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Recording Time with a Schedule Change

Timekeepers will use the Timesheet page for all timesheet entries, for both positive and exception time reporters.
This topic describes the procedure for recording time for a time reporter with a schedule change.

NOTE: Some time recording codes have changed, review description when choosing a code

Procedure

Consider this scenario:

You will make a schedule change for an exception employee who works on a Saturday instead of the regularly
scheduled Wednesday.

Key Information:
Employee Id #

Click link to review procedure for navigating to employee timesheet. (Hyperlink)

<} Timesheet- Microsoft Internet Explorer,

File Edit “iew Favaorites Tools Help 1','
b A Y . v = »
O . © (%] El (0 ”~ w @ = = B
Back Stop Refresh Horme Search Fawvorites Histaory Mail Print Edit
Address |€| https:#/applications.umasscs.netpsp/hruatdl_ZEMPLOYEE/MHRMS/c/ROLE_MANAGER. TL_MSS_EE_SRCH_PRD.GELTPORTALFARAM v Go ks *
ORACLE’
ER
Mews Window | Help | o5, #
Timesheet
Amy Spencer Employee I0: 10104362
Job Title:  Payroll Supervisor Employee Record Mumber. 0 Department. WBE5080  Payrall
[i]
View By: |Week ~ Date: |12 4r2008|@ % Refresh | <= Previous Week Mext Week ==

Reported Hours:  0000Hours  Scheduled Hours: 40,000 Hours

Reported time on or before 02/14/2009 is for a prior period. =

From Sunday 12/14/2008 to f20/2008

Sun Mon Tue Wed Thu Fri Sat

1214 12M5 1216 12M7 1218 12119 12720 Total Time Reporting Code Shift Combo Code
= | N | 3 | | @
Submit Anply Schedule
© Reported Time Status - click to view
“ Rannrtad Hanve Curaman: - click ta hida :
< >
€l 5 ® Intarnet
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Step Action

1.

To populate the grid with the employee's scheduled time, click the Apply Schedule button.
| Apply Schedule

3 Timesheet - Microsoft Internet Explorer;

Filz  Edit Yiew Favorites Tools Help

A P vy D - R =
G . © (=] E )] e T o R & -
Back Stop Refresh Home Search Favorites History kdail Print Edlit
Address |@ hitps:/fapplications.umasscs.netipsp/hruatio_2/EMPLOYEEMPMS//ROLE_MANAGER TL_MSS_EE_SRCH_PRD.GELTPORTALPARAM v Go Litks ®
=13
Mew Window | Help | o5, #
Timesheet
Amy Spencer Employee 1D: 10105362
Job Title:  Payroll Supervisar Employee Record Mumber: 0 Department: WEa65080  Payroll
i)
View By: Date:  |121452008 E '.!Refresh) =< Previous YWeek Mexd week ==
Populate Time From: Schedule Information
Reported Howrs: 0000 Hours  Scheduled Howrs: 40,000 Hours n
Reported time on or before 02/14/2009 is for a prior period.
From Sunday 12/14/2008 to S: day 12/20/2008
Timesheet _Overrides
Sun  Mon Tue ed Thu Fri  Sat
12114 12115 12116 12117 12118 19 12720 Total Time Reporting Code Type Shift Shift Combo Code
=[] oo [ ] EG - Regular Pay SERS Elig v | Hours [ e | S8
Submit
) Ronnmted Tirme Statie - elick tn i M
»
&) Done B @ Intermet
Step Action

2.

The employee’s regular schedule displays with the appropriate Time Reporting Code.

