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1. Timeand Labor Termsand Concepts

In PeopleSoft Time and Labor we use the following terms:

Time Reporter

Time Manager

Time Administrator

Time Approver

Reported Time and Payable Time
Workgroup

Dynamic Group

1. Atimereporter (usually an employee) enters his or her time HeopleSoft on a
daily basis. You are a time reporter.

Positivetimereporters are employees who are paid on an hourly basisirdHo
worked as well as vacation, sick and compensatonry balances are maintained
for positive time reporters in PeopleSoft.

Exception time reporters only enter time taken off as it occurs. They db n
enter work hours; instead their vacation and siole tbalances are entered and
maintained in PeopleSoft. Exception reportersiidelprofessional exempt staff
and faculty.

2. Atimemanager enters time for a group of employees.

3. Atimeadministrator reviews and cleans up exceptions and enrolls grapkin
Time and Labor. Exceptions are errors or othenaii@s — here the word
“exception” means something different from its megrnn “exception time
reporters.”

4. A timeapprover reviews and approves payable time in PeopleScoét weekly
basis. The approver may need to request that ep@rters make corrections.

5. Reported timeis the time entered in PeopleSoft by a time repat a time
manager. It is saved, but no rules or processavg been applied. Once the time
is processed by Time Administration it becorpagabletime. The Time
Administration process runs nightly for the Univgr®f Maine System. Time
Administration calculates rules such as overtime generates exceptions if any
occur. Once time is payable time, it is availaimethe Approval screen for
review and approval.

Elapsed Time Entry 1 HRElaTime8.9R01
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6. A workgroup is a set of time reporters who share compensatiguirements

such as pay frequency, union, work location.

Examples of workgroups include:
* Police
+ Colt
» Service and maintenance personnel
» Salary exempt employees

A time reporter’s workgroup will determine:
* Time Reporting Codes (TRCs)
* System Rules
» Exceptions (errors or anomalies)

Time reporters are organizeddynamic Groups in PeopleSoft for processing

and reporting purposes. Dynamic groups enable psocess and manage tasks
such as exception management, time approval ardadministration for several
time reporters at once. Members of different wookgs can be in one dynamic

group.

Dynamic groups are often determined by departmeggrozation and reporting
relationships. For example, a dynamic group ferfttilities department may
include an Administrative Associate, a Staff Enginend a Painter.

What If TimelsNot Reported on Schedule?

If weekly time is not reported by the end of theskiethe time will not be swept into the
Time Administration process and will not be avaliéato approve on Monday. An
employee will not be compensated for unapproveddiduis the employee’s
responsibility to report time daily; it is the tiragministrator’s responsibility to manage
any exceptions daily; and it is the time approvessponsibility to review and approve
the time on Monday. When all of these responsiédiare met, the employee is paid
accurately and on time.

Proactive Time Reporter
There are a number of steps that you as a timetsrpran take to facilitate the time
entry, approval and payroll processes:

Let your supervisor know if you need to make amusiment to a prior period
workweek, so the approver knows to review that tpegod for time that is
awaiting approval.

Ask a supervisor or time manager to enter timeyéur if you are out sick and
unable to enter the time yourself.

Enter your vacation time before you leave for viacat

Elapsed Time Entry 2 HRElaTime8.9R1



UMS PeopleSoft HRMS 11/29/2007

2. How to Enter Elapsed Timein PeopleSoft

Navigate to Elapsed Time Entry

From Portal Menu:
Employee Self Service > Report Time > Elapsed Time

Search: Main Menu = Self Service = Time Reg
€ Report Time
[= My Favarites i i
— Calf Service Feport wour time and request planned overtime and absences.
= Time Reporing E Timesheet
+ Report Time Repart your time and tazk details for a day, week, or time period
— Titnesheet
[+ Wiewy Time

[ Personal Information
[ Payroll and Compensation
[ Benefits [

Search for the date you want to enter time for

The date will default to the current date. To cheatige date, enter the date in
dd/mm/yyyy format, or select the calendar icondlest from a calendar.

Enter date in dd/mm/yyyy
format or select calendar
icon to select.

i ] Click for Instructians @

View By: |Time Period = Date: 11126I2E|D?@ 2 Refresh |

Reported Hours:  0.00 Hours Scheduled Howrs:  0.00 Hours

== Previous Time Period Mext Time Period ==

(2] Click

From Sunday 11/26/2006 to Saturday 12/02/2006

With the refresh feature for time reporters, noteravhat day of the week you enter, the
week that will appear will be Sunday through Saayrdlf, for example, you enter the
date Tuesday November®8the time entry screen will display the Novembéito
December 2 work week. This feature enables at@perter to look at time entered for

the entire week and insures a reasonable contettidoveekly totals at the bottom of the
page.

