS Namae: Cross001, Katie
3. Select “My Accrual AVAILABLE REPORTS
BalanceS and Time Period | Current Pay Period
. . " Schedule
Projections Time Detail

I My Accrual Balances and Projections
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Viewing the Accrual Balance and Projections Report

REPORTS Name: Cross001, Katie
4. Enter the As Of date
for o r report b AVAILABLE REPORTS
you y —
clicking on the calendar Schedule kit
; g Time Detail
Icon.
4
My Accrual Balances and Projections
As OF E
| ® 0 O Calendar | < Home
REPORTS et July
2014
Sun | Mon | Tue | Wed | Thu Fri Sat
. . "View Report | | Primary Account |
5. CalTime will present e he——— j 12 3 4 s E
a calendar. From the AVAILABLE REPORTS & . 8 9 w1 12
calendar, select the As e Time Period | Specifi
of d chedue 13 14 15 16 17 18 19
ate. Time Detail
6. Then click on the n n 2 B #A B X
“View Report” button. 27 28 28 30 W
WMy Accrual Balances and Projections
........... Mo' r =
MY ACCRUAL BALANCES AND
PROJECTIONS
et |
7. CalTime will display Date Selected: 7/09/2014 Printed: 7/10/2014
the report The Varlous Mame: Cross001, Katie 10 DOS805001
categories of |?ave Accrual Cods | Accrual  Period Ending urthest Projected  Projected  Projected Projected  Balance wi
ba|ances are |ISt€d on Type Balance Taking Date Takings Credits Balance Proj. Credits
the left. Vacation
S - 6 7
Maximum is also listed. g;?}j'ta“k Hour 0:00 7/09/2014 0:00 0:00 0:00 0:00
8. The “Period Ending P
Balance” column Wi" Period 1 Hour 0:00 TI92014 0:00 0:00 0:00 0:00
show you the ending croBank 1 Hour 0:00 7/09/2014 0:00 0:00 0:00 0:00
balance as of the date
Sick Leave Hour 40:00 TIS2014 0:00 0:00 40:00 40:00
you selected.
‘Vacation Hour B80:00 7092014 0:00 0:00 B0:00 B80:00
Wil Hour 0:00 7082014 0:00 0:00 0:00 0:00
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Resources

CalTime Support

For help using the CalTime system or to report any CalTime system issue, please submit a help request to the
CalTime Help Desk by sending an email to: caltime@berkeley.edu

CalTime Training

Training information for non-exempt employees can be found in the Training section of the CalTime website.
A variety of training resources are available, including:

e On-line Tutorials
e Guides and job aids

e Training classes, both hands-on and demonstrations
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