For this example, the employee will work 8 hours on Saturday instead of 8 hours on Wednesday
(the regular schedule).
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»

From Sunday 02/01/2009 to Saturday 02/07,2009

Timesheet _OvErrldES
Sat
27 Total Time Reporting Code Type Shift Shift Combo Code

= ] | REG - Regular Pay SERS Elig v | Hours [ o | Ja

It

) Reparted Tima Status - click ta view

[i] Reporied Hours Summary - click to hide

Sun Mon Tue Wed Thu Fri Sat
Catenory 21 22 2 I 25 26 27 Total
Total Reported Hours
Total Scheduled Hours 8000000  8.000000 8.000000 8.000000 8.000000 40.000000
Schedule Deviation 8.000000 8.000000 8.000000 8.000000 8.000000 40.000000

€ Balances - click to hide

Plan Type
Vacation
Sick
Personal

End halance as of 02/01/2009
30778
382840

8.000
Comp Time - H120DAYEXP

GoTo:  Manager Self Service
Time Manacement
Punch Timesheet
Beturn to Select Emploves
Manage Schedules

Step Action

3. Scroll to the bottom of the page and click the Manage Schedules link.
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2 Timesheet - Microsoft Internet Explorer
Eile  Edit “iew Favorites Tools Help

»

) A ®) . v =
e . © x] 2 W K~ ¥ @ 2 e w o
Back Stop Refresh Home Search Favorites Histary Mail Print Edit
Address |@ https:ffapplications.umasscs.netfpspfhuatd0_ZEMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS5_EE_SRCH_PRD.GBLYPORTALFARARK + Go  lnks 7

ORACLE’

Home

=

Job Code [ &
Department l:lq
Supenisor 1D l:lQ
Reports To Pasition Mumber l:IQ
Workgroup l:IQ
Employee Tyne l:lq

Clear Selection Criteria Save Selection Critetia Get Emnplovees |

Click for Instructions

== Previous Yeek MextWiegk ==
Select Name Job Trle |0 12/1508 121608 oiros  |121508 1211908 122
F] Name
L7 2 B
&l S & Intermet
Step Action
4, On the Weekly Schedules page, click the Get Employees button.
| GetEmplovees
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File Edit “iew Favortes Tools Help :,'
3 A ) L = v i »
@ . © By El 0 P Y @ s I
Back Stop Refresh Home Search Favorites Histony hail Print Edit
Agdress|@ hitps:ffapplications.umasscs.netpsp/hruatd0_2/EMPLOYEE/HRMS//ROLE_MANAGER TL_MSS_EE_SRCH_PRD.GELYPORTALPARAM Go lrks 7
ORACLE’ .
0Mme
=
Supervisar ID ~
Repors To Position Number
Warkgroup
Ernployes Type
Clear Selection Criteria Save Selection Criteria
Click for Instructions
== Previous Week Mext\Week ==
y Sunday Monday Tuesday Wednesday | Thursday Friday Saturday Total 0
Select |Name Job Title 12114108 12115108 1211608 12717008 |12/18108 1211908 122008 |Hours |EMPID
0 Hours 8 Hours 3 Hours 3 Houts 8 Hours 8 Hours 0 Hours
Payrall ’
[1 |Amy Spencer ENERIEET 40 10104:
)
& 2
&) Dane S @ Intemet
Step Action
' R
5. The employee's regular schedule displays at the bottom of the page.

Click the 8 Hours link for Wednesday.
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2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help

o . © B 2 ) jo) ¢ & = 2 W

L ] .
Back Stop Refresh Home Search Favorites Histary Mail Print Edit
Address |@ https:ffapplications.umasscs.netfpspfhuatd0_ZEMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS5_EE_SRCH_PRD.GBLYPORTALFARARK + Go  lnks 7

ORACLE’

Home

=

New Window | Help | &)

Daily Detail for 12/17/2008

Amy Spencer Employee ID: 10105362
Job Title:  Payroll Supervisor Employee Record Number, 0

Schedule Type: | Elapsed v Punch Pattern: Default Taskoroup:  [Un_ExP s}
Refresh Schedule (Existing schedule will be cleared and refreshed bazed on the shove selections.)

{ Schedule Details Y Time Reporting Elements Y Tazk Reporting Elements Y ChartFields \I
Shift ID OFf Shift Taskgroup Sched His

— o [ee GRS

Mo training data for today

|

& S @ Intemet

Step Action

6. On the Daily Detail page, click the Off Shift option.

7. Enter the desired information into the Sched Hrs field.

Enter "0".