Elapsed Time Entry 3 HRElaTime8.9R1
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0 Feported Time Status - click to view

0 Feported Hours Sumimary - click to viewm

0 Balances - click to view

Select the job you want to report time for

As shown in the example below, you may see mone ¢im& row if your job has multiple
rates of pay or if your compensation has changetkshe implementation of PeopleSoft
HRMS. Click on the row that represents the posit@rwhich you are entering data.

New Screew shot here
Weekly Elapsed Time

Use the following search to access or report Elapsed Time.

pae 12142003 )

| Search | | Clear | Basic Search

Search Results

1-4 of 4
EmpliD Empl Rcd Nbr Date HName Workgroup Department Short Description Hourly Rate
go1osg4 0 1211452003 Testd Test4433344721 FTHOURLY FVPAD Swhd Oper a3
on10gad o 12142003 Testd Test4433344721 FTHOURLY FWYRAD Swhd Oper 11.78
oo1oaad 1 12142003 Testd Test4433344721 FTHOURLY FWYPAD Swhbd Opar 7 RY
ao1ogad 1 12142003 Testd Test4433344721 FT HOLIRLY FWRAD Swbd Oper 10.88

Enter Time Worked and Taken Off

€ click for Instructions

View By: |Time Period ¥ Date: |11/26/2006 (5 [ Refresh | == Previous Time Period Mext Time Period ==
Reported Hours: 0.00 Haurs Scheduled Hours:  0.00 Hours

Enter hours per
day per time From Sunday 11/26/2006 to Saturday 12/102/2006 Select TRC from

reportina code ;
drop down list

Time Reporting Code

REG - Regular PSNONTASK Q. [=]
| | | | E | | | SICK - Sick =] [psmnonTAsK @ [=] [#]
| | | | =] PsnonTasK @ [=]

Subrnit |

Add a line for each
additional TRC

Elapsed Time Entry 4 HRElaTime8.9R1
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In the example above, the week of 11/26 to 12/20leas selected. To report time, enter
the hours worked in the box under each day. You @igs select the time reporting code
or TRC by clicking on the drop down menu labeledf@ Reporting Code”. In the
example shown, the time reporter has entered &HouMonday, Tuesday and
Wednesday, and 10 hours for Friday, all with timearting code “REG.”

To report time for more than three TRCs, you mdst @ new line (you need one line for
each TRC you use during that week). Click the $plutton to add a line, then edit the
hours for the day involved. Be sure to selectcibreect TRC for this new line..

Submit

Onceyou have entered time, be sureto click the | | button to submit

your time.

Time Reporting Codes

Time Reporting Codes (TRCs) are different categoe buckets, of time worked or
taken off. Each workgroup has a specific set o€§Rhat is based on their work and
their collective bargaining agreements.

Examples of time reporting codes:

* Regular
* Vacation
* Sick

* Compensatory Time Taken
* Administrative Holiday

Time reporting codes describe how a time reporterie was utilized. They also
determine how vacation, sick and compensatory bielances and weekly compensation
are calculated.

Please refer to the Appendix of this manual for a list of Time Reporting Codes by
Wor kgroup.

Elapsed Time Entry 5 HRElaTime8.9R1
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Time Entry Tips

You can move from field to field in PeopleSoft lixilsng the TAB key. When selecting
information from a picklist or entering data, yancenter the first letter to call up the
data starting with that letter. If there is onlyecentry in the list starting with that letter, it
will automatically be entered in the field.

3. Policies

Anticipating Time

Time reporters should report time worked and talé@s it occurs. Vacation time
should be reported right before the employee ensbfarkvacation. Employees should
not anticipate overtime hours and approvers shoolgpprove overtime hours until they
have actually been workedvertime is calculated after forty hours of reguiare has
been entered.

Fifteen Minute Increments

Time must be reported in quarter hour incrementlenTime and Labor system (but see
Vacation Time below). Acceptable entries can have the followdegimals:
« .00

e .25
« .50
e .75

PeopleSoft will not accept other increments, farapgle: 1.1 hours.

Sick Time

The system allows negative sick time balancesemgloyees are required to check with
their supervisors before taking more sick time ttieay have accrued. Let your

supervisor know if you are out sick and are unablenter your own time for the week.

Compensatory Time Accrual and Balances

When comp time is reported the comp time balant&eppleSoft are immediately
updated. It is technically possible to earn an@ tadmp time within the same week, but
you should always check with your supervisor befare report time this way, to ensure
that the time will be approved.

Depending on your workgroup, there may be an ulppéron the amount of comp time

that you can accumulate. If you try to enter caime that exceeds the limit, an
exception is created. You need to take some campliefore any more can be accrued.

Elapsed Time Entry 6 HRElaTime8.9R1
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Vacation Time Accrual and Balances

Accruals

PeopleSoft will not allow an employee to run a riegavacation time balance, so it will
not accept reported vacation time if you do notehasufficient balance of time to cover
it.

