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Yale

Welcome!!

We’'re glad you’re here!



Time Capture Overview

Yale
My Tlme |S the UnlverSIty,S neW : ot Human Resources

Time & Attendance System 9‘. + Learning Center
Info E STARgS -gJotthYat Yale

Employee Service Center

° University Health Plan

More...

Why is Yale implementing a new Time & Attendance System?
= To create a single point of entry for all Time and Attendance information
» To eliminate the use of paper timesheets

'= To provide a single system of record for paid time off accruals and Leave
Management requests

» To simplify the process for approving and adjusting time
» To ensure payroll is processed accurately




Course Schedule Y.’:lle

Time Approval ‘

Time Off Request Approval
Reporting and Audits

Questions



What is changing?

Yale

Previous

New

Time is tracked in multiple systems

My Time will become the single
application for time entry across Yale

Business Offices often key-in timecard
entries for employees from their paper
timesheets

All employees will enter and submit
their own time in My Time

Timecards are manually signed and
approved

After timecards are submitted by
employees in My Time, supervisors
and/or designated approvers will
approve the timecard in My Time

There is no standard way of tracking time
off. It is either emailed to supervisors,
asked for through conversation or tracked
manually

Time off tracking will be done in My
Time which will provide access to real
time paid time off balances




When will | begin using My Time? Yale

Employee Group Date

Clerical & Technical Employees For the timecard of November 8-14
C&Ts will use a web-based system
to record time worked

Management & Professional Pilot Group — November
Employees January 2010-> June 2010

Service & Maintenance Employees

» Service & Maintenance employees will continue to use time clocks to record their
hours worked

 Additional functionality regarding online time off requests has been made available

Students & Casuals

« Students & Casuals will continue to submit hours worked using their current method
used [eTimesheets (Timesheet X), Casual time entry etc...]




How do | access My Time?

* My Time is accessed through the uPortal
* The uPortal can be found at:
http://yale.edu/portal

* My Time will work on both a PC and

Yale University

Yale INFO The vale University Portal

Yale Home
» University Sites
» Gateways
» Inside Yale
» Campus life

» Yale Media

Yake Usiverey Improving websites for Yale's business community
The Communications & Planning group is currently overhauling Yale
YaleBusiness Online Bu business websites to provide a streamlined user experience. These

changes will make it easier to access resources and navigate between
the various sites used frequently by Yale business community. More...

New administrative improvements for employees are coming this
fall

This fall Yale will be introducing several new systems to enhance and
simplify our business processes. The new systems include updated
faculty and staff portals, online annual benefits enrollment, and other
new tools specifically for C&T and M&P employees. More..

The Yale United Way 2009-2010 campaign

Each year, your United Way contribution through the annual campaign at
Yale is invested right here in Greater New Haven in local programs that
improve lives. These programs not only support the immediate needs of
our most vulnerable citizens, but also work to build stronger
communities. More...

Working@VYsle  YsleBLU  Yasle Bulletin  Staff Gatevay  JumpSite

Calendar | A-Z Index

Mac

o My Benefits

My Time
My Personal Info

[ Search val= univdl

e Time entry & reporting | e Email

e SciQuest

File Transfer Service e ITS Help Desk
Expense Management e Shuttle Services
System (EMS) e Software Library

e Yale Business
o More...

Add a Tab

Employee Service Center
Human Resources
Learning Center
Managing at Yale

STARS - Jobs at Yale
Yale Health Plan

More...

ITS Systems Status
™ Planned Maintenance: ITS data center firewall - Oct. 11, 2009, 5:30 a.m. - 7:00 a.m. (October
11, 2009, 5:10 am)
™ OFA Availability - September 24 at 5:00 p.m thru October 8 at 8:30 a.m. (October 6, 2009, 5:10
)
™ Information Security Alert - New Phishing Messages (October 4, 2009, 1:10 pm)
Official University Messages

[ Campus Safety Report 2008 (September 30, 2009, 10:09 am)
[ Yale Reaccreditation (September 24, 2009, 4:09 pm)

Time entry & reporting
File Transfer Service
Expense Management
System (EMS)
SciQuest

Email

ITS Help Desk
Shuttle Services
Software Library
Yale Business

More...

Search the Cam% tor\jby name:

b Directory

—7

» Users will log in to the uPortal
using their NetID and password

* To look up your own NetID, type
in your name e.g. “Kevin
Brigham” will return: kb32


http://yale.edu/portal

Roles & Responsibilities

Yale

Employee

Supervisor / Designated Approver

Business Office Support

Central Support (Payroll / Employee
Services)

Complete and approve timecard in My
Time on a weekly basis (C&T) or
monthly basis (M&P)

Request time off in My Time

Review and approve timecard in My
Time on a weekly basis

Review and approve or reject time off
requests in My Time

Review reports for auditing purposes

Monitor submissions and approvals
Review reports for auditing purposes

Lock pay period
Schedule change and creation
Other management activities



My Timecard

Timecard Overview

Yale

S| TIMe is pre-populated for each |y Home will navigate you back 10 |
day on the timecard the My Time homepage —_— tome
MYTIMECARD Hame &1ID | &atlas, Hilary | 382024092 A will hide your top menu. Click it
Loaded: 1:23PM - -
Time Period [Currert Pay Period - a Second time to Unhlde the menu
Actions * Amount ¥ Approvals ¥ Reports
Week starting: Sun 9/27
Pay Code Sun 027 hdan 925 Tue 9729 Wyied 9430 Thu 1001 Fri 10102 Sat 10/03 Taotal
ours Workedd - 75 75 75 7. 75 37 5
75 75 75 7.5 75 374
» Click the X to delete a row of data
* Click the arrow to add a new line .
Employees will be able to see any
adjustments made to their timecard
on the Audits tab
[FTDTALS Ly SCHEDULEI ACCRUALS AUDITS I /
Accrual ; Balancign Units: Balance Projected Frojected Frojected Projected Balance without
Code Selected O Through Cebits Credis EBalance Projected Credits
LYW -TRACKIMNG 0.0 10352009 0.0 UR1] on on j
OVERFLCAW 0.0 100352009 0.0 oo on 0.0
CVERRAN 0.0 100352009 0.0 o.a oo 0.0
PERSOMAL 5.0 Hour TN [0 320 32.0 5.0
SICH 14.0 Hour o.a 14.0 14.0
103.0 103.0 -

The Totals & Schedulestab |-
displays the total hours worked
and the related pay codes

Employees will be able to see | °°

their time off balances on the
Accruals tab




Entering and Approving Time




Time Approval Yale

Module Objectives

After completing this module, you will: J

« Understand the time approval process and policies
« Review and validate employee time
« Adjust and approve time

11



Time Approval

Yale

Time Approval

» The approval process is a mandatory step in processing
payroll

* The employee and supervisor are both responsible for
approving the timecard

» Employees are notified of their supervisor’s approval by
viewing their timecard

\

J

Supervisors must approve timecards on a

weekly basis by 5 PM Monday

12




Time Approval Policies Yale

Approval Criteria

» Did the employee approve their time?

* Does the time entered by the employee match their actual
hours worked?

* |Is time entered for each day of the week?

» Did the employee take time off? If so, is this reflected on their
timecard?

« Was additional time worked entered? If so, was this
approved?

Reviewing timecards for accuracy and

completeness is a supervisor’s responsibility and
ensures that employees will be paid correctly

13



Time Approval
Approve

The following scenario guides
. . . | e Time entry & reporting | e Email
SuperVISorS through apprOVIng tlmecards e File Transfer Service e ITS Help Desk
e Expense Management e Shuttle Services
System (EMS) o Software Library
e SciQuest e Yale Business
Yale University Calendar | A-Z Index o More...

Yale INFO The vale University Portal

Add a Tab
Yale Home Vi Urivecsy Improving websites for YVale's business community
= The Communicatiens & Planning group is currently overhauling Yale
» University Sites = :
YaleBusiness Online Bu business websites to provide a streamlined user experience. These

changes will make it easier to access resources and navigate between

» Gatev s
s the various sites used frequently by Yale business community. More...

Employee Service Center
Human Resources
Learning Center

o My Benefits

» Inside Yale

S G New administrative improvements for employees are coming this . aystub (Winter 201 * Managing at Yale
fall o My Time o STARS - Jobs at Yale

» Yale Media This fall Yale will be introducing several new systems to enhance and « My Personal Info o Yale Health Plan ]
simplify our business processes. The new systems include updated . T £

Up € 3 o te More...
faculty and staff portals, online annual benefits enrolment, and other % *
new tools specifically for C&T and M&P employees. More...

S— Access My Time through the

Each year, your United Way contribution through the annual campaign at
Yale is invested right here in Greater New Haven in local programs that

btove e Thess prosrame Robonly snpert ihe Tmediots neade o u P ort al Wlth our N etl D an d
our most vulnerable citizens, but also work to build stronger

communities. More... o Time entry & reporting o Email
o File Transfer Service o ITS Help Desk d
Working@VYsle  ValeBLU  Vale Bulletin  Staff Gateway  JumpSite ¢ Expense Management ¢ Shuttle Services paSSWOr
System (EMS) o Software Library
® SciQuest Yale B s
ITS Systems Status 5 ”a SRS
o More...