Click the Save button.

Save
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2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help E'
- ‘ e : P 1_\. i »
& . © B 2 & P % O ] = =
Back Forward Stop Refresh Home Search Favorites History hail Print Edit

Address |@ https:ffapplications.umasscs.netpsp/hruatd0_2EMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS_EE_SRCH_PRD.GBEL?PORTALPARAM v B Go ks 7

ORACLE’
3

Home

New Window | Hel; Saved

Daily Detail for 12/17/2008
Save Confirmation

“ The Save was successful.

Main Content

12

&) Done S @ Intemet

Step Action

9. Click the OK button.
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A Timesheet - Micrasoft Internet Explorer

File  Edit

@ . © B

Yiew Fawvorites Tools

Back Stop

Help

L
Refresh

Home

= e o - = _
’ PAY @ 2 2 o
Search Fawvorites History ail Print Edit

Address |@ hitps:ffapplications.umasscs.netpspthruatd0_2/EMPLOYEE/MHRMS//ROLE_MANAGER TL_MSS_EE_SRCH_PRD.GELYPORTALPARAM v Go Llnks ™

ORACLE’

=
Ernployes Type

Clear Selection Criteria

Save Selection Criteria

Get Employees

Hoime

I

Click for Instructions

View By: pate:

== Previous Week

Mext Week ==

Add to F: 3

Employees For Sharon Vieira

&

y Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
Select |Name Job Title 12114108 1211508 1211608 124708 |12/18108 1211908 122008 |Hours EMPID
0 Hours & Hours 8 Hours 0 Hours & Hours 8 Hours 0 Hours
[] |amySpencer Payroll 32 10105%
AT SHENEET Supervisor -
Schedule Replacements Copy Schedules Swap Schedules
M
o X
& S @ Intemet

Step Action

10. On the Weekly Schedules page, click the 0 Hours link for Saturday.

Page 8




%/4Productivity Training Guide

Unass ol Kit HR_Direct_Training
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Eile  Edit “iew Favorites Tools Help o
) A @ 8 S v = =
e . © x] 2 0 ~ P @ =2 (= ol
Back Stop Refresh Home Search Favorites History hail Print Edit
Address |@ https:ffapplications.umasscs.netpsp/hruatd0_2EMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS_EE_SRCH_PRD.GBEL?PORTALPARAM v Go  Llnks ™
ORACLE’

=

New Window | Help | o

Daily Detail for 12/20/2008

Amy Spencer Employee ID: 10105382
Job Title:  Payroll Supervisor Employee Record Number. 0

Schedule Type: | Elapsed v Punch Pattern: Default Taskaroup:  [Un_ExP Q,
Refresh Schedule (Existing schedule will be cleared and refreshed hased on the shove selections.)

{ Schedule Details Y Time Reporting Elements Y Tazk Reporting Elements Y CharFields \

hain Content s
Shift ID OFf Shift Taskgroup Sched Hrs m
[ iee A =

Mo training data for today

[

& S @ Intemet

Step Action

11. ﬁ the Daily Detail page, click the Off Shift option to deselect Off Shift.

12. Enter the desired information into the Sched Hrs field.
Enter "8".
13. Click the Save button.

Save
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A Timesheet - Micrasoft Internet Explorer )
File Edit “iew Favortes Tools Help ?
n ’ n - o = i »
@ . © B El ) P Y @ ] 2 o
Back Forward Stop Refresh Home Search Fawvorites History ail Print Edit
Agdress|@ hitps:ffapplications.umasscs.netpspthruatd0_2/EMPLOYEE/MHRMS//ROLE_MANAGER TL_MSS_EE_SRCH_PRD.GELYPORTALPARAM v B Go ks 7
ORACLE’

Home Sign out
3

Mew window | Hely Saved
Daily Detail for 12/20/2008
Save Confirmation

“ The Save was successiul

ain Content]

e

&) Dane S @ Intemet

Step Action

14.
Click the OK button.
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File Edit

o

Back

Wiew Favorites Tools Help 1',
) A = 8 S v = =
o x] 2 " ~ w o sl = o g
Stop Refresh Home Search Favorites History hail Print Edit

