How to Amend Furloughed Timesheets

Manager/Time Administrator Instructions (on behalf of Employee)

1. From the Manager Self Service home page, select the Manager Time tile.

Note: Steps 2 - 10 are the same for a Time Administrator, completing the timesheet on behalf of an
employee.

2. On the Report Employee Time tab, click on the employee’s name for whom you need to
submit an amended timesheet.

3. Once you open the employee's timesheet, navigate to the furloughed timesheet (containing
Time Reporting Code 035 - Shutdown Furlough) by clicking on the Previous Period
hyperlink.

Actions = Earliest Change Date 01/21/2019
Select Another Timesheet

“View By Calendar Period [v] Previous Peripd | Next Period
*Date [01/20/2018 |5 "% j

Scheduled Hours 20.0 Reported Hours 0.0 Print Timeshee!

From Sunday 01/20/2019 to Saturday 02/02/2019 (7

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code
1720 121 122 1123 1124 1125 1/26 " 128 129 1130 131 M 20
Save for Later Submit Apply Schedule

Reported Time Status || Summary || Absence/OT | Exceptions

Reported Time Status Personalize | Find | ] | E 10f1
Date Total TRC Description Sched Hrs Comments
0.0 0.00
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4. On the timesheet where the Time Reporting Code shows 035 - Shutdown Furlough, click on
the minus sign (-) at the far right end of the row.

Employee Time

Timesheet
Employee ID
Empl Record 0
Actions = Time Source Scheduie Eariiest Change Date 01/03/2018
Select Another Timesheat
*View By |Calendar Period I3 Previous Period  Next Period
*Date 017082018 | S
Scheduled Hours 800 Reported Hours 0.0 Print Timeshast
From Sunday 01/06/2013 to Saturday 01/13/2019
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total  Thme Reporting Code
" W w8 8 w0 1 iz NS e s we 1 ms s Type R mia Fogl xxxcooa [ .
80/ so/[_80[ 80 80 80808080 8 80.0 [035-Shutdovm Furlough ] Hours a, a, Q|E =

Save for Later Submit @

Reporied Time Status || Summary | Absence/OT | Exceptions

Reported Time Status Personaize | Find | ] B 1100710
Dats Raportad siatus Tota TRC Description Soee Gommants
01072019 Approved 8.0035 035-Shutdown Furiough 2.00
0110872019 Approved 8.0035 035-Shutdown Furiough 200
010872019 Approved 8.0035 ©35-Shutdown Furiough 200
011072018 Approved 8.0035 035 Shutdown Furiough 200
01112019 Approved 8.0035 035 Shutdown Furiough 200

Imnmuw Approved 8.0035 €35 Shutdown Furiough 8,00
011572019 Approved 8.0035 035 Shutdown Furiough 200
011672019 Approved 8.0035 035 Shutdown Furiough 200
011772019 Approved 80035 035-Shutdown Furiough 200
01182019 Approved 80035 035-Shutdown Furiough 200

5. Select Yes - Delete on the Timesheet Delete Confirmation page to remove the furlough row
from the employee’s timesheet.

Timesheet

Delete Confirmation

?

H Are you sure you want to delete reported time? Row 1.

Yes - Delete RL Mo - Do Mot Delete
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6. Click the Save for Later button. This is necessary so that the Apply Schedule button will be
available.
Timesheet
Employee ID
Empl Record 0
Actions = Time Source Schedule Earliest Change Date 01/06/2019
Select Another Timesheet
*View By |Calendar Period [v] Previous Period  Next Period
*Date [01/06:2019 |5 5
Scheduled Hours 80.0 Reported Hours 30.0 Print Timesheet
From Sunday 01/06/2019 to Saturday 01/19/2019 (2
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Total Time Reporting Code
16 17 18 119 110 1M1 112 113 114 115 1M6 117 118 118
Save for Later Submit Apply Schedule
Summary Absence/OT Exceptions
Reported Time Status Personalize | Find | @l E 1-10 0f 10
Date Reported Status Total TRC Description Scl:ler: Comments
01/07/2019  Approved 50035 035-Shutdown Furlough 8.00
01/08/2019  Approved 80035 035-Shutdown Furlough 8.00
01/09/2019  Approved 8.0 035 035-Shutdown Furlough 8.00
01/10/2019  Approved 8.0035 035-Shutdown Furlough 8.00
01/11/2019  Approved 8.0 035 035-Shutdown Furlough 8.00
01/14/2019  Approved 8.0035 035-Shutdown Furlough 8.00
01/15/2019  Approved 8.0 035 035-Shutdown Furlough 8.00
01/16/2019  Approved 8.0035 035-Shutdown Furlough 8.00
01/17/2019  Approved 8.0035 035-Shutdown Furlough 8.00
01/18/2019  Approved 8.0035 035-Shutdown Furlough 8.00
7. Click the Apply Schedule button.
Timesheet
Employee ID
Empl Record 0
Actions = Time Source Schedule Earliest Change Date 01/06/2019
Select Another Timesheet
*View By  Calendar Period [EI Previous Period Next Period
*Date (010612019 |5 "0
Scheduled Hours 80.0 Reported Hours 0.0 Print Timesheet
From Sunday 01/06/2019 to Saturday 01/19/2019 (?
] M T Wed  Th Fri Sat Mo T Wed Th Fri sat Total  Time Reporting Code i
W6 A7 M8 19 440 UM M2 443 44 AME is AT Ma Ane e Hepertng e AL et
8.0 8.0 80 3.0 8.0 3.0 8.0 80 80 20| [001-Regular Time ~| Hours [e}
Save for Later Submit Apply Schedule %
[ Reported Time Status | Summary AbsenceldT [ B
Reported Time Status Personalize | Find | 7| B 10r1
Date Total TRC Description Sched Hrs Comments
0.0 0.00
ManageriApprover
Comments
DateTime Created User ID
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8. Review and validate the hours on the timesheet, and make any necessary changes. Make
sure all Federal holidays are recorded on the applicable days.
9. Click the Submit button.

