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Welcome to EmpCenter

EmpCenter is SDSU Research Foundation’s web-based time reporting
system that automates and standardizes the time collection and approval
processes.

For the pay period starting May 16™, employees will no longer receive
paper time sheets and will start using EmpCenter to record their time.

Employees must submit their EmpCenter timesheets to their supervisors for
approval by June 1st to receive a paycheck on the June 10t pay date.

The system can be accessed through your work station, your personal
computer, or a mobile device.
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After this training, you will be

able to:

@

Log in to EmpCenter and navigate through the system.

(©)]

Prepare, save, and submit your time sheet.

O]

Review your leave balances.

@

Submit Time-Off Requests (TORs).
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Let’s Get Started

Logging In

Lenter
s San Diego State Univer sity Resear ch Foundation

San Diego State University Research Foundation

user 10

R+RedD mmmm) .
Temp Password is

[ Login | arc Yo Basrens Your R+ Red ID

Users will have access to EmpCenter on May 16t

The first time you log in you will be prompted to
create a new password
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From the Foundation’s website — click on the EmpCenter logon
Enter your User ID which is an uppercase “R” and your Red ID

Your temporary password will be the same as your user ID. (uppercase “R” and your
Red ID)

You will be prompted to create a unique password which must be a minimum of 10
digits and contain a combination of upper and lower case characters, numbers and
special characters.



Employee Dashboard

= @ vome @ tew ~

Employee Dashboard
= . My Bank Balances
\) TIESENTY % bl Personal Holiday 0.00 Hours
Sick 116.50 Hours
) Enter My Hours EmpCenter Resources Vacation 348.40 Hours
My Time Off Requests

d Reports 12| Schedules

lad View Reports # My Time Off

SECONDARY BLOCKS
i-[ Settings
@ Chanage My Password
PRIMARY BLOCKS
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When you log into EmpCenter, you will be taken to your Employee Dashboard. This is
the main screen and starting point.

Your Employee Dashboard consists of 4 primary blocks: Time Entry, Reports, Resources,
Schedules and Settings.
* Inthe Time Entry block you can view, enter or update your timesheet data
* Inthe Reports block you can access general reports to view timesheet
information for a certain period or periods
* The Resources block will link you to the Research Foundation’s EmpCenter
Resources page
* Inthe Schedules block you can Submit time off requests, track the status of your
requests, and view the history of past requests.
¢ Inthe Settings block you may choose to change your password.

The Dashboard also includes 2 secondary blocks which enable you to view your leave
balances and time off requests

Other information available on your dashboard includes your name, position number
and your supervisor’s name



Accessing your Timesheet

< Center @ » He
- 980 @ Employee Dashboard

My Bank Balances

® Time Entry % Resources Personal Holiday 0.00 Hours
Sick 0.00 Hours

-) Enter My Hours EmpCenter Resources Vacation 0.00 Hours

My Time Off Requests

d Reports 12| Schedules

@ ViewReports % My Time Off
Select “Enter My Hours” under
(R wetinge “Time Entry” to open your time
@ Change MyPassword Sheet

..I
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To open your timesheet, select the Enter My Hours link from the Time Entry block on your
dashboard.



“Enter My Hours”

for multiple job assignments

San Diego State University Research Foundation

Can change to
“ABC Project”

® Choose an Assignme
Click on the

e TC9954 Research Spec | 5683A300 (TC995400-876543211
position to —e

5 TC999 Enerar nesistant 01018 - 00 (TC999700-876543211)
bring up your

time sheet

TC9997 General Assistant 0101B - 01 (TC999701-876543211

If you have more than one paper timesheet you will have multiple
EmpCenter timesheets.

SDSURF can label each timesheet so employees can easily identify each

job

Naming standards will apply SAN DIEGO STATE

Research Foundation

If you have more than one job assignment and currently receive multiple paper
timesheets you will have multiple timesheets in EmpCenter.

When you click on “Enter My Hours” you will be prompted to choose the timesheet for
the job that you want to log hours.

Timesheet labels can be created for each of your jobs so you can easily tell which
timesheet to select to enter your hours.

Once you’ve selected an assignment the appropriate timesheet will be opened and you
can enter your time. You will also have the ability to toggle between timesheets in the
Time Entry window.



Navigating in your time sheet

My Time Entry: Hourly, Helen (RED ID: 899111111) Job: TC999700, Hours per Day = 8.00, Supervisor: Sally Supervisor

L
&i 03/16/2014-03/31/2014 | H)HSM @ suomt || ore »

—‘-'-——-—_———__-—.—
Time Entry

M TWTFS SHTWTFS SH "
Mar 16, 2014 Al
161718192021 22/(23 2425 26 27 2829 3031 --5““”'““%

Sun Mon Tue Vied Thu Sat

Fam fnda FAN3/21 fommente  AfTRac.. Tatal

Top of the time entry screen shows employee information, job and supervisor
Click on the “home” icon” to return to your dashboard

EmpCenter opens the time sheet for the current pay period

The lower portion of the time sheet tabs to display warning messages, the
fund(s) the job is paid from and employee leave balances SASB{fﬁ?s]STT?"
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When you log in, EmpCenter will open the timesheet for the current pay period.

Your employee information, job classification, hours per day and supervisor’s name will
be displayed at the top of the time entry window.

You can view past or future pay periods by clicking on the blue arrows or by clicking on
the calendar icon and selecting the date.

Click on “Home” to return to your dashboard.

We will review the lower portion of the timesheet in detail later in the presentation.



Navigating in your time sheet

Time Entry

IlM TW T FS SMTWTTFS S M

Mar 16, 2014 [Vshow w
16 17 18 19 20 21 22 |23 24 25 26 27 28 29 |30 31 Show All Weeks

Eamn Code

Sun Mon Tue T Thu sat
o B e v B Fri03/21 e Comments  ACT Cas... Total
0.00 o0.00 o0.00 0.00 0.00 o0.00 0.00 0.00
Sun wed - . sat
03/23 03/24 03/25 03/26 03/27 G OXED 03/29 CZneD LG
0.00 0.00 0.00 0.00 0.00 o0.00 0.00 0.00
Sun Mon
Eam Code T a7 Comments  ACTCas... Total
©l=) Please select
0.00 0.00 0.00

Check the “Show all weeks” box to display all weeks for the pay period
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The first time you open your timesheet only the first week of the pay period will be
displayed.

You can view all weeks in the pay period by checking the “show all weeks” box at the
top of the timesheet.



Non-Exempt (hourly) employees

< jsLenter @

My Time Entry: Hourly, Helen (RED ID: 89911111 Job: TC999700, Bours per Day = 8.00, Supervisor: Sally Supervisor
4 03/16/2014-03/31/2014 [ B ‘ b save | | & submi || More -

Time Entry |
ElW T W T FS S HTWTE S| SH . 62014 Fshowall week
16 17 18 19/20/21 22| |23 24 25 26 27 28 29 30 31 " o eeks
Farn Cnde Sun Mon Tue Wed Thu

Fa2/21 it fomments  ACT fac.. Total

Your job classification is listed at the top of your time sheet. Non-
Exempt (hourly) employee classifications include those which start

with:
® PT
® RN
® TB,TC,TO, TS . D .
UNIVERSITY

Research Foundation

You can determine if you are a non-exempt (hourly) employee by looking at your job
classification number at the top of the time sheet. (e.g. TC999700)

Classifications that begin with PT, RN, TB, TC, TO and TS are non-exempt (hourly)
positions.



Logging Hours - “in” time

Non-Exempt (hourly) employees

4 02/16/2014 - 02/28/2014 [ D‘ save | | & submit || More -

Time Entry

SMTWTFs sEITWTF .
16 17 1819 20 2122 23 28 25 26 27 28 "0 2% 2014 Lishow All waeks

Sun Tue Wed Thu -
Eam Code 02/23 02/25 02/26 02/27 Fri02/28 Comments ACT Cas... Total

@]+ Work In/Out 0.00

0.00 0.00 0.00 0.00 0.00

Click on “Please Select” down arrow under “Earn Code” and select “Work In/Out”

Enter the time you started work. Note: the system defaults to a.m. so if you
started at 5:00pm append the number with a p or utilize the 24 hour clock. (e.g.
to log in at 2:00pm either enter 2p or 14)

SAN DIEGO STATE
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As a non-exempt (hourly) employee, you will be entering the actual times you arrive at
work, leave and return from your lunch break and leave work for the day on your
timesheet.

