Supervisor of Non-Exempt Employees (RDP):
CalTime

The Custom Fields Summary Genie shows you the current Fair Labor Standards Act (FLSA) Status (E=exempt,
N=non-exempt), Title Code, Appt Type, Home Dept, Job Home Dept, Comp Time Elect choice, Meal Length
for automatic meal deduction after 6 work hours, normal Shift Length, and Shift Occurrence for each of your
non-exempt employees. This Genie can be helpful if an employee makes a query about any of the above or if
a supervisor needs to see a change made in any of the custom field settings.

1. Loginto CalTime
using RDP access.

i 'I;raining
(See the Internet CaiTnne
Slte’ http.//caltlme. Timecard | Schedule | Reports 2
berkeley.edu/access | \ o exempTPAY PERIOD APPROVAL e -
for RDP Iog-ln Last Refreshed: 1:07PM show fime Penied 1=
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Actions * Approvals ¥

Miszed |Employee|Supervi.. Who Approved

N
FEEID) SEE 1 B Ers Punch |Approval Approval| Timecard

HCM Manager REG oTs

2. Click the My Genies

. 'I;raining
drop-list arrow. CaiTlme
3. Choose the CUstom Timecard | Schedule | Reports Non-Exempt Pay Period Approval
. Ti d E> tions
Fields Summary NON-EXEMPT PAY PERIOD A "7 =e=rmoms
. Exempt Leave Usage Approval
Genie. Last Refreshed: 1:07PM iorked Accounts
Chyi-kEind
Actions ¥ Approvals * 3
—{ Custom Fields Eummagfnm
PersonD|  Name 1/ |Title Code 'gm FCrus Leave Damnces it 1;3.1 Hcr.1|
] 'I;raining
| GENERAL v Y GENIES® - SCHEDULING - | MY INFORMATION

list arrow.

Timecard | Schedule | Reports

CUSTOM FIELDS SUMMARY

w |Mone vI\J‘ : -
Last Refreshed: 1:06PM 4 show | ] Time period

Actions * Approvals =

Person I Namg 1/ |FLSA Sta... Pay Rule Title Code | Appt Type | Home Dept |Job

. 'I;raining
5. Select All Non- CabTime e —
Y GENIES® v || SCHEDULING ~

Exempt Home and

Timecard | Schadule | Reports
Trans In. CUSTOM FIELDS SUMMARY :
Show | Al Exempt Home hd
Last Refreshed: $:51PM
All Home -
Time Period defaults 5 All Home and Transferr
Actions * Approvals = =
to Today, WhICh IS Person ID Name VNGRS All Non-Ex Home angl Tr:
generally d |
appropriate.
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Supervisor of Non-Exempt Employee (RDP):

CalTime

6. All columns in this
Genie are sortable. CalTime

Training

GENERAL ¥ || MY GENIES® ~ || SCHEDULING v || MY INFORMATION ~ || MY LINKS v

FO rexam ple’ to Timecard | Schedule | Reports
CUSTOM FIELDS SUMMARY [AitonExfome ma e <] S 7]
gro u p by Title Code Last Refreshed: 1:09PM Show =20 - Time Period {7022
’
. Actions ~ Approvals ~
click once on the PasenD | Nems 2/ | risasuue 6 A
009801002 ‘Anderson002, Nick N NX_NonEx_OTP 08 Da _— AZCSS AZCSS N 30 8 D
H 009805002 Cross002, Katie N KB_NonEx_OTP 08 Day..| 4722C 2 AZCSS AZCSS N 60 8 D
Tltle COde co I u m n 009809002 Matthews002, Eli N EX_NonEx_OTP0860d | 4722C 2 AZCSS AZCSS N 60 8 D
. - 009806002 Hagoarty002, Carl N CX_NonEx_OTP Day 304 | 4723C 2 FIPPS FIPPS N 30 8 D
h ea d N g . Th IS mMoves 008826002 | Nouyen002, y..) 47230 2 FIPPS FIPPS N 60 8 o
009802002 Brickie002, P: y. § 49130 4 FIPPS FIPPS N 30 8 D
H 009912002 Smith002, Phil . 4920U 4 FTRAN FTRAN N 60 8 D
the IOW tltle COdes 009803002 Briggs002, Thi ly..Y 5332C 2 FOREC FOREC N 30 8 D
. 009807002 Jackson002, Shanika | N SX_NenEx_OTP 08 Day..| 5332C 2 FOREC FOREC N 30 8 D
to th e top Of the | |St_ 008911002 | Sanchez002, Raul N RX_NonEx_OTP Day 60d | 5332C 2 FOREC FOREC N &0 8 D
009804002 Carter002, Rick N RX_NonEx_OTP Day 30d | 7583U 2 FTRAN FTRAN N 30 8 D
009808002 Love002, Hanna N HX_NonEx_QTP 08 Day..| 7583U 2 FTRAN FTRAN N 60 8 D
You can also export the m—
. i I
contents of this Genie to CalTime —
MY GENIES® ~ || SCHEDULING ~ || MY INFORMATION
Microsoft Excel or as a Timecard | Schedule | Reports
- _ CUSTOM FIELDS SUMMARY
comma-separated-value Show [AlNorExHomeand 17| Time Period
. Last Refreshed: 1:13PM
(CSV) file.
Person ID Mame 2/ FLSA Status Pay Rule Title Coded # Appt Type
7 For example from 005301002 Anderson002, Nick N NX_NonEx_OTP 08 Day ... 4722C 2
. ’
the Actions drop list,
choose Export to —
v i ‘I aining
CSV. CafTime§§ _
| GENERAL ¥ || MY GENIES® ~
Timecard | Schedule | Reports
CUSTOM FIELDS SUMMARY
Show |AlMon-Ex Home and Tr...
Last Refreshed: 1:24PM
Actions | Approvals =
Select All Name 2/ | FLSA Status Pay Rule Tile C
Process Employee Totale  |derson002, Nick N NX_NonEx_OTP 08 Day..| 4722C
Print = 7 =002, Katie N KB_NonEx_OTP 08 Day.., 4722C
- hews002, Eli N EX_NonEx_OTP 0860d | 4722C
| Export to CSV. garty002, Carl N CX_NonEx_OTP Day 30d | 4723C
009326002 Nguyen02, Sam N SX_NonEx_OTP 08 Day..| 4723C
009902002 Brickle002, Paula N PPSM_MonEx_OTP Day...| 45150
8. Respond to the
File Download
following dialog
Do you want to save this file, or find a program online to open
. . 1. ==
window by clicking =
Name: Custom-Fields-Summary.csv
Save . Type: Unknown File Type, 1.40KB 8
From: caltimetrn.berkeley.edu
DeSIgnate a Storage Find | Save | Cancel I
location for the file
that yo U can eaS| Iy While files from the Intemet can be useful, some files can potentially
ham your computer. if you do net trust the source, do net find a
fi n d suc h as t h e program to open this file or save this file. What's the risk?
’
Desktop. (You can
always move it later
to another location.)
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Supervisor of Non-Exempt Employees (RDP):
CalTime