™ Planned Maintenance: ITS data center firewall - Oct. 11, 2009, 5:30 a.m. - 7:00 a.m. (October
11, 2009, 5:10 am)

™ OFA Availability - September 24 at 5:00 p.m thru October 8 at 8:30 a.m. (October 6, 2009, 5:10
am)

™ Information Security Alert - New Phishing Messages (October 4, 2009, 1:10 pm)

Official University Messages

[ Campus Safety Report 2008 (September 30, 2009, 10:09 am)
[ Yale Reaccreditation (September 24, 2009, 4:09 pm)

Directory

14



Time Approval
Approve Y?lle

General My Genies® Timekeeping
: ELE;I:CDEUH Results + IS Summary + Accrual Reporting Period
+ Reports + Leave Cazes + Total Hrs - Current PayPeriod
+ Actions
% Pay Period Close
#+ QuickFind
My Information + Reconcile Timecard
4+ Schedule Editor
+ My Actions 4+ Shift Start

* S e

The Pay Period Close Genie
allows you to view your
employees’ timecards for the
pay period

N\ J

Under the My Genies list,
select Pay Period Close

15



Time Approval
Approve Y.’:lle

: — Select All Home in the Show
View their timecard by double g% field. If you are a business office

clicking their name, or by and have broad access, choose
clicking the Timecard link at ISR <\ Employees” to view only

the top of the page e those who report to you

Timecar d | Schedule | Peopl

PAY PERIOD CLOSE
Al Home: = =
Last Refreshed: 12:52PM Show | |
Time Period |Previous Pay Period - |

Actions ¥ Punch * Amount ¥ Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Leave ¥
Employes hanager Sigred
ame 14 Regular . .
Approval Approval it h d d f I
— ~ The Time Period defaults to >

1
coram e ) ! v Previous Pay Period. To view [
s i . ! v this week’s timecards select b5
ots - y ! : Current Pay Period. s
Fitt, Brad 1 w 0.0

Highlight the employee whose
timecard you would like to view
by clicking on their name

16



Time Approval
Approve Y.’:lle

» The Time Period automatically defaults to the current

pay period. &
Schedule | People | Reports | Leave Cases « The pay period begins on a Sunday and ends on a
TIMECARD _ _
Loadied: 151PH Hame &ID | &niston, Jenniter | 93529821 Satu rday_
Time Period |Currert Pay Periad r=—1 * Review the Week Starting date to ensure you are
BE | Actions v Amount > Comment §_Approvale < Reports + Laave v entering or submitting time for the appropriate pay
Week starting: Sun 10/11 perIOd-
Pay Code Transfer Sun 1 Mon 1042 Tue 1043 ‘Wyed 10014 Thu 10415 Fri 1016 St 1047 Total
B Hours Wiorked - - 75 75 75 75 75 375
75 75 TS TS 75 3TE
Account numbers displayed
are not the PTAEO. These i
. H )
numbers link the employee to Review the employee’s
the appropriate supervisor timecard for accuracy and
click Approvals
TOTALS & SCHEDUL ACCRUALS | AUDITS
Al
Account ‘ Pay Code Amournt
00000 QO00AD000/0 REGULAR iTs
Use the Save button on the top left

of the timecard if you make an
adjustment and do not want to
approve the timecard at that time

17



Timecard | Schedule | People | Reports | Leave Cases
TIMECARD

Hame & 1D | Aniston, Jennifer 9352935291
Loaded: ¥:31PM

Time Period |Current Pay Period

Save |

ol

Approvals

Week startin un 10/11

Remw%pproval

Hours: Wiotked - Appfve Overtime —»

Click Approve

0000 0000A00000.0

. REGLULAR 375

18



Time Approval
Approve

Timecard | Schedule | People | Reports | Leave Cases

TIMECARD
Hame & 1D |&niston, Jenrifer | 3352935291
Approved: 2:37PM

Time Period |Current Pay Period hd |

m Actions * Punch * Amount* Comment * Approvals * Reports =

Week starting: Sun 9/27

Pay Code Tranzfer Sun 9527 hon 9725 Tue 9729 ‘Wi 9430

Thu 1001
Hours Warked

T3 7a T3 7a

7 TAa 75 TAa 75

The Sign-Offs & Approvals

tab displays the Approval by
Employee and Approval by

Manager information

TOTALS & SCHEDULE | ACCRUALS | SIGN-OFFS & APPROVALS |

Action Taken Diste Tirte Aot Lizer Start Date
Approval by Employes 1040142009 2:34PM JAnizton QU2Ti2009
Approval by Manager 1000152009 237PM Jillzmith Q272009

Fri 10002
7a
75

Enicl Date
10/03/2009
10/03/2009

Yale

=< Home

Sat 10003 Total
7.3
37a

Carmmert

19



Timecard Adjustments Yale

What if the timecard is incorrect?

« Changes can be made to timecards for which payroll has not yet been
processed

» Supervisors should require that employees edit their time if it is
incorrect

* |If an employee is unable to adjust their timecard before the deadline,
the supervisor may adjust the timecard for their employee

The employee has approved the timecard Do not approve until the timecard has been
corrected. The employee must remove the
approval before they can adjust the timecard

The employee and supervisor both approved The supervisor must remove the approval
the timecard before the employee can remove their
approval and adjust their timecard

| If it Is necessary to request a pay adjustment after the
relevant payroll has been processed, you will need to fill

= out the Payroll Payment Adjustment Form.




Timecard Adjustments

Yale

Reasons to Adjust a Timecard

» The following scenarios are a few examples of when an employee
would need to adjust their timecard:

* They were out sick unexpectedly during the pay period
« They worked overtime

* They are in their probationary period during which they cannot take
paid time off and must reduce the amount of hours they worked

21



Time Approval
Remove Supervisor Approval

The following scenario guides

supervisors through removing an e Time entry & reporting | e Email

approval e File Transfer Service ITS Help Desk

e Expense Management Shuttle Services
System (EMS) Software Library
SciQuest Yale Business

More...

Yale University Calendar | A-Z Index

Yale INEO. The Yale Universi

Add a Tab
Yale Home Yale Univerey Improving websites for Yale's business community
The Communications & Planning group is currently overhauling Yale
» University Sites - .
YaleBusiness Online Bul business websites to provide a streamlined user experience. These
e changes will make it easier to access resources and navigate between S bEndre S Ry Sente e
the various sites used frequently by Yale business community. Hore... 3
% . E e  Human Resources
Al Hadll o o o Learning Center
¥ Carpus life New administrative improvements for employees are coming this . aystub ter 201 * Managing at Yale
fall o My Time o STARS - Jobs at Yale
» Yale Media This fall Yale will be intreducing several new systems to enhance and ® My Personal Info ® Yale Health Plan
simplify our business processes. The new systems include updated o Update T fo o More.., L]

faculty and staff portals, online annual benefits enrollment, and other
new tools specifically for C&T and M&P employees. Hore..

S— Access My Time through the

Each year, your United Way contribution through the annual campaign at
Yale is invested right here in Greater New Haven in local programs that

btove e Thess prosrame Robonly snpert ihe Tmediots neade o u P ort al Wlth our N etl D an d
our most vulnerable citizens, but also work to build stronger

communities. More... o Time entry & reporting Email

.
File Transfer Service ® ITS Help Desk
e - Shutie Services passwor

.

.

.

Working@VYsle  YsleBLU  Yasle Bulletin  Staff Gatevay  JumpSite

System (EMS) Software Library
SciQuest Yale Business

ITS Systems Status
More...

™ Planned Maintenance: ITS data center firewall - Oct. 11, 2009, 5:30 a.m. - 7:00 a.m. (October
11, 2009, 5:10 am)

™ OFA Availability - September 24 at 5:00 p.m thru October 8 at 8:30 a.m. (October 6, 2009, 5:10
am)

™ Information Security Alert - New Phishing Messages (October 4, 2009, 1:10 pm)

Directory

Official University Messages

Search the Cam% tory by name:
[ Campus Safety Report 2008 (September 30, 2009, 10:09 am)

[ Yale Reaccreditation (September 24, 2009, 4:09 pm)

h‘g Directory
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Time Approval

Remove Supervisor Approval

General

Yale

+ Group Edit Results
+ Inbox

+ Reports

+ Actions

My Genies®

Timekeeping

+ 15 Summary
+ Leave Cases

+ Pay Period Close

My Information

+ Ny Actions

#+ QuickFind
4+ Reconcile Timecard
4+ Schedule Editor

+ Shift Start

\

+ Accrual Reporting Period
+ Total Hrs - Current PayPeriod

A

Under the My Genies list,
select Pay Period Close

23



Time Approval
Remove Supervisor Approval

Log Off | Change Password | Setup | Help

MY GENIES® ~

Timecard | Schedule | People | Reports | More ~

PAY PERIOD CLOSE

Last Refreshed: 12:52PM

TIMEKEEPING ~

Show

SCHEDULING ~

RECORD RETENTION +

| Mane

M caic |

Time Period |Previ0us Pay Period

M| refrech |

Actions ¥ Punch * Amount * Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Leave ¥

Double click on the

employee’s name

e 14 E;:’;'f;\: E:Sraog\:l Sigl:;ad Regular Crvertithe Exception E;F:i?:

Anigton, Jennifer w 1 w 225 25 150 375
Errigham, Kevin 1 W 40.0 oo
Crysztal, Billy W 1 W 225 2.5 150 375
Delange, Michael 1 W 40.0 oo
i W 1 v 2245 25 150 s