Click on the “Please Select” down arrow under the “Earn Code” column and select
“Work In/Out”. Click on the day you want to log your time.

Enter the time you started work. In this example, the employee started work at 7am.
She entered “7” and hit enter — system populated the time in as “7:00 am”.

You should enter your time on a daily basis to ensure your time report has the most
accurate accounting of the hours you’ve worked. If you are unable to enter your time
daily, enter it on the most frequent basis possible. Do not wait until end of the pay
period to log all of your hours or pre-populate all of your time at the beginning of a pay
period.

11



Meal Breaks

Non-Exempt (hourly) employees

"4 02/16/2014 - 02/28/2014 [7) b‘ Save | | @ submi || More ~

Time Entry

5 n7 TWTFES SENTWTF o fopog 2014 [ ohon all weeks

Sun Vied

Eam Code 02/28 0’;‘;‘2‘4 o:‘/';:; 02/26 n;';:r Fri02/28 Comments ACT Cas... Total

41 Work In/Out 07:00 am 0.00
12:00 pm “ .

@w,,“n,o“ @)' Lunch break was from 12:00pm to 12:31pm _,

0.00 0.00 0.00 0.00 0.00 0.00 0.00

Enter the time you leave for your lunch break in the “Out” line on the first row of
the time sheet

When you return from lunch add another row to the time sheet by clicking the
green + sign to the left of the row

Enter the time you return from lunch on the “In” on the second row of the

time sheet SAN DIEGO STATE
UNIVERSITY
Research Foundation

Under California labor laws, if you work more than five hours you must take a
scheduled meal (lunch) break of at least 30 minutes (unpaid). In EmpCenter you will
be entering the time you leave and return for lunch on your timesheet.

Enter the “out time” to reflect the time you leave for lunch and “in time” to reflect
the time returned from lunch.

In this example the employee took her lunch break at 12:00 noon. She returned from
lunch at 12:31pm and entered that into her timesheet.

The employee added a row to her timesheet by clicking on the green “plus” sign to

the left of the timesheet row. She selected “Work In/Out” from the Earn Code drop
down list and entered the time she returned from lunch on the first line of the new

row.
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California Law - Meal and Rest Breaks

Non-Exempt (hourly) employees

A non-exempt (hourly) employee must be given an
opportunity to take a 10 minute paid rest break for every four
(4) hours worked or major fraction thereof

Employees must be provided a 30 minute unpaid meal break
when they work a period of five (5) or more hours per day

If one or more rest breaks are not given, the employee is owed
one hour of pay

The employee is owed one hour of pay if the employee is
unable to take a meal period

SAN DIEGO STATE
UNIVERSITY
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Employees are not required to log the 10 minute rest periods on their timesheets. These
rest periods cannot be combined with meal break to take a longer lunch.
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Logging Hours - “out time”

Non-Exempt (hourly) employees

4 03/16/2014-03/31/2014 [T (| |kl save )@ submt || More ~

Time Entry

Awuwrtwr
19

16 17 18 S SMIWTFS SH Mar16,2014 [[showall weeks

F
20 2122 23 24 25 26 2728 29 30 31

Sun Mon Tue Wed Thu Sat
Eam Code

03/16 03/17 03/18 03/18 03/20 Fri 03/21 03/22 Comments ACT Cas... Total
12:00 pm
@ | Work In/Out 12:31 pm e . 298
- mo,mr Finished work at 3:30pm
0.00 @ 0.00 0.00 0.00 0.00 0.00 7.98

At the end of the day, enter the time you stopped working.

Hit the save button to save your time entries logged for the day.

SAN DIEGO STATE
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At the end of your work day, enter the time you stopped work right under the time you
returned from your lunch break.

Hit the “Save” button. Once the data is saved the system will generate a “Data Saved”
notation and will calculate the total hours worked for the day.

EmpCenter calculates the total hours worked. The total for the day will appear at the

bottom of the column of the entries for the day. Weekly totals by paycode will appear
under the Total column on far right of the timesheet.

Note: this employee will be paid for 7.98 hours vs. 8 hours on 3/17 because she logged
back in from lunch at 12:31pm. Lunch was 31 minutes and is unpaid time.
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Earn Code Options

Non-Exempt (hourly) employees

Additional earn codes are listed on the drop down menu and can be used
to record the following:

Vacation Non Exempt Hourly Time Entry |
Unpaid Leave .
Sick Leave Non Exempt Hourly M TWTVFS S MTW
Personal Holiday Non Exempt Hourly 16 17 /18 19 20 21 22| |23 24 25 26
Make up time (worked)
* Make up time (out) Earn Code
+Jury/Witness Duty Non-Exempt Hourly
Holiday Worked Non Exempt Hourly @ | | |Please Select =>
Hourly Hours Banked 0 Q l
Bereavement Leave Non Exempt Hourly

Note: Not all options shown above are available for every employee
Only TB, RN & PT non-exempt/hourly job classifications earn paid time off

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. In addition to the “Work In/Out” Earn Code there are several options listed on the drop
down menu (accessed by clicking on down arrow) under the Earn Code column that you
can use to record time.

2. You will only see the options available for your employee classification
on the drop down menu.



Reporting paid time off

Non-Exempt (hourly) employees - TB, RN, PT

| Time Entry ]

suTwIHs suTwTF S M Mar21,2014 ¥
16 17 18 19 20 2122 2324252627 2829 3031 Show All Weeks

Earn Code o:::r;s o';ril? %T‘I;:s n!’ffg n;',rzln Fri 03/21 nas;;z Comments ACTCas...  Total
@ v Work In/Out 07:00 am 07:30 am 07:00 am 0.00
12:00 pm 12:00 pm 12:00 pm
)| Work In/Out 12:31 pm 12:31 pm 12:31 pm 0.00
03:30 pm 04:00 pm 03:30 pm
) v| Vacation Non Exempt Hour £.00 0.00
0 v Personal Holiday Non Exer 8.00

t 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

For those hourly/non-exempt employees whose job classifications
include paid time off, the time off can be logged by:

Click on the green “plus” symbol to add a row to the time sheet

Select the earn code from the drop down menu
SAN DIEGO STATE
. UNIVERSITY
Log the total hours on the appropriate day Research Foundation

If your SDSURF appointment is one which includes paid time off (e.g. vacation, sick
leave, etc.) you must report the hours taken each day during the pay period.

To record time off, click on the green “plus” sign to create a new row in your timesheet.

Choose the applicable earn code from the drop down menu and enter the number of
hours for the day. Enter time off in “elapsed hours” rather than actual “in/out” times.

This employee recorded 8 hours of vacation on 3/18 and 8 hours of personal holiday on
3/20
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Reporting paid time off: partial days

Non-Exempt (hourly) employees - TB, RN, PT

4 03/16/2014-03/31/2014 [ | ‘a ) submi || More ~

Time Entry
sHMIIWTFS SHTWTFS sH . V
16 17 18 13120 21 22 |23 24 25 26 27 2829 30 31 " F 182014 Lishow All Weeks
Sun Mon Tue Wed Thu . Sat

Earn Code 03/16 03/17 03/18 03/19 03/20 Fri 03721 03/22 Comments ACT Cas... Total
é Work In/Qut 07:00 am 07:00 am N
eIl 12:00pm  11:003m Enter In/Out times for hours worked
0 v | Work In/Out 12:30 pm

03:30pm

()] Vacation Non Exempt Hour Enter number of vacation hours

Enter the actual time your started work and the actual time you stopped
work for the day using the “Work In/Out” earn codes
Add a row to the time sheet and select the earn code
Enter the number of number of hours used for the day and “save”

SAN DIEGO STATE
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Employees can also log paid time off for partial days.

In this example, the employee worked from 7am to 11am and took 4 hours of vacation
for the rest of the workday. The employee entered the time she started work and the
time she stopped work for the day.