Leave accruals are not processed until after theopaycle. Employees paid on the
monthly payroll need to enter vacation time in ReS8pft by the third Friday of the
month to update the balances that will appear atrttonth’s paycheck.

You can't use the vacation time until you actubbye it. For example if you earn 4.62
hours of vacation time in this pay period, thateimill not be available to take until the
next pay period.

Increments

Vacation is earned in one-hundredth increment3@Lfar professionals with under 15
years of service, 4.62 for bi-weekly employeesj},ReopleSoft records time in quarter
hour increments. PeopleSoft will not allow you éport vacation time taken to the one
hundredth of an hour. Sick and comp time can bertak quarter hour increments, but
vacation time, according to hourly collective bangag contracts, can only be taken in
half hour increments. Even though PeopleSoft ascegtation time in quarter hour
increments, approvers will ensure that it is regabit half hour increments. The accrual
increments are in accordance with collective baniggi agreements.

Shift Differential

When you work during a shift that is eligible fdmf$ differential, whether it is your
regular schedule or an occasional occurrence, ged o record regular hours and shift
differential hours. Please refer to the scenamasien of this manual for specific shift
differential examples.

To record shift differential, an employee entess tinmber of hours worked with the
Regular time (REG) TRC, AND also enters the nundfdrours that are available for the
shift differential pay with the appropriate shiftfdrential TRC (see Appendix). If the
collective bargaining agreement says that the différential is effective when the
majority of time worked is during the appropriatefts then the shift differential TRC
must be entered for the time. (E.g., employee wark8 hour shift, 3 hours of which are
before 5:00; 5 hours are after 5:00. The employay timen enter 8 hours of time with the
shift differential TRC as well as 8 hours of REG.)

See Scenarios of this manual for examples of reporting shift differential.

Holidays

The University of Maine System recognizes thre@s$ypf holidays: Family Holidays,
Regular Holidays and Administrative Holidays. tddion, there is Administrative

Elapsed Time Entry 7 HRElaTime8.9R1
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Leave. Family and Regular Holidays are standareinckdr holidays such as the Fourth of
July or New Year’'s Day (see the Appendix for alishdministrative Holidays are
special days given System-wide (e.g. Christmas.EAdinistrative Leave is special
days off for a particular campus (e.g. snow days).

To report holiday time or administrative leave timee codes: Holiday time (HOL) and
Administrative Leave time (ADMLYV).

To report holiday time worked, use codes:
* Family holiday time worked (HOLFM), which is comsated at time and a half
* Administrative holiday time worked (HOLAD).
* Regular holiday time worked (HOLW).
* Administrative Leave worked (ADMWK)

If you work on a holiday or work overtime and (wpkrmission from your supervisor)
want to “bank” the time as Comp Time rather thamdépeaid for the time, you use the
Comp Time codes rather than the Holiday codedliatove. See the Appendix for a list
of codes.

*Please refer to the scenario section of this maieualpecific holiday scenarios,
including holidays worked, and holidays worked anthpensated with compensatory
time.

Discrepancies

If an approver has questions about your reported,tiyour supervisor will speak with
you to discuss the time in question. If changesinede made to your reported time the
supervisor will ask you to make the changes. Plehsek with your local human
resource office, if you have questions regardirggpecific policies on your campus.

Elapsed Time Entry 8 HRElaTime8.9R1
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4. Scenarios

The scenarios below provide some guidance for wogoa enter your time in
PeopleSoftNote: All of the following scenarios are based on an eyeé who works 40
hours a week, 8 hours over a 5 day schedule, Motimtaygh Friday. When you are
reporting your time, it should be based on youultady scheduled hours.

Entering Elapsed Time for a Reqular Holiday

Regular holidays are those holidays when univesiire often open and classes are in
session (examples include: Martin Luther King D@glumbus Day, Presidents’ Day,
Veterans’ Day, Patriots’ Day). The universities gy suggest employees should be
given the day off when possible; however, sincesga are in session some employees
may be required to work the day of a regular hglidRegular holidays worked are
compensated at straight pay. Below we have prdvédene guidance for you as you
enter time for a regular holiday. The scenaricni®gample of reporting time for the
Veterans’ Day holidayNote: we have used the Non-Represented TRCs in the following
scenarios. Your shift TRCs may be different; however, the processis the same.