I: Dou;Ias hlichael . 1 oo
ni254, ni254 \ 1 2.5 150 375
Fitt, Brad . oo

24




Time Approval Ya
Remove Supervisor Approval

Timecard | Schedule | People | Reports | Leave Cases < Home

TIMECARD

Approved: 6:58PM

Hame & 0 |Douglas, Michael | 284820283

Time Period |Current Pay Period -|

m | Actions * Amount ¥ Comment ¥ | Approvals |Repur|5" Leave ¥

Approve
Week starting: Sun 10/11 Retmove Approval
| | Pay Code | Transter | hon 1042 Tue 1043 | Wled 10/ 4 | Thu 1045 | Fri 10416 | Sat 1047 | Tatal
Hours Warked Apprave Oulime = 75 75 75 75 75 375
75 75 75 75 75 375

Click Approvals then click
Remove Approval

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS & APPROVALS

Al -

Accournt ‘ Pay Code Aot
0i0000 0000/0/0000,0 | REGULAR 375

25



Time Approval Ya
Remove Supervisor Approval

Log Off | Change Password | Setup | Help

MY GENIES® ~ TIMEKEEPING ~ SCHEDULING ~ RECORD RETENTION +

Timecard | Schedule | People | Reports | More ~

PAY PERIOD CLOSE

Last Refreshed: 12:52PM

Show [Mone M coi |

Time Period |Previ0us Pay Period - |
Actions ¥ Punch * Amount * Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Leave ¥
Mame 14 E;:’;'f;\: E:Sraog\:l Sigl:;ad Regular v ettime Exception E;F:i?:
Anigton, Jennifer w 1 w 225 25 150 375
Errigham, Kevin 1 W 40.0 oo
Crysztal, Billy W 1 W 225 2.5 150 375
Delange, Michael 1 W 40.0 oo
Diaz, Cameron W 1 v 2235 25 150 375
Douglaz, Michael w 40.0 o0
ni254, nl254 w 1 o 225 2.5 150 375
Fitt, Brad . 1 v 400 oo

Manager approval has now
been removed

26



Time Approval
Adjust & Approve

The following scenario guides
supervisors through adjusting and e Time entry & reporting | e Email
approving timecal’ds e File Transfer Service ITS Help Desk

e Expense Management Shuttle Services
System (EMS) Software Library
SciQuest Yale Business

More...

Yale University Calendar | A-Z Index

Yale INEO. The Yale Universi

Add a Tab
Yale Home Yale Univerey Improving websites for Yale's business community
The Communications & Planning group is currently overhauling Yale
» University Sites - .
YaleBusiness Online Bul business websites to provide a streamlined user experience. These
e changes will make it easier to access resources and navigate between S bEndre S Ry Sente e
the various sites used frequently by Yale business community. Hore... 3
% . E e  Human Resources
Al Hadll o o o Learning Center
¥ Carpus life New administrative improvements for employees are coming this . aystub ter 201 * Managing at Yale
fall o My Time o STARS - Jobs at Yale
» Yale Media This fall Yale will be intreducing several new systems to enhance and ® My Personal Info ® Yale Health Plan
simplify our business processes. The new systems include updated o Update T fo o More.., L]

faculty and staff portals, online annual benefits enrollment, and other
new tools specifically for C&T and M&P employees. Hore..

S— Access My Time through the

Each year, your United Way contribution through the annual campaign at
Yale is invested right here in Greater New Haven in local programs that

btove e Thess prosrame Robonly snpert ihe Tmediots neade o u P ort al Wlth our N et I D an d
our most vulnerable citizens, but also work to build stronger

communities. More... o Time entry & reporting Email

.
File Transfer Service ® ITS Help Desk
e - Shutie Services passwor

.

.

.

Working@VYsle  YsleBLU  Yasle Bulletin  Staff Gatevay  JumpSite

System (EMS) Software Library
SciQuest Yale Business

ITS Systems Status
More...

™ Planned Maintenance: ITS data center firewall - Oct. 11, 2009, 5:30 a.m. - 7:00 a.m. (October
11, 2009, 5:10 am)

™ OFA Availability - September 24 at 5:00 p.m thru October 8 at 8:30 a.m. (October 6, 2009, 5:10
am)

™ Information Security Alert - New Phishing Messages (October 4, 2009, 1:10 pm)

Directory

Official University Messages

Search the Cam% tory by name:
[ Campus Safety Report 2008 (September 30, 2009, 10:09 am)

[ Yale Reaccreditation (September 24, 2009, 4:09 pm)

h‘g Directory
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Group Edit Rezults + IS Summary
Inbox + Leave Cazes
Reports
Actions + Pay Period Close
+ QuickFind

+ Reconcile Timeca
+ Schedule Editor
+ Shift Start

+ My Actions -

Under the My Genies list,
select Pay Period Close

28



Time Approval 1
Adjust & Approve Ya e

View their timecard by double
clicking their name, or by
clicking the Timecard link at
the top of the page N

Log Off | Change Password | Setup | Help

Timecard |[Schedule | Peopl

PAY PERIOD CLOSE

Show Mane -
Last Refreshed: 12:52PM | | m
Time Period |Previ0us Pay Period - |

Actions ¥ Punch * Amount * Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Leave ¥

Mame 14 E;:’;'f;\: E:Sraog\:l Sigl:;ad Regular v ettime Exception E;F:i?:

Anigton, Jennifer w 1 w 225 25 150 375
Brigham, Kevin . 1 W 40.0 0.0
Crysztal, Billy W 1 W 225 2.5 150 375
Delange, Michael . 1 W 40.0 oo

j eron W 1 w 225 25 150 375
Douglas, hichas! . 1 v 400 oo
ni254, nl254 w 1 o 225 2.5 150 375
Fitt, Brad 1 W 400 oo

Highlight the employee whose
timecard you would like to view
by clicking on their name

29



Time Approval Ya
Adjust & Approve

Timecard | Schedule | People | Reports | Leave Cases < Home
TIMECARD
Hame & ID IDougIaS, Michael |294820283
Loaded: 3:38PM
Time Period |1DJ’D4J‘EDDQ - 101 0/2009, Range of Dates +
| Actions * Amount * Comment ¥ Approvals ¥ Reports ¥ Leave ™
Week starting: Sun 10/04
11 Pay Code | Transfer | Sun 1004 | hion 10/05 | Tue 10/06 | Ve 10,07 | Thu 10/0% | Fri 10/03 | Sat 10410 | Total
]Hours Wiorked - - 7.4 G 7.4 G 75 3735
7.4 TA 7.4 TA 7.4 37s
InsEMg 0w |
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Al -
Acoount ‘ Pay Code Aot
000000 20000000040 | REGLLAR 375

30



Time Approval
Adjust & Approve

TIMECARD

Loaded: 3:38PM

Timecard | Schedule | People | Reports | Leave Cases

Hame & 1D IDougIas, Michzel

| 294520263

Time Period |1D.I'D4JQDDQ - 10M 072009, Range of Detes +

< Home

m | Actions ¥ Amount ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ™

Week starting: Sun 10/04
Pay Code

Transfer

Sun 10404 hdon 1 005

Tue 1006 Wied 10407

Thu 1008

Fri10/03

Sat 1010

Tatal

Hours Wvorkec

-

Hours Yvorked

-

HOLIDAY
JURY DUTY
OYERTIME

SICK
WACATION
Hours Worked

|

FLOATING HOLIDA\J

2|

_-\

75 735

75 79

Select the appropriate

pay code

75

7a

75

78

73

74

375

Iva

Al -

TOTALS & SCHEDULE

ACCRUALS

AUDITS

Account

‘ Pay Code

Amount

0i00/00 00000000040

| REGLLAR

3Tsa
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Time Approval
Adjust & Approve

Ya

Timecard | Schaedule | People | Reports | Leave Cases < Home
*“TIMECARD -
Hame & ID IDougIaS, Michael |294320233
Loaded: 3:38PM
Time Period |1DID4I2009 - 10M 052009, Range of Dates «
| Actions * Amount ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥
Week starting: Sun 10/04
| Pay Code | Transter Sun 1004 fdan 10105 Tue 10106 Wied 1007 Thu 10008 Fri10/08 Sat 1010 Tatal
[ | Hours Worked - - 75 75 75 75 75 375
[ = | SICH, - - 75
75 TS 75 7.5 75 TS
IFTDTALS & SCHEDULE ‘ ACCRUALS | AUDITS
Al
Account ‘ Pay Code Amaurt
000000 000040000 | REGLLAR 37A
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Time Approval 1
Adjust & Approve Ya e

Timecard | Schedule | People | Reports | Leave Cases < Home

“TIMECARD

Loaded: 3:38PM

Hame & ID | Douglas, Michael | 234520283

Time Period [10/04/2003 - 10/0/2009, Range of Dates 7 |

Actions * Amount ¥ Comment ¥ Approvals ¥ Reports ¥ Leawe ¥

Week starting: Sun 10/04

Pay Code Transfer Sun 10004 fon 1005 Tue 1006 Wied 10007 Thu 1000 i Sat 1040 Total
B Hoes: Wiorked - - 75 75 75 7! 375

[ x| SICK - - 75 75

75 75 75 75 150 430

Delete the hours originally
charged to the Hours
Worked pay code by
pressing backspace on your
— < — keyboard

00000 0000000000 REGLLAR 35

[F TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al -
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Time Approval
Adjust & Approve

