Supervisor of Non-Exempt Employees (RDP):
CalTime

For non-exempt employees, the Time Detail report will show hours worked, overtime, holidays, leave taken,
adjustments, and transfers. It is an excellent tool for getting an overview of these details for one, several, or all
employees. It can be run for different time frames, including previous pay period, current pay period, current
date, yesterday, or weekly.

1. Login to CalTime using RDP access. (See the Internet site, http://caltime.
berkeley.edu/access for RDP log-in resources and instructions.)

2. From within the Non-

E H . T.l'alnlng
Approval or Tlmecard | GENERAL » || MYGENIES® v || SCHEDULING v || MY INFORMATION v || MY LINKS ~

Timecard | Schedule | Reports

TIMECARD EXCEPTIONS

Exception Genie, select

» | Al Mon-Exempt Home - i Current Pay Period -
the employees for whom Last Refreshed: 324710 show Time period
. .
you want a Time Detail Actions ~ Approvals v
2 Home y . Unexcused
re port . Employee ID Hame / T Title Code Missed Punch Absence
ANQerSon00Z, THek gy Epricis v v
Use Ctrl-click nossozo02 Brickle002, Paula FIPPS 4913U v
: 009203002 Brigg=002, Thomas FOREC 5333 v
(Windows) or 009904002 Carter002, Rick FTRAN 75830 v
Command-click (Mac) 009905002 Cross002, Katie AZCSS 4722C v
= = —
aggal , Carl
to select more than 009306002 Hagoarty002, Carl FIPPS 4723C
—

one employee. The Timecard Exceptions Genie is a good choice because it shows

Choose Actions > exceptions that would need correction.
Select All to choose

every employee.

3. Click the Reports link.
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Supervisor of Non-Exempt Employees (RDP):

4. If necessary, expand
either the Detail Genie
or the Timecard report

options by clicking on the

“+” to their left.

5. Scroll down until you see

Time Detail. This report
will be produced as an
Adobe Acrobat pdf.

6. Select Time Detail.

If you prefer an Excel
version of the report,
choose Time Detail
(Excel).
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All

Accruals
Configuration
Detail Genie
Rol-Up Genie
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Timecard

Accrual Debit Activity Summary 5

Accrual Debit Activity with Graph

Accrual Detail

Employee Transactions and Totals

Employee Transactions and Totals (Excel)

Exceptions

Holiday Credits

Hours by Labor Account

Hours by Labor Account (Excel)
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Timecard Sign-off, Request and Approval

-
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Supervisor of Non-Exempt Employees (RDP):

7. From under the People
drop list, choose from a
list of HyperFinds such
as All Non-Exempt
Home.

8. From under the Time
Period drop list, choose a
timeframe for the report.
(The default Time Period is
whatever was active in the
Timecard Exceptions
Genie.)

Training

Time

Cak

REPORTS
SELECT REPORTS CHECK REPORT STATUS

[ Ryt || s

Log Off | Change Pas

Note that it is showing

“

”, because in

Badge Numbers

Employee Hours by Labor Account
TIME DETAIL
Employee Hours by Labor Account (E

Employees Currently Eaming Time (C

Description
Employee Sign-off

Employee Tr and Totals

Employee Transactions and Totals (E Feonle
Exceptions Time Period

Holiday Credits
Hours by Labor Account
Hours by Labor Account (Excel)
Person Job Assignment
Primary Account Detail
Timecard Audit Trail
Time Detail
Time Detail (Excel) [«\5

+ Roll-Up Genie

Page Break between Employees
Actual/Adjusted

! Output Format

Step 2, we chose four
employees.

ed ghia about each employee's punches, duration, and pay code edits.
isflisplayed per employee, totaling ime and money by labor level and pay
’ smbined pay codes) and then by pay code only (separately listing combined

pay codes).
> | Selected ]
Previous Pay Period
[Show hours credited to this period only

Adobe Acrobat Document(.pdf)| .

CabTime

GENERAL ~

REPORTS

SELECT REPORTS CHECK REPORT STATUS

[Fun v | e |

MY GENIES® ~

| SCHEDULING ~

| MY INFORMATION ~ MY LINKS ¥

+ Favories =
+ Al
+ Accruals
+ Configuration
+ Detail Genie
+ Rol-Up Genie
+ Scheduler
— Timecard
Accrual Debit Activity Summary
Accrual Debit Activity with Graph
Accrual Detail
Employee Transactions and Totals
Employee Transactions and Totals (Excel)
Exceptions
Holiday Credits
Hours by Labor Account
Hours by Labor Account (Excel)
Person Job Assignment
Timecard Audit Trail
Timecard Sign-off, Reguest and Approval
Time Detail

TIME DETAIL

Description Displays detailed data about each employee's
totaling time and money by labor level and pa;
combined pay codes)

People Previously Selected Employee(s) =

Time Period

Previous Pay Period -

Current Pay Period
Next Pay Period
ActuallAdjusted | nly.
Previous Schedule Period
Current Schedule Period
Next Schedule Period

Page Break between Employees

. Output Format

Today
vesterday
Week to Date
Last Week

8-.

