Timekeeping: Labor

Go to Bottom
Employee Information
Logged In As: MALDONADO, JILL K UIC: WSBKAA
Team: 1525 - T5 USPFO Pay & Exam|1525 - T5 USPFO Pay & Exam <<| >>| Team|
Employee: MALDONADO, JILL K| MALDONADO, JILL K >>| Employee

Begin Pay Period:2020-Mar-01  [2020-Mar-01 || <<| >>| PayPeriod|
NtDifffHaz/Oth: No Concur: Yes Cerified: No  Sent To Payroll: No  View Leave

Employee Hours
March 1 2 3 4 5 6 T ] 5 10 1 12 13 14

Cost Center Job Order Act Type TypeHr| Sun | Mon | Tue ' Wed Thu | Fri | Sat = Sun | Mon | Tue | Wed | Thu | Fri | Sat |Total
[ @(a [+e116782  |w]|[perauLt re |v|[ | 900 so0| 00| 900[ su0 [ [ 900 su0 g0 s | 76.00
C11(|(a [4e116782 DEFAULT V| | | 1.00] 3.00 | | | | | | | | | 4.00

Scheduled Hours| 0.00 | 900 | 900 | 900 | 500 | 800 | 000 | 0.00 | 900 | 500 | 900 | 500 | 0.00 | 0.00 | 80.00
Reported to Scheduled Hours| 0.00 | 9.00 | 900 | 900 | 9500 | 500 | 000 | 000 | 900 | 900 | 900 | 900 | 0.00 | 0.00 | 80.00

Save | DeleteRow | CopyRow | NiDifffHaz/Oth | InserfRow | Refresh | Summary | Create LU

Goto Top

Enter your labor for the pay period and save it



Timekeeping: Labor
Go to Bottom

Employee Information

Logged In As: MALDONADO, JILL K

UIC: WaBKAA

Team: 1525 - T5 USPFO Pay & Examl 1525 -

T5 USPFO Pay & Exam

Employee: MALDONADO, JILL KI MALDONADO,

JILLK >>| Employee|

Begin Pay Period:2020-Mar-01  [2020Mar-01[v]|<<| >>| PayPeriod]|
MtDifffHaz/Oth: Mo Concur: Yes Cerified: No Sent To Payroll: No  View Leave

EI il Teaml

Employee Hours

March 1 2 3 4 5 6 7 8 9 10 11 12 13 14
Cost Center Job Order Act Type TypeHr| Sun | Mon | Tue | Wed | Thu Fri Sat | Sun | Mon | Tue | Wed | Thu Fri Sat | Total
(/@ (@ [se116782  [v][perauLt | v[re V| [ 900 800 600 9.00[ 800 [ 900 900 9.00] 9.00 76.00
0@ |(a|+e116752  |v]|[peFauLT i Ve ™| | | 1.00] 3.00] | | | | | 4.00
Scheduled Hours{ 000 | 900 | 900 | 900 | 900 | 800 | 000 | 000 | 900 | 900 | 900 | 900 | 0.00 | 0.00 | 80.00
Reported to Scheduled Hours| 0.00 | 900 | 9.00 | 9.00 | 9.00 | 800 | 000 | 0.00 | 900 | 500 | 900 | 9.00 | 0.00 | 0.00 | 80.00
Save DeleteRow CopyRow NtDifffHaz/Oth InsertRow Refresh Summary Create LU

Go to Top

Click on NtDiff/Haz/Oth (see arrow above)



Menu | Logout| Help (?)

Timekeeping: Labor

Go to Bottom
Employee Information
Logged In As: MALDOMNADO, JILL K UIC: WEBKAA
Team: 1525 - T5 USPFO Pay & Exam|1525 - T5 USPFO Pay & Exam {ﬂ:l >}| Teaml
Employee: MALDONADO, JILL K| MALDONADO, JILL K >>| Employee |
Begin Pay Period: 2020-Mar-01 [2020-Mar-01 ][ <<| >>| PayPeriod|
MtDifffHaz/Oth: Mo Concur: Yes Cerified: Mo Sent To Payroll: Mo View Leave

mployee Hours

March| 1 2 3 4 5 6 T 3 9 10 11 12 13 14
Cost Center Job Order Act Type Type Hr| Sun | Mon | Tue | Wed | Thu Fri Sat Sun | Mon | Tue | Wed | Thu Fri Sat | Total
(|| 40116782 [DEFAULT | |rG | | 9.00| s.o00|| .00 9.00 &.00| I | 9.00| 9.00] 9.00] g.00| | 76.00
Sub Acct e MtDi 0.00
User Data w Hz/Oth Add | Add | Add | Add | Add Add | Add | Add | Add
FLSA Add | Add | Add | Add | Add Add | Add | Add
|:|||l:ﬂ|||49115?32 |pEFAULT | [v]llea [ | [ 100 3.00| | | I | | | | | 4.00
Sub Acct s MtDi 0.00
User Data e Hz/Oth Add | Add
FLSA Add | Add
Scheduled Hours| 0.00 | 900 | 900 | 900 | 900 | 800 | OO0 | OO0 | 900 | 900 | 900 | 900 | 0.00 | 0.00 | 80.00
Reported to Scheduled Hours| 000 | 900 | 500 | 9500 | S00 | 800 | OO0 | OO0 | 900 | 500 | 900 | 500 | O.00 | O.00 | 80.00
Save DeleteRow CopyRow NtDiff{Haz/Oth InsertRow Refresh Summary Create LU

Go to Top

Click on the highlighted “ADD” button in the Hz/Oth row (see arrow above) on the day you completed telework.



