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Enrolling New Hires in Time and Attendance

This Job Aid covers the steps for an Employee Setup Administrator to enroll an employee as a Time
Reporter within VDOT. This Job Aid also covers the steps for enrolling employees in comp plans and
assigning a Work Schedule for employees.

Employees must be enrolled in the Compensatory Leave and Overtime Leave Plan, as applicable, in
order to earn and take the specific type(s) of leave. Hourly employees are not eligible for
compensatory or overtime leave.

Work Schedules are assigned to each employee manually and are used to record the days of the
week and number of hours they are scheduled to work.

This Job Aid begins after you have logged into Cardinal and accessed the Human Capital
Management (HCM) Home page and provides the steps used to enter a hew hire online which will
require:

e Enrolling the Employee as a Time Reporter

e Additional Input Required to Enroll an Hourly Employee

e Enrolling the Employee in Compensatory and Overtime Leave Plans
e Assigning a Work Schedule to the Employee
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Enroll an Employee as a Time Reporter
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1. To enroll a Time Reporter, navigate to the Create Time Reporter Data page by following this path:

Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Enroll Time Reporters > Create
Time Reporter Data

The Create Time Reporter Data page displays.

Favorites « Main Menu + > Timeandlabor~ > Enroll Time Reporters~ >  Create Time Reporter Data

Create Time Reporter Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

“ Search Criteria

Empl ID|begins with v||
Empl Record|= V|
Name| begins with ||

[ case Sensitive

I Search || Clear | Basic Search 67 save Search Criteria
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2. Search for the applicable employee. Enter the Employee ID or known portion of the Employee ID in

the Empl ID field.

Note: You can also search by Employee Record or Name using the corresponding fields. However,
it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.

The Search Results display on the bottom portion of the page.

Search

WView All - First

000186790000
000205485000
000566007000
000 0222000
00079146500 0

Search Results

Empl ID Empl Record

NV SN e Vg WA

=
Basic Search |_3.' Save Search Criteria

1-50f6 © Last

Name
JOHMN DOE
JOHN DOE
JOHM DOE
JOHN DOE
JOHM DOE
JOHN DOE

4. Click on the Empl ID link for the applicable employee.
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The Create Time Reporter Data page displays for the selected employee. Complete the Time
Reporter Data section.

Favorites - | Main Menu w » TimeandLabor v > Enroll Time Reporters +  »  Create Time Reporier Data

Create Time Reporter Data

JOHN DOE ID 00014486100 Employment Record 0

Organizational Relationship Employee Badge Detail
| Payable Time Start Date [E |

Time Reporter Data Find | View All First ‘4 10of1 ! Last

“Effective Date [05/08/2020 5 e status[Acive V| FH[E=

*Time Reperter Type| Elapsed Time Reporter v Payroll

Elapsed Time Template Send Time to Payroll

Punch Time Template - -
Commitment Accounting
Time Period ID
For Taskgroup

For Department

*Workgroup

o

*Taskgroup
Task Profile ID

TCD Group
Restriction Profile ID
Rule Element 1
Rule Element 2
Rule Element 3

Rule Element 4

PPPLPPLPLPLLP|B|L B B

Rule Element &5

Time Zone EST Q' Eastern Time (US)

[5]Save ||[g Retumnto Search |[[<7] Notify || £ Refresh

5. The Payable Time Start Date field will default based on the effective date entered once the record is
saved. The Effective Date field defaults to the current date. Change the date as needed using the
Calendar icon. This should be the date that the employee will begin reporting time.

6. The Status field defaults to “Active”. Do not change.
7. The Time Reporter Type field defaults to “Elapsed Time Reporter”. Do not change.

8. Within the Payroll section, the Send Time to Payroll checkbox option is selected by default. Do not
change.

9. Within the Commitment Accounting section, the For Taskgroup and For Department checkbox
options are not selected. Do not change.

10. Click the Workgroup field Look up icon.
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The Look Up Workgroup page displays in a pop-up window.

Look Up Workgroup

M

Help

Workgroup | begins with W ||
Description| begins with w

Look Up Clear || Cancel |BasicLookup

Search Results

View 100 First ‘4 1100f10 '} Last

Workgroup Description

| | VAPEXCEPT VDOT Executives - No Approval
L | VAPEXTPB4 VDOT EXTPB4 - No Approval
VAPEXTPBS VDOT EXTPBS - No Approval
VDOTEMHRLY VDOT Emergency Hourly
VDOTEXCEPT VDOT Executives only
VDOTEXTPB4 Salaried Exempt Pay Band 4
VDOTEXTPBS Sal Exempt Pay Band 5 & above
VDOTHRLY VDOT Hourly Employees
VDOTNOEXOT VDOT Salaried Non Exempt OT Lv
VDOTNONEXM VDOT Salaried Non Exempt

.:El

11. The available Workgroups display. Select the applicable Workgroup by clicking the corresponding
link in the Workgroup column.
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The Create Time Reporter Data page returns with the selected Workgroup.