The employee added a row to her timesheet, selected the “Vacation” earn code and
recorded 4 hours to reflect her afternoon off and hit “Save”.

When the employee finishes entering her time and saves, EmpCenter will calculate the
total hours for the day for each earn code.



California Labor Law - Overtime

Non-Exempt (hourly) employees

Employees will be paid at 1.5 times their regular rate of pay for:

v All hours worked in excess of eight hours up to and including 12 hours in
any work day

v The first 8 hours worked on the seventh consecutive day worked in a single
work week

v Double the employee’s regular rate of pay for all hours worked in excess of
12 hours in any work day

Weekly Overtime: Employees will be paid at 1.5 times the employee’s rate of
pay for all hours worked beyond 40 straight time hours in a work week

SAN DIEGO STATE
UNIVERSITY
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Overtime in EmpCenter

Non-Exempt (hourly) employees

|¢ 03/01/2014 - 03/15/2014 () Dl k save | | @ submt || More -

Time Entry

s
1

N?

M TWTF
3 4 5 6 7

® 0
o n
z
[~
£
-
-
»

20]12]12|13]1315 Mar 11, 2014 Show All weeks

Earn Cod Sun Mon ) Tue Wed Thu Sat

03/09 03/10 03/11 03/12 03/13 L s 03/15 COmEnaDEE LG
@©)[v) Please Select
@) | Work In/Out 06:00 am 5.00
11:00 am . 3
O ok nowt 11308 Indicates exception message 550
05:00 pm
0.00 10.50 0.00 0.00 0.00 0.00 0.00 10.50

Employees should log actual “In/Out” times for the day and “Save”
EmpCenter will automatically calculate the hours worked for the day

A Yellow “Pin” will appear on the timesheet to designate overtime hours worked

SAN DIEGO STATE
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EmpCenter calculates the total number of hours worked each day based on the “Work
In/Out” times logged by the employee.

If an employee is required to work overtime hours, he/she only needs to record their
actual in/out times. EmpCenter will automatically calculate the overtime hours for any
hours worked in excess of 8 per day.

An exception message appears on the timesheet on the day the overtime hours were
worked to note total hours for the day exceeded 8.

Employees should obtain the approval of their supervisor prior to working any over
time hours.



Overtime in EmpCenter

Non-Exempt (hourly) employees

Check the “Exceptions” tab at the bottom portion of the time sheet for
information

Your supervisor will review these exception messages when approving your
time sheet

EE H;had@ quense Dwsmbutrgﬁ

Date Exception Message

Mon 04/14 Daily hours (10) exceeds the standard daily hours (2).

SAN DIEGO STATE
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1. The “Pin icon” on the timesheet indicates that a conflict exists between what the
employee entered on the timesheet and the system rules under which the timesheet in
processed. In this example, the pin was generated because the employee worked more
than 8 hours in one day.

2. The Exceptions tab on the lower portion on the timecard provides detailed information
on the exception including the date and a message describing the problem.

3. In this example, the employee worked overtime on 4/14 . The Message : “Daily hours
(10) exceed the standard daily hours (2)” indicates 2 hours of overtime was worked.
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Exempt Employees

S Center @ tome ® Help ~

My Time Entry: Salaried, Sam (RED ID: 819191919) 8gb: RE995400, Jburs per Day = 8.00, Supervisor: Sally Supervisor

Your job classification is listed at the top of your time sheet.
Exempt employee classifications include those which start with:

® 00
® SE

® RE,RM, RA

SAN DIEGO STATE
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1. You can determine if you are an exempt employee by looking at your job classification
number at the top of the time sheet. (e.g. RE995400)

2. Classifications that begin with OO, SE, RE, RM and RA are exempt positions.
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bn| @ 02/16/2014 - 0272872014 [T B | |k Save | @ Suomt | Morex —

Time Entry

Exception Time Options

M TWwWTFES s

Fi v
16 17,18 19 20 21 22 23 eb 16, 2014 ¥ighow All Weeks

[ M TWTFS SMTWT |
sun Mon Tue Wed Tha {16 17 18 19 20 21 22 23 24 25 26 27 2 e
02/16 02/17 0z/18 02/19 02/20

Sy

Eam Code 02/

0.00 0.00 0.00 0.00 0.00

Exempt employees log exception time

Vacation Exempt

On|\/. 1 Unpaid Leave Su
‘Sml: Leave Exempt 02/
O ¥ |Personal Holiday Exempt
Click on “Please Select” down arrow Jury/Witness Duty Exempe
“ ” ‘Holldny Worked Exempt
under “Earn Code. Holiday Off
Bereavement Leave Exempt
This will provide the list of exceptions E

that can be logged.

SAN DIEGO STATE
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Exempt employees are only required to log exceptions such as vacation or sick leave on
their time sheet.

To log an exception, click on the arrow in the Earn Code column to select the type of
time needed from the list of options available on the menu.



1.

2.

Completing your time sheet

Exempt employees

SMTWELE S 'S M TWTF o0 0010 Wepay alecks

Eam Code n:l/";n n'mr n;';.‘” n\gffg nmn Fri 02/21 Sat  Comments ACTCas.. Total
() | Sick Leave Exempe 200 E Enter sick leave 000
‘a v Vacation Exempt 8.00 hOUI‘S fOI‘ 2/20 000
0 v | Personal Holiday Exempt 4,00 0.00

f 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

After selecting your earn code you will be able to log the hours for the exceptions.

To report hours for a different earn code, click the green “plus” sign at the front of a row
to add another row to your time sheet.

Select the appropriate earn code and add the hours to your time sheet.

SAN DIEGO STATE
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Enter the number of hours on the appropriate day.

Exempt employees must enter exceptions in full or half day increments based on your
FTE. (e.g. A 100% FTE employee would enter exception time as either 4 or 8 hours).
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Completing your time sheet

Exempt employees

4 02/16/2014 - 02/28/2014 (71 DG kA save| Y2 submt | more -

Time Entry

BiM TWTFS SMTWTEF @
16 17 18 19 20 21 22 23 24 25 26 27 28 o 192019 show All Waeks

Eam Code

o?/-;n n';:'l‘, u;‘;'“ u‘;’,‘:‘, 0121/“;0 Fri02/21 of?zz Comments ACTCas... Total
o-

O~ Personal Holiday Exempt 4,00 4.00
@+ Sick Leave Exempt .00 2.00
)+ Vacation Exempt 8.00 2.00
0.00 8.00 2.00 4.00 0.00 0.00 0.00 20.00

Eam Code 02‘;’2‘3 nz;;‘q n;‘;‘zs o"z’;:. J;‘;, Fri 02/28 Comments ACT Cas... Total

Q- Please Select 0.00

0.00 0.00 0.00 0.00 0.00 0.00 0.00

Hit the “Save” button to save the time logged in your time sheet.

A “Data Saved” notation will appear to show that the information has been
retained.

SAN DIEGO STATE
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1. When you have completed your time sheet, hit the “Save” button.

2. EmpCenter will display a “Data Saved” message to confirm your entries.



Exception Messages

All employees

The “Exceptions” area at the bottom of the time sheet will note issues with
your time sheet.

Exception messages are color-coded to identify the level of severity:
@ White: No exceptions or only informational messages present
® Yellow: Warnings present
@ Red: Errors present
Errors (Red) must be corrected prior to saving and submitting your time

sheet.

SAN DIEGO STATE
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4 o02/18/2014-02/28/2014 (1) B Seve| | & Submit | |More ~ [¥our data cannot be saved because one or more exceptions must be corrected first. |

Time Entry
ElM T W T F S S M T W T FE L6 2014 Csnow Al wees
16 17 18 19 20 21 22 22 24 25 26 27 28 ' o All Weeks
Sun Mon Tue wed Thu sat
Eamn Coda 02/16 02/17 02/18 02/19 02/20 2/21 02/22 Coo )
Plesse Select
=

Thu
02,27 Fri02/28 Comments

A “pin” icon indicates there may be a problem with the information
entered on the timesheet

Red level exceptions need to be corrected before the time sheet is
submitted

SAN DIEGO STATE
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1. You will need to correct any red exceptions before the system will allow you to submit

3.

your timesheet to your supervisor.

