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Manage Schedules
Assign Work Schedule - Quick Guide

Navigation

e Log into MyFSC]J using your FSCJ logon ID and password

e Click the My Manager Tasks Dropdown

e Choose the Assign Work Schedule link

e Enter the desired information into the EMPL ID field and click the Search button

e Click the Assignment Method list

e Click the Select Predefined Schedule list item

e Click the Look up Schedule ID button

e Choose the appropriate schedule from the dropdown list

e Click the Expand Section View History of Schedule Assignments, including
default changes group box to see the changes

e Click the Save button

Approve Time and Exceptions
Payable Time - Quick Guide

Navigation

e Log into MyFSC]J using your FSCJ logon ID and password

e C(lick the My Manager Tasks Dropdown

e Under Approve Time and Exceptions, choose the Payable Time link
e C(lick the Look up Time Reporter Group button

e C(lick the appropriate time reporting group

e C(lick the Get Employees buttons

e Select an employee link then click the Select All link

e C(Click the Approve button

e C(lick Yes to Save the Confirmation

e Click the OK button
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Exceptions - Quick Guide
Navigation

e Log into MyFSC]J using your FSCJ logon ID and password

e C(lick the My Manager Tasks Dropdown

e Under Approve Time and Exceptions, choose the Exceptions link

¢ C(lick the Look up Time Reporter Group button

e C(lick the appropriate employee group link

e C(lick the Get Employees buttons

e The exceptions for the group are displayed in the Exceptions section

e The Overview tab displays the Exception ID code that was delivered with the
system or that you defined using the Define Exceptions page

e The system does not create payable time for reported time that has an exception
severity of High. However, the system does create payable time for reported time
with an exception severity of Low or Medium

e Click the Select All button to select all the exceptions for the group to be allowed.
This selects the Allow check boxes for all the exceptions displayed on the page. If
you click this button again, the system clears the Allow check boxes. Once you
have selected which exceptions you want to allow, click the Save button to allow
the exceptions. The exceptions can now be processed through Time
Administration to create payable time

e If all the exceptions appearing on the page are not allowable, then you cannot
select the Allow check boxes

Absence Requests - Quick Guide

Navigation

e Log into MyFSC]J using your FSCJ logon ID and password

e Click the My Manager Tasks Dropdown

e Under Approve Time and Exceptions, choose the Absence Requests link
e C(lick on and employee name

e Review the page with the leave information

e C(lick the Approve/Deny/or Push Back button

e Click the Yes button

e Click the OK button
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Report Time
Timesheet - Quick Guide

Navigation
**Note -Timesheet function is used to report time for a direct report.

e Log into MyFSC] using your FSCJ logon ID and password
e C(lick the My Manager Tasks Dropdown
e Under Report time, choose the Timesheet link
0 Use the Timesheet Summary page to approve, deny, or enter time for your
employees.
0 You can view all employees' time whether they need approval or not
e C(lick the Employee ID field
e Enter the desired information into the Employee ID field
e Click the Get Employee button
e Click the scrollbar
e Select the Last Name link and click the appropriate employees name
0 Use the Timesheet page to enter time, adjust reported time, view time, or
approve reported time.
e Click the Time Reporting Code List
e Click the REG-REGULAR list item
e Click the Submit button
e Click the OK button
e Click the Return to Select Employee link

Absence Request - Quick Guide

Navigation
**Note - Absence Request function is used to report absence for a direct report.

e Log

e Click the My Manager Tasks Dropdown

e Under Report Time, choose the Absence Request link

e Select and Employee from the list

e Enter the Absence Detail, including dates absent, type of absence, and any
additional comments into MyFSC] using your FSCJ logon ID and password

e When all details are complete, click Submit or Save for Later.
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View Time

Monthly Time Calendar - Quick Guide

Navigation

Log into MyFSCJ using your FSCJ logon ID and password

Click the My Manager Tasks Dropdown

Under view time, choose the Monthly Time Calendar link

Click the Employee ID field and enter the desired information

Click the Get Employees button

Use the View Criteria section to select the types of information you choose to
view.

By selecting the check box next to the option you want to add to the view, you
can build a multi-layered view of the schedule

Use the Month field to enter or select different time periods to view

The Total column displays the total time recorded for the time reporter for the
selected viewing period

Weekly Time Calendar - Quick Guide

Navigation

Log into MyFSCJ using your FSCJ logon ID and password

Click the My Manager Tasks Dropdown

Under view time, choose the Weekly Time Calendar link

0 Use the Weekly Time Calendar page to view detailed information

regarding time reporters' weekly time related data for a specific week. The
page defaults to the current week.

Click the Employee ID field and enter the desired information

Click the Get Employees button

Use the View Criteria section to select the types of information you choose to

view.
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Daily Time Calendar - Quick Guide

Navigation

e Log into MyFSC]J using your FSCJ logon ID and password

e C(lick the My Manager Tasks Dropdown

e Under view time, choose the Daily Time Calendar link

e Click the Employee ID field and enter the desired information

e C(lick the Get Employees button

e Use the View Criteria section to select the types of information you choose to
view.

e The Total column displays the total time recorded for each time reporter for the
selected viewing period. For punch time reporters, the sum represents the time
between each in and out punch. If no out punch exists, the lesser of either current
time or the selected period end time is used as the out time for the calculation

e C(Click the Links list

e Use the Links field to navigate to the listed time management pages.

Approve Absence Requests

Approve Payable Time

Manage Exceptions

Timesheet

0 View Payable Time (Detail)

Time and Labor Launch Pad - Quick Guide

Navigation

O O O O

e Log into MyFSC] using your FSCJ logon ID and password

e C(lick the My Manager Tasks Dropdown

e Under view time, choose the Time and Labor Launch Pad link

e Click the Employee ID field and entered the desired information

e C(lick the Get Employees button

e C(lick the last name link and select the appropriate employee to work on

* You can change the calendar view to display the actual number of payable hours,
forecasted payable hours, reported elapsed hours, reported punch hours, or
scheduled hours that have been reported for each day.

e By clicking on the link for a calendar day, Time Details will display for each day

e Click the Forecast Payable Time button to start the Forecasted Payable Time
process, which calculates forecasted payable time for the employee

e Click the Return to Calendar link
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Payable Time Summary - Quick Guide

Navigation

Log into MyFSCJ using your FSCJ logon ID and password

Click the My Manager Tasks Dropdown

Under view time, choose the Payable Time Summary link

Use the Select Employee page to specify filter values to return the list of
employees for whom you want to view information.

Click the Get Employees buttons

Select the Last name link to see the summary of employee time

Click the Return to Select Employee link

Payable Time Detail (NOT AVAILABLE)

Compensatory Time - Quick Guide
Navigation

Log into MyFSCJ using your FSCJ logon ID and password
Click the My Manager Tasks Dropdown
Under view time, choose the Compensatory Time link

Use the Select Employee section to specify filter values to return the list of

employees for whom you want to view information

Click the Employee ID field and entered the desired information or use the

search button

Click the Get Employees button

Choose an employee from the list to view compensatory time available
Click the Return to Select Employee link
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Absence Request History - Quick Guide

Navigation

Log into MyFSCJ using your FSCJ logon ID and password

Click the My Manager Tasks Dropdown

Under view time, choose the Absence Request History link

Select the employee record to be reviewed and click on the Select button
Click the appropriate absence link and click the scrollbar

Click the Return to Absence Request History link

Click the Return to Direct Reports link

Absence Balances - Quick Guide
Navigation

Log into MyFSCJ using your FSCJ logon ID and password
Click the My Manager Tasks Dropdown
Under view time, choose the Absence Balances link

Select the employee record to be reviewed and click on the Select button to view

current balances

Click the Forecast Balance link

Click the Absence Name list

Click the appropriate absence list item
Click the Forecast Balance button

0 The Forecast Balance Details section displays the anticipated balance for a

future date for this employee.
Click the Return to Absence Request History link
Click the Return to Direct Reports link
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Manage Schedules
Assign Work Schedule - Detailed Guide

Log into MyFSCJ using your FSCJ logon ID and password

Fow wtnsets. myFSC1 wil umpl the regRirstion fensess and sl yo i Faller (£36 3 manige Jil (MoPees thiolgh dagees pragrams. For feilly and a® | il seramine bissat (racioss by wnmng =
0w ‘oo’ o

Welcome to myFSCJ!
¥ Apply for Admission
mhFSC. 15 ouf bew and Imoroved portal in 3 eo B sireamiing o processes, all shuderts, faculy and Saf MEmbers ane oW USE 0N CENtAKRed DIOQIaM 10 Igrove Our Tunclionalty. Droces50s and eficiency

o Tor many core fancions.

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

Brugent and Employes Siga-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Employees

My Hequisitions = My Manager My Time = My Benefs - My Career -

@L
&)

Test Alert - This aler has been Issued 10 et lunclionality fof iSSung alers 1o 38 employees.

Sunday, April 10, 2016

Mo events found for the date range Calendar Filters

B Class Schedule
[1 FSCJ Calendar

Upcoming Holiday Schedule | eave Balance
Holiday Date
College Designated Holiday DE-May-16 g
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Under Manage Schedules, choose the Assign Work Schedule link - Use the Assign Work
Schedule page to assign a payee's long-term schedule or alternate schedule

my.fscj.edu

Jonial

k, Krystyna »

Resources

FLORIDA i
i : My Requisitions -

Monday, April 18, 2016

My Expenses -

Test Alert - This alert has been issued to test functional

No events found for the date range.