If you will be taking the regular holiday off, y@iould report your regularly scheduled
hours for the holiday as follows:

Ei:_rum Sunday 11/05/2006 to Saturday 11/11/2006

Sun Mon (Tue |Wed |Thu Fri Sat
11/5 1106 1T 118 118 11M0 (1141 |Total Time Reporting Code Taskgroup

| | | | | 800 || 8.00 |HOL - Holiday =| |PsnonNTASK @ [=]
| [s00 |goo [soo [gon | | 32.00 |REG - Regular =| |PanonTASK O[]

If you regularly work a shift that receives a shiififerential and are taking the regular
holiday off, you would report your time as follows:

From Sunday 11!05@!005 to Saturday 11/11/2006

Sun Mon (Tue |Wed |Thu Fri Sat

115 116 MF 11738 119 1140 (1141 |Total Time Reporting Code Taskgroup

| | | | | laoo | 8.00 | HOL - Huliday | |PsmonTASK QO [=]
| |soo [soo |aoo [aoo | | 32.00 [REG - Regular | [PsmonTASK QO [=]
| |2.00 |g00 |00 |so00 |00 | 40.00 [ SFM - ServeMaint - Shif =] PenonTask @ [=]

If you work your regularly scheduled hours on tbgular holiday you would report your
time as follows:

Elapsed Time Entry 9 HRElaTime8.9R1
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From Sunday 11/05/2006 to Saturday 11/11/2006

Sun Mon (Tue |Wed (Thu Fri Sat

1115 1106 "Mr 118 119 110 [11M1 |Total Time Reporting Code Taskgroup

| | | | | .00 | 8.00 [HOL - Haliday x| |PsMonTASK O [=]
| | | | | EXT 8.00 |HOLW - Holiday Premium ¥| PSNONTASK @ [=]
| |00 |soo |son 800 || | 32.00 |REG - Regular | |PsmonTASK QL [=]

If you work beyond your regularly scheduled hounsaaregular holiday you would report
your time as additional ‘REG’ hours as follows:

From Sunday 11/05/2006 to Saturday 11/11/2006

Sun Mon |Tue (Wed |Thu Fri Sat

115 116 1117 11/8 119 110 [11M1  |Total Time Reporting Code Taskgroup

| | | | | [2.00 || 8.00 | HOL - Holiday | PsmonTAsK O [=]
| | | | | [roo || 8.00 [HOLW - Holiday Premium | [PSNONTaSK @ [=]
| lao0 |gon |aoo |goo [zoo | 34.00 [REG - Regular =| |PanonTASK QL [=]

If you work the holiday and choose to earn comptemgdime you would report your
time as follows:

From Sunday 11/05/2006 to Saturday 11/11/2006

Sun Mon |Tue |Wed [Thu Fri Sat
115 11/6 1117 1178 119 11M0 (1141 |Total Time Reporting Code Taskgroup

| | | | | [poo | 8.00 |CMMSY - Comp Time Saved - ¥| [PSNONTASK O [=]
| | | | | 3.00 | 8.00 |HOL - Haliday x| |PamonTAZK O [=]
| 8.00  8.007 [2.00 |[a00 | | 32.00 | REG - Regular 7| |PanonTASK O [=]

If you work a shift that receives a shift differtand work the holiday and choose to
earn compensatory time, you would report your taadollows:

From Sunday 11/05/2006 to Saturday 11/11/2006

Timesheet

| | | | | 8.00 | 8.00 |CMMSY - Comp Time Saved - =] [PSMONTASK & [=]
| | | | | [s.00 || 8.00 [HOL - Holiday | |PsmonTASK Q  [=]
| |zo0 |gon goo oo | | 32.00 [REG - Regular 7| |PanonTAZK O [=]
| [s.00 [s.00 |s.00 (.00 (200 | 40.00 |SFM- SevveMaint- Shit =] |PENONTASK Q[

Elapsed Time Entry 10 HRElaTime8.9R1
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Entering Elapsed Time for a Family Holiday

The scenarios below provide some guidance for gogoa enter your time in PeopleSoft
for a week with a Family Holiday (examples includemorial Day, Christmas, New
Year’'s Day).If you will be out of the office, remember to enter your time for the whole

week before the weekend, so it can be approved on Monday morning.

If you will be taking the Family Holiday off, you should report the time you worked for
the week aREG and report your regularly scheduled hours fortibkday as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon |Tue (Wed |Thu Fri Sat

1224 (1225 12126 (1227 |12/28 1229 (12730 |Total Time Reporting Code Taskgroup

| 200 | | | | | 8.00 [HOL - Huliday =] PsnonNTASK &[]
| | [300 [aon [so0 [soo | 32.00 |REG - Regular x| |PsnonTASK O [=]

If you work all day on the Family Holiday you would report your time as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon |Tue |Wed (Thu Fri Sat

1224 (1225 (12726 12127 |12/28 (12129 |12/30 |[Total Time Reporting Code Taskgroup

| 300 | | | | | 8.00 [HOL - Holiday x| |PanonTASK QL [=]
| l2.00 | | | | | 8.00 [HOLFM - Holiday Premium - F =] [PSNONTASK @ [=]
I | lz00 (200 lgoo leoo 22.00 [REG - Reaular «| IpsnonTAZK Q=] [+