In this example, the employee entered 16 hours of sick leave on 2/16 which generated
a red level exception message. The employee will need to correct the number of hours
entered in order to be able to submit his timesheet.

The employee also entered 2 hours of vacation on 2/18 which generated a yellow
(warning) level exception.
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1.

Exception Messages

All employees

Exceptions P || Resuks || Leave Accrusls || Schedule || Expense Distribution

Date Exceplion Message
Sun 02/16 Time Off Request cannot exceed full day - standard daily hours,

[ Sun 02/16, Tue 02118 (2) Please adjust your time off request to reflect 4.0 or 8.0 hours per requested day. Please contact your supervisor if any questions,

Check the “Exceptions” tab at the bottom portion of the time sheet
for information

Your supervisor will review these exception messages when
approving your time sheet

SAN DIEGO STATE
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Employees should check the Exceptions tab for detailed information and correct any
red level exceptions.

27



Submitting your time sheet

All employees

4 02/16/2014 - 02/28/2014 [ B ‘ |l save @ &~

Time Entry |

o]
Elm T W T FS s MTWTFE  copg o014 #shomal wesks

16 17 18 19 20 21 22 23 24 25 26 27 28
Eam Code e s o n‘:/':d: n‘z‘,‘f‘;o Fri02/21 e Comments ACT Cas...  Total
o
@)+ Personal Holiday Exempt 4.00 400
@) v Sick Leave Exempt .00 2.00
)| Vacation Exempt 8.00 8.00
0.00 s.00 200 400 0.00 0.00 0.00 2000
Eam Code o?;z‘s n';;;‘ h n?;.zs 0‘;’;:5 n;‘;‘;, Fri 02/28 Comments  ACT Cas... Total
@] Please Select 0.00
0.00 0.00 0.00 0.00 0.00 0.00

At the end of the pay period, click the Submit button to send
your time sheet to your supervisor

You must submit a time sheet every pay period even if you
have no hours or time off to report. SRSy

UNIVERSITY
Research Foundation

1. All employees must submit their time sheet to their supervisor by the payroll deadline
to be paid.

You can submit your time sheet early if your last day of work for the pay period is
before the end of the pay period. For example, if you are going on vacation for a week
you can log your vacation hours and submit your timesheet to your supervisor.



Submitting your time sheet

All Employees

Submit Certification 3

o
preby certify that the time record fully and accurately reports the time worked by me and any
ewtions are listed for the pay period indicated.
Submit Time Sheet =

¢ You will be prompted to certify that the time you've
reported is accurate.

Date
Sat04/0S

Close

SAN DIEGO STATE
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When you hit the “Submit” button you will be prompted to certify the time that you've
reported is accurate.

The certification language is customized for Non-exempt and Exempt employee
classifications. Your timesheet will have the language that is appropriate for your
classification.

Once you've read the certification statement, click on the box in the upper left hand
corner.

Click on the “Submit Time Sheet” button to send the time sheet to your supervisor for
approval.
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Submitting/Recalling your

time sheet
[4 owsma/zna-oasszzmns @ b | 1 e | @ St v gl erondns (e sree e

| Time Entry | Use Recall to

El s m 7w T F s sMT .5, coOrrecterrors
5 & 7 € 9 1011 12 13 14 1S

r—

T W T
1.2 3
A message will appear to confirm that the time sheet has been submitted to your supervisor.

Once submitted if a change needs to be made your time sheet can be recalled by clicking on the

“Recall” button
The Recall option is only available if your supervisor has not approved your time sheet.
[ @ 0s/01/2014-0s/13/2013 [ B | [k save| @ susma | [More~ [Time sheet recalied. | [¥ou have akeady submted this time sheet. To edt It, press the Recall button. |

fiwr e s swrwr £ = Message indicates that the time sheet has been recalled.

1011 12

Eorn Code ok el o Fmosses G 37E Commants ACTCas..  Total
ol
@3/~ Sick Leave Exempt 4.00 8.00 4.00 2 16.00
400 0.00 o.00 0.00 w00 1600
Make changes to the time sheet you have recalled and hit save 2
Submit your time sheet again by clicking on the submit button SAN DIEGO STATE
UNIVERSITY

Research Foundation

If you need to correct an error or omission after you have submitted your timesheet,
you can use the “Recall” button to retrieve your timesheet.

The “Recall” option is only available if your supervisor has not approved your time
sheet.

When your time sheet is recalled, make your adjustments, certify and submit to your
supervisor.



Rejection?

From: Supervisor, Sally [mailto:ssupervisor@foundation.sdsu.edu]
Sent: Thursday, April 10, 2014 1:38 PM

To: Sam Salaried

Subject: Your time sheet of 03/15/2014 was rejected.

Your request to use Personal Holiday hours on 3/5 exceeds your available balance. Please review and correct, then resubmit for approval. Thank you.

If your supervisor cannot approve your time sheet, she/he will “reject” the
time sheet and you will receive an email alert.

The email subject indicates which time sheet has been rejected and the body
of the email should indicate why it’s been rejected.

You will need to correct the error/omission and re-submit the time
sheet to get paid.

SAN DIEGO STATE
UNIVERSITY
Research Foundation

If your supervisor notes an error or omission on your timesheet he/she will reject your
time sheet so that you can make the necessary corrections.

The employee will receive an email message stating the reason(s) the time sheet has
been returned.

The employee will log in to EmpCenter, make the necessary corrections and re-submit
the timesheet.

31



Rejection?

4 03/01/2014 - 03/15/2014 [ b] b save | |@ submit || More ~ || Other Versions. Rejected
Time Entry | t time sheet
S SMTWTFS[IMTWTEFS ) ) shown as
102345678 5101112131415 B %201 Wishow All weeks e
Eam Code processed  comments  ACTCas. Total
0 = Please Select
0.00 0.00
Eam Code ng‘;:z o';?:;a o;:?u o‘:/.:s nms Fri 03/07 327;. Comments ACTCas.. Total
e | Please Select
a v | Sick Leave Exempt 8.00 8.00
0.00 0.00 0.00 8.00 0.00 0.00 0.00 8.00
Eam Code 03‘;:9 o';??o 0;::1 o‘:,/.:z nmg Fri03/14 a;?:s Comments ACTCas..  Total
@ | Personal Holiday Exempt 8.00 8.00
0.00 0.00 0.00 0.00 8.00 0.00 0.00 8.00
The rejected time sheet will display again as “unsubmitted”
. . - SAN DIEGO STATE
Make corrections needed and re-submit to your supervisor UNIVERSITY
Research Foundation

When you log in to EmpCenter to make corrections on a rejected time sheet, the time
sheet will show as not submitted.

Make the corrections needed, hit “Submit” to send the corrected time sheet to your
supervisor.



Approval!

4 03/16/2014 - 03/31/2014 q » H More * Q Submitted by Gardiner, Laura | This data was already approved by Boulter, Jo A. Changes not allowed.

Time Entry

[IM TWTFS SMTWTFS SHM

Mar 16, 2014 [VIghoy
16 17 18/19/20 21 22 |23 24 25 26 27 2829 30 31 d Show All Weeks

Sun Mon Tue Wed Thu Sat
03/16 03/17 03/18 03/19 03/20 Fri 03/2 03/22 Comments ACT Cas... Total
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Fam eae Sun Mon Tue Wed Thu ruianina L it

Once your time sheet has been submitted and approved by your
supervisor it is submitted to payroll to be processed.

The time sheet for that pay period will reflect this at the top of the
“Enter My Hours” screen for that pay period.

SAN DIEGO STATE
UNIVERSITY
Research Foundation

Once your time sheet has been submitted and approved by your supervisor it is
submitted to payroll to be processed.

The time sheet for that pay period will reflect this at the top of the “Enter My Hours”
screen for that pay period.



Time Off Requests

EmpCenter can also be used to request and manage time off
requests (TORs.)

You can submit time-off requests, track the status of your requests,
and view the history of past requests through the “My Time Off” box.

An email will be sent to your supervisor notifying her/him that a
request for time-off was made.

When requests are approved the hours are populated on the time
sheet.

