Supervisor of Non-Exempt Employees (RDP):

CalTime

The Timecard Exception Genie can be used to quickly locate missed punches. It will also display unexcused
absences and late and early In and Out punches when employees have been assigned schedules in CalTime.

W In order to avoid a heavy workload at the end of the pay period, best practice is for the supervisor to review
= each employee’s timecard frequently. Also, timecard edits should be called to the attention of the
] \\ employee, but when an employee is unable to edit his/her timecard, the supervisor may do so and notify
the employee.
1. Login to CalTime using CakTime [— S
RDP access. (See the Timecard | Schedule | Reports E— —
Internet site, :g‘;‘:ii":f‘;:ﬁ"PER'DD APPROVAL _ . [iers ] time erioa [Provousrey P~ | IR
http://caltime.berkeley. e
edu/access for RDP log-in
resources and
instructions.)
Timecard | Schedule | Reports -,
2. Click the My Genies drop- | NON.EXEMPT PAY PERIOD A| ™™= efesstonsy, | - ] e venes B2
list arrow Last Refreshed: 10:34AM Worked Accounts fime Period
Actions ¥ Approvals ¥ QuickFind
. . —| Custom Fields Summary
3' CIICk the Tlmecard Person 1Dy Name 14 |Title Code rg:i Acrual Leave Balances et HCHM Manager REG (0]
Exceptions Genie.
4. Click the Show drop-list m—
arrow. CakTime _ ’ . -
MY GENIES® ~ SCHEDULING - . MY INFORMATION
Timecard | Schedule | Reports
TIMECARD EXCEPTIONS |: - 4 )
Last Refreshed: 10:37AM Show | 7212 Time Periog
Actions ¥ Approvals »
Employee ID Name 14 De:::n:ent Title Code Missed Punch
, Training
CafTime —
5 CIle A" Non_Exempt | || my GENIES® v || SCHEDULING v || MY INFORMATIO
H d | . Timecard | Schedule | Reports
ome and Trans. In., in TIMECARD EXCEPTIONS — S
order to see any Last Refreshed: 07PN show = Homi ) TimePer
All Home and Transferr
employees who are Actions = Approvals - 5 [w@‘ﬁ]
charging time to your EnployeeD | Name 1/ | o 0| Twe Cod WM"“’“B&_"| L beence.

friendly names.
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Supervisor of Non-Exempt Employee (RDP):

CalTime

6. Click twice on any of the = pre—
4 =" Log Off| Chang:
H CaiTlme e e . .
eXceptIOnS Column GENERAL ~ MY GENIES® ~ SCHEDULING ~ | MY INFORMATION ~ MY LINKS ¥
Timecard | Schedule | Reports
heads, to sort the
' TMECARD EXCEPTIONS sn Timeperoa [rentray s ] e
ow |Alllion dTr. ~|  Time Period y Period v
CheCkma rks SO they Last Refreshed: 4:08PM
. Actions ~ Approvals +
move in that column to
Empioyee D Name Titk Cove [ Missed Punch 1 Early n Lateln Early Out
. Department Absence
the top Of the ||St_ 003802002 | Brickla002, Paula FIRPS. 43180 v v v
009805002 Cross002, Katie AZCSS 4722C v v
009901002 Andersen002, Nick AZCSS 4722C ~
009903002 | Briggs002, Thomas | FOREC 53320 v
009904002 | Carter002, Rick FTRAN 75830 v
(In this examp/e, we are 009908002 | Haggarty002, Carl | FJPPS arz3c
009907002 | Jackson002, Shanka | FOREC 5332C
/ k H H d 009908002 | Love00Z, Hanna FTRAN 75830 v
ooking for Misse 009908002 | Matthews002, Ei Azess a2
009926002 | Nguyen002, Sam FIPPS 1230 v
PunChes-) 003911002 | Sanchez002,Raul | FOREC s332¢ v
009912002 | Smithd02, Philp FTRAN 43200

7. Select all the employees C i Trsining
whose timecards you da
wish to review.

Time

| GENERAL v || MY GENIES® v || SCHEDULING ¥

Timecard | Schedule | Reports

Use Ctrl-click (Windows) TIMECARD EXCEPTIONS

Last Refreshed: 4:08PM

Show |;;-II Non-Ex Home and Tr...

or Command-click (Mac)

to select more than one Actions = Approvals v 7
Home . % .
em ployee. Employee ID Mame 4 Department Title Cod Missed Punch 1%
. o 008802002 Brickle002, Paula FIPPS 45180 w
CIICk ACtIons > seIeCt A" 009905002 Cross002, Katie AFCSS 47220 w
to choose every 009901002 | Andersen002, Nick AZCSS 4722c
) c
employee. 008803002 Brigg=002, Thomas FOREC 3332C
] 'I;raining
CatTime§
| GEMERAL -
Timecard | Schedule | Reports
TIMECARD EXCEPTIONS
Last Refreshed: 4:06PM
Actions Approvals ¥
Select All
% B B0 Home
Process Eviployes Totals Department
Frint —=» ula FJPPS
Export to Excel ie AZCSS
Nick AFCSS
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Supervisor of Non-Exempt Employees (RDP):

8. Click Timecard, and in this

example, Paula Brickle’s 8

timecard appears.

9. Since you are reviewing
timecards regularly, you
are editing punches for
the default Time Period,
Current Pay Period.

Traini
.Ialnlng

CabTime

Schedule | Reports

TIMECARD EXCEPTIONS
Last Refreshed: 4:06PM

MY GENIES® T SCHEDULING -

Show | Al Non-Ex Home and Tr..