Help Center

My Manager Tasks ~ My Pay ~ My Time = My Benefits - My Ca
Time Management Job and Personal o
Sck Infor
Assign Work View Employee
Schedule Personal Info

Approve Time and
Exceptions

Payable Time
Exceptions
Absence Requests

Report Time
Timesheet

Request Reporting
Change

Approve Reporting

Change

View FCE!QD."!IF\Q

Change Stalus

Terminate

Employee ~

reer -

E =

Enter the desired information into the EMPL ID field and click the Search button

my fac) edu

Employees

Resources

2 oniak Krystyna v

Assign Work Schedule

Find an Existng Vae

¥ Search Criteria

Empl 10 Tgine with]

[Fonaan

Help Cenler

Enter any informedion you haree and click Scarch. Leseve fields blank for st of ol vakues

Emgl Record £
Name | begins M!ll.‘vl
Lt Maarne: [Baogine wath 5]

Second Last Name | beging with [

Alternade Chanaclor N:mm[lmqvl:'. m!ll'V,

Mlinciude History [ ]Comect History [ ] Case Sensitive

[ e

Clear

Barsic Sesrch i'_{d Eaver Semarch Criteria

Hew winsow | Heip | i
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Click the Assignment Method list - When the assignment method selected is Use

Default Schedule, the Schedule Group field displays the schedule group that the payee
inherits from the pay group.

Employees Resources Help Cenler

=h

New Window | Help | Perscnalize Page | 5

Employes [0 700030
Employment Record 0

Assign Schedules 7

Porsonalize | Find [View | 2] [ Fit 0 12012

| Primary Schedule | Atternate Schedue | [F5)

Diefnualt
*Fiiective Date *Asslgrement Method Sehedule Croop Sehedube Schedule D Deseription Show Schedoke

Change

1

p312015 |5 | [Use Defautt Scheduie [ FscscHorp * BHOURS-M-F & Hours Monday to Friday. Show Schedule
051032013 |/ [Use Default Scheowe = FacscHoRP BHOURS-M-F @ Hours Monday to Friday  Show Schedule
¥ View history of Schedule Assil [ ing default chang
[8ave | |[E Relun to Search | (& Nolity 1 UpdateMDisply g ucter Hintrny % Comoct Hist

Click the Select Predefined Schedule list item

my fscj.edu

A Employees Resources Help Center

: 2= M

Mew Window | Help | Personalize Page | =

Assign Work Schedule

Seethree Peach

Employee ID 700030

Actions~
Assign Schedules (7

Employment Record 0

Personalize | Find | View All | 12| E First ‘&' 1-20f2 ‘&
Primary Schedule | Alternate Schedule |

Default
*Effective Date - - Group Schedule Schedule ID Description Show Schedule
Creats Personal Scheduls Change
Select Predefined Schedule
03/31/2016 |[H] SCSCHGRP * SHOURS-M-F 8 Hours Monday fo Friday ~ Show Schedule [
05/03/2013 |[5  [Use Default Schedule FSCSCHGRP SHOURS-M-F 3 Hours Monday to Friday ~ Show Schedule 3
» View history of Schedule Assig including default ch
[FlSave ||[o* Return to Search | |[%] Notify #| Update/Display Include History | Correct Hist]
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Click the Look up Schedule ID button

my.fscj.edu

Employees Resources Help Center

Assign Work Schedule

Seethree Peach Employee ID 700030

Budget Analyst

Employment Record 0

Assign Schedules (7

View history of Schedule Assignments, including default changes

[§lSave | [ah Return to Search [%=7] Motify

Choose an appropriate pre-defined schedule

Personalize | Find | view ai | 2] B

Primary Schedule Alternate Schedule
*Effective Date *Assignment Method Schedule Group Schedule ID Description
03/31/2016 [[5] FSCSCHGRP |Gy E
05/03/2013 |[5) |Use Default Schedule FSCSCHGRP BHOURS-M-F 8 Hours Monday to Friday

22| Update/Display

New Window | Help | Personalize Page | &

First ‘%' 1-20f2 '*' Last
Show Schedule
Show Schedule [+] [=]
Show Schedule E3j{=]

Include History " Correct History

Favorites = | Main Menu ~ > HRMS ~ > Global Payroll & Absence Mgmt~ > Payee Data ~ >

my.fscj.edu
Look Up Schedule ID

Employees Resources

SetID

Schedule 1D begins wﬂh.

SHARE

FLORIDA
L Description| begins wﬂh.
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘&) 14gef1a B Last
Schedule 1D Description
i F 8 Hours Monday to Friday

'SCHEDULE361 9 HRS DAYS, OFF ON FRI
SCHEDULE262 8 HRS M8W, 10 HRS TUATH

Assign Schedules (2

| Primary SCHEDULE363 10HR 2DAY 9HR 1DAY THR 1 DAY
“Effective Date  *Assignment Method J SCHEDULE364 9.5 HRS 2 DAYS, 2.5 HRS 2 DAYS
mOFF ON MON
037312016 |[5) [Select Predefined Scheduls SCHEDULE366 10 HRS M-Tp, 8 HRS W-TH
10 HRS W-TH

Sl

SCHEDULE368 9 HR DAYS, OFF ON WED
SCHEDULE401 8 HRS MOMN-FRI

SCHEDULE402 9 HR 2DAYS 10HR 2DAYS 6HR 1DAY
SCHEDULE403 10 HR DAYS, OFF ON FRI
SCHEDULE404 8 5HR 2DAY 3.5HR ZDAY 4HR 1DY
SCHEDULE405 9HR 2DAY 8HR ZDAY 7HR 1DAY
SCHEDULE406 9 HRS MON-THU, 4 HRS FRI
SCHEDULE407 9HRS 1DAY 3HRS 3DAYS THRS DAY
SCHEDULE408 10 HR DAYS, OFF ON MON
SCHEDULE409 10 HR DAYS, OFF ON WED

05/03/2013 |[#] |uae Default Schedule

) View history of Schedule Assii incl

[5F Return to Search | (=] Notify |

Create Overrides ~ >

hew Al | 0| R

Friday

Assign Work Schedule

Joniak, Krystyna

New Window | Help | Personalize Page |

First (4 1-20f2 (M) Last

Show Schedule

Show Schedule

Show Schedule

Include History | [[Z” Correct History |
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When you expand the View history of Schedule Assignments, including default
changes group box, the system displays all of the schedule assignments, including any
changes to the default schedule assigned to the payee's pay group.

; : - 1 b
i View history of Schedule Assignments, including default changes Personalize | Find | &7 | = AT = °f3L ;
.
Primary Assignment History || Alternate Assignment History

Effective Date Assignment Method Pay Group Schedule Group Schedule ID Description

08/21/2016 Default from Paygroup FSCPROF FSCSCHGRP 8HOURS-M-F 8 Hours Maonday to Friday
05/08/2016 Default from Paygroup FSCPROF FSCSCHGRP SCHEDULE361 9 HRS DAYS, OFF ON FRI
04/01/2016 Defaultfrom Paygroup FSCPROF FSCSCHGRP SHOURS-M-F Hours Monday to Friday

Click the Save button to save the assigned work schedule

Resources

Employees

Help Center

Employee ID 700030

Employment Record 0

Actions~

Assign Schedules (7
Primary Schedule | Atternate Schedule | [0

*Effective Date *Assignment Method Schedule Group Schedule ID Description

0373142016 |[5] [Select Predefined Schedule FSCSCHGRP

05/03/2013 |[5] [Use Default Schedule FSCSCHGRP SHOURS-M-F

) View history of Schedule Assi e I A e R

9 9

[5lsave ||[o Return to Search || Notify |
| S—

Personalize | Find | view ail | 2| &

Q) [BCHEDULE366 x |Q_ 10 HRS M-TU, 8 HRS W-TH Show Schedule

8 Hours Monday to Friday

| 2] Update/Display

New Window | Help | Personalize Page |

First ‘4 1-20f2 '} Last

Show Schedule
[=]

Show Schedule

[ [=

| Include History | |7 Correct History |
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Approve Time and Exceptions

Payable Time - Detailed Guide

**Note - Report Time/Timesheet function is used to report time for a direct report.

Log into MyFSCJ using your FSCJ logon ID and password

P

]
Welcome to myFSCJ! Apply for Admission

MYFSC 15 4 e and ETgoved portad In an effort 1o SreaMMne cur pricesses. 38 Students, TACUtY and ST MEMBErS ITe Tow LS ONE CEMTAKTd PIGEIM 10 ETIOVE our RanClionalty, pITcEsSes and eficiency
For students, myFSC.) vl Emply the 1egsrmton process. and Al you 10 betler PN And manage your progress HIcugh degree Feograms. For fcUEy and SSaft 2 wil modermize business practices by senving as
Class Searc

youf “go-tn” destnation fof many coce lUNCuons

115 GUF fesponsibey and geal 1 hep you be suScessiul - whehar in your quest Sr 8 higher ecutation of In your day work luncions - and know myFSC. i & great 160l 10 ek you do 50
Student and Employes Sign-on

The College’s websites ofter valuable information for future and current students. The following links will direct you to some of the most requested resources: | |

Click the My Manager Tasks dropdown

Resources Help Center

My Manager Tasks -

My Benefits ~ My Career =

My Pay - My Time -

My Requisitions ~

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees.