Job classifications that earn paid time off will start with
RE, RM, PT, RN and TB SAN DIEGO STATE

UNIVERSITY
Research Foundation
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Requesting Time Off

<Emp # @ tome Help ~
= L;E-;?CE{' & Home @ elp

Employee Dashboard

V My Bank Balances
O Uik Sy % IRSESILSES, Personal Holiday 0.00 Hours
Sick 116.50 Hours
~) Enter My Hours EmpCenter Resources Vacation 348.40 Hours

My Time Off Requests

17 Schedules

d Reports

d ViewRepors

&£ My Time Off

il Settings

@ Change My Password

From the dashboard, under the Schedules block click
on “My Time Off.”

SAN DIEGO STATE
UNIVERSITY
Research Foundation

To send a request for time off to your supervisor select the My Time Off options under the
Schedules block on your dashboard.
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Requesting Time Off

S/Fmjaibenter @y tome Help ~
9£0 @I @ My Time Off

Request List

f} Create Hew Request

Current Past

Type Start Date -~ End Date Status

Click on “Create New Request”

SAN DIEGO STATE
UNIVERSITY
Research Foundation

The Request List will show any current requests that you have submitted to your
supervisor that have not yet been reviewed.

You can also view the history of past requests by clicking the “past” tab

To submit a new request, click on “Create New Request”



Requesting Time Off

My Time Off

FMLA andior State Leave Absences

Reason for Leave:

« Serious Health Condition of Myself @

+ Serious Health Condition of Family Member @

« Parental Care (Newbom, Adoption, or Foster Care Placement)
s USERRAFMLA Military Leave

+ Workers' Comp Leave

— | need to request time off for...

Time off Request:

* Vacation

+ SickiFamily Sick Q
+ Personal Holiday
« Bereavement

« JurpWitness Duty

Time Off for Sick, Vacation, and Other

« Unpaid Time

; Requests are submitted to your
Requests are submitted to HR Supervisor

Continue

(|
SAN DIEGO STATE
UNIVERSITY
Research Foundation

EmpCenter will prompt you to choose the type of time off request you need.

“FMLA and/or State Leave Absences” should be used to request a leave of absence.
EmpCenter will prompt the employee to answer a series of questions based on the
type of leave requested and how you would like to receive information regarding your
request (i.e., phone, email, etc.). The completed request is submitted directly to the
Human Resources department.

If you select “Time Off for sick, Vacation, and Other” your request will be submitted
directly to your supervisor for review.



Requesting Time Off

My Time Off

(¥) Choose an Assignment
TCH954 Research Spet | 56834 - 00 (TC85400-876543211
TC9997 General Assistant 01018 - 00 (TC39700-876543211
TC5997 General Assistant 01018 - 01 (TC989701-876543211

If you have more than one Assignment the “Choose an
Assignment” window will appear. Select the job that

applies to this request.

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. If you have multiple time sheets, EmpCenter will prompt you to select the job that you
are requesting time off from.

2. If you need time off from multiple jobs, you will need to create a request for each job.



Requesting Time Off

Step 1 — Using the “Create Time Off Request” block - Select the dates
for your request.

Once the information is complete click “Next” to create your

reque st.
“Type” of time off
Create Time Off Request a
Pay Code: Wacation Exempt v
Dates: 04/14/2014 [ To 04/18/2014 (3

Comments: Please let me know if this is OK. -

Thanks,
Bnandar ~
SAN DIFGO STATE
UNIVERSITY

Research Foundation

In the “Create Time Off Request” box, you will need to pick the type of time off you
need (under Pay Code)

You will also need to input the dates associated with your request.

Type a message to your supervisor in the Comments box regarding the request. This
message will be sent to your supervisor in an email.



Requesting Time Off

Step 2 — Review the time off request. If correct click on the “Submit”
button to forward the request to your supervisor.

Request Details Bank Usage
Mon 05/05 Fri 0509
@ Dty Eamic o) Loy Vacation: 40.00 Hours used  49.00 '—\“—-—\ 9.00
3 Mon 05/05/2014 Vacation Exempt 8.0 .
& X Tue 05/06/2014  Vacation Exempt 80
dh 3 Wed 0507/2014 Vacation Exempt 8.0
5 38 Thu 05/08/2014  Vacation Exempt 8.0
& i Fri 05/09/2014 Vacation Exempt 8.0
Comments
Can I take this week off?
Thanks, Sam
4 Back & Submit

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. The Request Details box will indicate if there are any issues (exceptions) associated with
your request. You will also see a summary of your available leave balances and Bank Usage

2. Adjustments to the request can be made under the “Action” column under Request
Details.

3. Review your request and make any changes needed. If no exceptions prevent you from
submitting the request, click the “Submit” button to submit your request to your supervisor
for review
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Cancelling a Time Off Request

| View Request List 38 cancel Request
Request Summary o Senved Bark Usage | History (2)
RE9887 KPBS Producer Il 7127M - 00 (RE988700-
819191919) Date/Time Approval Status User Comments
04/10/2014 10:45 am Pending Salaried, Sam Going to Vegas
Date Earn Code Hours 0411072014 11:00 am Approved Supervisor, Sally  Have fun.
Ved 0473072014 Vacation Exempt 80
Thu 050172014 Vacation Exempt 20
Fri 05022014 Viacation Exempt 80
Sat 050372014 Reason for Cancellation
Sun 050472014
Mon 050572014 Vacation Exempt 50
Tue 050672014 Vacation Exempt 80 Enter th e reason
Wed 0500772014 Vacation Exempt 80 for Cance"ing
Thu 050872014 Vacation Exempt 80
Fri 050082014 Vacation Exempt 80 your req uest
Sa 05102018
Sun 05A172014
N 3 cancel Request | |Do Mot Cancel Request
Mon 051212014 Vacation Exempt 80
Y
A request can be cancelled before or after it’s approved
: “ ”
Select the request and click “Cancel Request SAN DIEGO STATE
_ UNIVERSITY
Research Foundation

You can cancel a time off request before or after it has been approved.

Go to “Schedules” under My Time Off Box and select the request from the “Current”
Tab.

The View/Cancel Time Off Request window appears listing the details and history of
the request.

Click “Cancel Request” at the top of the window to withdraw your request.

The “Reason for Cancellation” window appears. Type a message to your supervisor
letting him/her know why the request is being cancelled. This message will be sent to
your supervisor in an email message.
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EmpCenter Resources

website: www.foundation.sdsu.edu

Grant Seek

f SAN DIEGO STATE

L UNIVERSITY

Research Foundation
Find Funding Manage Funds Departments E-Systems

70 Years of Supporting Research at SDSU

Grant Holders | Emplovees | J

About Us

Furthering the educational, research and community service mission of SDSU.

Calendars

Forms

Human Resources
Job Oppertunities
PCard Program
Project Admin Guide
SDSURF Directory
Training

Workers'
Compensation

Electronic Time &  Dr. Matt Eawards  Buaget Information

Related Links Attendance

Important Notice!

'l E-systems

E-mail - Projects
E-mail — CStaff OWA
Employee Gateway
InfoEd System

My Service Desk

Online Recruitment
System (ORS)

s s s 8 s 8

Information on EmpCenter is currently available on the Research Foundation’s

+ EmpCenter Time &
Attendance System
begins May 16th! What
you need to know now!

i

DIEGO STATE
IVERSITY

nesearch Foundation

Information about the EmpCenter, access to forms, training materials (including short

videos and cheat sheets) are available on the EmpCenter page on the Research

Foundation’s website.
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i

SAN DIEGO STATE
UNIVERSITY

Research Foundation

EmpCenter Time & Attendance

Supervisor Training
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After this training, you will be

able to:

Log in to EmpCenter and navigate through the system as a
manager/supervisor.

Review, approve, edit, and submit employee timesheet
information for your staff.

Review Leave Balances for your staff.
Process Time Off Requests (TORs.)

Delegate approval authority to other supervisors.