Menu | Logout | Help (%)

Extended Labor Attributes

Employee Information

Employee: MALDONADO, JILL K

Date: 3/9/2020
Job Order: DEFAULT
OP Code:
Type Hours: RegGrd
Reason: |BK Grievance and Appeals
™ Telework Medical

Telework Ad Hoc/Situational
W Telework Reqular

| Reason I Remove | Cancel |

March 1 2 3 4 5 B T g 9 10 1 12 13 14
Sun Mon Tuwe We hu Fri Sat Sun Mon Tue Wed Thu Fri Sat

O O O L] MO O O

1. Select “TS” Telework Ad Hoc/Situational
2. Check all days you are teleworking during this step
3. Click the word Reason (see arrow above)




Menu | Logout| Help (2

Timekeeping: Labor
Go to Bottom

Employee Information

Logged In As: MALDONADO, JILL K UIc: WaBkKAA
Team: 1525 - TS5 USPFO Pay & Examl 1525 - TS5 USPFO Pay & Exam «:c:l ::»:»I Teaml
Employee: MALDOMNADO, JILL KI MALDOMNADO, JILL K >>I Employeel
Begin Pay Period:2020-Mar-01 [2020-mar-01 [<<] >=| PayPeriod |

MtDifffHaz/Oth: Yes Concur: Yes Certified: Mo Sent To Payroll: Mo View Leave

Employee Hours

March 1 2 3 4 5 6 T 8 9 10 11 12 13 14
Cost Center Job Order Act Type Type Hr| Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total
| | ||2e116782 DEFAULT [~|l |ra [ [ so0| soo| 00| so0| so00| [ [ 900| 90| 900 so0| [ T6.00
Sub Acct ~ MtDi 000
User Data ~ Hz/Oth Add Add Add Add Add TS Add Add Add
FLSA Add Add Add Add Add Add Add Add
|:||@|l:|:1| |2e116782 |pEFAULT | [ La [ [ [ 100 300 [ [ [ [ [ [ [ [ 4.00
Sub Acct ~ MDY 0.00
User Data ~ Hz/Oth Add Add
FLSA Add Add
Scheduled Hours| 0.00 9.00 9.00 9.00 9.00 8.00 000 0.00 9.00 9.00 9.00 0.00 0.00 | 80.00
Reported to Scheduled Hours| 0.00 9.00 9.00 9.00 9.00 5.00 000 0.00 9.00 9.00 9.00 0.00 0.00 | 80.00
Save Delete Row I CopyRow I MNtDifffHaz/Oth I InsertRow I Refresh I Summanry I Create LU I

op

1. You’ll notice the “TS” reason code is now registered
2. Click Save



Timekeeping: Labor

Go to Bottom

Employee Information

Logged In As: MALDONADO, JILL K UIC: WEBKAA
Team: 1525 - T5 USPFO Pay & Examl 1525 - TH USPFO Pay & Exam |EI ﬁl Teaml

Employee: MALDONADO, JILL K| MALDONADO, JILL K >>| Employee|
Begin Pay Period: 2020-Mar-01  [2020-Mar-01 v |[<<| >>| PayPeriod|
MtDifffHaz/Oth: Yes Concur: Yes Cenrified: No  Sent To Payroll: No  View Leave

Employee Hours

March, 1 2 3 4 3 6 7 (i} 9 10 11 12 13 14
Cost Center Job Order Act Type TypeHr| Sun | Mon | Tue | Wed | Thu Fri Sat | Sun | Mon | Tue | Wed | Thu Fri Sat | Total
@ | [se116782  [v]|[pEFauLT TV vl[re V]| [ 900 800 600 9.00[ 800 [ [ 900 900 9.00 9.00 [ 76.00
(/@ (@ [se116782  [v][oEFauLT ™| 2| el | | 100 3.00| | | | | | I | | | 4.00
Scheduled Hours| 0.00 | 900 | 900 | 900 | 900 | 8300 | OO0 | OO0 | 900 | 900 | 900 | 900 | 0.00 | 0D.00 | 80.00
Reported to Scheduled Hours| 0.00 | 900 | 900 | 900 | 900 | 300 | O.00 | O.0Q0 | 900 | 900 | 900 | 900 | Q.00 | 0.00 | 80.00

Save DeleteRow CopyRow NitDiff!Haz/Oth InsertRow Refresh Summary Create LU

Go to Top

Final Step, once ALL LABOR has been entered and saved, concur it. Your labor is concurred when the word to
the right of “Concur” changes from a no to a yes (see arrow above)
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