Favorites « Main Menu = » Timeand Labor» >

Create Time Reporter Data

JOHN DOE

Organizational Relationship Employee
Payable Time Start Date | [

Time Reporter Data

*Effective Date 051212020 |3 %

Enroll Time Reporters v >

Create Time Reporter Data

ID 00014435100
Badge Detail

Employment Record 0

b |ast

==

Find | View All First ‘% 10f1

“staws fge V]

*Time Reporter Type | Elapsed Time Reporter

hoad Payroll

Elapsed Time Template _—|Q_
Punch Time Template|  |Q
TimePeriodD| |Q
*“Workgroup [WDOTNOEXOT x |Q

*Taskgroup |

Qv |

Task Profile ID| [}
TCD Group | e,

Restriction Profile D[ |
Rule Element 1 .—IQ
Rule Element 2| |,
Rule Element 3 | Q
RuleElementd|  |Q

Rule Element 5| |

[{18ave ||[ah Return to Search 1] Previous in List

Mi send Time to Payrall

Commitment Accounting

|| For Taskgroup

VDOT Salaried Non Exempt OT Lv [l For Department

Time Zone MQ Eastern Time (US)

4 | Mextin List

7 Refresh

[ Notify

12. Click the Taskgroup field Look up icon.
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The Look Up Taskgroup page displays in a pop-up window.

Look Up Taskgroup

Taskgroup|begins with v ||
Description| begins with »

Look Up Clear || Cancel | Basic Lookup

Search Results
View 100 First ‘4  10f1 ! Last

Taskgroup Description
VDOTCOMREQ TSKGRP Combo Codes Required

_:EI

Help

TA363 Enrolling New Hires in Time and Attendance

13. The available Taskgroup displays. Select the Taskgroup by clicking the link in the Taskgroup

column.
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The Create Time Reporter Data page returns with the selected Taskgroup.

Favorites - | Main Menu - > TimeandLabor- > Enroll Time Reporters = > Create Time Reporter Data

Create Time Reporter Data

JOHN DOE ID 00014486100 Employment Record 0
Organizational Relationship Employee Badge Detail
Payable Time Start Date | |39
Time Reporter Data Find | View Al First '* 10f1 '* Last
*Effective Date [05/12/2020 |5y *Status (=]
*Time Reporter Type |Elapsed Time Reporer W Payroll
Elapsed Time Template | [ Send Time to Payroll
Punch Time Template | &3 - :
' ) Commitment Accounting
Time Period ID Q —
: ) . For Taskgroup
*Workgroup VDOTNOEXOT | VDOT Salaried Man Exempt OT Lv For Department
. [y y—————— P
Taskgroup VDOTCOMRE(x |Q ¥ 1gxgRP Combo Cades Required
Task Profile ID|
TCD Group |

Restriction Profile ID|
[Rule Element 1]
Rule Element 2

Rule Element 3:
Rule Element 4
Rule Element 5|

I Time Zone [EST

olo o o ploleo o

Eastern Time (US) |

|;lf]33ue |I{g§- Retum to Search | 1 | PreviousinList | |4 ] MextinList ||[=]Motity | 3 Refresh

14. If the employee pays commuter tax, use the Rule Element 1 Search field Look up icon and select
‘COMMUTER”. If the employee is not paying commuter tax, leave this field blank.

15. The Time Zone field defaults to “EST” (Eastern Time). Do not change.
16. Click the Save button.

The process to enroll an employee as a Time Reporter is now complete. There are additional steps
required if the employee is an hourly employee. See the Additional Input Required to Enroll an
Hourly Employee section of this Job Aid as applicable.

Note: After enrolling the employee as a Time Reporter, the Refresh Dynamic Group process must be
run in order to subsequently enroll the employee in a Compensatory and Overtime Leave Plan or assign
the employee to a Work Schedule. This is a scheduled batch job that runs every hour on the hour.
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Additional Input Required to Enroll an Hourly Employee

For hourly employees, complete the Contract Hours section on the Create Time Reporter Data page.