SAN DIEGO STATE
UNIVERSITY
Research Foundation
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Manager Dashboard

KlFaplenter @ tome
940 Manager Dashboard
_ My Bank Balances
S €
O ey ity Personal Holiday 10.00 Hours
. Sick 128.00 Hours
Y EnterMyHours | EmpCenterResources | Vacation 116.00 Hours
& EditEmplovee Time
3 Edit Time for Groups My Time Off Requests
@ Approve Time Sheets 1% Schedules
£ My Tim:
= e Employee Time Off Requests
d Review Time Off Requests
Rt % Review Time Off Request
= [ Assign Schedules
& ViewReports £ Manage Group Schedules
Employee Time Sheet Data
& Employees 5| settings
£ Manage Group % Man legation
SAN DIFGO STATE
UNIVERSITY
Research Foundation

When you log into EmpCenter, you will be taken to your Manager Dashboard. The
manager dashboard offers functions not available to employees that are designed to
assist supervisors in managing employee time. Managers can use these options to edit
and approve employee timesheets, and review and approve employee time off
requests.

Your Manager Dashboard consists of 6 primary blocks: Time Entry, Reports, Employees,
Resources, Schedules and Settings.
* Inthe Time Entry block you can view, enter or update your timesheet data and
your employee’s timesheet data

* The Reports block allows you to view and generate reports, view timesheet
information for a certain period and view delegated roles or comments on
timesheets.

e The Resources block will link you to the RF’'s EmpCenter Resources page
* Inthe Schedules block you can manage and track your individual time off
requests and review time off requests submitted by your employees. You also

have the ability to assign and manage schedules for hourly employees.

e Settings block gives you the capability to change your password and delegate
supervisory responsibility to another manager.



The Dashboard also includes 2 secondary blocks which enable you to view your leave
balances and time off requests

Other information available on your dashboard includes your name, position number and
your supervisor’s name
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Approving Employee Time Sheets

Center @ vome @ Help ~
60 Manager Dashboard
= My Bank Balances
Time Ent Resources
® ! % Personal Holiday 72.00 Hours
Sick 220.00 Hours
&) Enter Wy Hours mpCenter I Vacation 140.00 Hours
4 EditEmplovee Time
§5 Edit Time for Groups *: Tima Off Requests
& Aoptove Time Sheets C=|: Select Approve Time Sheets
& My Time Off
" Employee Time Off Requests
Review Time Off R t
l& Reports - Details Status Date
(3 Assign Schedules [:5 Sam Salaried (RE9954 Prog  Unapproved 0510172014 - 05/02/2014
@ ViewRepors £ Manage Group Schedules ?ggggxé:’_;g,'ngg;;?
— Employee Time Sheet Data
& Employees \‘,j'—),, Settings Details Status Date
[ Helen Hourly (TCS987 Approved | 0411672014 - 0473072014
££ Manage Group @ Change My Password General Assistant 01018 -
00 (TC999700-899111111)) L
% Man legation [T Manny Jobs (TCS937 Unapproved ~ 04/16/2014 - 04/30/2014
General Assistant 01018 -
00 (TC999700-876543211))
[ Manny Jobs (TCS937 Unapproved  04/16/2014 - 0473012014
General Assistant 01016 -
. 01 (TC999701-876543211)) -
Status of Employee Timesheets

1. Managers can approve timesheets for individual employees or for an entire group. To
access employee timesheets select “Approve Timesheets” option from the Time Entry
Window.

2. Mangers can see the status of employee timesheet in the secondary blocks on the
bottom right. The status column indicates which employee timesheets have been
approved.



Approving Employee Time Sheets

All employees or groups that
are assigned to you will appear

Employees Active On in the window.
V| Tuesday April 22, 2014 K|
P 4 | Select the group of employees

& Sally Supervisor Employees (6) Q_' whose timesheets you want to
review from the groups listed

under Assignments

The employee timesheets will
populate on the right side of the

screen

SAN DIEGO STATE
UNIVERSITY
Research Foundation

Your groups of active employees as of the current pay period will be listed on the left
side of the screen.

Under Assignments, select the group of employees whose timesheets you wish to
review. In this example, Sally Supervisor has one group of 6 employees assigned to her.
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Approving Employee Time Sheets

el save Approvais b Approve All | S Find |Show: All Time Sheets [~
Approve Current Time Sheet for Period Ending 04/30/2014
y BANNER RED Regular Time- Timesheet o Supervisor
Name & Assignment D e off submitted Exceptions R
Regulator, RE9978 KPBS Dev Asst | 5597C - 00 (RE997800- @ >
Roger 854797979) 854797979 00 16 No O approve & @
Salaried. Sam RE9954 Prog Coordinator Il 0212A - 00 (RE995400- 819191919 00 0.0 No No [ Approve B
819191919)
Approve Current Time Sheet for Period Ending 04/30/2014
BANNER - Regular Double Time- Timesheet Supervisor
Name R& Assignment RED ID Hours  OVertime e off Submited  EXceptions Approval
Hourty TC9997 General Assistant 01018 - 00 3
Helen (TC999700-899111111) 899111111 120 0.0 0.0 0.0 No Yes & Approve T
Jobs, TC9997 General Assistant 01018 - 00 2
Manny (TC999700-876543211) 876543211 00 00 0.0 00 No No O Approve | & (&)
Jobs, TC9997 General Assistant 01018 - 01 N
Manny (TC999701-876543211) 876543211 2855 00 0.0 0. Yes [ Approve 4@
Jobs, TC9997 General Assistant 01018 - 02 »
Manny (TC999702-876543211) 876543211 0.0 00 0.0 0.0 No No [] Approve )
Employee timesheets are grouped by type of position
Timesheet submitted column indicates what timesheets SAN DIEGO STATE
H UNIVERSITY
are ready for review Research Foundation

This screen summarizes the details of the timesheets that you need to review and
approve so that your employees will receive a paycheck. Supervisors are responsible
for reviewing and approving employee timesheets by payroll deadlines.

Timesheets are grouped by Exempt and Non-Exempt positions. In this example, the
exempt employee timesheets are in the first block and the non-exempt employees are
in the second block.

The timesheet submitted column indicates which employees have submitted their
timesheets for your review and approval. The “Exceptions” column indicates if there is

an issue on the timesheet that needs review or action prior to approval.

Click anywhere on the row of the employee whose timesheet you want to review.
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Approving Employee Time Sheets

“Save Approvals” to finalize

) save Approvais X3 A

Approve Current Time Sheet for Period Ending 04/30/2014

Name & Assignment BMNIEDR SED R: :‘_‘Jfr T:‘: - E’.",:_:r,':e,: Exceptions 5:::::117’
Regulator, RE9978 KPBS Dev Asst | 597C - 00 (RES97800- " 3
fogder, | REsore swowws  Check Approve box e
Salaried, Sam ;ﬁ%ﬁ?gfﬁ CoonRakrli2 122800 (REESH 0 819191919 00 0.0 No No [Japprove. (9

Approve Current Time Sheet for Period Ending 04/30/2014
o BANNER - Regular - Double Time- Timesheet N Supervisor
Name & Assignment RED ID Vit Overtime Time off Submitted Exceptions ‘Approval
Hourly, TC9997 General Assistant 01018 - 00 >
Helen (TC899700-899111111) 899111111 120 00 0.0 0.0 No Yes M approve. & B
Jobs, TC9997 General Assistant 01018 - 00 >
Manny (TC999700-876543211) 876543211 0.0 0.0 0.0 0.0 No No [ Approve & B
Jobs, TC9997 General Assistant 01018 - 01 N
Manny (TC999701-876543211) 876543211 2855 00 0.0 0.0 Yes Yes [ Approve )
Jobs, TC9997 General Assistant 01018 - 02 876543211 0.0 0.0 0.0 0.0 No No l.approve o)

Manny (TC999702-876543211)
If timesheet is accurate, click on the “Approve Box”

Select “Save Approvals” to finalize and submit timesheet

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. If the time reported by the employee is accurate, click on the “Approve” box in the
Supervisor Approval column to approve the individual employee timesheet.

2. Select “Save Approvals” to finalize the timesheet. When the employee opens his/her
timesheet, a note appears informing him/her that the hours have been approved.

3. Supervisors can also review timesheets for all employees and use “Approve All” to
approve timesheets for the group of employees. This will not work if there are any
errors or exceptions that need to be corrected.