If you work the Family Holiday and want to earn compensatory time (at time and a
half for a Family Holiday) you would report younte as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon (Tue |Wed [Thu Fri Sat
12”24 1225 (12726 1227 (1228 1229 12730 (Total Time Reporting Code Taskgroup

| [12.00 | | | | | 12.00 | CMM15 - Comp Time Eamed x| PSNONTASK & [=]
| [3.00 || | | | | 8.00 [HOL - Holiday 7| [PsnonTAsK QL [=]
| | 800 [8.00 (800 |BDO | 32.00 | REG - Regular =l PsnonTAsK @ [=]

Note, you should enter the comp time earned wightithe and a half (1.5) TRC (CM15C
is the time and a half TRC for COLT employees,lass in the example above) and
enter the time and half hours that should be banked

Entering Elapsed Time for an Administrative Holiday

Administrative holidays most often are declaredonjunction with a family holiday. In
our example below, December 25 is a Family Holidag starting at noon on December
29 is an Administrative Holiday. The scenarios befovide some guidance for you as

Elapsed Time Entry 11 HRElaTime8.9R1
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you enter your time in PeopleSoft for an admintsteaholiday.If you will be out of the
office at the end of the week, remember to enter your time for the whole week before you
leave, so it can be approved on Monday morning.

If you will be taking from noon on Friday off, you should report the time you worked
for the week as REG and report your regularly sateztihours for the holiday as

_,,
=)
o
=
2

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon |Tue (Wed |Thu Fri Sat
12724 (12725 (12726 (12727 (12728 |12/29 |12/30 (Total Time Reporting Code Taskgroup

lano | | | l400 | 12.00 [HOL - Holiday =| |PanonTASK Q. [=]
| |8.00 [8.00 (.00  [400 | 28.00 | REG - Regular =] [PsmonTask (@ [=]

If you regularly work a shift which receivesift differential and are taking the half a
day Friday holiday off, you would report your time as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon (Tue |Wed (Thu Fri Sat

12/24 12725 (12726 12727 (12128 12729 |12730 |Total Time Reporting Code Taskgroup

| [aoo [T | | 400 | 12.00 [HOL - Holiday | PenonTASK Q@ [=]
| | [2.00 [s.00 [s.00 [400 | 28.00 | REG - Regular =] PenonTASK (& [=]
| |00 |soo |soo [soo |aoo | 40.00 | SFM - Serv&Maint - Shift x| |PsmonTASK QL [=]

If you work all day on Friday you would report your time as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon |Tue (Wed (Thu Fri Sat
1224 (1225 1226 |122T 12728 |1229 (12/30 |Total Time Reporting Code Taskgroup

| EXTT | | |00 || 12.00 | HOL - Holiday | PsmonTASK O [=]
| | | | | [400 || 4.00 [HOLAD - Holiday Premium | [PSNONTASK @ [=]
| | |zo0 200 |goo [400 | 28.00 [REG - Regular =| |PanoNTASK @ [=]

If you work both the holidays and want to earn compensatory time (at regular time
for the Administrative Holiday and at time and é&f har the Family Holiday) you would
report your time as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006
=)

Sun Mon (Tue |Wed (Thu Fri Sat
12724 (1225 |12/26 (12727 (12728 |12/29 (12730 |Total Time Reporting Code Taskgroup

| [1200 | | | | | 12.00 [ CMM15 - Comp Time Eamed »| [PSNONTASK O [=]
| | | | | [4.00 | 4.00 |CMMSY - Comp Time Saved - | [PenMONTASK @ [=]
| 300 | | | 400 | 12.00 |HOL - Haliday =| |PanonTASK QL [=]
| | |soo jgoo [soo 400 | . 2800 | REG - Regular x| [PemonTASK @ [=]

Elapsed Time Entry 12 HRElaTime8.9R1
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If you regularly work a shift which receivehift differential and work the holidays
and want to earn compensatory time (at regular time for Administrative Holiday and at
time and a half for Family Holiday) you would repgour time as follows:

From Sunday 12/24/2006 to Saturday 12/30/2006

Sun Mon |Tue |Wed (Thu Fri Sat
1224 (12725 12726 (1227 |12/28 (1229 |[12/30 |Total Time Reporting Code Taskgroup

[12.00 | | | | 12.00 [ CMM15 - Camp Time Earned ¥ | [PSNONTASK O
| | | | 4.00 4.00 [CMMSY - Comp Time Saved - ¥ | [PSNONTASK O

| .00 [8.00 (800 400
|2.00 |200 (800 |2.00 | [2.00

28.00 [REG - Regular =| |PsnONTAZK O

] 07 [ 00 0
[+ B [ [+ R

|
|
EXT | | la00 | 12.00 [HOL - Holiday =| [PSmONTASK QO
|
| 40.00 [ SFM - ServaMaint - Shif =| [PamONTASK O

Banking and Taking Compensatory Time

Compensatory time can be saved and used subjsap@visor discretion. If time
reporters choose to save comp time on overtimeshthey should manually calculate
the number of hours that would be paid as overtthren enter those hours and choose
the comp time earned TRC for their workgroup, iadtef letting the system generate OT
when more than 40 hours are reported.