Favorites Main Menu > Time and Labor » > Enroll Time Reporters » > Maintain Time Reporter Data

Create Time Reporter Data

JOHN DOE 1D 00001748500 Employment Record O
organizatienal Relationship Employee Badge Detail Group Membership
Time Reporter Data Find | View All First ‘4 1of1 2/ Last
*Effective Date 05/01/2019 W v “status [ Active ] ==
*Time Reporter Type | Elapsed Time Reporter W Payroll
Elapsed Time Template a + send ime to Payroll
Punch Time Template Q, - .
Commitment Accounting
Time Peried ID Q, :
For Taskgroup
*Workgroup WVDOTHRLY Q, VOOT Hourly Employees For Department
“Taskgroup VDOTCOMREQ '@ ¥ 15xGRP Combo Codes Required
Task Profile ID Q
Contract Hours
TCD Group Q,
Restriction Profile ID Q, Hourly Contract Hours
Rule Element 1 a, Start Date 0]
Rule Element 2 Q, End Date oy
Rule Element 3 Q,
Rule Element 4 Q
Rule Element 5 Q,
Time Zone [EST Q. Eastern Time (US)
[fSave [& RelurmntoSearch | |[%]MNolify || 2% Refresh 7] uUpdateDisplay ] Include History ;7 Correct History

1. Enter “1400” in the Hourly Contract Hours field.

Note: Even if the contract hours are over 1400, enter 1400. This initial limit is set to alert
management (with Time Administration rules and exceptions) when the employee is close to the
1500 maximum allowed by ACA law. At that point, contract hours may be increased as appropriate.

2. Enter or select “May 1” of the contract year in the Start Date field regardless of the employee’s
actual hire date. May 1 is the standard begin date for new contract hires.

3. Enter or select “April 30” of the contract year in the End Date field. April 30 is the standard end date
for new contract hires.
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Favorites | Main Menu + > Time and Labor » > Enroll Time Reporters v > Maintain Time Reporter Data
Create Time Reporter Data
JOHN DOE 1D 00001748600 Employment Record 0
Organizational Relationship Employee Badge Detail Group Membership
Time Reporter Data Find | View All First ‘4" 10f1 '?' Last
*Effective Date [05/01/2019 B o *Status ] [=]
*Time Reporter Type| Elapsed Time Reporter v Payroll
Elapsed Time Template
P P Q Send Time to Payroll
Punch Time Template Q - -
Commitment Accounting
Time Period ID Q
For Taskgroup
*Workgroup | VDOTHRLY Q WDOT Hourly Employees For Department
- o
Taskgroup| VDOTCOMREQ |Q ¥ 1akaRP Combo Codes Required
Task Profile ID Q
Contract Hours
TCD Group Q,
Restriction Profile 1D Q Hourly Contract Hours 1400.000000
Rule Element 1 Q Start Date 05/01/2019 Eﬂ
Rule Element 2 Q End Date 04/30/2020 |[3)
Rule Element 3 Q
Rule Element 4 Q,
Rule Element 5 Q
Time Zone EST Q' Eastern Time (US)
|E{]Sa\re | [h Return to Search [=] Notify 3 Refresh F3 Update/Display _',-L Include History / Correct History

4. Click the Save button.

Note: After enrolling the employee as a Time Reporter, the Refresh Dynamic Group process must be
run in order to enroll the employee in a Compensatory and Overtime Leave Plan or assign the employee
to a Work Schedule. This is a scheduled batch job that runs every hour on the hour.
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Enroll an Employee in Compensatory and Overtime Leave Plans

After enrolling the employee as a Time Reporter, the Refresh Dynamic Group process must be run in
order to enroll the employee in a Compensatory and Overtime Leave Plan or assign the employee to a
Work Schedule. This is a scheduled batch job that runs every hour on the hour.

Favorites » | Main Menu -
3 mycCardinal HCM ¢ = =
Menu ) _ < (B Cardinal Messages
My Favorites | —  Cardinal Conversion r =
» myCardinal HC ) Self Service b g
» Cardinal Conver{ (3  Manager Self Service ’ myCardinal HCM
> Self Service 1 workforce Administration v =~ | HCM Report Execution
» Manager Self 3 . - : ~ [ TA Reporis
L View Time » -
» Warkforce Admi &3 Time and Labor = HCM Query-based Reports
P ~ A4 O Process Time g
, Time and Labor 1 Payroll for North Amerig -
» Payroll for North| £ Global Payroll & Abseng L1 Approve Time 5 . 4
» Global Payrall & (3 Qrganizational Develop 1 Enrcll Time Reporters Create Time Reporter Data
» Organizational O [ Set Up HCM 1 Reports =] Maintain Time Reporter Data
» SetUp HCM . = . | i
. P ) = Enterprise Components L D Assign Work Schedule
» Enterprise Comp 1 Workist N B Assign Schedule to Group
» Worklist r—
! . X || Comp Plan Enroliment
» Reporting Tools 1 Reporting Tools + I P I
» PeopleTools 3 PeopleTools r
» Cardinalinterfad ) cardinal Interfaces :
My Personalizati D o
My Personalizations

1. To enroll an employee in a Comp Plan, navigate to the Comp Plan Enrollment page using this
path:

Cardinal FIN > Cardinal HCM > Main Menu > Time & Labor > Enroll Time Reporters > Comp
Plan Enroliment
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The Comp Plan Enrollment page displays.