Approving Employee Time Sheets

1T FS SMTWTFS §HMHTW .
1617 18 19 20 21 22 23 24 25 25 27 28 29 30 APT 16,2013 Wishow allWeeks

- 'H n - - wed Thu Fri P sat Submit C...
P|n Icon |nd|cates an 04/16 14/17 04/18 04/19 to Payroll (EIOLL SE e ]
) o
& exception on a work day o RN e r
12:00 pm 12:05 pm 11:56 am
3.50 353 352 0.00 10.55
sun Mon Tue wed Thy P Fri sat Submit ...
(E @D 04/20 04/21 04/22 04/23 04/24 04/25 04/26 to Payroll LTS G T
D)) Fieose Seiec
&) Work In/out 02:15 pm 02:00 pm 02:05 pm 02:00 pm 01:00 pm r 12.00
04115 pm 04:00pm  0a0spm  05:30pm  03:30 pm
0.00 2.00 2.00 2.00 350 2.50 .00 12.00

eceptions © )i Exceptions Tab provides details
on the issue that has occurred

Date Exception Message

Filter exceptions by day

Sewerity
Wed 04/16 - Fri 03/18, Daily hours (3.5) exceads the standard daily hours (2).

Warning
B thu 04724 (4)

wied 04/16 Daily hours Warning
Thu 04/17 Daily hours Warning
Fri 04/18 Daily hours 3 Warning
Thu 04/24 Daily hours (3.5) exceeds the standard dailv hours (2). a

In this example, the employee worked more than 2 hours

per day, which generated an exception message SAN DIEGO STATE
UNIVERSITY

Research Foundation

If there is an “exception” a Pin icon will appear on the timesheet on the day the
exception occurred.

The Exceptions tab at the bottom of the timesheet will provide detailed information for
your review.

In this example, the employee was set up to work 2 hours/day and exceeded the 2
hours on a number of days. If an hourly employee has an appointment to work 10
hours per week, EmpCenter will divide the 10 hours over the five work days in the

week. Any deviation will prompt an exception message.

This exception message does not require any action other than review on the part of
the manager.



Rejecting a Time Sheet

N Approve Current Time Sheet for Period Ending 04/30/2014 |
N BANNER - Regular - Double Time- Timesheet N Supervisor

Name & Assignment REDID RS Overtime Time off Submitted Exceptions Approval

Hourly, TCO997 General Assistant 0101B - 00 a
Helen (TC999700-899111111) 899111111 120 0.0 00 0.0 No Yes ™ Approve | f @
b, |TCO%T Ceneral Assistant 0101-00 | g7g5.4411 00 00 00 00MNe No Oapprove| & B
Ja‘n d Reject Time Sheet X R . t T Sh t

obs

) 2855 0.0
Manny Reject Time Sheet gject lime ee
Jobs, | x
00 00 00 0.0 No No Al
Manny’ Employee: Manny Jobs Ol aoprove| (@)
Time Period Ending: 04/30/2014
Notify: Manny Jobs  |¥

If the timesheet has errors, the
supervisor can “Reject” and send
You entered sick leave on
4/18 and you were out on back to the employee for
4/17. Please correct. .
corrections

Email Subject [Your time sheet of 04/30/2014 was rejected

Email Message

Comments

Employee will get an email

message

Send Close Window SAN DIEGO STATE
UNIVERSITY
Research Foundation

If there is an error on the timesheet, supervisors should reject the timesheet to re-
route back to the employee. The employee can make the requested corrections and re-
submit his/her timesheet for approval.

To reject a timesheet, click on the red button in the Supervisor Approval column.

The Reject Timesheet window will prompt you to enter a message to the employee
regarding the reason the timesheet is being rejected and action that needs to be taken
to correct any errors. Hit send to reject the timesheet.

The employee will receive a notification via email that will include the message you
input.

If an employee is not able to make the corrections on his/her timesheet or there are
other extenuating circumstances, the supervisor can make the corrections under the
“Edit Employee Time” on the dashboard. The employee will be notified by email that
another individual made changes to their time sheet.
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Managing Employee Groups

Center @ vome @mu. =

nesgoments |

L o1 Y Fiiter|| Clear ___ Sally Sup: Ei

fer by employee name/1D i I
4 Sally Supervisor Employees (6) Group Name |Sally Supervisor Employees ‘
Group Display ID /GROUP_6430

Group Type Aulo v

Assignment Group Management

[_] Display terminated assignments in assignment trees (soft terminated only)
[[] Available for End of Period Processing

Se|ect Manage Grou ps ‘valuate Membership As Of [System Default (Current Period’s End Date) /|
i | Filters | Ad d |
from the dashboard
0 sumcn (G v] [foNew Group ]
Click on the group name Assigament StortDote | End Date
. . [ Houry, Helen (TCO987 Genersl Assistant 01016 - 00 (TCORST00-808111111)) 0170141000 1200 8m  N/A
[ sobs. Manny (TC8007 General Assistant 01018 - 00 (TC990700-870543211)) 01/01/1800 1200 am  NIA
to bring up list of all
() Jobs. Manny (TC0007 General Assistant 01018 - 01 (TCR00701-676543211) 01/01/1000 1200 8m  NA
emplOyees (] sobs. Manny (70007 Ganersl Assistant 01016 - 02 (TC900702-876543211) 01/01/1%00 1200 am  NIA
[ Regulator, Roger (RERS7S KPES Dav Asst | 5597C - 00 (REPSTE00-854797078)) 01/01/1000 1200 sm  N/A
[ sslaried. Som (RESES4 Prog 021 01/01/1000 1200 am  NIA
Save Changes

Research Foundation

From the Dashboard, select Manage Group in the Employees block to bring up your
employee assignments.

Click on the group of employees under the Assignments column to bring up a list of all
employees in the group.



Managing Employee Groups

Sally Supervisor Employees

Select Employees
for new group

Group Name [Sally Supervisor Employees
Group Display ID GROUF_6430
Group Type Aulo W

Select COpy, to [*] Display terminated assignments in assignment trees (soft terminated only)
N ew GI’OU p O ﬁvailable [or End ql Period Processing
Aembership As Of [System Default (Current Period's End Date) w

“Go” Assignments | Filters | Advanced |

O seectsn [foNew Group__ > ez |
Assignment Start Date End Date

] Houny, Helen (TC2997 Genersl Assistant 01018 - 00 (TCO99700-899111111)) 01/01/1600 1200 am  N/A
] Jobs. Manny (TCO997 Geners Assi B~ 00 (TC m 01/01/1800 1200 8m  N/A
[V] " Jobs, Manny (TC0997 Genersl Assistant 0101E - 01 (TCS00701-878543211)) 01/01/1800 1200 am  NA
[ Jobs, Manny (TC9097 General Assistant 0101E - 02 (TC999702-876543211)) 01/01/1800 1200 am  N/A
] Regulstor, Roger (RE9978 KPBS Dev Asst | 5587C - 00 (RE9S7800-854797978)) 01/01/1600 1200 am  NIA
[] sslaried, Sam (RESE54 Prog Coordi 1102124 - 00 1191919)) 01/01/1800 1200 am  NIA
Select the Employees for a new group

Save Changes |

If you have a large number of employees reporting to you may want to group them
together so that you can easily manage different teams or delegate supervision for a

team to another supervisor. You can create different groups of employee assignments.

To create a new group select the employees by clicking the box next to the employee
job. In this example, we are creating a new group for all of Manny Job’s assignments.

From the drop down menus select COPY to New Group

Hit Go
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Managing Employee Groups

Group

Copy of Sally Supervisor Employees
Group Name Manny Jobs
ot e — Change Group Name
Display in trees (soft only)

Available for End of Period Processing

Evaluate Membership As Of System Default (Current Period's End Date

Assignments | Filters | Advanced |

Selected
Jobs, Manny (TCS897 General Assistant 01018 - 00 (TC999700-870543211))
Jobs, Manny (TC9997 General Assistant 01018 - 01 (TCS99701-878543211))
Jobs, Manny (TCS997 General Assistant 01018 - 02 (TC999702 876543211))

( [ ) SAN DIEGO STATE
UNIVERSITY

Research Foundation

Your new group has been created.