Timecard | Schedule | People | Reports | Leave Cases

TIMECARD
Hame & ID IDougIaS, Michzel |294320283
Last Saved: 3:43PM

Time Period [10/04/2009 - 10/ 0/2003, Range of Dates ~ |

< Home

| Actions * Amount ¥ Comment ¥ Approvals * Reports ¥ Leave ¥

Week starting: Sun 10/04

| Pay Code | Transfer Sun 10/04 han 10/05 Tue 1006

Wed 1007

Thu 1005 Fri 1009 Sat 1010 Total
7.5

30.0

n Hours Worked - =

[ ] SICK - -

7.5

7.3

7.5

7.3

7.3 ?.S:I

Review the timecard
to ensure the daily
totals are correct

7.5
ara

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al

Amount

Account ‘

Pay Code

SICK
REGULAR

Q0 Q0000000010
CACHCH00 D000 0000 0

7.3
300
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Time Approval Ya

Adjust & Approve

Timecard | Schedule | People | Reports | Leave Cases < Home
TIMECARD
Hame & ID IDougIas, Michael |29482D283
Last Saved: 3:43PM
Time Period [10/042009 - 10/ 0/2009, Range of Dates - |
| Actions * Amount ¥ Comment ¥ | Approvals Reports * Leawe ™
Approve
Week starting: Sun 10/04 Remov%pproval
| | Pay Code | Tranzfer A &(ﬂ' = hon 10003 Tue 10006 e 10,07 Thu 10008 Fri10i03 Sat 10410 Total
B B Hours wiorked - RRrove DM 75 75 75 75 300
B SIcH, - - 75 75
T8 75 Ta 75 745 3TAE
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Al -
Account ‘ Pay Code Amount
0i0A0/00 000000000 SICK Ta
00000 0000000000 REGULAR 300
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Time Approval
Adjust & Approve

Yale

Schedule | People | Reports | Leave Cases

TIMECARD
Mame & ID | Crystal, Bily | 254532902

Approved: 3:23PM
Time Period [Currert Pay Period -

m Actions ¥ Amount ¥ Comment * Approvals * Reports ¥ Leave ¥
Week starting: Sun 9/27
Pay Code Transfer Sun 9527 o 9725 Tue 9429 Wied 9730 Thu 10401
Haour s Wiorked

75 7.5 75 75
SICH 11
. 75

The Sign-Offs & Approvals

tab displays the Approval by
Manager information

/

TOTALS & SCHEDULE | ACCRUALS | AUDITS|| SIGH-OFFS & APPROVALS |

Action Taken [rate

Time Mmoot User Start Date
Approval by Manager 40001 £2009 S22PM

Jilsmith 97272003

As this scenario displayed a supervisor adjusting a
timecard on behalf of an employee, the Approval by
Employee information is not listed.

Fri10/02

74
75

End Ciate
100032009

< Home
Sat 10003 Total
30.0
7.3
375
Comment
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Overtime

* If you ask your employees to work Overtime, they will add the
additional hours to the Hours Worked pay code

» Time over 37.5 hours is defaulted to Overtime

« If they would like to select compensatory time in lieu of Overtime, they
can move the time to the Comp Time Earned pay code

* |f they work more than 40 hours, they must get paid Overtime for any
hours over 40

 You will have the opportunity to approve the extra hours worked
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Time Entry Yale

Compensatory Time and Overtime

* The following scenario guides
employees through adjusting their
timecard for Compensatory Time
and Overtime

Click the My Timecard link to
view your timecard

e

General My Informatinr/

+ My Timecard |
+ My Actions
+ My Reports

+ Inbox
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Time Entry

Compensatory Time and Overtime

= Home
MY TIMECARD
Hame & 1D |Depn, dahnny | 283421038
Last Saved: 11:43AM
Time Period |Current Fary Period hd |
m | Actions * Amount > Approvals * Reports v
Week starting: 5un 10/11
| Pay Code | Sun 1001 Won 1012 Tue 1013 | Wifed 10414 | Thu 1045 Fri 104 | Sat 1007 | Tatal
B2 B Hourswiorked - |75 | 75 75 75 s
/ 75 75 75 75 W75
Click the day for which you
worked Overtime
TOTALS & SCHEDULE ACCRUALS AUDITS
Al
Accourt ‘ Pay Code Arhiourt
00000 0000/0:00000 | REGLLER 375
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Time Entry

Compensatory Time and Overtime

Yale

< Home
MY TIMECARD
Hame & ID |Depp, Johinrey 293429038
Last Saved: 11:43AM
Time Period [Currert Pay Period -|
Actions * Amount ¥ Approvals ¥ Reports *
Week starting: Sun 10711
Pay Code Sun 1081 bdon 100 2 Tue 10013 iz 10014 Thu 1015 Fri 1046 Sat 1017 Total
a8 Hours Wiorked - 10| 75 75 75 75 375
75 75 75 75 75 375
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Al
Accourt Pay Code Armourt
OAC0N00 000000000 REGLLAR iva
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Time Entry

Compensatory Time and Overtime

Yale

MY TIMECARD
Last Saved: 11:43AM

m Actions * Amount~ Approvals ¥ Reports =

ing: Sun 10/11
Pay Code Sun 10M1
0ee ‘Wiorked -

Click Save

[FTDTALS&SCHEDULE ACCRUALS | AUDITS
Al

Account
D000 QO00 000000

Hame & ID |Depp, Johinrey 293421038
Time Period |Current Pay Period hd |
hlon 100 2 Tue 10435 viedd 10014 Thu 1015
100 10 75 75
10.0 75 75 75

Enter the total hours worked
that day

Pay Code
REGLLAR

< Home

Fri 1016 Sat 1017 Total
75

73

40.0
40.0

Amourt
37a
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Time Entry Yale
Compensatory Time and Overtime

< Home

MY TIMECARD
Hame &ID | Depp, Johnmy |293421028

Last Saved: 11:444M
Time Period |Current Py Period hd

m Actions * Amount ¥ Approvals * Reports v

Week starting: Sun 10,11

Pay Coce Sun 1061 on 1082 Tue 1043 e 10014 Thu 105 Fri 10416 Sat 1017 Total
[ x| Hours Worked - 10.0 100

75 75 745 42.5
100 100 75 75 75 425

OT or COMP Eligible denotes hours that are

* In this scenario, the employee has indicated they worked 5 eligible for Compensatory time
extra hours that week. . . .
« Hours above 37.5 are automatically defaulted to Overtime * Right click OT or COMP Eligible to move
* Hours worked between 37.5 and 40 are eligible for the hours to Compensatory time
Compensatory Time « Click Move

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al -
Account ‘ Pay Code Armount

QUDATA00 00000000 QT or COhiP Eligi 23
ove..

00000 0000000000 REGLULAR ITa

000,00 0000000000 OYERTIME 25
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Time Entry Yale

Compensatory Time and Overtime

The transfer account listed below is the account
number shown on your timecard that defines your
approver. You do not need to edit this number here.

Pay Code OT or COMP Eligible

Amount (HH.hh)  [25

Transfer ; D000 0000000000

& Move Amount

MY TIMECARD
Last Saved: 11:44AM

Hame & 1D

Time Period

m Actions * Amount ¥ Approvals ¥ Reports v

Week starting: Sun 10711
Pay Code Sun 10011 hon 10012

[ | Hoirs Worked -

3 Fri10MG Sat 1017 Tatal
7a 745 425
7a T4 425

Select COMP TIME EARNED
in the Pay Code field

Pay Code * FOMP TIME EARMED

Effective Date * 10M 272008 -

Enter the Amount in hours

Transfer

Cancel

|Ja\ra fpplet Window

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al -
Account Pay Code Aot
00000 0000000000 0T or COMP Eligible 25
00000 000000000, CI H k O k FEGLLAR fri
00000 000000000/ IC I0ERTIME 25
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Time Entry

Compensatory Time and Overtime

Yale

< Home
MY TIMECARD
Last Saved: 11:46AM Hame & ID |Depp, Johnrey 283421035
Time Period [Currert Pay Period -]
|Sawe| Actions * Amount ¥ Approvals * Reports =
Week starting: Sun 10/11
Pay Code Sun 10411 hon 1012 Tue 1043 Wied 1014 Thu 1015 Fri10/6 Sat 1047 Total
B Hours Worked - 10.0 100 75 75 75 425
100 100 Z z Z 25
The Totals & Schedules tab on the
timecard is now updated to display the
amount of hours the employee has
chosen as Compensatory Time, as well
as the amount of Overtime earned.
Al - /
Account l Pay Code Aot
0/0/0/00 D0000000040 COMP TIME EARMED 25
0/0/0/00 D00000000/0 T ar COMP Eligible 0o
000/ A000A0000 REGULAR 75
0/0/0/00 D000/D0000:0 OVERTIME 25
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Time Entry

Compensatory Time and Overtime

Yale

MY TIMECARD
Hame & ID |Depp, Johnny 293421035
Last Saved: 11:46AM
Time Period |Currerrt Pay Period -
|save| Actions * Amount ¥ Approvals ¥ Reports v
Week starting: Sun 10/11
Pay Code Sun 1081 hon 10012 Tue 1013 Wyed 10014
[ | Hours Wiorked - 100 10.0 75
100 100 7

The Accruals tab will display the time
and a half in hours earned towards
Compensatory time.