Specific Date
Range of Dates
Relative Specific Date
Range of Relative Dates.

9. Output either Actual
hours (hours credited to
the period only) or
Adjusted hours (hours
credited to the pay
period plus historical
edits) from the Actual/
Adjusted drop-list menu.

+ Configuration
Detal Genie
Roll-Up Genie
+ Scheduler

+

+

— Timecard
Accrual Debit Activity Summary
Accrual Debit Activity with Graph
Accrual Detal
Employee Transactions and Totals

Employee Transactions and Totals (Excal)

. Output Format 9

Description Displays detailed data about each employse's punches, duration, and pay code ad|
totaling time and money by labor level and pay code (excluding combined pay cod
combined pay codes)

People Freviously Selected Employee(s) v

Time Period

Frevious Pay Period -

Page Break between Employees  [fjg =

ActualiAdjusted

[Show hours credited to this period only.
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Supervisor of Non-Exempt Employees (RDP):

CalTime

10. Add a Page Break

Description Displays detailed data about each empid
totaling time and money by labor level ai
between emp|0yee5 fOf' combined pay codes).
People

IPrewuusry Selected Employee(s};l

improved readability.

T2 HEEd | Previous Pay Period LI

Page Break between Employees IYeg - 1 0

ActualiAdjusted

urs credited to this period onbj

. Output Format | Adobe Acrobat Dacument( pdf) x|

11. Select Run Report.

CakTimef§

| GENERAL || SCHEDULING ~ MY INFORMATION ~ . MY LINKS ~

‘REPORTS

SELECT REPORTS CHECK REPORT STATUS

g
11 Run Reporf I Refresh

o =

+ Favorttes =

+ Al

. TIME DETAIL
+ Accrualk

+ Configuration
+ Detail Genie Description Displays detailed data about each empl

e totaling time and money by labor level al
+ Fol-Up Genie combined pay codes).

+ Scheduler [Previously Selected Employes(s) x|

People
— Timecard

Time Period - -
Accrual Debit Activity Summary I Previous Pay Period ;I

12. Click on the report at the
top of the list to selectit, [ apTime

Time P
and Click Refresh Status. | GENERAL ~ | MY GENIES® ~ | SCHEDULING ~ | MY INFORMATION ~ | MY LINKS ~
REPORTS
SELECT REPDWR‘[ STATUS
Refrech Status | Delete
Report Nai i Format Dateln  © Date Done Status
Time Detail pdf /2112014 3.33P Watting

13. Once you see that Status
is Complete, click View CabTirm:

Time : : —
Report. | GENERAL ¥ || MY GENIES® ¥ | SCHEDULING ~ | MY INFORMATION v | MY LINKS -
REPORTS
CLEEDORTS CHECK REPORT STATUS l
13 Eﬁw
Report Name Format Dateln % Date Done Status
Time Detail pdf 82172014 3:33PM 82112014 3:34PM Complete

14. Here are 2-pages of report output for the two employees, Anderson and Brickle. Because the
output is a pdf, the pdf control bar (as seen below) appears when your mouse is in the lower
portion of the screen. From the control bar, you can save or print the report.
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Supervisor of Non-Exempt Employees (RDP):
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Time Detail Data Up 1o Date: 8/21/2014 3:39:28 PM

Time Period Pravious Pay Period Executed on: BIZ1/2014 3:38PM GMT-07.00
15. To Save the report, Quesy Previously Selected Employee(s) Printed for dparkinson002