Depending on your workgroup/collective bargainimituhere may be an upper limit on
the amount of comp time that you can accumuldtgod try to enter comp time that
exceeds the limit, you will get an error messageu need to use some comp time before
any more can be accrued.

Banking Overtime Hours as Comp Time

Overtime hours are awarded at comp time and a Tialfe reporters should calculate and
report their hours worked multiplied by 1.5. Timeporters should use the 1.5 comp time
TRC when reporting this calculated time and a #&if. example, if an employee worked
an 8 hour day after already reporting 40 hours s/buld use the comp time and a half
TRC and calculate the time and a half hours:

From Sunday 12/17/2006 to Saturday 12/23/2006

Sun Mon (Tue |Wed |Thu Fri Sat

12MT (12M8 [(12M9 |12/20 12721 |12/22 (1223 |(Total Time Reporting Code Taskgroup

| | | | | [1200 | 12.00 [CMN15 - Comp Time Eamed x| [PSNONTASK O [=]
| [10.00 [10.00 1000 (1000 | | 40.00 [REG - Regular x| [PsnoNTASK QL [=]

Banking Holiday Worked as Comp Time
Regular holidays worked count towards straight comye:
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From Sunday 01/14/2007 to Saturday 01/20/2007

Sun Mon (Tue |(Wed |Thu Fri Sat

1M4 1M5 1M6 [1MT [1MB 1M9 120 Total Time Reporting Code Taskgroup

| EXT | | | | 8.00 [ CMNSY - Comp Time Earned x| [PSNONTASK & [=]
| laoo | | | | | 8.00 [HOL - Holiday x| [PsnoNTASK QL [=]
| | |s.o0 |soo (oo [soo | 32.00 [REG - Regular x| [PsnonTASK O [=]
Taking Comp Time

If an employee has comp time saved in the systehwath supervisor approval s/he can
report comp time taken for time away from the adfic

From Sunday 01/07/2007 to Saturday 01/13/2007

Sun Mon |(Tue |Wed (Thu Fri Sat
1T 18 19 110 1M1 112 1M3 Total Time Reporting Code Taskgroup

| | | | la.00 | | 4.00 [ CMMTK - Comp Time Taken | |PSNONTASK O [=]
| |2.00 (200 [8.00 [400 [s.00 || 36.00 |REG - Regular =l [PsnonTask (@ [=]

Shift Differential

An employee who earns a shift differential mustetiie number of hours worked with
the Regular time TRC, AND also enter the numbérafrs that are available for the shift
differential pay with the appropriate shift diffeteal TRC.

If the collective bargaining agreement says thatsthift differential goes into effect when
the majority of time worked is worked on the di#fatial eligible shift, then the shift
differential TRC and REG TRC should be used to reglb of the time. (E.g., employee
works an 8 hour shift, 3 hours of which are bet@0, 5 hours are after 5:00. The
employee may then enter 8 hours of time with thi dhferential TRC as well as 8
hours of REG).

In the following scenario, an employee worked dmé,son Thursday, which was
eligible for shift differential:

From Sunday 01/07/2007 to Saturday 01/13/2007

| |2.00 |g.o0 (200|200 |Ro0 | 40.00 |REG - Regular =] PenonTASK & [=]
| | | | 200 |[g.o0 || 16.00 [SFM- ServéMaint- Shit =] [PSNONTASK & [=]
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Overtime During a Shift Eligible for Shift Differential
If, after you have worked 40 hours, you work ovagiduring a shift eligible for shift

differential then you will need to choose 3 TRCsdport your time and receive accurate
pay:

From Monday 01/08/2007 to Sunday 01/14/2007

Mon |Tue (Wed |Thu Fri Sat Sun

178 14 140 (1M1 12 13 1M4 Total Time Reporting Code Taskgroup

laoo (oo |gon |gon 1100 | | 43.00 [REG - Regular =] |PsmonTASK QO [=]
| | | |so0 [soo | | 16.00 [ SFM - Serv&Maint - Shit =] [PsmonTASK QO [=]
| | | | 300 | | 3.00 | SHOM - S&M Shift Diferential ¥ |PSNONTASK O [=]

You do not need to enter an overtime TRC. Any howes forty will be calculated by

time administration. Your Supervisor will see thee as overtime when s/he approves
your time.
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5. Correctionsto Time

Instructions for correcting elapsed reported timeé payable time appear below:

Elapsed Reported Time (Before Time Administration Runs)

Deleting or Adjusting Elapsed Time
1. Navigate to Elapsed Time entry screen for weekrikats to be adjusted
2. Adjust, add and/or delete hours that are incorrect

3. Click —_ubmt | to submit your changes for approval.
Note: You do not need to delete a row, just change hours.

Results:

* Time Approver will not see originally reported heubecause they were never
picked up by time administration.