Sunday, April 10, 2016

Page 15



Under Approve Time and Exceptions, choose the Payable Time link

my fscj.edu = 8  vader, Darth Vv

Employees Resources Help Center

i My Requisitions = My Manager Tasks ~ My Pay ~ My Time ~ My Benefits ~ My Career ~

Time Management Job and Personal L
Test Alert - This alert has been iss 3
Assign Work View Employee
Schedule Personal Info
Monday, April 18, 2016 Approve Time and Request Reporting
Exceptions Ehange
No events found for the date ran 1
Change
Exceptions -

View Reportin:
Absence Requests P 9

Change Status ss Schedule
Report Time Terminate >J Calendar
Timesheet Employee v

Use the Time Reporter Group search to bring up a list of employees.

Favorites | MainMenu ~  dards~ > Employee Dashboard Menu~ > My Manager Tasks ~ > Time Management ~ > Approve Time and Exceptions = > Pay

my fscj.edu > Darth v

WSl Resources  Help Center

My Requisitions ~ My Manager Tasks + =~ MyPay ~ | MyTime~ My Benefits » My Career ~

= = El

New Window | Help | & n
Approve Payable Time
Approve Time for Time Reporters
¥ Employee Selection
Employee Selection Criteria | GetEmployees |
Selection Criterion Selection Criterion Value
Clear Criteria |

[
Time Reporter Group I Q I [ Save Criteria |

Employee 1D
Empl Record
Last Name
First Name
Business Unit

Department

s L L P PP

Supervisor ID

Change Time in View
Start Date |03128/2016 | End Date 04/24/2016 [ o

Employees For Darth Vader (7 Personalize | Find | View Al | [E1hg
< >
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Choose a time reporter group

Look Up Time Reporter Group

Search by: [Time Reporer Grow R begnswan ||
[ Cancel | Advanced Lookup

Search Results

View 100 First & qor1 @ Last
jﬂm F:r -l"T)‘t)B | K
=M Dynamic [POS#013003

Click the Get Employees buttons

Mm Payable Time
Approve Time for Time Reporters

imm

| Chnge Time i view
Start Date (02182016 |5

- Employees For Darth Vader (7
| vime summary || pemographie | [ )

Select  Last Home Fira Name Faynhie Compl  fiokomy
280

000
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Click the Select All link then Click the Approve button

My Requisitions -

My Manager TARKS =

My Pay -

Thme

mﬁq States Cumntity Type
=] 0322016 REGLR Needs Approval 7.00 Hours
= 03282016  REGLR Needs Apgroval 7.00 Hours
= NP6 REGLR Needs: Aggecrsal 700 Hours
(=) U206 REGLR Needs Approval 7.00 Hours
[~ DA REGLR Needs Appraval .00 Hours
=il D41BR016  REGLR Needs Approval 11.00 Hours
4] 041182016 REGLR Neads Apgroval 11.00 Hours.
=4 04PME  REGLR Mo Apgeowad 11.00 Hours
=) BAR12016 CMPER Needs Approval .00 Hours.
M WZI206  REGLR Needs Appraval 7.00 Hours.

fatect an

Doy | Push Back

Resharm to Apgeoval Summasy

My Time = My Benefits «

My Career -

= Actjust Ruspentid i

I Adjust Repored Time

[c] Adjust Heporied Time

A confirmation message will appear

. Click Yes to confirm

Are you sure you want to approve the time selected? (13504,2500)

Once Approved the status cannot be reverted back.

Select Yes to confirm and complete the status change, No to return to the page without

updating the status.

Click the OK Button

New Window | Help | &

Save Confirmation

& The save was successful

==
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Exceptions Detailed Guide

Log into MyFSCJ using your FSCJ logon ID and password

_

Welcome to myFSCJ!

‘cer B and imeroved BoMal In 28 680 1) Sreamine ooy rocesses. Al Suents, Hculy and $aF Members ane oW USRG 0 CENTAKINE EROOTAM 10 MRrove DU funcionally. Crocesses
+ b

1 Wil iy the FRGRIESHON fencant Sha Sl yex 1 Bellad [EAR A FUANAGe Vi BIOPAAN Thiough dagees pregranm. ot thedly ang

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Brugent and Employes Siga-on

Click the My Manager Tasks dropdown

Employees Resources

Help Center

My Requisitions = My Manager Tasks = My Pay = My Time = My Benefits. =

Test Alert - This alert has been issued to fest funcionality for iSSung alers to il employees.

Sunday, April 10, 2018

e

(=] (=

Under Approve Time and Exceptions, click the Exceptions link (Use the Exceptions
page to review, allow, or clean up exceptions. Up to 100 exceptions display per page)

FLORIDA
5 15

My Requisitions ~

Test Alert - This alert has been iss

Monday, April 18, 2016

No events found for the date ran

My Manager Tasks =

Time Management
Manage Schedules

Assign Work
Schedule

Approve Time and
Exceptions

Payable Time

Exceptions

Absence Requests

Report Time
Timesheet

My Pay ~

Job and Personal
Information

View Employee
Personal Info
Request Reporting
Change

Approve Reporting
Change

View Reporting
Change Status

Terminate
Employee

My Time ~

My Benefits

My Career «

fl o=
= 15
iar Filters

5s Schedule

ZJ Calengar
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Use the Look up Time Reporter Group to find a list of employees

My Requisitions - My Manager Tasks « My Pay «

Exceptions
v Employee Selection
Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group

My Time =

My Benefits

My Career -

Get Employees |

Clear Criteria |

Employee 1D

Save Criteria

Empl Record
Last Name
First Name
Business Unit
Department

Supervisor 1D

) Filtering Options

Exceptions (7
| overview | Detais | Demographics | [0

Allow Last Name First Name Empl ID

<

Lo L L L AARIR

Empl

Record

Job Title

Personalize | Find | View All | Ell

Exception ID Description

Mew Window | Help | Personalize Page |
"

Select your time reporter group from the list

Look Up Time Reporter Group

Time Reporter Gmup| begins wrm-
Descriptionl begins mm-
il I |

Search Results
| View 100

Look Up Clear Cancel | Basic Lookup

First ‘4 b/ Last
er Group Group Type Indicator Description
Dynamic POS#013003

1of1

Help
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Click the Get Employees button

Fatvonitis; + Main Moy « # | hboards » 1 Ermployeo Dashboard Memi» 0 My Manager Tasks 0 Time Managemenl = 5 Approve Time and Excoplions ~ > E

. fscj.edu &= ® vader Darh W

Employees Resources Help Center
My Requisitions ~ | My Manager Tasks ~ My Pay ~ | My Time ~ My Benefits ~ My Carcer -

=ﬁ' ===
=4 ) =
Merw Winclow | Hutlp | Pessanadize Page | 5
Exceptions
 Employee Selection

Employea Selection Criteria I Gt Employees I
Selectron Criterion Swlectivn Critevion Valee
Ciear Critenia
Time Ruporter Group p12003 0y
Save Criteria
Emglayes 1D o,
Frigd Rocord o
Last Nama a,
Firsil N Q
Business Linit Q
Department Q
Supervisor ID [}
Filterring Options
Fxoeptions ¢ Personalize | Find | View Al | 62|
Overview | Detalls || Demographics [0
Allow  LastName First Nome Lomgd 1 el Job Teie Lxception 10 Description [
< >

The exceptions for the group are displayed in the Exceptions section. The Severity
column displays the severity of the exception: High, Medium, and Low.

The system does not create payable time for reported time that has an exception
severity of High. However, the system does create payable time for reported time with
an exception severity of Low or Medium.

The Overview tab displays the Exception ID code that was delivered with the system or
that you defined using the Define Exceptions page
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Once you have selected which exceptions you want to allow, click the Save button to
allow the exceptions. The exceptions can now be processed through Time
Administration to create payable time. Click the Select All button to approve all
exceptions. If not all are allowed, select individual exceptions

Favorites = | Main Menu véﬁ:' hboards ~ > Employee Dashboard Menu~ > My Manager Tasks ~ > Time Management~ > Approve Time and Exceptions ~ > E

my.fscj.edu > 8  vader, Darth v

Resources Help Center

FLORIDA — )
2 My Requisitions - My Manager Tasks - My Pay - My Time - My Benefits - My Career -
F = I
F = H
Hiltering Options
~
Exceptions (2 Personalize | Find | View Al | [ES
Overview || Details || Demographics
Allow  Last Name First Name Empl ID Rl Job Title Exception ID Description
Amidala Padme 0700037 0 NC CWS On Campus FSCEXD01 giii?oﬁmp'oyee
Amidala Padme 0700037 0 NC CWS On Campus FSCEX001 Sliiir;toﬁmployee
Amidala Padme 0700037 0 NC CWS On Campus FSCEXD01 Sliiir;toﬁmployee
= =i T 0700023 0 Data Processing Coord FSCEX002 E;r:le'lr;r_g: Employee
TT  Ogana PTnCEss 0700028 0 Data Processing Coord FSCEX002 Ei":‘e-gl’g: Employee
Allow Exceptions (2
| Select All I Deselect All |
| Save |
Manager Self Service
Time Management
v
= >
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Absence Requests - Detailed Guide

Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!