Timesheet
Employee ID
Empl Record 0

Actions~ Time Source Schedule Earliest Change Date 01/06/2019

Select Another Timesheet
*View By | Calendar Period Previous Period  Next Period
“Date[01/0672018 |3 b
Scheduled Hours 20.0 Reported Hours 0.0 Print Timesheet

From Sunday 01/06/2019 to Monday 02/04/2013 (7

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed u Fri Sat Total Time Reporting Code Type
1/6 T b 19 110 111 M2 113 114 115 1H6 AT 118 i k]
8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 8.0 [001-Regular Time ~| Hours
Saveforlater Submit %
: Reported Time Status - = rare a1 Exceptions
Reported Time Status Personalize | Find | | E 10f1
Date Total TRC Description Sched Hrs Comments
0.0 0.00

10. Review the approval message that appears, and select the Yes button.

Once Approved the status cannot be reverted back. (20020,20)

By clicking Yes, you are certifying that all reported time was worked and approved according to law and regulation.

Select Yes to confirm and complete the status change, No to return to the page without updating the status.
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11. The amended timesheet will appear as Needs Approval status. You have successfully
submitted the modified timesheet for review/approval.

Manager Self Service Manager Time

@ Report Employee Time

Timesheet
=, Approve Employee Time Employee 1D
Empl Record 0
y Assign Employee Schedule Actions Earliest Change Date 01/20/2019
Select Another Timesheet
*View By | Calendar Period [+] Previous Period  Next Period
|l Request Employee Absence/OT “Date[01/062018 |5 %
Scheduled Hours 30.0 Reported Hours 0.0 Print Timesheet

=, Approve Employee Absence/OT
From Sunday 01/06/2019 to Saturday 01/19/2019 27

Ssun  Mon  Tue  Wed  Thu Fri Sat Sun  Mon  Tue  Wed  Thu Fri Sat Total  Time Reporting Code Type
|§ Employee Absence Balances 16 17 118 19 110 111 1012 113 114 115 1186 M7 178 18
80| 80 80 8.0 2.0 8.0 8.0 80 80 8.0 80.0[001-Regular Time | Hours
1% Employee Absence/OT History
Save for Laler Submit

Reporied Time Status | Summary || Absence/OT || Exceptions

Reported Time Status Personalize | Find | @| @ 1-10 of 10
Select Date Reported Status I} Total TRC Description Sc:ﬁ: Comments
m O 01/07/2019  Needs Approval 8.0001 001-Regular Time 8.00
O 01/08/2019  Needs Approval 8.0001 001-Regular Time 8.00
= 01/09/2019  Needs Approval 80001 001-Regular Time 28.00
O 01/10/2019  Needs Approval 8.0001 001-Regular Time 8.00
= 01/11/2019  Needs Approval 80001 001-Regular Time 28.00
O 01/14/2019  Needs Approval 8.0001 001-Regular Time 8.00
(=] 01/15/2019  Needs Approval 8.0001 001-Regular Time 800
O 01/16/2019  Needs Approval 8.0 001 001-Reguiar Time 8.00
O 01/17/2019  Needs Approval 8.0001 001-Reguiar Time 8.00
O 01/18/2019  Needs Approval 8.0 001 001-Reguiar Time 2.00
Approval
Select All Deselect All Approve Deny
Manager/Approver
Comments
DateTime Created User ID

12. As the manager or time administrator, you can continue the regular process to approve and
submit the timesheet.

Note: Repeat the process for all furloughed pay periods.
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