TOTALS & SCHEDULE | ACCRUALS | AUDITS | MAOVED AMOUNTS

Acorusl ‘ Balance on Lnits Ealance Projected Proje;ted
Code Selected Date Through Debits
BOMUS W ACATION oo Hour 10752009 oo
I COMPEMSATORY 374 Hour | 104752009 oa
CTRMLA oo Hour 10/ 752009 oo
FhLL aa Haour 10752009 oa
FrLAMIL oo Hour 10752009 oo
LW-TRACKIMNG aa Hour 1072009 oa

Thu 10/13

on
on
on
on
on
on

745
Ta

Projected

Credits

Fri 1016
75
75
Projected
Balance
oo
374
oo
aa
oo
aa

Sat 1017

an
373
an
an
an
an

< Home

Total
425
423

Balance wyithout
Projected Credits
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Time Entry

Compensatory Time and Overtime

Yale

< Home
MY TIMECARD
Hame & ID |Depp, Johnimy 283421035
Last Saved: 11:464M
Time Period [Current Pay Period - |
|Save| Actions ¥ Amount ¥ Approvals * Reports =
Week starting: Sun 10/11
Pay Code Sun 10111 Mo 10012 Tue 1013 Wed 10114 Thu 10M5 Fri 10/18 Sat 1017 Total
[ | Hours Worked - 10.0 100 75 75 75 425
100 100 75 75 75 435
The Moved Amounts tab will display the
amount of hours moved from the OT or
Comp Eligible pay code to the Comp
Time Earned pay code.
TOTALS & SCHEDULE | ACCRUALS  AUDITS OVYED AMOUNTS
Efgeaigve Azgﬂm Aclgunt Pa’;rgronde PayTgode AT CaRmHES et

10/ 252008 0/0/0:00 0000000000 OT ar COMP Eligikle COMP TIME EARNED

25
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Compensatory Time Yale

» To use compensatory time previously earned, employees will submit
a time off request with the Request Type as: Comp Time
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Time Approval
Group Approval

The following scenario guides supervisors

through approving a group of timecards
* Supervisors should review each timecard individually. | « Time entry & reporting | . Erra)
However, instead of approving each timecard individually, e File Transfer Service ITS Help Desk
supervisors have the option to review each timecard and e Expense Management Shuttle Services

then approve all timecards at once System (EMS) Software Library
* SciQuest Yale Business

More...

Yale University Calendar | AZIndex [N

Yale INFO The vale University Portal

Add a Tab

Yale Home Yale Univerey Improving websites for Yale's business community

The Communications & Planning group is currently overhauling Yale
business websites to provide a streamlined user experience. These
changes will make it easier to access resources and navigate between

» University Sites

» Gateways My Benefits Employee Service Center
NI the various sites used frequently by Yale business community. More... i ! * Empioy ice.
T . D te e Human Resources
il o o o Learning Center
¥ Carpus life New administrative improvements for employees are coming this . b * Managing at Yale
fall o My Time o STARS - Jobs at Yale
» Yale Media This fall Yale will be introducing several new systems to enhance and ® My Personal Info ® Yale Health Plan
simplify our business processes. The new systems include updated o Undate My Tax Inf g .

faculty and staff portals, online annual benefits enroliment, and other
new tools specifically for C&T and M&P employees. More..

— _ Access My Time through the

Each year, your United Way contribution through the annual campaign at
Yale is invested right here in Greater New Haven in local programs that

improve lives. These programs not only support the immediate needs of ' ¢ ikl u P 9 rtal Wlth our N etl D an d
our most vulnerable citizens, but also work to build stronger

communities. More... o Time entry & reporting  Email
o File Transfer Service o ITS Help Desk d
Working@Yale YaleBLU  VYale Bulletin Staff Gateway  JumpSite ® Expense Management o Shuttle Services paSSWOr
System (EMS) o Software Library
o SciQuest Yale B <
ITS Systems Status 5 ”a SRS
o More...

™ Planned Maintenance: ITS data center firewall - Oct. 11, 2009, 5:30 a.m. - 7:00 a.m. (October
11, 2009, 5:10 am)
™ OFA Availability - September 24 at 5:00 p.m thru October 8 at 8:30 a.m. (October 6, 2009, 5:10
)

™ Information Security Alert - New Phishing Messages (October 4, 2009, 1:10 pm)

Official University Messages

Search the Cam%us directory by name:
[ Campus Safety Report 2008 (September 30, 2009, 10:09 am) 7

[ Yale Reaccreditation (September 24, 2009, 4:09 pm)

b Directory
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Group Edit Results
Inbox

Reports

Actions

+ IS Summary
+ Leave Cazes

+ Pay Period Close

+ QuickFind
+ Reconcile Timeca
+ Schedule Editor
+ Shift Start

L

BN

Under the My Genies list,
select Pay Period Close
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Time Approval

Group Approval

Log Off | Change Password | Setup | Help

MY GENIES® ~

Timecard | Schedule | People | Reports | More ~

PAY PERIOD CLOSE

Last Refreshed: 12:52PM

TIMEKEEPING ~

Show

SCHEDULING ~

RECORD RETENTION +

| Mane

M caic |

Time Period |Previ0us Pay Period

M| refrech |

Actions Punclk Amount ¥ Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Leave ¥
Select All i
S EAmployeel Lﬂanagerl Slg?;ad Regular O ettite Exception E;;::ded
| E-mail —= pRrova pproyal ours
. w 1 W 225 25 150 375
Print —=»

) 1 o 40.0 oo
Fiter Column. b o 1 v 25 25 150 75
Export to Excel . o 400 oo
Export to CEY v 2245 25 150 s

Douglaz, Michael . - w 40.0 o0
ni254, nl254 C“Ck ACth nS then v 225 25 150 375
Fitt, Erad v 400 oo

click Select All
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Time Approval
Group Approval

Timecard | Schedule | People | Reports | More ™

PAY PERIOD CLOSE

Last Refreshed: 7:07PM

Show [T Post 77 <2

Time Period |Current Pay Period

-

Actions ¥ Punch * Amount * Accruals ¥ Schedule * Approvals * Person * Leave ¥

Mame

Anizton, Jennifer
Crystal, Billy
Delange, Michael
Diaz, Cameraon
Pitt, Brad

Smith, Jennifer
Srrith, Jillizn
Smith, Kevin &

14

Employes
Approval

Manager
Approwal

Signed
Off

Regular

Crvertime

Exception

Expected
PP Hours

All employees are
now selected

T}
200
37Aa
T}
37a

e

750 3

0.0
750
400
a0
750
a0

aa
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Time Approval 1
Group Approval Ya. e

Click Approvals

Timecard | Schedule | People | Reports | More * then ClICk Approve

PAY PERIOD CLOSE chow =

Last Refreshed: 7:07PM /

Time Perinyﬁé\’iﬂus Py Period - |
Actions * Punch ¥ Amount ¥ Accruals * Schedule ~ |[ Approvals | 1 ¥ Leave ¥
Mame 14 E;;’;'?;f; is:ﬁﬁ\ppmval Sig:fd Regular Cryertime Exception E;p:i?:

Abste, Stephen s 750 ﬁ]
Delange, Michasl 0.0
Aniston, Jennifer 375 Tad
Crystal, Billy 200 40.0
Diaz, Cameron 375 750
Pitt. Brad | . 375 Ta.0
ni254, nl254 375 Ta.0

~

Alternately, a set of employees can be
selected by clicking on an employee’s
name and dragging your mouse, or by
using the Citrl function on your keyboard
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Time Approval
Group Approval

Workfarce Central |

n Are you sure you wwant to &pprave’y

Java Appie 1|"l.|'"|r1dw

Click Yes
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Yale

Assigning a Delegate

Assigning a Delegate

* If you are going to be out of the office for a period of time, and you
would like to select a temporary supervisor to approve your
employees’ timecards and time off requests you may select a
temporary delegate

» This is not a designated approver. To change the designated
approver permanently, contact the Employee Service Center
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Time Approval
Assigning a Temporary Delegate

The following scenario guides
supervisors through assigning a
temporary delegate for timecard and
time off request approvals

General My Genies@
+ Group Edit Results + IS Summary
+ Inbox + Leave Cases
+ Reports + Leave Hours
+ Pay Period Cloge
‘\ 4+ QuickFind
+ Reconcile Timecard
My Informab(n 4+ Schedule Editor
+ Shift Start

+ My Timecard
+ My Actions
+ My Reports

Click on Actions
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Time Approval
Assigning a Temporary Delegate

ACTIONS
Last Refreshed:11:37 AM

Categories  All -
Actions
+ Mew Leave Case Request_LA + HManager Delegation |

+ Cancel Leave Case Reguest LA + Cancel Leave\lime Reguest

\

\

Select Manager Delegation

Yale
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Time Approval Yale
Assigning a Temporary Delegate

T& httpsy//kronosx.its.yale edu/TinitForm=truealid=2047 - Create Delegation - .. | l=hm S|
Existing Delegations 1
Mone P
New Delegation / Select a Delegate from the
* Delegate: | Delange, Michasl = drOp down list
= Start Date: v
| * End Date: v
“* Role: CT MP SLUPERVISOR hd 5
Select the Start Date crupsuPERvisoR [ :
CT SUPERVISOR L
and End Date 1P SUPERVISOR ﬂ]/ Select the Role
SM FACILITIES SUPERVISOR
SM MEDICAL SCHOOL DIRECTOR

SM NOM-FACILITIES SUPERVISOR
SM SUPERVISOR SELF MO ACCESS
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Time Approval
Assigning a Temporary Delegate

& hitps:/fkronoskits.yale.edu/7initForm=truedlid=2078 - Create Dele

Existing Delegations
Mone -

Hew Delegation

“ Delegate:  Delange, Michael -
* startDate: 10/12/2009 = Should you decide not to *
submit the form, be sure to
End Date:  10/17/2009 = use the Cancel button on
* Role: CT MP SUPERVISOR - the bOttom of the form and
not the internet browser X
Save & Close ] ’ Cancel ] button.