S0 15 oo ew and MEetved portal in 30 e%0rT 1 SireamAne Dur rocesses, il studerts, taculy and

et myFSCI Wil Umpll the regRIFSHon fensass and sl yo i Faller (E36 3 manige i
go-10" DesInaton for mamy coee Ancies

£ members ane now USig 00 CENtAKEd ENOGIAM 50 MRIovE DU Rncionaty. Drooesses and eficensy
i IKFOUIGR dagers pregrams o Theuly R et § il Ferianife hideat fracies by weng =

500 IREHORSEATY ANG 0Ol 0 Fetip Yo b SUCCRLEAI - WRher 1 V0UT st r A NgRer eIUCASON 0 In Yo dally work Iunctions - and know myFSCE i A e ool el yO0u o1 =)

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Apply for Admission

Srugent and

Click the My Manager Tasks button

der, Darth
Employees
My Requisitions = My lime - My Benefils - My Career =
_=£g === =
=4[] =2
Test Alert - This alert has been ISsued 1o test luncionality 1o ssuing alens 1o al employees.
Sunday, April 10, 2016
No events found for the date range
Calendar Fllters
B Class Schedule
[1 FSCJ Calendar
Upcoming Holiday Schedule | eave Balance
Holiday Date
College Designated Holiday DE-May-16 g
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Under Approve Time and Exceptions, Choose the Absence Requests link

Favorites » | Main Menu -

my.fscj.edu > Vader, Darth v
Employees Resources Help Center
"‘T 5 My Requisitions - My Manager Tasks ~ My Pay - My Time - My Benefits - My Career ~
cd=
15
Time Management Job and Personal (g
Test Alert - This alert has been iss i

Assign Work View Employee
Schedule Personal Info

Sunday, April 10, 2016 Approve Time and Request Reporting
Exceptions Change

No events found for the dateran ~ Pay i / ove Re: n ’

ayable Time ﬂtppluv:: Reporting Sar Filters
= Change
plions
View Reporting
Change Status 8s Schedule

Report Time Terminate £ Calendar
Timesheet Employee ~

Upcoming Holiday Schedule Leave Balance

Holiday Date
Coliege Designated Holiday 06-May-16

All assigned requestors are listed in the Absence Requests section. Select
from the list.

the requestor

my fscj.edu ]

A Resources Help Center

-~

FLORIDA My Requisitions « My Manager Tasks « My Pay - My Time - My Benefits - My Career =

Absence Requests

Darth Vader

Director of Student Engagement

Select the requestor's name link to approve or deny the request. You can view the
monthly calendar for your direct reports by selecting the View Monthly Calendar link. To
view all requests or previously approved/denied requests, use the Show Reguests by
Status and select the Refresh button.

*Show Requests by Status IPEnding . Refresh

Absence Requesis Personalize | Find | 22| E First 4' 1of1 “*' Last

Name EmployeeiD  Job Title “’"[ AcE StartDate  End Date Status Submitted
Court / Jury

[UEe SEwET Q700034 Professor Level 3 Duty 04/18/2016 04/22/2016 Submitted 04/01/2016

GoTo ‘View Monthly Calendar

Favorites » | Main Menu v'itﬂ + » Employee Dashboard Menu~ > My Manager Tasks » > Time Management~ > Approve Time and Exceplions » > Absence

Vader, Darth v
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Use the Absence Request Details Page to approve deny, or push back for rework.

My Requisitions - My Manager Tasks - My Pay - My Time - My Denefits - My Career -

Start Date 0ar1E016
End Date (47ZZR016
Absence Name Cour [ by Duty Current Balance 000
Reason Jury Duty
Partial Days None
Duration 4000 Howrs.

Workllow

Stalus Submited

Commuents

Huueston Comments

Approver Comments “

e Monthly Calendar

App L B Return to Absence Requests

**Dinclaimer A redect al: tha haree it been processed

After approval, Click the Yes button to confirm

Wader, Danth

Employees Resources

I_—I._l_”‘.‘n. H My Hequisitions - My Manager Tasks - My Pay = My lime - My Benefils - My Career =

Heguest Detals
Approval Confirmation

vl' Ara you sure you want to Approve this Ahsance Requesi?

Click the OK button

&2 vader, Darth ~

Employees Resources Help Cenler

My Hequisitions = My Manager Tasks = My Pay = My Time = My Benefs - My Career -

Reguest Detels

Approve Confirmation

‘/ Tha Absenca Request was successfully approvad

=]
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Report Time

Timesheet - Detailed Guide

**Note -Timesheet function is used to report time for a direct report

Log into MyFSCJ using your FSCJ logon ID and password

_

Welcome to myFSCJ!

U ‘o-10” GEFINeN for MARY Core ANCKAS

1 Wl ity the FegRIrStion fencass nd s yo i Fatles (E3n

\ARAGH ViF BHOGPASS UG degres pragram.

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency
r iyl n Firt Py AE 40T 0 will Perlacnife bisesat fraciens ty Senng &

Apply for Admission

Srudent and Employes Sigs-on

Click the My Manager Tasks button

Employees

MMy Reqguisilion

Sunday, April 10, 2016

Resources

Help Center

- My Pay - My Time = My Benelits « My Carcer ~

il

=l
5

Test Alerl - This alerl has been issued (o test funclionality Tor Fssuing alerts to all employees.

Vader, Darth v

Upcoming Holiday Schedule

Holiday

Mo events found for the date range.

| eave Halanoe

Calendar Filters

[ Ciass Schedule
[0 F=C.) Calendar

Date

College Designated Holiday

DB-May-16
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Under Report Time, choose the Timesheet link

Empioyees

Resources.

Help Center

Vader, Darth

£¥3

My Requisitions - My Manager Tasks = My Pay = My Time = My Benefils = My Career -
.=? = | [B=
=) R
Time Management Job and Personal Lol
Test Alen - This alert has been iss Manage Schedules Information
A ok \
Monday, April 18, 2018 Approve Time and
Exceptions
M A for teran  pPayat me
o events found for the date ra Payabie Tim far Filters
Absence Requests 55 Schedule
Report Time ZJ Calendar
Timesheet ~
Upcoming Holiday Schedule Leave Balance
Heliday Date
College Designated Holiday 06-May-16

Use the Timesheet Summary page to approve, deny, or enter time for your employees.
You can view all employees' time whether they need approval or not. Click on the
Employee ID field and enter the desired information then click on the Get Employee

button

Empioyess Resources. Help Cenber

My Requisitions. =

Rezport Tame
Timesheat Summary
* Employes Selection
Employes Selection Critera
Selection Criterion
Tirm Roporter Groug
Emgieryor 111
gl Hecom
List Ny
Fiest Mame
Rusinass Lni
Dépanmant

Suparvisor 1D

Change View

My Manager Tasks =

Sateenon Crterion Valse

“View By [Week =
Date (4NEE016 fa,

Emelasnas Cor Nacth Vadar Torale Crnes AAHBRNAE  04ANME
<

My Fay =

My Time =

My Benefits -

My Caneer

B Show Scheduse Information

Previous Week

Nexd Waek

MainMenu » > FSCJDESboMTs ~ > Employes Dashboard Menu s > My Manager Tasks « »  Time Management - : ReporiTime - & 1
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Select the Last Name link and click the appropriate employees name

My Requisitions - My Manager TARks - My Pay - My Time - My Benafils - My Career -
P & =
= & B
a A~
First Name a
Busmess Unit o,
Department L
Bupenisor 1D Q,
Change View
“Vierw By [Week 3 B show Sehedule information
Date D4/1E2016 W, Prorvious Wk Mt Winsk

Employees For Darth Vader, Totals From 04/12/2016 - 0412472016

Peason
Time Sumnmary Demographics
Last Name First Name Lmpioyee IO LTl s Tite REDOIND . HOWTR L0 Db - SORecied Exception REDOEd  poued ¢
Record Mours  Approved Ticurs Absence oakpid

Paach Saathoea 0030 1 Bucgat Anatyst oo 000 36 00 ot
Aggecree: Ruportod Time

Approve Absence

Manager Solf Service

Time Management

-

< >

Use the Timesheet page to enter time, adjust reported time, view time, or approve
reported time. Be sure to choose the correct time reporting code then click submit

My Requisifions = My Manager Tasks = My Pay = My Time = My Benefis = My Career =

Cllia

| Mew window | Help | 5
~

Timesheat

Empicyes ID 70000
Empi Record 0
Earllest Change Date 04172016

Select Another Timesheat
“View By | Week 3|
*Date 04182016 |39 %

Previous Week  Next Week

Reported Howrs 0.00 Print Timeshaet

From Monday 04182016 to Sunday 0472472016 7

Maon Tue Wed Thu n Sat Sun
e a9 azn Lral ez 4zl a4
8 8 8 8 8
HOLFY - Holigay Worked
REG - Regular
Savefor Later | Submit Apoly Schedule

Reported Time Status | Semmary | Absence Exceptions Payabie Time

rd Time Status

Porsonalize | Find |00 [ 1001

Dinse: Totl TR Dseriptinn Comments
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Click the OK button to confirm the submission

Message

‘Sample Employee Affirmation (13500,30)

| hereby certify that the time reported is a true and accurate representation of the time and
assignments worked in the period.

Click the Return to Select Employee link

My Requisitions = My Manager Tasks = My Pay = My Time = My Benefits - My Careser =

From Monday 04182016 to Sunday 04242006 2
Mon Tue Wed
AE A9 A

| oo | o0 | a00]|

Save for Later Submit
| Reported Time Status ||~ Summary || Absence | Excestions || Payabie Time |

llunm‘l— el Time Status [— _{ Find. .| i-‘:_lm__‘-&ﬂi |
Ot Totnt TR Comements.
oarazots so0REG

CAMERG B.00 REG
8.00 REG
.00 REG
800 REG
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Absence Request - Detailed Guide

**Note - Absence Request function is used to report absence for a direct report.

Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!

