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WHAT ARE CALTIME
FRIENDLY NAMES?



Why Friendly
Names?

Because some

em
mu
mu

nloyees have
tiple jobs and/or

tiple funding

sources (chartstrings)
they need to track
hours to.




How Friendly Names work

CalTime Friendly Names help employees
who have multiple jobs and/or multiple
funding sources select a transfer that
directs the time to be charged to the
appropriate department job and/or
chartstring.

CalTime



HOW ARE
FRIENDLY NAMES
USED?
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How employees use Friendly Names

Friendly Names display as a drop-down
menu in the CalTime timecard of
employees who have multiple jobs and/or
chartstrings.

Non-exempt employees choose and track
hours worked to the appropriate job and/or
chartstring.

CalTime



How supervisors use Friendly Names

Friendly Names allow supervisors/“fund
approvers’ of non-exempt employees with
multiple jobs to review hours and approve
only the hours the employee worked for
them (e.g., grants, projects, other funding
sources).

CalTime



Friendly Names can be created in order to support
reporting on the number of hours worked by:

 Appointment

« Chartstring

* Location

 Event

« Project (not to be confused with Project

Tracking, which is recharge instead of direct
charge)

Friendly Names are a field in HCM that will be input
by the Departmental HCM user. It will download into
CalTime, and employees will select which Friendly
Name to charge their hours to.

CalTime



3 TYPES OF
FRIENDLY NAMES
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There are three types of Friendly Names:
Type A - Appointment

Type C - Chartstring

Type S - Special (Location / Event)

Friendly Names are chosen depending on the
department’s needs and funding method.

CalTime



Friendly Name Type A - APPOINTMENT

Type A Friendly Name is recorded at the Appointment/
Job level. Pay for the job is generated based on the
existing chartstring percentages entered in HCM.

Work Location | Job Information | Payroll Y Salary Plan | Compensation |

Sherlock Holmes EMP ID: 012714942 EmplRed# 0

P o o o

Payroll System: Payroll Interface

Pay Group: QPSS Non-exempt *Cal Time Type Code:Q

Cal Time Job FN:  |AZCSS-4723C-0 Q
Tax Location Code: Q California

Job Data Employment Data Earnings Distribution

The majority of departments
will use Type A Friendly
Names.

Job Earnings Distribution

Sherlock Holmes EMP ID: 012714942 EmplRed#: 0
Earnings Distribution Type Find First *J 1013 B Ls
Effective Date: 11/01/2014 Effective Sequence: 0 [»I Job Category: Principal
Action: Data Chg Reason:  Time Code Change
Futur
Standard Hours: 40.00 Work Period: W Weekly
Pay Rate/Amount: 1 8.870000@ Comp Freq: UH UCB Hourly
FTE 1.000000
Job Earnings Distribution Find First [*! 120f2 [*/ Last
Begin Date End Date *Earn Code Distrb % Pay Rate/Amount =
[to12014 |5 | | [Recla  Regular [T60.0000] | 18.870000
Budgeted FTE Work Study Program Speed Type: GLBU
| 4 0 [
Earnings Chartfields
Account Fund Dept Program Chartfield 1 Chartfield 2
[19900 | [32488 a [z Ja | a la
Staff-Regular (Default)y GENERAL FUNDS AZCSS Business  Inst Support & General
Services Admin
CTPPS Flag
Begin Date End Date *Earn Code Distrb % Pay Rate/Amount =
[tor2014 |5 | |5 [Recla.  Reeuldr 400000 | 18.870000
Budgeted FTE Work Study Program Speed Type: GLBU
[ ] | V] O [
Earnings Chartfields
Account Fund Dept Program Chartfield 1 Chartfield 2
9799 | [32488 la 2 Ja [ la | la
Staff-Regular (Default) Unrestricted Misc ~ AZCSS Business  Inst Support & General
Income Services Admin
CTPPS Flag




Friendly Name Type C — CHARTSTRING

« Requires a Friendly Name to be recorded for each REG distribution
chartstring.

« The employee uses the appropriate Friendly Name to match the time
worked with the appropriate funding source.

« Payroll will use this information to calculate pay, based on the hours
recorded to each Friendly Name on the timecard, which translates to a
specific chartstring to be charged.

« Type C also allows a different “approver” to be added for each
Chartstring. Job Earnings Distribution Eind  First ) 12012 ] Last