Yale

Click Save & Close ‘ h
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Assigning a Delegate Yale

Assigning a Delegate

* Once the delegate form has been submitted, the delegate supervisor
will receive a request notification

* The delegate supervisor will need to accept the request

59



Time Approval
Accepting a Temporary Delegate Request

The following scenario guides
supervisors through accepting a
delegate request

General My Genies®

+ Group Edit Results

+ Reports
+ Actions

IS Summary

Leave Cases

Leave Hours

Pay Period Close

\ QuickFind
Reconcile Timecard

L R K R

My Informatic\ Schedule Editor

Shift Start
+ My Timecard \ )
+ My Actions 1 .
+ My Reporis

Click on Inbox
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Time Approval
Accepting a Temporary Delegate Request

INBOX

Last Refreshed: 2:23 PM

Yale

= Home n

j TASKS |

MESSAGES

Edit = feassign = m

Status  Active

From

-

As of Date:  9/05/2009

Subject

F  categories Al

Date/Time Received

Complete By Date

Current Location

Smith, Jillian

Manager Delegation, Accept Delegation Form

10/05/2009 2:22PM (GMT -05:00) Eastern Time

10/05/2009

Active

Task List

the Task

Double click on
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Time Approval
Accepting a Temporary Delegate Request

& hitpsy//kronosxits.yale.edu/7id=1233&initForm=true - Accep

Hew Delegation

Delegator: Smith, Jillian
Start Date: 10/05/2009

End Date: 10/09/2009

Role: MP SUPERVISOR

Action
Select Action: @ Accept Delegation
) Decline Delegation

Comment:

—

[ Save & Close ] [ Cancel ]

Select Accept
Delegation and click
Save & Close
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Assigning a Delegate Yale

Assigning a Delegate

» Once the delegate supervisor has accepted the role, they will be able
to switch roles between themselves and the supervisor for whom they
are a temporary delegate
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Time Approval Yale
Switch Supervisor Roles

The following scenario guides
switching between supervisor roles

Switch Role: Myself

1
General \ My Genies®

+ GruupEdrtRc:k

+ Inbox

+ HRepors
. + Actions &
My Informat SE|€Ct SWltCh
+ My Timecard ROIe Myself

+ My Actions
+ My Reports

I3 Summary

Leave Cases
Leave Hours

Pay Period Close
QuickFind
Reconcile Timecard
Schedule Editor
Shift Start

LS R R
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Time Approval Yale
Switch Supervisor Roles

Click Switch Role

Switch Role: Myself < Home
SWITCHRO
Switch Role Refrash
Myself

|_ Smith, Jilian MP SUPERVISOR 10/05/2008 1002009

Delegator Role Start Date End Date

Select the
supervisor
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Time Approval
Switch Supervisor Roles

Switch Role: Smith, Jillian

\

My Genies®

+ Group Edit Results
+ Inbox

+ Reports

_’.

Actions

You will now be able to
view the supervisor’s
employees’ timecards and
time off requests

15 Summary

Leave Cases
Leave Hourz

Pay Period Close
QuickFind
Reconcile Timecard
Schedule Editor
Shift Start

LR R R O O

Yale
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Assigning a Delegate Yale

Assigning a Delegate

» Should your plans change, you can cancel the supervisor delegate
request
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Time Approval

Canceling or Deleting a Delegate Request

The following scenario guides
supervisors through canceling a
temporary delegate request

General My Genies@
+ Group Edit Resultz + |15 Summary
+ Leave Cases
+ Reporis + Leave Hours
¥ Actions \ + Pay Period Close
- \ + QuickFind
+ HReconcile Timecard
My Infurmatiu\ + Schedule Editor
+ Shift Start

+ My Timecard \ 1
+ My Actions .

+ Wy Reports
' Click on Inbox
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Time Approval
Canceling or Deleting a Delegate Request

Yale

< Home n
INBOX
Last Refreshed: 2:22 PM
j TASKS | MESSAGES

Status  Active - As of Date:  9/05/2009 E Categories Al -
From Subject Date/Time Received Complete By Date Status Current Location
Smith, Jillian Manager Delegation,Manager Cancel Form 10/05/2009 2:22PK (GMT -05:00) Eastern Time 10405/2009 Active Task List

\

Double click on the
Cancel Form
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Time Approval
Canceling or Deleting a Delegate Request

& hitps://kronosxits.yale.edu/?id=1139&nitForm=true - Delete Pend...

Pending Delegation

Delegate: Delange, Michael
Start Date: 10/19/2009
End Date:  10/23/2009
Role: MP SUPERVISOR

[ Delete ] [ Cancel ]

Click Delete
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Time Approval
Canceling or Deleting a Delegate Request

(_’_'.;' https://kronoswits.yale.edu/7initFol

Action

Select Action: () Create Mew Delegation

@ Remove Existing Delegation

Cancel
|

Click Remove
Existing Delegation
and then click Next
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Time Approval

Canceling or Deleting a Delegate Request

/& https://kronosx.ts.yale.edu/7id=1185 - Delete Deleg..

Existing Delegations

Delange, Michael: 10/19/2009 - 10/23/2008, MP SUPERVISOR

[ Delete ] [ Cancel ]

Should you decide not to *

submit the form, be sure to
use the Cancel button on
the bottom of the form and
not the internet browser X
button.

Click Delete

T
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Time Approval
Canceling or Deleting a Delegate Request

= [————|
& https://kronosx.its.yale.edu/?id=1189 - Delete C... [ e e

Delegation Deleted!

Close

Click Close
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Yale

Module Summary

Now that you have completed this
module, you should be able to:

Describe the time approval process
Understand the time approval policies

Approve and Adjust time in My Time
Make a historical edit
Assign a temporary delegate
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Course Schedule Y.’:lle

Time Approval

Time Off Request Approval

Reporting and Audits

Questions
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Time Off Request Approval Yale

Module Objectives

After completing this module, you will: J

« Understand the time off request approval process and policies
« Be able to review and approve or reject time off requests
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Yale

Time Off Request Approval Process

Approval Criteria:
« Does the time off requested conflict with business needs or deadlines?

A notification is sent to the supervisor when an
employee submits a new time off request

start date of the time off, a notification is sent to the
supervisor because approval is needed for cancelled
time off requests

Paid Time Off balances are automatically validated and
updated when the time off request is submitted

@ If an employee cancels a time off request prior to the
=
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Requesting Time Off Yale

Time Off Requests J
e e st D] | fOllOWING
departmental guidelines

« My Time can accommodate requests up to one year in advance

« A new employee may not take paid vacation during the first six months of
their employment; however, if a prior agreement has been made at time of
hire, unpaid time may be taken

» The same rule applies for sick and personal time during the 90 day
probationary period

» Time off approved prior to November 11 should be requested again in My
Time

Adjusting or Cancelling Time Off Requests ]

» Previously submitted time off requests cannot be adjusted
« Employees must cancel the original request and submit another
« Cancelled time off requests will also be sent to the supervisor for approval
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Time Off Request Approvals Yale

Time Off Request Approval Notifications J

« Supervisors will review employees’ paid time off requests
before approving to ensure the time off does not conflict with
deadlines and business needs

« Employees will receive a notification of the approval or
rejection to their Yale email and My Time inbox
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My Actions Yale

MY ACTIONS
Last Refrezhed:5:05 PM
Categories  All -
Actions
+ Mew Leave Caze Reguest_LA + Cancel Leave Time Request

+ Cancel Time Off Reqguest CT Prior 07-01-09 Gr2yrs + Cancel Leave Case Reguest LA

+ Leave Time Reguest 4+ Time Off Reguest CT Prior 07-01-0% Gr2yrs

» The following actions can be performed by clicking on My Actions from the home page:

* New Leave Case Request: Used to request a Leave of Absence such as Medical Leave or Military Leave
» Cancel Time Off Request: Used to cancel previously requested time off

» Leave Time Request: Used to request intermittent leave of absence (A leave case must already have
been opened and approved to use this link)

» Cancel Leave Time Request: Used to cancel an intermittent leave of absence request
» Cancel Leave Case Request: Used to cancel a leave of absence request
» Time Off Request: Used to request time off
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Time Off Request Approval

The following scenario guides
supervisors through approving or
rejecting a time off request

General My Genies® Timekeeping
::ﬂ' Results + 1S Summary + Accrual Reporting Period
+ Inbox + Leave Cases + Total Hrs - Current PayPeriod
¥ Heporls + Leave Hours + Work & Absence Summary
+ Actions + Pay Peried Close -
- \ + (CluickFind
+ Reconcile Timecard
My Information \ + Schedule Editor
+ Shift Start

+ My Timecard
+ My Actions
+ My Reporis

Click Inbox
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Yale

Time Off Request Approval

< Home n

INBOX
Last Refreshed: 11:43 AM
:I TASKS | MESSAGES

=3

Status Active ~  Asof Date:  9/05/2009 | categories Al -

From Subject Diate/Time Received Compilete By Date Status Current Location
Aniston, Jennifer Time Off Request CT Prior 07-01-09 Gr2yrs Mgr Welcome Form 10/05/2009 11:43AM (GMT -05:00) Eastern Time: 10/05/2009 Active Task List
\