MHFSC, 15 6r pew a0 IMorted portal n 3 eH0rT 1) SireamARe ey rocesses, l Studercs, My and Saf MEMDErS AN Now USE 0N CENtAKZNd EROGTAT 10 MErove OUF funionalty. [rocesses and eficency
Eov wtn S Wl iy the FegRIrStion pencass nd i yo 10 Feflar (E3n S FAnags Yl (IOOPAE thinigh dages programa. Foc ieully and . § i
U ‘o-10” GEFINeN for MARY Core ANCKAS

Apply for Admission
i e practcn ry sarvng a0
T8 DU REOORSEERY And 00 10 Reip Yo D UaORSsAll - wheher I B0 DSt Ior 3 Ngher sUCRBON oF In oo dally work Tunchions. - and know myFSCE i A geear 1000 50 el you e S0

_

Brwdent and Employes ige on
The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Sign in

Click the My Manager Tasks button

Employees Resources Help Cenler

My Hequisitions = My Manager Tasks = My Pay = My Time =

Vader, Darth
FLORI

My Benefils -

My Career =

iy CE |
= sl =
Test Alert This alen has been iIssued 1o test mnr.hnnalny Tar =SNG alens to an P.mpir)yﬁnﬂ.s

Sunday, April 10, 2016

Mo events found for the date range

Calendar Filters

B Class Schedule
[1 FSCJ Calendar

Upcoming Holiday Schedule Leave Balance

Hollday

College Designated Holiday

D6-May-16
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Under Report Time, choose the Absence Request link

Resources Help Center

Requisitions = My Manager Tasks

Exceptions

Absence
Requests

Report Time

Absence Request

View Time

Monthly Time
Calendar

Weekly Time
Calendar

Leave Balance

My Pay ~

View Reporting
Change Status

Terminate
Employee

Approve
Terminate

Employee

View Terminate
Employee Status

My Time

My Benefits ~

My Career =

Calendar Filters

¥ Class Schedule
0 FSCJ Calendar

Select an employee from the list

Request Absence
Employee Selection Criteria

Darth Vader's employees

As Of Date [06/28/2016 |5 |

Refresh Employees

Chew Bacca
Han Solo

Luke Slywalker
Padme Amidala
Princess Organa

Seethree Peaoh

Empl ID
0700031

0700035
0700034
0700037
0700028
0700030

Job

o o o o o o

Select the employee you'll be working with. You can initiate transactions only for employees who reported to you as of the date you entered on this page.

Personalize |

Empl Status HR Status
Active Active
Active Active
Active Active
Active Active
Active Active
Active Active

Find Employee

First (4 1-60f6 (b Last
Position
033089

047101
193500
061291
021104
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Enter Absence Request Information on behalf of your direct report and submit

Request Absence

Chew Bacca
Student Success Advisor |

w |nstructions

Enter Start Date and Absence Name. Then compiete the rest of the required fields befare submitiing or save for later your request.

| Absence Detail (7
*Start Date 087292016 |3
End Date e
Filter by Type | Sick g
*Absence Name | Sick v
Reason Select Absence Reason v|
Partial Days Mone v

Duration Hours

Calculate End Date or Duration 1

Forecast Balance |

WVigw Monthily Calendar

Current Balance 300.00 Hours

Allow Request By Employee and Manager
Request As Employae

v

. Comments

Requestor Comments

Go To View Absence Reguest History

View Absence Balances
Submit Sava for Later |
* Required Fiskd

“Declamer The current balance does not reflect absences that have not been processed

Retum to Direct Reports
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View Time

Monthly Time Calendar - Detailed Guide
Log into MyFSCJ using your FSCJ logon ID and password

lelcome to myFSCJ!

remt r P e Dw e o e TR B BaT reters S T G e CerT R P T K ErTe (bl reees an oS

e

# College's websies offer valuable information for Rutune and current students. The Tolowing inks will Girect you 10 S0me of The MOS! PEGUESISd NESOUCES

Click the My Manager Tasks button

Test Alert - This alert has been issued 1o lest funcionalty fof issuing alens 1o all employees

Sunday, April 10, 2018

No events found for the date range Calendar Filters

Bl Class Schedule
[ FSCJ Calendar

Upcoming Holiday Schedule

s Casenated Hekta
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Choose the Monthly Time Calendar link

Empioyees

FLORIDA My Requisitions = My Manager Tasks ~ My Pay - My Time ~ My Benefits - My Career =

~
Test Alert - This alern has been iss
View Time
Monday, April 18, 2016
Noevents found for the date ran ') ¢ Change Request
kendar jar Filters
5s Schedule
ind L abor >J Calendar
- v

Use the Monthly Time Calendar page to view detailed information regarding time
reporters' monthly time related data for a specific month.

Click the Employee ID field and enter the desired information then Click the Get
Employees button

A

FLORIDA

New Window | Help | Personaiize Page | ©J
~

Monthly Time Calendar

w Employee Selection

Employee Selection Criteria 1 Gl Employees 1
Setecton Criterion Seection Critenon Vakee

Clear Critena
Tume Reporter Group

Empicyee iD QT00034 x
Empl ID Display Name
0700034 Lukce Skoywalar

Save Crtena

Emmgpil Record
Last Name

Frst Name

PR L PR

Busaness Unit

Cepartment

p p

Supernsor ID

Daily Tene Calendar Weeidy Teme Calendar Moninty Time Calendar

Page 34



Use the View Criteria section to select the types of information you choose to view.

By selecting the check box next to the option you want to add to the view, you can build
a multi-layered view of the schedule

Use the Month field to enter or select different time periods to view

The Total column displays the total time recorded for the time reporter for the selected

viewing period

Favormes ~ Mamn Menu ~

Cade Tema

* View Criteria

> HRMS~ > Manager Soif Service~ » Time Management = » View Time ~ » Daily Time C; > Time C;

Weekdy Teme Calendar

Year | 2016

Start Time [00 00

End Time 2300
Display Options 7
M show schedute
[ show Training Hours
[ show Absences

Monthly Time Calendar 7

Month [03 - March ] Previous Monm
I~ Reported or Payable Hours
E ® Reported Hours
E O Payable Hours
L] show Holidays

[ show Planned Overtame
[ show Exceptions

Lant Mame First Mamme Employes ID Job Tie
Skcywaker Lusho 0700034 Professor Leved 3
Legend
g wonsy ——Jonox
s =
Manager Seif Senace
Teme Managemant
<

f o=t =
=/ —_— =0
= 15 I ==
~
Monthly Time Calendar
Naxt Month
[ show Symbols
Refresh View
Tue. Wed. Tha. Fri
o ) 02 o 04

18400
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Weekly Time Calendar
Log into MyFSCJ using your FSCJ logon ID and password

® Colege § webstes offer vaiable RitAmaton kor fiure and current stucents. The folowing Inks wil drect you 15 SOMe of Te MOSE FEQUESIAT MESOUFTES:

Click the My Manager Tasks button

ity Pay My Benefits - My Careet

[}
l
55,

Test Alert - This alert has been issued 1o lest funcionalty fof issuing alens 1o all employees

Sunday, April 10, 2018

No events found for the date range Calendar Filters

Bl Class Schedule
[ FSCJ Calendar

Upcoming Holiday Schedule

s Casenated Hekta [R YT
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Choose the Weekly Time Calendar link

Use the Weekly Time Calendar page to view detailed information regarding time

reporters' weekly time related data for a specific week. The page defaults to the current
week

Test Alert - This alert has been Iss

Monday, April 18, 2016 -l

No events found for the date ran
iar Filters

55 Scheduie
>J Calendar

Click the Employee ID field and enter the desired information then Click the Get
Employees button

)

FLORIDA

jie
=]

p— =t
= 0s)

New Window | Help | Personalice Page | 5
Weekly Time Calendar

+ Employee Selection

Empiloyee Selection Criteria 1

SetecBon Crenon Sedecnion Criterion Vishuse

Clear Criena
Taeme Reporter Group

Save Crteria
Employee ID 0700034
Empl Record

Last HName

Furst Name

Business Uind

Department

ppppppPe

Supervisor iD

Caily Time Calendar Weelkdy Time Calendar Monthly Time Calendar
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Use the View Criteria section to select the types of information you choose to view.

Use the Week of field to enter or select different time periods to view

The Total column displays the total time recorded for the time reporter for the selected

viewing period

w View Criteria

Week of 032682016

Weeldy Time Calendar

B Previous Week
Reported or Payable Hours

Start Time [00 00 4] ® Reported Hours
End Time [2300 ~ O Payabie Hours
Display Options
& show Schedule [ show Holigays
O show Training Hours [ show Planned Overtime
[ show Absences [ show Exceptions
Weekly Time Calondar
Last Name First Name Employes ID Job Title
Shoywaler L uskog 0700034 Professor Leved 3
Legend
 — P — T
Lirkes | 3|
Manager Salf Service
Time Management

- 7 VW I T 7 YRDURTY | N O

.=f, = =
=/ |5 =0
’
Monthy Time Calendar
Next Week
[ show Symbots
Refresh View
. 03282016 03292016
40,00 0800 il 08.00 11
—
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Daily Time Calendar
Log into MyFSCJ using your FSCJ logon ID and password

felcome to myFSCJ!