Elapsed Payable Time (After Time Administration Runs)

Deleting Elapsed Time
1. Navigate to Elapsed Time entry screen for weekrikats to be adjusted

2. Add a new line. Enter the correct hours for thaCTRntering a blank or leaving a
zero for the time you are deleting.
3. Adjust hours as needed to other TRC lines

4. Click submit__| to submit your changes for approval.

Example:

* 8 REG hours were originally reported REG and shbalde been reported as
VAC

* Handwrite changes on printout:

Mark incorrect
timeentry

From Sunday 111652003 to Saturday 11/22/2003

?'i'ﬂﬁ Tﬂ'}? Il:?m T:?fg I%u 5r1lr21 1y Code  Short Description

0.000000 |[g.000000 |[o.00oo0o0 |[10.000000 | [0.000000 || aeem000 | |0.000000 | REG v | Regular

0.000000 |[0.000000 |[6.000000 |[o.00ooo0 |[o.000000 |[0.000000 |[0.000000 || sick v | sick

0000000 |[0.000000 |[2.000000 [*=essseer 00 |[0 g 100]|0.000000 |[vac | vacation
co??eé/;/irc;ne /
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» Delete erroneous hours and enter correct hoursaplBSoft

3. Deletelinethat
From Sunday 11/16/2003 to Saturday 11/22/2003 had erroneoustime
Sun Mon Tue Wed Thu Fri at

11116 117 1118 1119 1120 121 122 Time Reporting Code Short Description

(0 oo e oo Lo UL DOro P oo e ROCrorCroe e Lo RE hd Regular

0.000000 ||0.000000 ||6.000000 |(0.000000 |/0.000000 |0.000000 | 0.000000 ||SIGK | Sick

0.000000 ||0.000000  ||2.000000 | (0000000 ||8.000004(T(8.000000) 0.000000 || VAC ~ [ vacation
0.000000 ||2.000000 ||0.000000 |{10.000000 ||0.000000 ||0.000000\|0.000000 ||REG ~ | Regular
2. Adjust/add hours

1. Add anew lineand re- asappropriate
enter correct timefor
TRC

. Click__Save |

Results:

* Time administration will calculate the time as mstently reported.
» Approver will see negative hours for the originalirs reported that needs
approval and positive hours for the new time emté¢hat needs approval.

Adjusting Elapsed Time
* Navigate to Elapsed Time entry screen for weekrbatls to be adjusted
» Change the erroneous time

Note: You do not need to delete a row, just change hours.
« SAVE

Results:

* Time administration will calculate the additionaurs, or fewer hours and
calculate overtime if warranted.

» Approver will see negative hours for the originalrs reported that needs
approval and positive hours for the new time emtéhat needs approval.

6. Why the University of Maine System Tracks and Approves
Time

It's the Law
The Fair Labor Standards Act (FLSA) was origingfssed by Congress 1938 to provide
for the establishment of fair labor standards iplyments in and affecting interstate
commerce, and for other purposes. The Fair Laltemrdatrds Act (FLSA) establishes
minimum wage, overtime pay, recordkeeping, andddaibor standards affecting full-
time and part-time workers in the private sectat emFederal, State, and local
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governments. Covered nonexempt workers are entilednminimum wage of not less
than $6.75 an hour, effective October 1, 2006. @werpay at a rate of not less than one
and one-half times their regular rates of pay ¢guned after 40 hours of work in a
workweek. The University of Maine System and itptoyees come under the auspices
of this law.

Hours Worked

The Fair Labor Standards Act requires that empleyeeeive at least the minimum wage
and employees in nonexempt positions may not bdagmg for more than 40 hours in a
week without receiving at least one and one-halés their regular rates of pay for the
overtime hours. The amount employees should re@amaot be determined without
knowing the number of hours worked.

Every employer covered by FLSA must keep certatones for each covered,
nonexempt worker. The records must include accumébemation about the employee
and data about the hours worked and the wagesdedrhe following is a listing of the
basic records that an employer must maintain:

* Employee's full name and social security number;

» Address, including zip code;

» Birth date, if younger than 19;

* Sex and occupation;

» Time and day of week when employee's workweek Ised¢dours worked each
day and total hours worked each workweek.

» Basis on which employee's wages are paid;

* Regular hourly pay rate;

» Total daily or weekly straight-time earnings;

» Total overtime earnings for the workweek;

» All additions to or deductions from the employee&ges;

» Total wages paid each pay period;

» Date of payment and the pay period covered by dyenent.

Information about the Fair Labor Standards Act e@®piled from the Department of

Labor. You can read more about the Act at:
http://www.dol.gov/dol/compliance/comp-flsa.htm
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Appendix

Time Reporting Codes with Descriptions

TRC Description
ADMLV Scheduled hours during Admin Leave (if you sked, you also enter

the work time using codes ADMWK or CMNSV).
ADMWK Hours worked during Admin Leave (see above).