The new group name will show as “Copy Of....”

Under Group Name type a name the group you’ve created.
Save change
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Delegation of Authority

Delegation is the act of granting someone else authority over your
group of employees, typically when you are not available.

Managers must delegate to an individual who is trained to review
and certify time sheets for employees.

Delegation can be given to for a specific group of employees on an
on-going basis

Delegation can be given for a set period of time (e.g. while
supervisor is out of the office)

SAN DIEGO STATE
UNIVERSITY
Research Foundation
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Delegation of Authority

ﬂ Settings

» s mm )
Manage Delegations @

To delegate, from your dashboard select Settings >
Manage Delegation.

Select Delegate Authority.

'j Manage Delegations

Delegate Authority <:
View/Revoke Deleqations

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. To delegate a group of employees to another supervisor, select Manage Delegation
under the Settings block on your dashboard.

2. Select “Delegate Authority”



Delegation of Authority

Enter Search Criteria

Group Description: 4
<

v

You may use * as aWiideerd~Tor

instance, ab* would match abc or abbey.

Choose the group of employees to delegate to another user

ﬂJ Choose Delegate Options

Assignment Group Your Role Effective Date End Effective Date Allow Re-delegation
Dsallysupemsol Employees (6) Manager/ Supervisor, Group V} ‘ 0472372014 | 04/30/2014 O
Jy Supervisor Employees - Manny Jobs (3} Manager/ Supervisor, Group v [ 05/0172014]5) [ 06/30/2014) "5 (]
Cancel Next

Do not check this box

Research Foundation

The Enter Search Criteria Window appears. This window allows you to search for one
or more assigned groups.

Click “Search” in the “Enter Search Criteria” box to bring up a list of your groups.
A window listing your assigned groups and your role for each group will appear.

In the Assignment Group column, select the check box next to the group name you
wish to delegate.

The delegated role will remain “Manager/Supervisor, Group.”

In the effective date and end effective date columns, enter the dates of the delegation.
Enter 12/31/3000 if you want to delegate on an on-going basis.

Do not check the box allowing for re-delegation of authority to another user. If this box
is checked the system will allow the person you delegate to re-delegate without your

knowledge. Best Practice is to never check the “Allow to Re-delegate” checkbox.

Hit “Next”
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Delegation of Authority

Search Results
Search for Delegation
Recipients Select
s Name First Name Last Name
I:] o Salaried, Sam Sam Salaried
First Name:
Ge=D
Last Name:
(Cancel | [ Search | Search for the person you want to delegate to
Max Results: .
You may use *as & wildcard. For Search by User ID, Name or wildcard
instance, ab* would match abc or abbey.
Select Delegate from list
SAN DIEGO STATE
UNIVERSITY
Research Foundation

Enter the name or user ID (R + RedID) of the person you want to delegate to. You can
also use the * wildcard to search.

Select your delegate from the search results and hit “Select”.

A message will pop up stating the delegation was successfully completed.



Revoking Delegation

(-.:“ Manage Delegations o
= Enter Search Criteria

Delegate Authority Group Description:

View/Revoke Delegation <=

First Name:

Last Name:
Select View/Revoke Delegations User ID:
from the dashboard As Of Date:
[ mm/adnyyyJEE]

o , .
@ Search to bring up list of your “Gancel | | Search
de Iegates You may use * as a wildcard. For

instance, ab* would maich abc or abbey.

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. To revoke delegation, Select View/Revoke Delegations from the Manage Delegations
block on your dashboard.

2. Inthe “Enter Search Criteria” box click “Search” to bring up list of your delegates.



Revoking Delegation

t-‘ Delegations
J|
Assignment Group Recipient  Effective Date End Effective Date Delegated Role Role After Delegation My Current Role Actio
Sally Supervisor Employees - Manny Jobs  Salaried, Sam  05/01/2014 06/302014 Manager/ Supevisor, Group Manager/ Supervisor, Group Manager/ Supervisor, Gmup

Back

Select “Revoke”

Select “Revoke All” (if shown) to cancel all delegations

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. Click on the row to revoke the delegation.

2.

If you have multiple delegations selecting “Revoke All” cancels all delegations.
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Revoking Delegation

Revoke Delegated Roles

Assignment Group Effective Date | End Effective Date | Delegated Role | My Current Role

Sally Supervisor Employees - Mnny Jobs Seleried, Sam 0510172014 083072014 MANAGER_GROUP  MANAGER_GROUP

Revoke Is Effective As Of: ﬂ TiRevoke Immediate
Cancel | [Previous | [ Confim |

Enter effective date or check “Revoke Immediate”

Hit “Confirm”

i

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. To revoke delegation, enter the effective date you want the delegation to end or check
the “Revoke Immediate” box.

2. Hit “Confirm”



Managing Time Off Requests

EmpCenter can also be used to request and manage time off requests
(TORs).

If you choose to use this functionality, employees can submit time off
requests, track the status of requests and view the history of past
requests.

Managers can approve or reject TORs, review employee leave balances
and TOR history.

EmpCenter generates email messages to alert Managers to new
requests.

EmpCenter generates email message to notify employees that a

request was approved or rejected. NIy

Research Foundation
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Managing Time Off Requests

b My Time Off Requests

Pending Requests

819191919))

% My Time Off Employee Time Off Requests
%, Review Time Off Request
Details Status Date
¥ Assian Schedules |5 Sam Salaried (REQ054 Unapproved = 05/01/2014 - 05/02/2014
Prog Coordinator Il 0212A
% Manage Group Schedules - 00 (RE995400-

block on your dashboard.

Pending requests will appear in the Employee Time Off Requests

Access pending requests by selecting “Review Time Off Requests”

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. Pending requests for time off will appear in the Schedules Block under Employee Time

Off Requests on your dashboard.

2. Access pending requests by selecting “Review Time Off Requests”
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Managing Time Off Requests

Time Off Review Summary

Pending Requests | Time Off Request History

Current filter: none

Employee ID Approval Status Employee Name Start Date End Date Last Modified «
819191919 Pending Salaried, Sam (RE9954 Prog C... 05/01/2014  05/02/2014  04/22/2014 03:11 pm b

Select the request you want to review by clicking on it.

SAN DIEGO STATE
UNIVERSITY
Research Foundation

1. Under the Pending Requests tab, click the request you would like to review.

2. You can also review the history of past requests by selecting the “Time Off Request
History” tab.
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Managing Time Off Requests

4 Approve Request :"' Reject Request

Request Summary */Pending Exceptions (0) Bank Usage | History (1)
Salaried, Sam (RE9954 Prog Coordinator Il 0212A - 00 Date/Time Approval Status User T
(RE995400-819191919)) 04/22/2014 03:11 Pendin Salaried,  Sally, Can | take vacation next
pm EnYng Sam Thursday and Friday? Thanks!
Date Earn Code Hours
Thu 05/01/2014 Vacation Exempt 8.0
Fri 05/02/2014 Vacation Exempt 8.0 Manager Comments

Hope you enjoy your
Click “Approve” or “Reject” and enter a long weekend!
message to the employee in the
Manager Comments box

. . | @A R t Cancel
Click “Approve” or “Reject” to send -
email to employee E

SAN DIEGO STATE
UNIVERSITY
Research Foundation

Review the request summary and any exceptions associated with the request. You can
review the employee’s leave balances as of the current pay period by selecting the
“Bank Usage” tab.

You can either approve or reject the request by clicking on the appropriate button.

Enter a message to the employee in the Manager Comments box. The employee will
receive an email message stating that the request was either approved or rejected and
your comments will be included in the message.

Managers can also cancel a previously approved request by opening the request and
following the EmpCenter prompts for information to cancel the request and notify the
employee via email regarding the reason for cancellation.
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Final Notes for Supervisors

Complete an Approving Supervisor/Manager
Agreement form and submit to SDSURF Payroll

Check PI Profile to ensure your active employees have a
supervisor assigned to them.

Encourage your staff to attend training!

If you have any questions please submit to:
timefeedback@foundation.sdsu.edu

SAN DIEGO STATE
UNIVERSITY
Research Foundation
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