Cal
Time

Supervisor of Non-Exempt Employees (RDP):

A work rule is a compilation of attributes that defines how an employee will be compensated. All employees
have default work rules assigned them, and they would include union affiliation, Fair Labor Standards Act
(FLSA) status, compensatory time or overtime preference, shift occurrence, shift duration, and meal duration.
A typical work rule looks like this: CX_NonEx_CTP Eve 30d. This example identifies a CUE-affiliated non-
exempt employee who receives compensatory time, works the evening shift, and has a thirty-minute meal
deduction. The illustration below shows the anatomy of a work rule:

CTP

CX  Non-Ex Eve

30d

|

Union Code FLSA Status CTP=Comp Shift Type: Meal If employee
(exempt or Time Premium Day, Eve, Deduction: is eligible
non- OTP=Overtime Night, 30, 60, or for Meal
exempt) Premium Weekend 00 Perquisite
CTD=Comp
Time Double May include
OTD=Overtime 08,109, or
Double 12 for shift
CT2=Comp length.

Time 2 Bucket

Work rule transfers are necessary when the normal work rule parameters are not followed for only one shift,
such as the employee who normally works day working a night shift. The supervisor is responsible for applying

the work rule transfer, and the following demonstrates how.

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

instructions.)

T|a|n|ng

CabTi

| GENERAL ~

Timecard | Schedule | Reports

Last Refreshed: 9:03AM

Actions * Approvals =

Person ID/ Name

NON-EXEMPT PAY PERIOD APPROVAL

M

@
1# |Title Code P

|| scHEDULING ~ || MY INFORMATION ~ |

| My cENIES®
I—

Jn.

show [Wore 7] Time perioa [Pre

izsed |Employee|Supervi... Who Approved

unch Aﬁaruval Aﬁaruval Timecard

HCM Manager REG oTS

2. Click My Genies. mmmg
CabTi

Timecard | Schedule | Reports

NON-EXEMPT PAY PERIOD

Last Refreshed: 9:03AM

[ GEnERAL ~

3. Click the Timecard
Exceptions Genie.

Actions ¥ Approvals ¥

Person ID/ Name

17 [Tile Code, ™S
Pur,

| SCHEDULING ~ || MY INFORMATION ~ |

- Time Period

pved

Timecard Exce Etlcniﬂn]_

Pre

Worked Accounts
QuickFind

Custom Fields Summary
REG oTs

Acrual Leave Balances HCM Manager
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Cal Supervisor of Non-Exempt Employee (RDP):
a

Time

4. Click the Show drop-list CaiTTlmge

arrow. | GENERAL v || MY GENIES® v || SCHEDULING v || MY INFORMATION ~

Timecard | Schedule | Reports /]

- TIMECARD EXCEPTIONS i I
5- Se|eCt A" NOI‘\ Exempt Last Rofreshed: 9:04AM Show |MNone Time Period | Curr

Home and Trans. In.

Actions * Approvals =

Home Unexcused

Time Period W|“ default Employee ID Name 14 T Title Code Missed Punch Absence Early In

to Current Pay Period.

Trainin
A a

CabTime

If the pay period has
ended, select Previous
Pay Period, and click

| GENERAL ¥ || MY GENIES® ~ || SCHEDULING ¥ || MY INFORMATIQ
Timecard | Schedule | Reports

TIMECARD EXCEPTIONS

the Apply button. Last Refreshed: 4:07PM Show |AllExempt Home Y| Time Peri
All Home j
All Home and Transferr
Actions ¥ Approvals = 5
Home | All Non-Ex Home and Tr, (lnexcused
Employee ID Name 14 Teprier] Title Code’ i | J_ﬂ\bsence

6. Select the employee .| Training
) ploy CakTime § —
whose timecard needs a | GeENErAL » || MY GENIES® v || scHEDULING ~

work rule transfer. Timecard | Schedule | Reports
TIMECARD EXCEPTIONS

Last Refreshed: 5:24PM

Show |AlIMNen-ExHomeandTr... =

Actions ¥ Approvals *

Home y . u
£ g

Employee ID Mame 1 Department Title Code Missed Punch A
009801002 | Anderson002, Nick AZCSS 4722C
009802002 Brickle002, Paula FJPPS 43180
009803002 | Briggs002, Thomas FOREC 5332C
6 009304002 Carter002, Rick FTRAN 583U