Address |@ https:ffapplications.umasscs.netpsp/hruatd0_2EMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS_EE_SRCH_PRD.GBEL?PORTALPARAM v Go  Llnks ™

=

ORACLE’

Ernplayee Type

Clear Selection Criteria

Home

|

(I

Save Selection Criteria Get Employees |

View By

== Previous Yieek

Employees For Sharon Vieira

Click far Instructions

Date: 121142008 |5 (2 Refresh

MextWeek ==

_ Sunday Monday Tuesday Wednesday Thursday Friday Saturday Total
Select|Name Job Title 1211208 1211508 1211608 |124708 121808 12119/08 122008  |Hows |EMPID
0 Hours 8 Hours & Hours 0 Hours 8 Hours & Hours 8 Hours
[] |&my Spencer Payroll 40|10108¢
SIMY SREnCEr Superisor .
Schedule Replacements Copy Schedules Swap Schedules
b
< 2
&) Done S @ Intemet

Step

Action

15.

The employee's adjusted schedule displays with 0 hours for Wednesday and 8 hours for Saturday.

To record the time, click the Return to Timesheet link.

Feturn to Timesheet

Page 11




Training Guide %/4Productivity
HR Direct_Training u!u@ T Kit

2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help

R N — n o »
& . © B 2 0 P & @ e 3
Back Stop Refresh Home Search Favorites Histary Print Edit
Address |@ https:ffapplications.umasscs.netfpspfhuatd0_ZEMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS5_EE_SRCH_PRD.GBLYPORTALFARARK + Links ™
=
/_ﬂ
[i]
View By: Date: @ 'JRE'resh) == Previous Week Mest Wieek ==
Populate Time From: Schedule Information
Reported Hours:  0.000Hours  Scheduled Hours:  40.000 Hours
Reported time on or before 02/14/2009 is for a prior period.
From Sunday 12/14/2008 to Saturday 12/20/2008
Sun Mon Tue Wed Thu Fri Sat
12114 12M5 1216 1217 1218 12119 12720 Total Time Reporting Code Type Shift Shift Combo Code
B[] . ] [ REG - Regular Pay SERS Elig v | Hours \ o | [
Subrnit Apply Schedule
© Reported Time Status - click to view
@ Reported Hours Surmary - click to hide
Mon Tue Wed Thu Fri Sat
Cateqory 1215 1216 12117 121 1219 12120 Total
Total Reported Hours
Total Scheduled Hours g.000 g.000 8.000 8.000 g.000 40.000
Schedule Deviation 8.000 8.000 8.000 8.000 8.000 40.000 v
.4 2
& S @ Intemet
Step Action
16. On the Timesheet page, click the Refresh Timesheet button.
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L ORACLE'
»

New Window | Help | ,

“ou have unsaved Data on this page. Click OK to go back and save, or Cancel to continue. (13504,3621)

0K Cancel

Step Action

17. Click the Cancel button.

Cancel
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Eile  Edit “iew Favorites Tools Help
o . © B Z o £ &
Back Stop Refresh Home Search Favorites

-
@ e W
Histary Mail Print Edit

Address |@ https:ffapplications.umasscs.netfpspfhuatd0_ZEMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS5_EE_SRCH_PRD.GBLYPORTALFARARK + Go  lnks 7

=
Hew indow | Help | 5 &
Timesheet
Amy Spencer Employee ID: 10105362
Job Title:  Payroll Supenvisor Employee Record Mumber: 0 Department. WW8EB5080  Payroll
(i)
View By: Date:  [12/07/2008 |[5] (% Retresh ) == Previous Week Mext ieek ==
ReportedHours:  0.000Hours  Scheduled Hours: 40,000 Hours
Reported time on or before 02/14/2009 is for a prior period. =
From Sunday 12/14/2008 to Saturday 12/2! 08
eet Qvertides
Mon Wed Thu Sat
12114 1215 1216 1217 1218 12119 12720 Total Time Reporting Code Type Shift Shift Combo Code
5 N | N | | =] \ o] la
Submit Apply Schedule
@ Reported Time Status - click o view
“ Raonnrtad Hnnre Summarne - rlick tn hida :
< 2
&) Done S @ Intemet