Double click on the Time
Off Request message
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Yal

Time Off Request Approval

< Home u

INBOX
Last Refreshed: 11:43 AM
:I TASKS | MESSAGES

=

Status Actve v AsofDate: 9/05/2009 F  categories Al -

From Subject DateiTime Received Complete By Date Status Current Location
Aniston, Jennifer Time Off Request CT Prior 07-01-09 Gr2yrs Mgr Welcome Form 10/05/2008 11:43AK (GMT -05:00) Eastern Time: 10/05/2009 Active Task List

ﬂz hitps://kronoswits.yale.edu/?id=1123&untForm

Welcome to Request for TimeOff Evaluation process

Click Next

83



Time Off Request Approval

& https://kronosxits.yale.edu/7id=1110 - Time Off Evaluation - Windows Internet Explorer

Rule Violatons:
Accrual Violations:
Employee ID:
Employee Name:
Bonus Vacation:
Compensatory Time:
Personal:

Sick:

Vacation:

Request Type:

Start Date:

End Date:

Hours Type:
Unavailable Start Time:
Unavailable Duration:

Employee Message:

£

Override Shift:

Create Open Shift:

Message:

Maone

Maone
9382938211
Aniston, Jennifer
0.0

0.0

320

95.0

WACATION
10/26/2009
10/20/2009
Full Scheduled Day

What do you want to do?

@ Approve () Reject () Recheck Rules

-

[Nextl [Reset] [ Cancel ]

Yale

Review the request
Select Approve or Reject
Click Next

Should you decide not to *

submit the form, be sure to
use the Cancel button on
the bottom of the form and
not the internet browser X
button.
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Time Off Request Approval

< Home u
INBOX - ,
o/ fkronoskits.yale.edu/7id=1098 - Time Off Eva
Last Refreshed: 11:43 AM & nttpsy, aa AV
:I UL | MESSAGES Thank you for using Request for Time Off evaluation process.
ose
Status  Active - As of Date:  %/05/2009
From e Received Complete By Date Status Current Location
Aniston, Jennifer Time Off Request CT P 5:00) Eastern Time 10/05/2009% Active Task List

Click Save & Close
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Module Summary

Now that you have completed this
module, you should be able to:

« Describe the time off request approval process
« Understand the My Time time off request

functionality
« Approve or reject time off requests
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Course Schedule Y.’:lle

Time Approval

Time Off Request Approval

Reporting and Audits

Questions
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Reporting Yale

Module Objectives

After completing this module, you will be able to: J

« Understand My Time reporting capabilities
« Utilize “Genies” and create “Hyperfinds”
« Use the standard reports available in My Time
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My Time Reports

My Time Reporting: ]

* Reports: Information presented in PDF form

« Genies: Preformatted report that allows you to sort data or
drill down into detail

* Detailed Genies
* Roll Up Genies
« Hyperfinds: Determines which employees are included

Reporting Security: J

» Supervisors will only be able to view employees in their
department or organization

« Example: A supervisor that only has access to view Chemistry
employees will not be able to view Radiology employees
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My Time Reporting
Hyperfind Yale

The following scenario guides
supervisors through creating
Hyperfinds by pre-selecting the
employees you would like to view

General My Genies®

+ Group Edit Results + 15 Summary

+ Inbox + Leave Cases
+ Reportz

+ Actions + Pay Period Clgse

- + QuickFind
5 + Reconcie Timeca
My Information + Schedule Editor
+ Shift Start

2 iy acons Click Pay
(7 My Repors Period Close
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My Time Reporting
Hyperfind Yale

Click Reports

v
Timecard | Schedule | People | Reports | More *
PAY PERIOD CLOSE
Show |N'3“E i | m
Last Refreshed: T:07PM - -
Time Period |Prewnus Py Period - |
Actions * Punch * Amount ¥ Accruals * Schedule ¥ Approvals * Person * Leave ¥
Employes Manager Signed . . Expected
£
Mame 1 A — . o Regular Cryertime Exception PP Hours
Hhste, Stephen 750 ﬁ]
Select the Time 29
Aniston, Jennifer . Tad
crystal, il Period you want w9
Diaz, Carmeron . 750
Pit.Erad to view 750

ni2s4, ni2s4 \ 750

Select the employees you WoulaB
like to view on the report by
clicking on a name and dragging
your mouse
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My Time Reporting
Hyperfind Yale

= Home
REPORTS
Last Refreshed: 12:09PM Show l |
Time Period | |
Send To Printer = W Print Screen =3 \
Categories The Show and Time Period
Configuration fields are grayed out as you
Data Collection .
Detai Genie previously selected the
Roll-Up Genie H H
Schedulr Select the report you emptlo()j/etes fand time period you
want to view and click wanted to view
Run Report

The Reports home page will
display a list of all the reports you
have access to view
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My Time Reporting
Hyperfind Yale

The following scenario guides
supervisors through saving
Hyperfinds for future use

General | My Genies®
+ Group Edit Results + |5 Summary
+ Inbox + Leave Cases
+ Beports | + Leave Hours
+ Actions + Pay Period Close
\\ + QuickFind
~ + Reconcile Timecard
My Information + Schedule Editor
Click Reports | ==
+ My Timecard
+ My Actions
+ My Reports |

93



My Time Reporting
Hyperfind

Yal

€

REPORTS

[ 4 Home
Last Refreshed: 5:53PM

-z

Show

Time Period |Current Pary Period

SELECT REPORT

Run Report Send To Printer = Print Screen =3

SET OPTIONS | CHECK RUM STATUS

= Al
Absent Employees
Accrual Balances and Projections
Accrual Carryover Limits
Accrual Codes
Accrual Date Configurations
Accrual Date Patterns
Accrual Debit Activity Summany
Accrual Detail
Accrual Earned Grants
Accrual Earning Limits
Accrual Fixed Grants
Accrual Pool Balances
Accrual Probation Periods

Employee Hours by Job

Description
employes as well a5 grand totals.

Accrual Summary

Accrual Taking Limits

Actual vs, Schedule by Labor Account
Badge Humbers

Combined Pay Codes

Comments

Device Work Rule Definit 'u:lns
Employee Hours by Job

Select the report you
would like to view

< Home

Reports hoursfamountsiwages for each job/pay code inwhich the employee accrued hours. Provides totals for each employee and job per

2.

Employee Hours by Job (Excel)y

Employee Hours by Labor Account
Employee Hours by Labor Account (Excel)
Employee Leave Document Due Dates
Employee Schedule - Monthiy

Employee Schedule - Weekly

Employee Sign-off

Employee Transactions and Totals

By clicking on a report name a brief
description will display on the right
side of the page
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My Time Reporting
Hyperfind Yale

= Home

REPORTS

Last Refreshed: 5:59PM

Show [ Home - | EETR

Ad Hoc ;]

Time Period

SELECT REPORT | SET OPTIONS | CHECK RUN STATUS

Edl‘t Ad Hoc..
= Al j

Abszent Employees
Accrual Balances and Projections Emplovee Hours b\F Job
Accrual Carryover Limits
Accrual Codes

:ﬁz:::: g::z g:ﬂn:rg::tmns Description  Reports hours/famountshwages for each jobvpay code inwhich the emplovee accrued hours. Provides tatals for each employee and job per
Accrual Debit Activity Summary employee as well as grand totals.

Accrual Detail

Accrual Earned Grants
Accrual Earning Limits
Accrual Fixed Grants
Accrual Pool Balances
Accrual Probation Periods
Accrual Summany C
Accrual Taking Limits -
Actual vs. Schedule by Labor Account

Badge Humbers

Combined Pay Codes

Comments

Device Work Rule Definitions

Employee Hours by Job

Employee Hours by Job (Excel)

Employee Hours by Labor Account

Employee Hours by Labor Account (Excel)

Employee Leave Document Due Dates

Employee Schedule - Monthhy

Employee Schedule - Weekhy

Employee Sign-off

Employee Transactions and Totals j

Click New
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My Time Reporting
Hyperfind

HYPERFIND
Last Refreshed: 6:00PM

SELECT CONDITIONS

EDIT CONDITIONS

Yale

< Home

Query Hame | Urititled

Description |

Vigibility |

YIEW QUERY

ASSEMBLE QUERY

YIEW 0L

Save As = Refresh Data Edit Condition = Delete Condition Print Screen =

Filters

General Information

Timekeeper

= Time Management
‘Worked Accounts
Worked Pay Code
Exceptions
Comments

Scheduler

Accruals

Leave

User Information

Role - Timekeeper

Process Manager

[ B EHHEE

Worked Pa}f Code
@ Include () Exclude people who meet this condition.

—

Worked more than v

4.