ActuallAdjusted Show hours credited 1o this period anly. Insert Page Break After Each Employee: Yes

click the Save button

Data iz not up-to-date for the following employees. Please contact your system administrator for assistance.
Name D
on the PDF toolbar 002 Pai anssoz0z
h h Briggs002, Thomas 009503002
that appears when Total number of n
ID: 009901002 Time Zone: Pacific
yo u move yo ur A Status Date: 5122012 Pay Rule: NX_NonEx_OTP 08 Day 30d
. Primary Account Start End
mouse pointer to the ++-/009915002/009501002ITRAINING SET 002/~ 1112013 Forever
DatelTime Apply To In Punch In Exc QutPunch  OutExc Override Adi/Ent Money Day Totaled  Cum. Tot.
bottom, center of the Amount  Awount  Amount  Amount  Amount  Amount
’ XfMove: Account Comment Xtz Work Rule
8i4/2014 7:00:00 AM 33200PM 8.00 8.00
report.
8/5/2014 7:14:00 AM 3:30:00 PM 775 15.75
Lv
8/6/2014 7:01:00 AM 330:00 PM 8.00 2375
872014 7:00:00 AM 331:00PM 8.00 3175
8/8/2014 7-00:00 AM 3:45:00 PM 825 40.00
A7)
O Scheduie Change
O: Supervisor Adjustment
8112014 T:04:.00 AM 3:30:00PM 8.00 43.00
8122014 7:00:00 AM 331:00 PM a.00 56.00
8122014 7:00:00 AM 3:30:00 PM 800 64.00
8n4j2014 7:02:00 AM 3:30:00 PM 8.00 72.00
8152014 7:00:00 AM 3:29:00 PM 8.00 80.00

T |
15 R i
Save a copy (Shift+ Ctrl+5) Pea=t
Time Detail Data Up to Date: 8/21/2014 3:39:28 PM
Time Period: Previous Pay Period Erecuted on 82112014 3:38PM GMT-07:00
Querny Praviously Selected Employes(s) Printed for: dparkinson002
. h AcrwzliAdjustad: Shew hours credited 1o this pericd only, Inzert Page Break Afer Esch Employes: Yes
16. To Print the re po rtr Employee: I Brickle002. Paula I ID: 009902002 Time Zone: Pacific
H H Status: ' Status Date: 5/12/2012 Pay Rule: PPSM_NonEx_OTP Day 30d
click the Print button - b o
~H-1003915002/009302002 TRAINING SET 002/~ 1172013 Forever
on the PDF toolbar Date/Time: ApplyTo  InPunch InExc OutPunch  OutExc Override  Adj/Ent Money Day Totaled  Cum. Tot.
t h t h Amount Amount Amount Amount Amount Amount
XiniMove: Account Comment Xifr: Work Rule
at appears when TArZ014 10:00 AM TICO0PM 800 i}
you move your 8/5/2014 7:00:00 AM 3:30:00 PM 200 16.00
mouse pointer to the 862014 7:00:00 AM 330:00PM 850 2450
cD
bottom, center of the
8712014 7:00:00 AM 3:30:00 PM 850 33.00
report. @
8/8/2014 7:02:00 AM 0.00 33.00
Mo
81172014 7:00:00 AM 3:30:00 PM 8.00 41.00
8122014 7:02:00 AM 3:34:00 PM 8.00 49.00
8132014 7:00:00 AM 3:30:00 PM 8.00 57.00
814/2014 7:05:00 AM 3:32.00PM 8.00 65.00
8152014 7:00:00 AM 3:30:00 PM 8.00 73.00
Labor Account Summary Pay Code Hours Money Daye
-H-1003915002/009902002 TRAINING SET 002~
C-Holiday Lookback 7300
Regular 73.00
Combined Pay Code Summary Pay Code Hours Money Days
C-Holiday Lookback 73.00
To 73.00 50.00 0.00
16 @S
4 Page3

Print file (Ctrl+P)
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Supervisor of Non-Exempt Employees (RDP):

CalTime

17. To exit the report, close the Acrobat window by clicking the “x” on its tab. 17

(_:' https:/{caltimetrn.berkeley.edu/wic/OpenReport?report=1z2VpplIBLUONbge0105tM2pI6dRMTIRNr%2BIXbz - KRO62-TTS01

Time Detail Data Up to Date: §/21/2014 3:39:28 PM
Previous Pay Period Executed on: /212014 3:38PM GMT-07:00

GQuery Previously Selected Employee(s) Printed far: dparkinson002
AcualiAdjusted Show hours credited to this period only. Insert Page Break Aher Each Employee: Yes

Employee: Brickle002. Paula 1D: 009902002 il Pacific
Status: Active Status Date: 5/12/2012 PPSM_NonEx_OTP Day 30d

18. Click Log Off or Select Reports, or click My Genies to return to access to the Genies when you
are done generating your Time Detail report.

-EI by Log Off| Zh P d | Hell
og Of * 1ange Passwor elp
CakTime —————

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

REPORTS 18
s CHECK REPORT STATUS

m gy e
Run Report Refresh
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