008805002 | Cross002, Katie AZCSS 4722C v
— — —

009306002 | Hagoarty002, Carl FIPPS 4723C
s— s— —
00R807002 | Jackson002, Shanika FOREC 5332C

7. Click Timecard.

Trainin
A g

CakTime§
GENERAL - MY GENIES®

Schedule | Reports

TIMECARD EXCEPTIONS

Last Refreshed: 5:24PM

| SCHEDULING ~

7

Show |AlMon-Ex Homeand Tr... -

Actions ¥ Approvals *

Home § . Urj
¢ \
Employee ID Name 1 Department Title Code Missed Punch
005301002 Anderson002, Nick AZCSS 47220
0059202002 Brickle002, Paula FIPPS 45180
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Supervisor of Non-Exempt Employees (RDP):

8. Locate the correct date—
which in this example will
be Wed 10/1—and click
the corresponding
Transfer drop-list arrow.

9. Click the Search in the
Transfer column drop-list
menu.

10. The next thing you see is
the Transfer Selection
dialog window.

Locate the Work Rule
drop list.

CafTime 8

| GENERAL ~

Schedule | Reports

*TIMECARD
Last Calculated: 5:26PM

ate Pay Code
Suny28 -
lon -
e ara -
.
Thu 10/02 o
Fri 10/03 -

Amount

Name & ID

Time Period | Current Pay Period

Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals v

In

7:00AM
7:00AM
7:00PM |

Haggarty002, Carl

Transfer Out
-

9 + | 3:30PM

+ | 3:30PM

I, 3:304M

b

[ select Transfer

Labor Account
Hame or Description:

Available Entries:

00

ASST lIF-THCSJ-CLLAW ASST lI-THCSJ-CLLAW
BRCOE-ADMREC SPEC 2 BRCOE-ADMREC SPEC 2
BRCOE-ASSIST 2 BRCOE-ASSIST 2

BRCOE-ASSIST 3 BRCOE-ASSIST 3

BRCOE-PUBPROD SPEC 2 BRCOE-PUBPROD SPEC 2
BRCOW-PUBPROD SPECZ BRCOW-FUBPROD SPEC2
LIB ASST2-LIB-CLLAW LIB ASST2-LIB-CLLAW
LIBRARIAN-DOE LIBRARIAN-DOE

LIBRARIAN-WMOFFIT, LIBRARIAN-MOFFIT

STDT 1-CRRJ-CLLAW STDT 1-CRRJ-CLLAW

STDT 1-LIB-CLLAW,8TDT 1-LIB-CLLAW

STDT 2-ADMTEL-CLLAW STDT 2-ADMTEL-CLLAW
STDT 2-LIB-CLLAW,STDT 2-LIB-CLLAW

STDT 2-MEDIA-CLLAW,STDT 2-MEDIA-CLLAW

STDT 3-LIB-CLLAW,STDT 3-LIB-CLLAW

STDT 3-MEDIA-CLLAW,STDT 3-MEDIA-CLLAW

10

Work Rule

=None= ‘h

Selected Transfer
STDT 3-MEDIA-CLLAWMI!

@ Job

! Location

) Project

) Supervisor ID
) Employee 1D
O Ls

O

Clear Account

STDT 3-MEDIA-C... STDT 3-MEDIA-CLLAW

==
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Supervisor of Non-Exempt Employee (RDP):

11. Click the Work Rule drop
list arrow.

12. Select the proper work
rule, which in this case is
CX_NonEx_OTP 08 Night
30d.

This work rule means
that non-exempt
employee Carl
Haggarty is in the CX
union, receives
overtime premium, is
working a night shift
(instead of the day),
and takes a 30-
minute meal break.

Be very careful to
select the correct
work rule, starting by
matching the right
union affiliation.