Amount [Haours)

In

AFFILITATED HOSFITAL PROGRAM
MMARDS AMD PRIZES

BIRTHDAY PRESS

BONUS WACATION

CLINICAL BOMUS
COMPEMNSATORY TIME EARNED
COMP TIME EARNED

DEATH

DEPT PAID UNION

MIERT PAIC AT

Selected Conditions

Conditions to filter by (such as
pay codes) can be found on
the left menu
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My Time Reporting
Hyperfind

Ya

*HYPERFIND

Last Refreshed: 6:00PM

Query Hame |Untitied

Description |

Visibility I

/

SELECT COMDITIONS | EDIT CONDITIONS | VIEW QUERY | ASSEMELE QUERY | WIEW S0L

/

save | save e 3 ] neiah | naidh pata | gt conitin = ] Dolte condition | pntscreen > | 1ort > [P 4

[2RE3]

Filters
=]

General Information

Timekeeper

Time Management
Worked Accounts
Worked Pay Code
Exceptions
Comments

Scheduler

Accruals

Leave

User Information

Role - Timekeeper

Process Manager

Worked Pay Code

@ Include () Exclude people ywho meet this condition.

Select the filter information
and click Add Condition

S.

worked
Amount (50 (Hours)

HOLIDAY PREY PD - MO OT CONTRIB
JURY DUTY

LAYOFF

MNOMN-UMION MTHG

OWERTIME

OT MISSED-REFLISED

OT MISSED-UNAYVAIL

OWERTIME MEAL

OT MEAL PREM SAT

T WiEAL PREW S1 IR

Selected Conditions

Add Condition|

OVERTIME hours worked is more than 5.0
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My Time Reporting
Hyperfind Yale

= Home

*HYPERFIND CIICk Save AS Query Hame | Untitled
e nof 8 sove uer & (.
& Save Query

*Hew Hame |Over‘time Moare than 5 Hours

SELECT CONDITION EDIT CONDITIONS | VIEW QUERY | ASSEMBLE Q) Enter the Query Name
@ Yiew my employees who worked mare and a descrlptlon

Fittors Worked Pay Code Description than & haurs of Dvemme|

General Information

@ Incluce ) Exclude people who meet this conditio
Timekeeper

= Time Management Visibility
Worked Accounts
Worked Pay Cade Waorked | mare than & () Ad Hoc - temporary query
E:ﬁ-zpn:t:tss ey | T - ) (@ Personal - vigible only to me Ad H OC _ Wl ” Create a -
e
E:Z:Tnlmrmaﬁm HOLIDAY PREY PD - MO QT CONTRIE “ m m\ temporary query'
Role-Timekseper | |\ C0 *Note: If you select Ad Hoc
Process Manager LAYOFF )
pl v a query name — it will default
R || to"AdHoc®
| P_e_rsonal will create a query
Selected Conditions VISI ble On Iy to you
OVERTIME hours worked is more than 5.0 Cl | C k O k
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My Time Reporting
Hyperfind Yale

= Home

REPORTS

Last Refreshed: 5:59PM

Show [ 21 Home ~ | =T

Ad Hoc - ]

Time Period

All Home

SELECT REPORT | SET OPTIONS CHECK RUN STATUS 10'-.l'El“timE MDrE -than 5 HI:IL,II’S When you Iog in to VieW
== reports your Query name

—

Edit &0 Hoc...

= Al - H H 1
Absent Emplayees - will display in the Show
Accrual Balances and Projections Employee Hours by Job .
Accrual Carryover Limits fl e I d
Accrual Codes
:ﬁz:::: g::z g:“n:rg:;atmns Description Reports hoursfamountsiwages for each jobfpay code inwhich the employee accrued hours. Provides totals for each employee and job per
Accrual Debit Activity Summany employee aswell as grand totals.
Accrual Detail
Accrual Earned Grants
Accrual Earning Limits
Accrual Fixed Grants
Accrual Pool Balances
Accrual Probation Periods
Accrual Summary
Accrual Taking Limits
Actual v=. Schedule by Labor Account
Badge Humbers
Combined Pay Codes
Comments
Device Work Rule Definitions
Employee Hours by Job
Employee Hours by Job (Excel)
Employee Hours by Labor Account
Employee Hours by Labor Account (Excel)
Employee Leave Document Due Dates
Employee Schedule - Monthhy
Employee Schedule - Weekhy
Employee Sign-off
Employee Transactions and Totals j
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My Time Reporting

The following scenario guides
supervisors through viewing My Time

Reports
General My Genies®@
+ Group Edit Results + IS Summary
+ Inbox + Leave Cases
+ Leave Hours
+ Actions \ 4+ Pay Period Close
- \ + QuickFind
+ Reconcile Timecard
My InformatiorN + Schedule Editor
+ Shift Start
+ My Timecard -
+ Wy Actions Click Reports
+ My Reports
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My Time Repo

REPORTS

Last Refreshed: 12:09PM

rting

= Home

Show [2nHome Ml Edic |

Time Period ICurrerrt Pay Period - |

SELECT REPORT | SET OPTIONS | CHECK RUN STATUS

Run Report Send To Printer -3 Print Screen =3

Cateqgories

All

Accruals
Configuration
Data Collection
Detail Genie
Leave

Roll-Up Genie
Scheduler
Timecard

HHEHEHEHE

\

Select the desired
Report Category
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My Time Reporting

< Home

REPORTS

Last Refreshed: 7:51PM

Show [ 41 Home Ml cai |

Time Period |Current Pay Period - |

SELECT REPORT | SET OPTIONS | CHECK RUN STATUS

Run Report Send To Printer =3 Print Screen =3

Holidays
Hours by Labor Account
Hours by Labor Account {Excel)
Hours by Labor Account with Graph Sum
Leave Hours Detail

Leave Hours Summany

Leave Hours Summary (Excel)

Leave Reasons

Leave Trends

Leave Types

Overtime Equalization Detail

Pay Codes

Person Adributes When you are ready to view your

Person Job Assignment . .
bune orig : report, click Run Report
Time Detail

it Trail
Timecard Sign-offiApproval Audit Trail |
Actruals

Configuration
Data Collection
Detail Genie
Leave

Senduler Select the desired report

Timecard
Accrual Debit Activity Summ
Accrual Detail
Accrual Summary j

Timecard Sign-off/Approval Audit Trail

ion

Displays audit infarmation related to sign-off or approval of timecards including dateitime 3 Erformed the action.

OHEHEHEHEER
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My Time Reporting

-
< Home
REPORTS | | =
Sh
Last Refreshed: :54PM ou
Time Period | |
SELECT REPORT | SET DPTIEIN
View Repor: I Refresh Status| I Delete Print Screen -™%
Report Mame Format Diste In W Drste Done Status ittt
Timecard Sign-ofﬁ%pmval Audit Trail pdf Mon 10/ 272009 07:53: 53PM Man 10 202008 O7:53:58PM Complete Screen

Accrual Elala7nd Projections pdf \ Mon 10/ 252009 07:35: 07 P Mon 10 202009 0735 2313 Screen
D.

By clicking Check Run Status, you are able

Click Refresh Status to to view the status of the report you chose to
update the current state of view

the report (i.e. Running, ) .

CompFI)ete)( J The information above states that the report
will be in PDF format, is still running and will

be viewable on the screen
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My Time Reporting

Timecard Signoff/&pproval Audit Trail Eutcised on: 10202008 7-54:24 PM
Prirted for: JilkSmith

Tirme Period: Currert Pay Period

Cusry All Home

Dratatiss Time Zone: (GMT -08:00) Ea

stern Time (Apples o data in Edit DateTime column)

Dt Time Type Amaunt Echit DabaTime User Senver Client Datasource
Comenents

Narne: Diaz, Cameron D 29382009183

10011/2009 - 101 772009 Approval by Employes 100772005 4:45:00 PM Chiaz kronosa.its yale. 128.36.1%9.230 Timecard Editor
edu

10011/2009 - 101 772009 Approval Removed by 100772005 4:45:08 PM Chiaz kronosa.its yale. 128.36.1%9.230 Timecard Editor

Emploves edu

Nare: Douglas, Michael O 294820283

10011/2009 - 101 772009 Approval by Manager 10272009 6:57-23 PM JillSmith kronosxits yale. 128.36.178.28 Timecard Editor
edu

10011/2009 - 101 772009 Approval Removed by 101 272009 6:38:07 PM JillSmith kronosxits yale. 128.36.178.28 Timecard Editor

Manager edu

Narne: Pitt, Brad D 938204875

10V4/2009 - 10102009 Approval by Employes 102005 11:24:57 AM EPitt kronosxits yale. 128.36.178.73 Timecard Editor
edu

10V4/2009 - 10102009 Approval by Manager 1062005 12:11:32 PM JillSmith kronosxits yale. 128.36.178.73 Timecard Editor
edu

Nare: Supervisar, 1 O 924820521

100172009 - 1053172009 Approval by Employes 1062005 11:50:46 AM Supl kronosxits yale. 130.132.23.96 Timecard Editor
edu

Totzl Number of Employees: 4

Sample Timecard
Signoff/Approval Audit
Trail Report

Page 1

104



Module Summary Yale

Now that you have completed this
module, you should be able to:

« Understand My Time reports and hyperfinds

» Access and use My Time reports
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Course Schedule Yale

Time Approval
Time Off Request Approval

Reporting and Audits

Questions
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Questions Y.’:lle

Do you have any final questions?
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Course Summary

/ C;)nira{u/af[ons/./ \

Now that you have completed this
course, you should be able to:

Understand the time approval process and
policies

Approve and adjust time

Understand the time off request approval process

and policies

Approve or reject time off requests
Understand and use My Time reporting
capabilities
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Course Support

« To reset your NetID password, please contact
the ITS Help Desk at 2-9000

« For all other My Time questions please call

the Employee Service Center at 2-5552. They
will answer your question or route your call

to the appropriate My Time subject matter
expert