® Colege § webstes offer vaiable RitAmaton kor fiure and current stucents. The folowing Inks wil drect you 15 SOMe of Te MOSE FEQUESIAT MESOUFTES:

Click the My Manager Tasks button

ra v

o Vader, Darth v

Resources Heilp Center

My Requisitions -

My Manager Tasks - My Pay ~ My Time -~

My Benefits ~

My Career -

Test Alert - This alert has been issued o test funclionality for issuing alerts to all employees

Sunday, April 10, 2016

No events found for the date range

Calendar Filters

B Class Schedule
[ FSCJ Calendar

Upcoming Holiday Schedule Leave Balance

Holiday

Date
Cnllens Nesinnated Holiday

NRE-Mav-1R
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Choose the Daily Time Calendar link

Use the Daily Time Calendar page to view detailed information regarding time

reporters' daily time related data for a specific date. The page defaults to the current

date

A Empioyess

FLORIDA My Requisitions «

My Manager Tasks = My Pay «

Test Alert - This alen has been iss

Monday, April 18, 2016

No events found for the date ran

My Time - My Benefits - My Career -
P =
= | [3s]
-~

far Filters

55 Schedule
>J Calendar

Click the Employee ID field and enter the desired information then click Get Employees

FLORIDA

Daily Time Calendar

[¥]Employee Selection
Employee Selection Criteria

Sedection Crenion Sedection Crierion Value

Time Reporier Geoup

o 10

Empl Recond
Last Hame
Firsl Mame
Busingss Unit

Department

P e LR R paRrPp

Supervisor 1D

Daity Tiene Calendas
w View Criteria 5

‘Weeldy Time Calendar

“Date 0302016

‘st Tme [0 ]

*End Time [ 23 00 s

Display Options 7
B Show Schedue

B Previous Day

[ Show Hotdays

4

New Window | Heip | Personaice Page | £

[ show symbois

Montnly Time Calendar
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Use the View Criteria section to select the types of information you choose to view.

By selecting the check box next to the option you want to add to the view, you can build
a multi-layered view of the schedule

Use the Date field to enter or select different time periods to view

On the daily calendars, recorded punch times display in the applicable time slot using
the color/symbol for the Default Reported/Payable Time in the Legend grid

Use the Legend grid to interpret the calendar color codes, and symbols if you select
Show Symbols as part of the view criteria

The Total column displays the total time recorded for each time reporter for the selected
viewing period. For punch time reporters, the sum represents the time between each in
and out punch. If no out punch exists, the lesser of either current time or the selected
period end time is used as the out time for the calculation

Use the Links field to navigate to the listed time management pages.

Favorfies ~ MainMenu ~ » HRMS~ > Manager Self Servike~ » Time Management~ ° View Time ~ » Daily Time Calendar
FLORIDA
Supervisor ID QL -~
Weskdy Time Calendar Monthly Time Calendar
View Criteria 7
e U13072016 W Previous Day Next Cay
*Start Time |00 00 >
'[M‘J’ml;'j{)’_ il
Display Options

& show Schedule ] show Holidays [ show Symbots

] show Training Hours ] show Planned Overtime

[J show Absences ] show Exceptions Refresh View
Daily Time Calendar

No
Last Name First Name Empicyee iD Job Descripbon Show Elapse 0000 0100 30 X
Sicywalier Luke 0700034 Professor Level 3
Legend
Lk
Manager Sef Approve Absence Requests
Tme Managd Manage Exceptions
= Tumesheet
View Payable Tme(Deta v

. >
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Time and Labor Launch Pad
Log into MyFSCJ using your FSCJ logon ID and password

felcome to myFSCJ!

= Cofiege's webslies ofler vaiuable inlormation for fiture and current students. The lolowing inks wil

Srect you 10 Some of The MOS! FeqUESISd NESOUITES.

Click the My Manager Tasks button

o Vader, Darth v

Resources Heilp Center

FLC H"'III A My Requisitions - My Manager Tasks - My Pay ~ My Time -~ My Benefits ~ My Career =
ety o=
/N — B
Eﬁ B | =2
Test Alert

This alert has been issued o test funclionality for issuing alerts to all employees

Sunday, April 10, 2016

No events found for the date range Calendar Filters

B Class Schedule
[ FSCJ Calendar

Upcoming Holiday Schedule Leave Balance

Holiday

Date
Cnllens Nesinnated Holiday

NRE-Mav-1R 2
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Choose the Time and Labor Launch Pad link

FLORIDA

My Requisitions -

Test Alert - This alert has been iss

Monday, April 18, 2016

No events found for the date ran

My Manager Tasks ~

iar Filters

55 Scheduie
>J Calendgar

Click the Employee ID field and entered the desired information then click the Get

Employees button

FLORIDA

Time and Labor Launch Pad
Select Employee
= Employee Selection
Employee Selection Criteria
Selection Criterion
Time Reporter Group
Empioyes 1D
Empl Record
Last Name
Fst Name
Business Unit
Degartiment
Supersor 1D

Selection Criterion Valwe

Q700034
Empl ID Display Name
OTOD034 Luke Shoywallonr

P L PLLPLLL

» HRMS~ > Manager Soff Service~ >  Time Management = »  View Time = »  Time and Labor Launch Pad

.=f £8 | B

=¥ ‘ISI =\

Mew Window | Hetp | Personaize Page | =
~
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In the Employees section choose and an employee by clicking on the last name

Resources  Help Center

A

FLORIDA

Time and Labor Launch Pad
Select Employee

w Employee Selection

=t & =

New Window | Help | Personalize Page | &
’

Employes Selection Criteria

Selection Criterion Selection Criterion Vakee
Time Reporter Group

Employee ID

Jo)

0700034
Empl Record

Last Name

First Name

Business Unit

Department

R L PLLLLP

Supervisor ID

Employees For Darth Vader
Time Reporiers Demographics

First Mame Employee ID

Skywalker Luke 0700034

Manager Sell Service
Time Managemant

Personalize | Fing | &/ First 4 10f

Employment Record Job Title

0 Professor Level 3

Use the Time and Labor Launch Pad page to view which days in the specified month
have payable time, forecasted payable time, reported elapsed time, reported punch
time, exceptions, and recommended actions associated with each exception

The calendar displays payable hours for the month
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You can change the calendar view to display the actual number of payable hours,
forecasted payable hours, reported elapsed hours, reported punch hours, or scheduled
hours that have been reported for each day

You can also click the day to view the time reporting details that exist for that day

A

——t 4

New Window | Help | Personalize Page | £

'l

Time and Labor Launch Pad

Luke Skywalker Employes ID 0700034
Professor Level 3 Forecasted Payable Hours

“Month [03 - March >l [ &

Selection In View Reported Hours

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5
L 7 8 9 10 11 12
13 14 15 16 17 18 19
20 7oo] 24| vo0 22 voo 23 o0 24 700 25 26
P P P P P

v . T e UMM P o mabeyte S DTSR T o MIR oSl T o AW GmimE T o e des LENAR Laund) e

FLORIDA A N —- =3
b =y 15 =D
New Window | Help | Personatize Page | T

Time Details For 03/24/2016

Luke Skywalker Employee ID 0700034
Professor Lavel 3 Empl Record 0
Previous Day [Nexd Dy}
Reported Punched Time
Cuantity Punch Type Punch Date and Time Thne Zome Time Reporting Code
7.000In 022472016 B 00AM EST Requiar
Out 03242016 4.00PM EST Regular
Forecast Payable Time

Forecasted Payable Time

CQuantity Type Time Reporting Code Estimated Gross Currency Code

Links | ~ Go

Return 1o Calendar
Return 1o Select Empioyee
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Click the Forecast Payable Time button to start the Forecasted Payable Time process,
which calculates forecasted payable time for the employee. When you are done click on

the Return to Calendar link.

v RO Y 5 g SUn STYES T 5

FLORIDA

Time Details For 03/24/2016
Luke Skywalker
Professor Level 3

Previous Day
Reported Punched Time

Cuantity Punch Type Punch Date and Tame Time: Zone
7.00In 03242016 900AM EST
Out 03242016 400PM EST

-orecast me

Forecasted Payable Time

Cuantity Type Tume Reporting Code

Links | 3| Go

TR AT YRR MRS Y ¢ PRI SRS LA LSl e

ot | = EE
= s =

New Window | Help | Personalze Page | T8

Employee ID 0700034
Empl Record 0

Time Reportmg Code

Estsmated Gross Currency Code
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Payable Time Summary

Log into MyFSCJ using your FSCJ logon ID and password

felcome to myFSCJ!