[ Select Transfer

Labor Account
Hame or Description:

Available Entries: ® Job STOT 3-MEDIAC... | STDT 3-MEDIA-CLLAW
N ) Location

oo ) Project

ASST lI-THCSJ-CLLAW,ASST IIFTHCS-CLLAW

BRCOE-ADMREC SPEC 2 BRCOE-ADMREC SPEC 2 O Supervisor I

BRCOE-ASSIST 2 BRCOE-ASSIST 2 ) Employee 1D

BRCOE-ASSIST 3 BRCOE-ASSIST 3 Ol

BRCOE-PUBPROD SPEC 2 BRCOE-PUBPROD SPEC 2
BRCOW-PUBPROD SPEC2 BRCOW-PUBPROD SPEC2 Sty
LI ASST3-LIB-CLLAW LIB ASST3-LIB-CLLAW
LIBRARIAN-DOE LIBRARIAN-DOE
LIBRARIAN-HOFFIT,LIBRARIAN-MOFFIT

STDT 1-CRRI-CLLAW,STDT 1-CRRI-CLLAW

STOT 1-LIB-CLLAW,STOT 1-LIB-CLLAW

STDT 2-ADMTEL-CLLAW, STDT 2-ADMTEL-CLLAW
STDT 2-UB-CLLAW, STDT 2-LIB-CLLAW

STDT 2-MEDIA-CLLAW STOT 2-MEDIA-CLLAW

STDT 3-LIB-CLLAW,STDT 3-LIB-CLLAW

STDT 3-MEDIA-CLLAW,STDT 3MEDIA-CLLAW

1 1 - ! 4
Work Rule
——
Selected Transfer
STOT 3-MEDIA-CLLAW/II!

K3 e I

B select Transfer

Labor Account
Name or Description:

Available Entries: ® Job
LIBRARIAN-DOE,LIBRARIAN-DOE ) Location
LIBRARIAN-MOFFIT, LIBRARIAMN-MOFFIT

STDT 1-CRRJ-CLLAW,STDT 1-CRRJ-CLLAW ol
STDT 2-LIB-CLLAW,STDT 2-LIB-CLLAW ) Supervisor ID
STDT 2-MEDIA-CLLAW,STDT 2-MEDIA-CLLAW ) Employee ID
STDT 3-LIB-CLLAW,STDT 3-LIB-CLLAW O e

STDT 2-MEDIA-CLLAW,STDT 3-MEDIA-CLLAW I
STDTA-LIB-CLLAW,STDT1-LIB-CLLAW (L
TDT2-ADMTEL-CLLAW TDT2-ADMTEL-CLLAW

Work Rule
CX_MonEx_OTP Night 30d -
CX_NonEx_OTP Eve 60d -

4 £X_NonEx_OTP Eve 50d PFM
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Cal Supervisor of Non-Exempt Employees (RDP):
a

Time

&

Labor Account
Hame or Description:

13. Cl |Ck OK. Available Entries: @® Job
LIBRARIAN-DOE,LIBRARIAN-DOE ©) Location
LIBRARIAN-MOFFIT LIBRARIAN-MOFFIT O Project
STDT 1-CRRJ-CLLAW,STDT 1-CRRJ-GLLAW !

STDT 2-LIB-CLLAW STDT 2-LIB-CLLAW ) supervisor 1D

STDT 2-MEDIA-CLLAW,STDT 2-MEDIA-CLLAW 3 Employee ID

STDT 3-LIB-GLLAW STDT 3-LIB-CLLAW ©llie

STDT 3-MEDIA-CLLAW STDT 3-MEDIA-CLLAW

STDT1-LIB-CLLAW,STDTA-LIB-CLLAW Gl

TDT2-ADMTEL-CLLAW TDT2-ADMTEL-CLLAW

o 7 Io7|

Work Rule

C3_NonEx_OTP Night 30d -
:CX_NonEx_OTP Hight 30d

Note the applied
Work Rule Transfer. \

Traini
Training

akTime

| SCHEDULING ¥ || MY INFORMATION ~

gdule | Reports

*TIMECARD
Last Calculated: 5:26PM

I rlale & ID |Haggarty002, Carl

Time Period | Current Pay Period

@ Actions ¥ Punch ¥ Amount

Accruals * Comment * Approvals *

Date Pay Code Amount Trafjs Out
Sun 9/28 - -
Mon /29 - T:00AM + | 3:30PM
Tue S/30 - T.004M + | 3:30PM

Wed 10/01 - T:00PM | ;CX_NonEx_OTP Night 30d - |3:30AM

14. Click Save to store the Al Training
: CakTime ——
Changes to the timecard. | || scHEDULING * || MY INFORMATION ~
Schedule | Reports
“TIMECARD