Begin Date End Date *Earn Code Distrb%  Pay Rate/Amount =
[~ Work Location }” Job Information { Payroll Y Salary Plan }” Compensation ' |11’01’2014 |';; ‘01’31’2015 W O\ Reguar ‘ 50 0000‘ | 18.870000
= — = = = Budgeted FTE Work Study Program Speed Type: GLBU
Agatha Christie EMP ID: 012714959 EmplRcd# 0 l:] ‘ v\ 0 Q
Payroll Information Earmings Chartfeld
X arnings Chartfields
Payroll System: Payroll Interface Account Fund Dept Program Chartfeld 1 Chartfield 2
20000 32488 72
Pay Group: W Q_ PSS Non-exempt I *Cal Time Type Code:lC_ Q I l |Q l ‘Q l ]Q l ‘Q | |Q
STUDENT AZCSS Business _Inst Support & General
Tax Location Code: |CA Q california ‘
R‘s % J CTPPS Flag
FN:
Job Data Employment Data Earnings Distribution
- Begin Date End Date *Earn Code Distrb %  Pay Rate/Amount =
De a rt m e n t S a n d acad e mi c [tor2014 |5 [owst2015 ] [Res|a  RedUdr [Tgoooon] | 18.870000
p Budgeted FTE Work Study Program Speed Type: GLBU
groups that use Type C Friendly |~ R —
Earnings Chartfields
N = I I h I = I Account Fund Dept Program Chartfield 1 Chartfield 2
a. m e S ty p I Ca y ave m u t I p e [6a799 | [32488 la [z & \ la | la
= - Unrestricted Misc ~ AZCSS Business  Inst Support & General
funding sources or projects. —— -
] CTPPS Flag
FN:




Used by a few departments to create a hybrid of Type A
Friendly Name + specific location/event. These pre-defined
locations and events are kept in a table in HCM.

Work Location | Job Information { Payroll | Salary Plan | Compensation |

Stephen King m EMP ID: 012731348 EmplRcd#: 0
Payroll Information Find First " 10f1 2 Last

Payroll System: Payroll Interface
Pay Group: Q PSS Non-exempt ‘ *Cal Time Type COd91Q ‘

Cal Time Job FN:  |VCUGA-5523C-COOK  |@

Tax Location Code: Q California

| Job Data Employment Data Earnings Distribution |

Departments that use Type S Friendly
Names are UCPD, RSSP, Intercollegiate
Athletics, and Cal Performances.



CREATING
FRIENDLY NAMES
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Default Friendly Name in HCM is Type A.

Combination of:

Job Department Code Job/Title Code
(e.g., AZCSS) (e.g., 4921U) HCM Employee Record #

Department Code-Job Code-HCM Record#

Examples:
EAEDU-4921U-0 School of Education, Student Asst 2
AZCSS-7397U-0 Campus Shared Services, HR Analyst 2



Customizing the Friendly Name

« Friendly Names can be created as “on the fly” or added
to the HCM lookup tables.

 Once a Friendly Name is entered into the HCM lookup
tables, it is available for assigning to future
appointments.

« Customize using 20-character limit, combination of
alphanumeric characters, hyphens, and/or spaces.

A unique ID must be the first part of the Friendly Name
and should be the Department ID at the job level.

« While Type A can be left with the default setting, Type
C requires customization.



Friendly Names in the CalTime timecard

The Friendly Name appears in the Transfer column. This
drop-down field allows the employee to select which job
and/or chartstring to add their hours.

GENERAL ~ MY GENIESH ¥ TIMEKEEPING ¥ RECORD RETENTION ¥ DEVICE MANAGER ¥ DATA INTEGRATION ¥

Timecard | Schedule | People  Reports

TIMECARD

Last Saved: :29AM

Accrual Transition Manager

Name & 1D Tyme, Cavin -SX-NE 001

Time Period | Previous Pay Per

m Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥ Leave ¥

Date Pay Code Amount n Transfer Out n Transfer Out Shift Daty
E (%] Sua 302 . T hod
2 v A 4
)| (& | mon 303 - 800AM AzCs5.7397U-pa2 | 439PM - 80 8.0
)| &) | Tue 204 - 800AM ) 12:00PM 12:45PM v 44a5pu 80 80
| wed 08 2:00AM AZCSS-ServiceNow 300 80 a0
)| )| Wed 205 - AZCSS-7397U-PA2 -
2l | THh <
X iﬂ u V08 - 200AM Azcss-73970U-paz | 420PM . 80 80
X Fri 307 - 800AaM 430PM - 80 8.0
] AZCSS-7397U-PA2
%) & Sat 208 - . -
%) &) Sun 08 - - -
2 (&) | Mon 310 v 800AM AZCSS-ServiceNow || 4 20FM v eo &0
X | &)| Tue w11 - B00AM AZCSS-7397U-PA2 | & 20PM - 8o 8.0
X) (2] | Wed 12 - 8.00aM 4.30PM - 80 80
|- AZCSS-7397U-PA2
X | & ™uwn3 - 8.004M 430PM . 80 80
AZCSS-ServiceNow
X) (&l Fn3ng AM 4:30PM
et et B v - azcss-73o7u-pa2 | 47 M _ i
X)| (&) | Sat 15 - . -




WHO CREATES
AND MAINTAINS
FRIENDLY NAMES?
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Friendly Names are created by a local
department team who can identify which
Friendly Name type should be associated
with each appointment.

CalTime



TASK

WHO IS RESPONSIBLE?

Creates Friendly Names for
department and submits Friendly
Name information to CSS

Local Department Team

Works as liaison between
department and HRIM team and
Payroll & Timekeeping team

Service Delivery

(including HR Partners, HR
Generalists, and First Contact
Resolution Team)

Enters Friendly Names into HCM

Departmental HCM user

Audits Friendly Names in CalTime

Employees and supervisors are
accountable for ensuring hours
have been charged to the correct
Friendly Name.

CalTime