® Colege § webstes offer vaiable RitAmaton kor fiure and current stucents. The folowing Inks wil drect you 15 SOMe of Te MOSE FEQUESIAT MESOUFTES:

Click the My Manager Tasks button

ra v

o Vader, Darth v

Resources Heilp Center

My Requisitions -

My Manager Tasks - My Pay ~ My Time -~

My Benefits ~

My Career -

Test Alert - This alert has been issued o test funclionality for issuing alerts to all employees

Sunday, April 10, 2016

No events found for the date range

Calendar Filters

B Class Schedule
[ FSCJ Calendar

Upcoming Holiday Schedule Leave Balance

Holiday

Date
Cnllens Nesinnated Holiday

NRE-Mav-1R
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Choose the Payable Time Summary link

A

FLORIDA

My Requisifions - My Manager Tasks « My Pay - My Time - My Benefits « My Career =

-~
Test Alert - This alerl has been iss awnch Fad
Monday, April 18, 2016
No events found for the date ran .
k 55 Schedule
=J Calendar
e
Click the Look up Time Reporter Group (Alt+5) button
Favories ~ Nam Menu = % JDashboards » > Empioyee Dashboard Menu » > My Manager Tasks » > Time Management = »  View Teme = > Payable Time

FLORIDA

My Requisitions ~ My Manager Tasks « My Pay - My Time - My Benefils ~ My Career

= = =
=¥ K= =
= I35 =0
New Window | Help | Personaiize Page | 55
Payable Time Summary
Select Employee
+ Employee Selection
Employee Selection Criteria Get Employees
Sedecton Criteron Selection Critencn Valoe
Clear Criteria
Tine Reporter Group
Save Critera
Empioyes 10
Empi Record
Last Name
First Name
Busness Unit
Department

Supervesor 1D

popprprrrA

Refresh Timesheet

Start Date 04122016 [ End Date 04182018 -

Employees For Darth Vader Parsonaice | Find | T First v

< >
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Click on the time reporter group you wish to view

mployees Resources Help Cenier

Iy Requisitions ~ My Manager Tasks ~ My Pay ~ My Time ~ My Benefits ~ My Career -

Look Up Time Reporter Group x
Help Jw Window | Help | Persor
nmary Search by: |Time Reporter Group begins with
ree .
= LookUp || Cancel | Advanced Lookup

it 348 |
'on Criteria Search Results

g View 100 First ‘& 101 W Last

Time Reporter Group Group Type Indicator Description

P E Dynamic POS#013003

s T o |

i -

[

Click the Get Employees button

Fatvonitiss + v #lu - Menu~ 3 MyManages Tasks » 5 Time Manogement View Time + 5 Payable Time

B2 vader, Danh v

Employees Resources Help Cenler

My Requisilions - My Manager Tasks « My Pay - My Time = My Benelits « My Carcer ~

il [~ =]
= & =
Mew Window | Help | Pessonasize Page | 5
Payable Tomwe Sumimeny s
Select Employee

+ Employe

Employee § I Gel Emplayess I

Seleetinn Criterion Selection Criterion Valiue
Clear Crileria
Time Reporter Growp pras ®

Save Criteria
Ernpleyes: 10
Empt Record
Lt Mannes
First Name
Business Unit

Department

L L ppRpLpLE

Supervisar 1D

Helresh Timesheet

Start Date D4/122016 |0 Cnd Date 4122018 L

Employees For Darth Vader Prersomalize | Find | o Fiist |

< >

Use the Payable Time Summary page to view the details of an employee's payable time
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Seven days of information is displayed by default. Various values for Start Date and

End Date can be entered; however, the End Date cannot exceed Start Date by more than
31 days

Favorites~ | MainMenu ~ ¢ 3D - > D Menuw > My Manager Tasks v > Time Management~ > View Time~ » Payable Time
my.fscj.edu 8 vader, Darth v
Resources Help Center
FLORIDA My Requisitions « My Manager Tasks « My Pay = My Time - My Benefils ~ My Career =
FCOLLEGE ¥
? I
=iy
= & =l
Business Unit Q
- A~
Department Q,
Supervisor 1D Q
Refresh Timesheet
Start Date [D4/12/2016 |5 End Date |04/18/2016 o,
Employees For Darth Vader Personaiize | Find | 2/ First
Time Reporters | Demographics | [F=5
Last Name First Name Employee ID Fmployment. Jab Titie A e o B proer) Denied Hours Excep
Amidala Padme 0700037 0 NC CWS On Campus 0.000000 0.000000 0.000000
E3 Chew 0700031 0 Student Success Advisor | 0.000000 0000000  0.000000
Organa Princess 0700028 0 Data Processing Coord 0.000000 0.000000 0.000000
Peach Seethree 700030 0 Budget Anaiyst 0.000000 0.000000 0.000000
Skywalker Luke 0700034 0 Professor Level 3 0.000000 0.000000 0.000000
Solo Han 0700035 0 PSV WLU Adjunct 0.000000 0.000000 0.000000
Manager Self Service
Time Management
~
< >
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Click the Next Week link

Employees Resources Help Center

FLORIDA

Payable Time Summary

Retumn to Select Employee

My Requisitions = My Manager Tasks My Pay - My Time »

Chew Bacca Employee ID 0700031
Student Success Advisor | Employment Record 0
Actions~

Start Date 04/12/2016 |5 % Previous Week =

End Date 04/18/2016 Next Employee
Payable Time From 04/12/2016 To 04/18/2016 2
Time

Total Tue Wed

Reporting Description Quantity TYPE 4113 it
Code
REGLR Regular 11.00 Hours
Detail Page

My Benefits =

Thu
414

Favorites ~ | Main Menu v“"!:\lr‘ boards ~ > C Dashboard Menu~ > My Manager Tasks + > Time Management = >

My Career =

Fri
415

Sat
416

View Time ~ >

Payabile Time

Vader, Darth W

Mew Window | Help | Personalize Page | =

Sun
AMT

418

11.00

Click the Return to Select Employee link
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Payable Time Detail (NOT AVAILABLE)

Compensatory Time
Log into MyFSCJ using your FSCJ logon ID and password

felcome to myFSCJ!

# College's websies offer vaiuable inlormasion for future and current stucents. The Tolowing inks Wil Grect you 15 SOMe of The MOS! MEqUESISd MEsoURTes:

Click the My Manager Tasks button

[V Resources  Help Center

FLO "‘“,'H' My Requisitions - My Manager Tasks - My Pay ~ My Time -~ My Benefils ~ My Career -

Test Alert - This alert has been issued 1o test functionality for issuing alerts to all employees

Sunday, April 10, 2016

No events found for the date range Calendar Filters

Class Schedule
[0 FSCJ Calendar

Upcoming Holiday Schedule Leave Balance
Holiday Date
Collene Nesinnated Holidawy NR-Mav-16
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Choose the Compensatory Time link

0 Use the Select Employee section to specify filter values to return the list of
employees for whom you want to view information

Favortes + | Main Menu =

my_fscj.edu

2 vader, Darth v

}A’ Resources Help Center
# ‘d
3
My Requisitions ~ My Manager Tasks - My Career ~
F 1
=ty
= & =
Time and Labor ~
Test Alert - This alert has been iss ~ Launch Pad

Payable Time
Summary

Monday, April 18, 2016 Payable Time
Detail

No events found for the date ran  JCompensatory )
o iar Filters
me
Absence Request
History 55 Schedule
Absence Balances =J Calendar

v
Upcoming Holiday Schedule Leave Balance
Holiday Date
College Designated Holiday D6-May-16
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Click the Employee ID field and entered the desired information

Favorites~ | MainMenu ~ » FSCJD ~ » Employee D

Menu~ > My Manager Tasks ~ > Time Management ~ > View Time~ > Payabl
my.fscj.edu

8  vader, Darth v

Resources Help Center

.() D My Requisitions = My Manager Tasks « My Pay = My Time = My Benefits « My Career =
F I
—in
= = =l
New Window | Help | Personalize Page | =

Compensatory Time

Select Employee

w Employee Selection

Employee Selection Criteria 1 Get Employees | |

Selection Criterion Selection Criterion Value

Clear Criteria
Time Reporter Group Q
_— Save Critenia

Employee 1D 0700031 Q)

Empl Record Q

Last Name Q

First Name Q

Business Unit @

Department Q

Supervisor 1D Q

Employees For Darth Vader Personalize | Find | View All | LED] First ‘&' 1of1 & Last

Plan Participant Demographics | =%
Last Mame First Name Employee D o B 1op Title Comp Time Off Plan  Description -
<

Click the Get Employees button
Click the appropriate employees link

0 Use the Compensatory Time page to view compensatory time balance for
an employee. Compensatory time does not expire
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Employees

» FSCJ Dashboards +

Resources

3

Employee Dashboard Menu ~ > My Manager Tasks » > Time Management ~ > View Time~ > Payabl

8 vader, Darth v

Help Center

FLORIDA

My Requisitions My Manager Tasks - My Pay ~ My Time ~ My Benefits ~ My Career -
1
=i
= = H
New Window | Help | Personalize Page | [
Compensatory Time
Select Employee
w Employee Selection
Employee Selection Criteria I Get Employees i
Selection Criterion Selection Criterion Value
- Clear Criteria
Time Reporter Group =¥
i Save Critena
Employee ID 0700031 o,
Empl Record Q
Last Name @
First Name aQ
Business Unit i3
Department Q
Supervisor ID X
Employees For Darth Vader Personalize | Find | View All | 41 First ‘&' 1of1 “»' Last
Plan Partici || Demo |
Last Name First Name Employee D EMP! jop Tite Comp Time Off Plan  Descripfion
Chew 0700031 0 Student Success Advisor | COMPPLAN FSCJ Comptime Plan
>
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Absence Request History
Log into MyFSCJ using your FSCJ logon ID and password

Welcome to myFSCJ!

rial In 2a e B Sreamiine pur processes. A dulents, tacuty

F Members ane now using ne CENMAKNd DIOQRAM 10 MOrovE DUF Incionay. Donesses

fée pian s manage tn IhHOUGA dagees pregrans o theily AR et § il Berianine biseeat fractes by

500 MEIORSHETY aNd (1l 10 Pl Yot b SUCCRLSA - whether 1 0L aest r A NgPer sUCASHN 0 i oo dally work inctons - and know myFSC1 i A geea’ 1ol el pou da 2

Srudent and Employes Sigs-on

The Colizge's websites offer valuable infarmation for future and current students, The fellowing Inks wil direet you 1o some of the mast requestad resourcas:

Click the My Manager Tasks button

Favorites ~ ‘ Main Menu -

my.fscj.edu

8 vader, Darth v

Resources Help Center

= ke My Requisitions - My Manager Tasks ~ My Pay ~

My Time ~ My Benefits - My Career ~

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees

sunday, April 10, 2016

No events found for the date range.

