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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)


https://www.umassmed.edu/globalassets/human-resources/documents/hr-direct/job-aids/accessing-employee-timesheet_final.pdf
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To populate the grid with the employee's scheduled time, click the Apply Schedule
button.
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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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3. Scroll to the bottom of the page and click the Manage Schedules link.

hManage Schedules




<} Timesheet - Microsoft Internet Explorer,

File Edit “iew Favortes Tools Help

3 - = T »
& . © ) El @ P ke O = & -
Back Forward Stop Fefresh Home Search Fanarites Histary il Print Edit

Address |@ hitps://applications.umasscs.netpsp/hruatdl_2/EMPLOYEE/HRMS//ROLE_MANAGER TL_MSS_EE_SRCH_PRD.GELTPORTALPARAM v | |2 Go  Liks 5

ORACLE’

Home Al to F S

=3

=
Job Code [ & E |
Department l:IQ
Supervisor ID l:IQ
Repoarts Ta Position Mumber l:IQ
Workaroup l:lo‘
Ermployes Type l:lo‘

Clear Selection Criteria Save Selection Criteria Get Employees |

Click for Instructions

Date and Schedule Selection

View By: pate: (1211412008 |5 (@ Retest ) Schedule Group:

== Previous YWeek Ment Week ==

Employees For Sharon Vieira
y Sunday Monday Tuesday Wedl lay Thursday Friday San
Select [Name JobTitle 1451408 12115108 12116108 12117108 1218108 12119108 1212
O ame | | | | | |

il | i

£ =]
&) S @ Internet

Schedule Actions

Step | Action

4. On the Weekly Schedules page, click the Get Employees button.

Get Employees |
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5. The employee's regular schedule displays at the bottom of the page.

Click the 8 Hours link for Wednesday.
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6. On the Daily Detail page, click the Off Shift option.
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7. Enter the desired information into the Sched Hrs field.
Enter "0".
8. Click the Save button.

Save
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9. Click the OK button.
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On the Weekly Schedules page, click the 0 Hours link for Saturday.
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On the Weekly Schedules page, click the 0 Hours link for Saturday.
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