OneUSG Connect HREL 6.22 DRAFT Job Aid

How Do I Adjust an Employee's Timesheet for Mid-Period
Changes as a Time Approver? (MSS Job Aid)

Introduction

This job aid will review how to adjust an employee’s timesheet for Mid-Period Changes.

Instructions

1. Loginto OneUSG Connect.

2. Click the Team Time tile on the Time Approver homepage.
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3. Select Report/Approve Fluid Timesheet.

4. Click on Fiter to search by specific filter options such as Time Reporter
Group, Employee Name, Employee ID, etc and click Done. To search for all
employees click on Get Employees — by selecting this option it will populate all
employees assigned to you.

Filters [ Done |
e 4]
Group
Employee ID Q
Empl Record Q
Last Name Q
First Name Q
Job Code Q
Department Q
Company Q
North American Pay a
Group
Workgroup Q
-

5. Click on the Date Range and choose the new effective begin date to mirror the date the mid-
period change was made on.

Weekly Timesheet
Job Details 1601000 - Athletics-Administration

Part Time Athletics Tech/Para
Returm 1o Select Employee
]

Earliest Change Date 11/15/2020

View By = Week ~ 4 7 March - 13 March 2021 3
Weekly
Scheduled 18.00 | Reported 0 Hours | Combined Hours. 0.00 Hours| Unapproved Time 0.00

has a mid-pericd time reparting profile change on 03/10/2021

“Time Reporting Code 7-Sunday 8-Monday 9-Tuesday 10-Wednesday -Thursday 12-Friday 13-Saturday
Seheduied OFF Scheduied 38 Scheduied 38 Scheduied 38 Scheduied 38 Scheduied 30 Schecuied OFF
Rapared 0 Rapared 0 Rapared 0 Rapared 0 Rapaned 0 Reponsa 0 Reponsa 0
- + -
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Weekly Timesheet March ~ 2021 ~
Job Details 1062424 - LAF-Public Safety S M T w T F S

e
Corporal o -

Return to Select Employee
-1

Earliest Change Date 11/15/2020 21 22 23 24 25 26 27
“View By | Week M < 7 March - 13 March 2021 28 20 %0
Weekly
Scheduled 36.00 | Reported 0 Hours | Combined Hours 0.00 Hoursl| Current Date s
View Legend
*Time Reporting Code 8-Monday 9-Tuesday 10-Wednesday 11-Thursday 12-Friday 13-Saturday 13-Saturday
Scheduled OFF Scheduled OFF Scheduled 12 Scheduled 12 Scheduled OFF Scheduled OFF Scheduled OFF
Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0 Reported 0
. [+] -]
Comments [O] =) k=] (O] (O] (O] =]

6. Access is then allowed to the Time Entry fields.

Weekly Timesheet
Job Detalls 1601000 - Athletics-Administration

Pan Time Athletics Tech/Para

Re » Select Employe
0247283 -0

Earliest Change Date 11/15/2020

“View By = Week v ‘ 10 March - 16 March 2021 »

Weekly
Scheduled 19.00 | Reported 0 Hours | Combined Hours 0.00 Hours! Unapproved Time 0.00

Time Reporting Code 10-Wednesday 11-Thursday 12-Friday 13-Saturday 14-Sunday 15-Monday 16-Tuesday
Scheduied 3.8 Scheduied 38 Schecuied 38 Scheduied OFF Schecuied OFF Scheduled 35 Scheduied 3.8
Reported 0 Reporied 0 Reported 0 Reported 0 Reported 0 Reported 0 Reporied 0
Comments o C o o o o C

. . Submit . .
7. When all timesheet edits are complete, select the - button to submit the timesheet.

e The time is submitted to the approval workflow, and a confirmation message is
displayed at the top of the page.

Timesheet is Submitted for the period 2021-03-10 - 2021-03-16

8. After the timesheet is submitted it is important to make sure to Approve so it is properly processed on
the next payroll processing cycle.