ADMX2 Hours worked outside of regular schedule dgrAdmin Leave or Admin
Holiday.

BREAV Bereavement

CBK Call Back

HOL Scheduled hours during a Holiday. For exanmpber normally work 8

hours on Mondays, but this Monday was Memoria},3@ you use the
HOL code for those 8 hours.
HOLAD Hours worked on Holiday called by Adminisiai (e.g. Christmas Eve).
HOLFM Hours worked on a Family Holiday. For examponday was Memorial
Day, and you were required to work. Report 8 haur$/onday using
HOL (or HOLNS) and those 8 hours again using HOLFM.

HOLNS Hours for a holiday when not regularly schHeduo work. For example,
Monday was Patriot’'s Day, you do not work on Morgjdyowever, you
are entitled to holiday pay.

HOLW Hours worked on Regular Holidays.

JURY Scheduled hours missed due to Jury Dutytthekceed 10 days)

JURYM Jury Duty Maine Supplement (jury duty beyonitial 10 days)

MLTRY Military leave

REG Regular hours worked
SICK Sick time off

VAC Vacation

WITNS Witness Leave

Time Reporting Codes unique by Wor kgroup/Collective Bargaining Unit

COLT
TRC Description
CM15C Comp time for Overtime or Family Holiday werk Enter the number

of hours worked times 1.5.

CMCSV Straight time Comp for hours worked duringndid Leave, Admin
Holiday, or Regular Holiday.

CMCTK Comp time taken
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CMCX2

ONC
SFC
SHOC
STWRD

Comp time for hours worked outside of schediuring Admin Leave
or Holiday

On Call

Shift differential

Overtime shift differential

Grievance Handling or Negotiation

Confidential Non-Represented and Supervisors

TRC
CMN15

CMNSV

CMNTK
CMNX2

SFNR
SHONR

Description
Comp time for Overtime or Family Holiday wedk Enter the number

of hours worked times 1.5.

Straight time Comp for hours worked duringndid Leave, Admin
Holiday, or Regular Holiday.

Comp time taken

Comp time for hours worked outside of scheddliring Admin Leave
or Holiday

Shift differential

Overtime shift differential

Police and Security

TRC
CMP15

CMPSV

CMPTK
CMPX2

COURT
DTAIL
FLOAT
MTG
ONC
SFP1
SFP2
SHOP1
SHOP2
STWRD

Description
Comp time for Overtime or Family Holiday wedk Enter the number

of hours worked times 1.5.

Straight time Comp for hours worked duringid Leave, Admin
Holiday, or Regular Holiday.

Comp time taken

Comp time for hours worked outside of schedidring Admin Leave
or Holiday

Court Time outside of regular schedule.

Detall.

Floating Holiday

Meeting

On Call

Shift 1 differential (shifts starting aftétN but before 8PM)
Shift 2 differential (shifts starting aftétNd but before 8AM)
Shift 1 overtime differential

Shift 2 overtime differential

Grievance Handling or Negotiation
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Service and M aintenance

TRC Description

CMM15 Comp time for Overtime or Family Holiday watt. Enter the number
of hours worked times 1.5.

CMMSV Straight time Comp for hours worked duringriid Leave, Admin
Holiday, or Regular Holiday.

CMMTK Comp time taken

CMMX2 Comp time for hours worked outside of scheddliring Admin Leave

or Holiday
ONC On Call
SFM Shift differential
SHOM Overtime shift differential

STWRD Grievance Handling or Negotiation

Temporary Hourly TRCs

TRC Description

ADMLV Scheduled hours during Admin Leave (if you sked, you also enter
the work time using codes ADMWK or CMNSV).

ADMWK Hours worked during Admin Leave (see above).

PWK Piece Work

REG Regular

SFC, SFM, SFNR, SFP Shift Differential. Use tbeesthat is correct for the
workgroup the temp worker is in. For exampleh# temp worker
is in the COLT group, use SFC. If in the Senacel Maintenance
group, use SFM.

SHOC, SHOM, SHONR, SHOP1, SHOP2 Shift Differentia¢rtime. See Shift
Differential above and the descriptions of thesdes in the other

workgroups.
Faculty TRC
TRC Description
DISA Sick or disability leave

Professional Exempt and Non-Exempt Staff TRCs

TRC Description

ANLV Annual Leave

DISA Sick or disability leave

OovT Overtime (for non-exempt professional staffypn
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Holidays

Family Holidays

New Year's Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day

Day after Thanksgiving
Christmas Day

Elapsed Time Entry
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Regular Holidays

11/29/2007

Martin Luther King, Jr's. Birthd

Columbus Day
Presidents’ Day

Veterans' Day
Patriots' Day
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