Step Action

18.
Click the Apply Schedule button.
| Apply Schedule |
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2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help 1','
) A @ 8 S v = =
o . © x] 2 0 e W @ = o W
Back Stop Refresh Home Search Favorites History hail Print Edit
Address |@ https:ffapplications.umasscs.netpsp/hruatd0_2EMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS_EE_SRCH_PRD.GBEL?PORTALPARAM v Go  Llnks ™
ORACLE’ "
DImE
=
ew Window | Heln | 5 #
Timesheet
Amy Spencer Employes 1D 10105362
Job Title:  Payroll Supenvisor Employee Record Mumber: 0 Department: WBE5080  Payrall
(i)
View By: | Week w Date:  |12/07/2008 |@ 4 Refresh | == Previous ¥Week Mext Wesk ==

ReportedHours: 40,000 Hours  Scheduled Hours: 40,000 Hours

Reported time on or before 02/14/2009 is for a prior period. B

From ay 12/14/2008 to Saturday 1272 8

eet Owertides

Sun  Mon Tue Wed Thu Fri Sat
1214 1215 12M6 1217 12118 12119 12/20 Total Time Reporting Code Type Shit Shift Combo Code

40.000 | REG - Regular Pay SERS Elig v | Hours [ o | (s}
| REG - Regular Pay SERS Elig v| I la | la
Subrmit
B bt Tioen Pt it b i b
L7 >
&l S @ Internet
Step Action
19. The employee's time displays with the adjusted schedule.

20.
Click the Submit button.
| Subrmit ||
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2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help a"
S 7 S s v = »
& . © B 2 ) 5 w O b — v
Back Forward Stop Refresh Home Search Favorites Histary Mail Print Edit
Address |@ https:ffapplications.umasscs.netfpspfhuatd0_ZEMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS5_EE_SRCH_PRD.GBLYPORTALFARARK + B Go
ORACLE’ \
IOME
=
New window | Hely Saved
Timesheet

Submit Confirmation

“ The Submitwas successful.

Time for the ¥Week of 2008-12-14 to 2008-12-20 is submitted

< >
&) Done S @ Intemet
Step Action
21.
Click the OK button.
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Timesheet - Microsoft Internet Explorer.

File Edit “iew Fawvorites Tools Help

O . © B E 0 P % @ = D= i

Back Stop Refresh Hotme Search Favorites History hdail Print
Address |@ hitps:fapplications.umasscs netipsp/hruatdiEMPLOYEE/MHRMS/C/ROLE_MANAGER TL_MSE_EE_SRCH_PRD.GEL?FolderPath=PORT Go  Llinks @
annager!e!!emce ~ o -~
~ Time Management 1 Clicktorinstruciionsg 0
[ Manage Schedules
[> Approve Tirme and View By: |Week v Date:  |121 4;2nnE|Eﬂ 2 Refresh | == Previous Week Next Weelk ==
Exceptions ) )
< Repott Time Reported Hours: 40,000 Hours  Scheduled Hours: 40,000 Hours
= Timeshee Reported time on or before 02/14/2009 is for a prior period.
— Mass Time
B WEw ulme From Sunday 12/14/2008 fo Saturday 12120/2008
— Mananer Search Options
> Jab and Personal Timesheet EEr
Information Sun  Mon Wed Thu Sat
[> Compensation and Stock 12114 1215 12116 1217 1218 12119 12720 Total Time Reporting Code Type Shitt
[> Learning and
DEVEmfmem =] [ ] 40.000 | REG - Regular Pay SERS Elig v | Hours [ ]
— Review Transactions Submit
[» Recruiting
[ Warkfarce Administration
[> Benefits
> Cormpensation ) W |
& Tifne and Labor Reported Time Status - click to view
[> Payroll far Morth America o .
b i D e [i] Eeported Hours Summary - click to hide
[> Organizational Development Sun Mon Wed Thu Sat
b Enterprise Learning Category 12114 12115 12117 12118 12/19 1220 To
g 29} Sp ;‘Eg“RS Total Reparted Hours 8.000 8.000 8.000 B.000 il
DWEDrkI?st Total Scheduled Hours 8.000 g.000 8.000 8.000 40.0
[> Tree Manager Schedule Deviation
[» Reporting Toals
[» UMass Custam o v
[» PeopleToals ¥ < >
& S @ Intemet
Step Action
22. You are returned to the Timesheet page, where the recorded time is displayed in the Reported
Hours Summary section.
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2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help