9. Click Close. =] B3

Download complete

— Download Complete

summarydataserviet from caltimetrn.berkeley.edu
|
Downloaded: 1.40KBin 1 sec

Download to: “sclienth.. \Custom-Fields-Summary.cav

Transfer rate: 1.40KB/Sec

™ Close this dialog box when download completes
Close

Open Open Folder

10. Locate the file and
double-click on it to
open it in Microsoft
Excel.

10

what the file’s icon looks like

Custom-Fields-
Summary.csv

When done, close Excel

CalTime

GENERAL ~

et Log Off| Chz 1ge Passw

| MY INFORMATION ~

MY GENIES® ~  SCHEDULING ™ | MY LINKS ~

and return to CalTime. [———
D
ﬁ:i;g:::lfl;gw Show | Al Non-Ex Home and Tr... ~ | Time Perioa | Today - 1 1
. .
11. Click My Genies to =0 G
Person D Name 1/ | FLSAStaus Pay Rule Tt Code | ApptType | HomeDept |JobHomsDept| CompTmeElect | Weallengtn | ShiftLengtn | ShiftOcoumrence
003901002 | Andersond02, Nick | N WX NonEx_OTP 08 Day..| 4722¢ |2 azces azess N 0 g
return to access to 003902002 | Brickkn02, Pauia | N PPSH_onEx_OTPDay... 49150 | 4 Fipps Fipes N £ g )
003903002 | Briggs002, Thomas | N PPSH_NonEx_OTPDay... $322¢ |2 FOREC FOREC N £ g )
t h e G en ies C | | c k 003904002 | CarterOI2, Rick N RX_NonEx_0TPDay 200 75830 |2 FTRAN FTRAN N £ g )
’ 003905002 | Cross002, Katie N KB_NonEx_OTP03Day.| 47220 |2 Azcss Azcss N 60 g )
009905002 | Haggariy0o2, Carl | N CX_NonEx_0TPDay 300 4723C |2 Fires FiPes N 0 g )
Re po rts to genera te 009907002 | Jackson002, Shanika | SX_NonEx_OTP08Day.. 8332C |2 FOREC FoReC N 0 3 )
009908002 | Love002, Hanna N HX_NonEx_OTP 0 Day... 7563 |2 FTRAN FTRAN N &0 s )
arepo rt. or C||Ck Log 003909002 | Matthews002,Ei | N EX Nonfx OTP0BG0d | 47220 |2 Azess azess N &0 g )
’ 003625002 | Nguyen002, Sam | N SX_NonEx_OTRO3Day.. 4723C |2 FiEes FiPes N &0 g o
008911002 | Sanchez002, Raul | N RX_NonEx_OTPDay 80d 5332¢ |2 FOREC FoREC N 60 g )
Off toe nd you r 009912002 | Smith002, Philip N PPSI_HonEx_OTP Day. | 49200 4 FTRAN FTRAN N B & D

CalTime session.

If you need custom field summary data changed, such as an employee’s meal length
or shift occurrence, contact your timekeeper and request the change.
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