Name & 10  |Haggarty002, Carl

Last Calculated: 5:26PM

Time Period | Current Pay Period

14

Actions * Punch * Amount ¥ Accruals * Comment ¥ Approvals v

Date Pay Code Amount In Transfer Out
Sun 928 - -
Mon 925 - T:00AK + | 3:30PM
Tue 930 - T:00AM + | 3:30PM

Wed 10401 - T:00PM ;CX_NonEx_OTP Night 30d « | 3:30AM
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Supervisor of Non-Exempt Employee (RDP):

) Training
CakTime

The Word TIMECARD | GENERAL +

changes from orange to Timecard | Schedule | Reports

black, once the TIMECARD Name & ID  |Haggarty002, Carl

Last Saved: 5:41PM

timecard has been Time Period [Current Pay Period |
saved \ S8 | Actions ¥ Punch ¥ Amount™ Accruals ¥ Comment~ Approvals ¥

Date Pay Code Amount In Transfer

Sun 9126

| MY GENIES® ~ || SCHEDULING ¥ || MY INFOI

- -
Mon 9/29 - T:00AM -
Tue /30 - TO0AM -
Wed 10/01 - 7:00PM ;CX_MonEx_OTP Night 30d

15. When done, click Log Off or
Reports, or click My Genies

Training

MY GINIES® ~

SCHEDULING =

MY INFORMATION = || MY LINKS =

Schaduln | Raports

to return to a different mmecaR0
Genie. st Savp
BTTH  Actons ¥ Bumch T Amuoent T Accrushs T Comment T Approvals ¥
@:‘ :u‘r;?; m_\-....s-' Ameurd ) Tranafer - Ol [ racater - Out Shil | Daly [
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Supervisor of Non-Exempt Employees (RDP):

Deleting a Work Transfer Rule

If you enter a work rule in error, it can easily be deleted. The following steps show you how:

16. Click in the work rule
Transfer cell.

17. Select the work rule.

18. Press the Delete or
Backspace key.

19. Click Save to store your
change.

19

The word TIMECARD
changes from orange
to black, once the
timecard has been
saved.

Traini
olalnlng

CabTime

| GENERAL ~

Schedule | Reports

TIMECARD
Loaded: 11:10AM

|_Save |

Date Pay Code
Sun 817 -
Mon 818 -

Actions ¥ Punch * Amount ¥ Accruals * Comment ¥ Approvals v

| MY GENIES® ~ || SCHEDULING ¥ || MY INFO

Name & ID Briggs002, Thomas

Time Period | Current Pay Period

In 16 Transfer

Amount Out

Traini
‘Ialnlng

Time

| GENERAL -

Schedule | Reports

“TIMECARD

Last Calculated: 11:11AM

Date Pay Code
Sun 817 -
Mon 818 -

Actions * Punch * Amount * Accruals * Comment ¥ Approvals ~

| MY GENIES® ~ || SCHEDULING ~ || MY INF(

Hame & I |Briggs002, Themas

Time Period | Current Pay Period

Amount In Transfer Out

-

'

Training

CakTime

=" Log Off| Char

MY GENIES® ~

Schedule | Reports

TIMECARD

| SCHEDULING ¥ || MY INFORMATION ¥ MY LINKS ~

Last & 144280 Name & ID  |Briggs002, Thomas 003303002
ast Saved: 11:124N 5
Time Period | Currdey Pay Period -
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals v
|Save |
Date Pay Code Amount In Transfer Out In Transfer Out Shift
Sun 817 - - -
Won 818 - - - 2.0
S—
20. When done, click Lo s L og ot har
’ g CabTime j§ - 2
Off or Reports or C“Ck | GENERAL v MY CENIES® ~ || SCHEDULING ~ || MY INFORMATION ~ MY LINKS ¥
. ’ Scheduld 20
My Genies to return to TIMECARD
Last Saved: 144241 Hame & ID Briggs002, Thomas 009303002
access to the Genies. Time Period [Curdy Pay Perod ]
BSTTH | Actions ¥ Punch ¥ Amount * Accruals ¥ Comment ¥ Approvals ™
Date Pay Code Amount In Transfer Out In Transfer Out Shift
Sun 817 - - -
Won 818 - - - 9.0
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