Qo . @ |ﬂ @ 1) L e & 2! ] ”

(=]

L ] - =
Back Stop Refresh Home Search Favorites Histary Mail Print Edit
Address |@ https:ffapplications.umasscs.netfpspfhuatd0_ZEMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS5_EE_SRCH_PRD.GBLYPORTALFARARK + Go  lnks 7
=
[ Timesheet _Overr\das "~
Sun Mon Tue Wed Thu Fri  Sat
12114 1215 1216 1217 1218 12119 12720 Total Time Reporting Code Type Shift Shift Combo Code
=] [ ] 40.000 | REG - Regular Pay SERS Elig v | Hours \ o | %
Subrmit
@ Reported Time Status - click o view
(i} Reported Hours Summary - click to hide
Sun Mon Tu Wed Thu Fri Sat
Cateqory 12114 1245 12116 1217 12118 1219 12720 Total
Total Reported Hours 8.000 8.000 8.000 g.000 8.000 40.000
Total Echeduled Hours g.000 g.000 8.000 8.000 8.000 40.000
Schedule Deviation
€ Balances - clickto hide
Plan Type End balance as of 12/14/2008 =
Gick 16.232
Yacation 54.309
Personal 24.000
hd
< 2
&l 2 @ Intemet
Step Action

23.

Click the Reported Time Status - click to view link.

[Reported Time Status - click to view]
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2} Timesheet - Microsoft Internet Explorer,

Eile  Edit “iew Favorites Tools Help

a — e -~ o »
e . © x] 2 0 po < @ =2 = 7R
Back Stop Refresh Home Search Favorites History hail Print Edit

Address |@ https:ffapplications.umasscs.netpsp/hruatd0_2EMPLOYEE/HRMS/o/ROLE_MANAGER. TL_MSS_EE_SRCH_PRD.GBEL?PORTALPARAM v Go  Llnks ™

ORACLE’
:\Epul LEU UL s, UUUD HUUNE SuTiieumed e s, ELURNITITR o [UIN) -
Reported time on or before 02/14/2009 is for a prior period. 1
i
Sun  Mon T Wed Thu Fri Sat
12114 1215 6 1217 12M8 12119 1220 Total Time Reporting Code Type Shift Shift Combo Code
= | ||z000 40.000 | REG - Regular Pay SERS Elig v Hours | o | o
Submit
o Reported Time Status - click to hide
Date Status Total Time Reporting Code Sned Comments
1211482008 Submitted 8.000 REG o 8.00 Q
12162008 Submitted 8.000 REG 8.00 Q
121182008 Submitted 8.000 REG 8.00 Q
12192008 Submitted 8.000 REG 8.00 Q
12/20i2008 Submitted 8.000 REG 8.00 Q
0 Eeparted Hours Summary - click to hide “
< 3
&l S @ Internet
Step Action
24, The reported time has a status of Submitted and the Time Reporting Codes are listed.
25. To change a schedule for a different week, click the links at the top of the page.
To change a schedule for another employee, click the “return to select employee” link at the
bottom of the page. If you brought up schedules by a group, you can select next employee.
26.

Congratulations! You have successfully recorded time with a schedule change.
End of Procedure.
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