Calendar Filters

] Class Schedule
[] FsSCJ Calendar

Upcoming Holiday Schedule Leave Balance

Holiday

Date
College Designated Holiday

06-May-16 M
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Choose the Absence Request History link

y _* Resources Help Center

?l.,fI)R”:]ﬁ My Requisitions ~ My Manager Tasks « My Pay = My Time - My Benefits « My Career «

Time and Labor -
Test Alerl - This alert has been iss  Launch Pad

Payable Time
Summary

Monday, April 18, 2016 Payable Time
Detail

No events found for the date ran  Compensatory
Time

iar Filters

|Absence Request
History 55 Schedule

>J Calendar

Absence Balances

e Select the employee record to be reviewed and click on the Select button
0 The Absence Request History page displays the absence history specified
by the date range indicated in the From and Through fields. The dates can
be modified as necessary

Resources Help Center

SRS
FLORIDA My Requisitions ~ My Manager Tasks ~ My Pay ~ My Time « My Benefits ~ My Career ~

Absence Request History

Employee Selection Criteria
Select the employee you'll be working with. You can initiate transactions only for employees who reported to you as of the date you entered on this page.

As Of Date 041182016 | | Refresh Employees
Find Employ
Darth Vader's employees Personaiize | &7 First ‘4 16016 &/ La
Select Name Empl 1D Job Empl Status HR Status Position
[ Select Chew Bacca o7D0031 0 Active Active 033089
| select Han Solo 0700035 0 Active Active
Luke Skywalker 0700034 0 Active Active 047101
| select Padme Amidala 0700037 0 Active Active 193500
[ Select Princess Crgana 0700028 0 Active Active 061201
| select Seethree Peach 700030 0 Active Active 021104

e Click the appropriate absence link and click the scrollbar
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Absence Balances
Log into MyFSCJ using your FSCJ logon ID and password

Click the My Manager Tasks Dropdown

Favorites » | Main Menu +

my.fscj.edu o z Vader, Darth

A Employees Resources Help Center

FLORI \ My Requisitions = My Manager Tasks « My Pay - My Time - My Benefits - My Career -

Test Alert - This alert has been issued to test functionality for issuing alerts to all employees

Monday, April 18, 2018

Mo events found for the date range. Calendar Filters

] Class Schedule
[[] FSCJ Calendar

Upcoming Holiday Schedule Leave Balance

Holiday Date

College Designated Holiday 06-May-16

Choose the Absence Balances link
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Favorites « Main Menu -

my fscj.edu =2 8 vader, Dath v

Resources Help Center

.I "’,RID A My Requisitions ~ My Manager Tasks - My Pay - My Time - My Benefits - My Career -

Time and Labor ~
Test Alert - This alert has beeniss  Launch Pad
Payable Time
Summary
Monday, April 18, 2018 Payable Time
Detail
No events found for the date ran  Compensatory .
Time iar Filters
ime
Absence Request
History 55 Schedule
W
Upcoming Holiday Schedule Leave Balance
Holiday Date
College Designated Holiday 06-May-16 ™

e Select the employee record to be reviewed and click on the Select button
0 Use the View Absence Balances page to view current absence entitlement
balances. Current balances do not reflect absence requests that have not
been processed by Payroll
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Vader, Darth v

Employees Resources Help Center

My Requisitions - My Manager Tasks - My Pay - My Time - My Benefits - My Career -

? bl
= &
View Absence Balances
Employee Selection Criteria
Select the employee you'll be working wilth. You can initiate transaclions only for employees who reported lo you as of the dale you entered on this page.
As Of Date 04/18/2016 |[5] [ Refresh Employees
Find Employ
Darth Vader's employees Personalize | (2 First ‘4 1-6of6 ‘&' La:
Name Emgpl ID Job Empl Status HR Status Position
Chew Bacca 0700031 0 Active Active 033089
Han Solo 0700035 ] Active Active
Luke Skywalker 0700034 0 Active Active 047101
Padme Amidala 0700037 U] Active Active 193500
Princess Organa 0700028 0 Active Active 061291
Seethree Peach 700030 0 Active Active 021104
< >
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~ > Al Time and Excepl

Favorites - | Main Menu ~ > FSCJD ds~ > E D d Menu~ > My Manager Tasks -~ > Time

my fscj edu Vader, Darth
Resources Help Center

FLORIDA My Requisitions ~ My Manager Tasks ~ My Pay - My Time - My Benefits - My Career -

View Absence Balances

Luke Skywalker
Professor Level 3

w Instructions
“iew current absence entitlement balances. Cument balances do not reflect absence requests that have not been

i
processed by payroll. For more details please contact your absence administrator

Ab Entitl Personalize |

Current Balances

Entitiement Name

Balance as of 02/2%/2016 From To Accrual Period

Sick Leave Balance 208.00 Hours 01/01/2016 12/31/2016 Year to Date

Sick Leave Personal Balance 32 00 Hours 01/01/2016 12/31/2016 Year to Date

GoTo Forecast Balance
Return to Direct Reports

A

Click the Forecast Balance link

Use the Forecast Balance page to forecast your leave balance through a certain and by

the absence name (type)

Employees Resources Help Center

FLORIDA My Requisitions - My Manager Tasks « My Pay -~ My Time - My Benefits - My Career -

View Absence Balances

Luke Skywalker
Professor Lavel 3

* Instructions
View current absence enlitiement balances. Cument balances do not reflect absence requests thal have not been

processed by payroll. For more details please contact your absence administrator.
Absence Entitlement Balances Personalize | (2]
| current Batances |

Entitlernent Name Balance as of 02/29/2016 From To Accrual Period

Sick Leave Balance 208.00 Hours 01/01/2016  12/31/2016 Year to Date

Sick Leave Personal Balance  32.00 Hours 01/01/2016 12/31/2016 Year to Date

Go To
Return to Direct Reporis
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Click the Absence Name list

Favorites » | Main Menu +

my.fscj.edu 8 vader, Darth v

Employees Resources Help Center

: My Requisitions - My Manager Tasks - My Pay - My Time - My Benefits - My Career -

View Absence Balances

Luke Skywalker
Professor Level 3

* Instructions

View current absence entitiement balances. Current balances do not reflect absence requests that have not been
processed by payroll. For more details please contact your absence administrator.

Absence Entitlement Balances Personalize | (2]
Current Balances | =»
Entitlerment Name Balance as of 0229/2016 From To Accrual Period
Sick Leave Balance 2048.00 Hours 01/01/2016 1273172016 Year to Date
Sick Leave Personal Balance  32.00 Hours 01/01/2016 1273172016 Year to Date
Go To

Return to Direct Reporis

Click the appropriate absence list item

8 vader, Dartth v

Employees Resources Heip Center

: My Requisitions - My Manager Tasks - My Pay - My Time - My Benefits - My Career -

? o
& =l
View Absence Balances

Forecast Balance

Luke Skywalker
Enter As of Date and Absence Name. Then select the Forecast Balance button.

Forecast Balance

As of Date 04/18/2016 5]

_ Bereavement
Filter by Type |Court / Jury Duty
Leave Without Pay

*Absence Name

ck Leave Persona
Return to View Absence Balgsick Receive from Fool

* Required Field Workers Comp
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Click the Forecast Balance button

The Forecast Balance Details section displays for this employee the forecast element
(XXX Leave) and the Value of (XXX) hours

View Absence Balances

Forecast Balance
Luke Skywalker

Enter As of Date and Absence Name. Then select the Forecast Balance button.

Forecast Balance

As of Date [04/18/2016 |5

Filter by Type [Al ]
*Absence Name |Sick Current Balance 208.00 Hours™
Completed Successfully!
[ Forecast Balance ]
Forecast Balance Details Personalize | (7]
| Forecast Resuits || Accumulator Resurs | [0
Absence Name Forecast Element Value
Sick Sick Leave Balance 224.00
Sick Sick Leave Take 0.00
Sick Non Compensatory Balance 0.00

Page 63



	Manage Schedules
	Assign Work Schedule – Quick Guide

	Approve Time and Exceptions
	Payable Time – Quick Guide
	Exceptions – Quick Guide
	Absence Requests – Quick Guide

	Report Time
	Timesheet – Quick Guide
	Absence Request – Quick Guide

	View Time
	Monthly Time Calendar – Quick Guide
	Weekly Time Calendar – Quick Guide
	Daily Time Calendar – Quick Guide
	Time and Labor Launch Pad – Quick Guide
	Payable Time Summary – Quick Guide
	Payable Time Detail (NOT AVAILABLE)
	Compensatory Time – Quick Guide
	Absence Request History – Quick Guide
	Absence Balances – Quick Guide

	Manage Schedules
	Assign Work Schedule – Detailed Guide

	Approve Time and Exceptions
	Payable Time – Detailed Guide
	Exceptions Detailed Guide
	Absence Requests – Detailed Guide

	Report Time
	Timesheet – Detailed Guide
	Absence Request – Detailed Guide

	View Time
	Monthly Time Calendar – Detailed Guide
	Weekly Time Calendar
	Daily Time Calendar
	Time and Labor Launch Pad
	Payable Time Summary
	Payable Time Detail (NOT AVAILABLE)
	Compensatory Time
	Absence Request History
	Absence Balances