Actions * Approvals ¥

Home § .
£ i W
Employee ID Mame: z Department Title Code Miszed Punch 1
008302002 Brickle002, Paula FIPPS 45180 v
008305002 Cross002, Katie AZCSS 47220 "

'I;raining
CalTime |-
GENERAL ~

|| MY GENIES® ~ || SCHEDULING ~ || MY INFORMATION ¥ || MY

Schedule | Reports

TIMECARD

Name & 1D |Brickle002, Paula 009902002
Loaded: 4:16PM
Time Period ICurrEnt Pay Period -
L
BT  Actions ¥ Punch ¥ Amount ¥ Accruals * Comment * Approvals *
Date Pay Code Amount In Transfer Out In
Sun /28 - -
Mon /28 - 7:00AM - 11 BDAM
Tue 9/30 - 7:00AM -
Wed 10/01 - -
Thu 10/02 - -
I

Always verify you are entering data in and approving
the correct date range.

10. In the Out column, notice
the missed punch on Tue
9/30 (red fill).

11. Notice also the absence of
punches on Mon 10/1—a
Missed Shift. According to
Paula’s schedule, she was
supposed to work that
day, and you know she
worked her shift. Work
with Paula to verify her
start and stop times and
enter them for her.

Traini
Training

CakTime

MY GENIES® ~ SCHEDULING ~

MY INFORMATION ~

Schedule | Reports

TIMECARD

Hame & ID  |Brickle002, Paula 005902002
Loaded: $16PM
Time Period |Current Pay Period -
[ Save | Adioni j:ncl- ¥ Amount ¥ Accruals ¥ Comment * Approvals ¥
Date: 'ay Code Amount In Transfer Out In
Sun 928 -
Mon 929 T:00AK 10 11'30Ar.|

Tue 9/30 7:00AM -

-

Wed 10/01
Thu 10/02
I

4 4 4 4 o

-

Non-exempt employees only get paid for the hours and Pay
Codes entered into CalTime, so Paula Brickle is going to need
her timecard corrected.
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Supervisor of Non-Exempt Employee (RDP):

12. Correct the missing punch
by clicking in the Out box
for 9/30 and typing 3:30
pm, the time Paula left
work.

Correct the Missed Shift
on 10/1 by typing the
correct In and Out
punches.

Afternoon/evening
hours can be entered
in 24-hour time or in
12-hour time with
“pm” (e.g., 15:15,
315p, or 3:15 pm).

Traini
Training

CabTim

*TIMECARD
Last Calculated: 4:28PM

@ Actions * Pun
Date

Sun 9/28

Mon 9/29

Tue 8/30

Wed 10/01

Schedule | Reports

Pay Code

Name & 1D  |Brickle002, Paula

Time Period | Current Pay Period
ch * Amount* Accruals ¥ Comment ¥ Approvals *

Amount In Transfer Out

12 -

7:004M
T:00AM

11:304K
3:30PM

4 4 4 4

In the above example, Paula’s CalTime schedule
is 7 AmM—3:30 pm, Monday—Friday.

That is why CalTime knew to report a

Missed Shift exception for Paul.

13. Add comments—such as,
Supervisor Adjustment
and Employee Forgot to
Punch Out—to the cells
where you made

corrections.

For a step-by-step guide to
adding and deleting
comments, see the job aid,
“Adding and Deleting
Timecard Comments_RDP”

Add Comment

Comments

Blood Organ donations
Caorrect for Missed Punch
Duplicate Punches
Employee Adjustment

Employee Fargotto Punch In

Employee Forgot to Punch Qut |

Removing Scheduled Hours
Schedule Change

13

| Supenvisor Adjustment

Timekeeper Adjustment

 kelp |

Voting
b
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Supervisor of Non-Exempt Employees (RDP):

CalTime

14. Click Save to store the
changes. Cai’].'lme

Traini
'Ialnlng

The word TIMECARD *TIMEC;:;‘”'* Reports
will change from __' Name &1D  |Brickle002, Paula
Last Calculated: 4:26PM

Orange to b|ack When 14 Time Period | Current Pay Period
yOU C|ICk save. @I Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals v
The message, Date Pay Code Amount In Transfer Out
s Sun 9/23 - -

Timecard Mon 2428 - 7:00AM -
successfully Tue 9/30 = 7:00AM + | 3:30Pm
saved...” will Wed 10/01 - 7:00AM - | 3:30PM

appear after you click
Save.

15. Advance to the next —
employee record you CabTime

MY GENIES® v || SCHEDULING v INFORMATION

have selected by Schedule | Reports
clicking on the r|ght- LﬂthFﬁl;a Name & 1D  |Brickle002, Paula 009902002 10f2
oaded: 4., g
. . Time Period [ Current Pay Period - Next Employes
pOIntIng arrow, BEETM | Actions ¥ Punch ¥ Amount ¥ Accruals v Comment ~ Approvals ¥ 15
review it’ and make Date Pay Code Amount In Transfer Out In Transfer Out
. Sun 9/28 - - -
corrections, as Mon 8/29 - 7.00414 - -
Tue 9/30 - 7:00AN - | 3:30PM -

necessary.

16. Finally, click Log Off
=" LogOf|C ange Password| Help
When done p — e e
reVIeWIng tlmecards' Egi?ﬂiﬂ Name &ID  [Cross00z K516 o0as0s002 O Q202
or C|ICk My GenleS Time Period [Current Pay Pericd ~]
BT | Actions ¥ Punch v Amount~ Accruals > Comment ™ Approvals v
to retu rn to the Date Pay Code Amount in Transfer out In Transfer out Shift | Daity Cumulative
. . Sun 9128 - - -
Tlmecard EXCEptlonS IMon /29 ~ 7:30AM ~ | 4:30PH - 8.0 8.0 8.0
Genie.
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