Favorites « ‘ Main Menu v > Time andlabor~ > Enroll Time Reporiers» >  Comp Plan Enrollment

Comp Plan Enrollment

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Empl ID|begins with || |
Empl Record|= v | |

Name|begins with V|| |

Ll correct History [case Sensitive

(E]
| search || clear |Basic Search [& save Search Criteria

2. Search for the applicable employee. Enter the Employee ID or known portion of the Employee ID in
the Empl ID field.

Note: You can also search by Employee Record or Name using the corresponding fields. However,
it is recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.
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The Compensatory Plan Enrollment page displays for the selected employee.

Favorites + | Main Menu - > Time andLabor- > Enroll Time Reporters ~ > Comp Plan Enroliment

Compensatory Plan Enrollment

JOHN DOE

Empl ID 00014486100
Find | View All

Empl Record 0O

First ‘4 1of1 '* Last

(=]

Comp Plan Enrollment

“Effective Date [05/14/2020 |[5i)

4 10f1 ' Last

Valid Comp Time Off Plans for Time Reporter Personalize | Find | View All | &l | E\ First
FCompensatory Time Off Plan Description *Status
(e} [ Active MRS
\[n]Save ||[of Retumto Search ||[<]Notify || Refresh | £ Include History  ||[Z# Correct History |

4. The Effective Date field defaults to the current date. If this is incorrect, enter or select the correct

date for the employee’s enrollment in the Comp Plan using the Calendar icon provided.

5. Click the Compensatory Time Off Plan field Look up icon.
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The Look Up Compensatory Time Off Plan page displays in a pop-up window.

Look Up Compensatory Time Off Plan

fig Help
Compensatory Time Off Plan| begins with |
Description| begins with
I
B Look Up Clear Cancel | Basic Lookup
d
@ Search Resulis
View 100 First ‘4" 1202 'F Last
I Compensatory Time Off Plan Description Short Description
cly
COMP_LEAVE Compensatory Leave Plan Comp Leave
OT_LEAVE Overtime Leave Plan OT Leave

—

6. The available Compensatory Time Off Plans display. Select the applicable Comp Plan by clicking
the corresponding link in the Compensatory Time Off Plan column.
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The Compensatory Plan Enrollment page returns with the selected Compensatory Time Off Plan.

Favarites + | Main Menu + > Timeand Labor~ > Enroll Time Reporters + > Comp Plan Enroliment

Compensatory Plan Enrollment

JOHN DOE Empl ID 00014486100 EmplRecord O
Comp Plan Enrollment Find | View All First ‘4" 10f1 '}’ Last
*Effective Date |[0514/2020 |[3} [+ (=

Valid Comp Time Off Plans for Time Reporter Personalize | Find | View All | @[ IE First € 10f1 b Last

*Compensatory Time Off Plan Description *Status
[comp_LEAVE x |Q Compensatory Leave Plan [Active v] =
[§)Save ||[a® Returnto Search ||[=]Motify || Refresh | %] Include History ||(» Correct History

7. The Status field defaults to “Active”. Do not change.

Note: All salaried employees should be enrolled in a Compensatory Leave Plan and only employees in
the workgroup eligible for overtime leave should be enrolled in the Overtime Leave Plan.

8. Click the Add Row (+) icon.
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9. A new row displays. Repeat the steps previously shown to add the Overtime Leave Plan as

applicable.

Compensatory Plan Enrolliment

Comp Plan Enrollment

e

*Effective Date 051472020 |z

Valid Comp Time Off Plans for Time

Reporter
*Compensatory Time Off Plan Description
CONMP_LEAVE Qi Compensatory Leave Plan

| Q

|[F]save | |[of Returnto Search | |[=] Notify || 2% Refresh

JOHN DOE Empl ID 00014486100
Find | View All First ‘4 10f1 '*' Last

Favorites « ‘ Main Menu - > Time and Labor » > Enroll Time Reporters » > Comp Plan Enrollment

Empl Record 0

[+ (=]

Persanalize | Find|\ﬁewm||[§—‘| £ First ‘1 1-20f2 '} Last

*Status

[ Active v #H[=
[ Active vl [ (=]
¥ Include History |_} Correct History

10. Click the Save button.

Note: The process to enroll the employee in a Comp Plan is now complete. To assign a Work Schedule
to the employee, see the Assign a Work Schedule to the Employee section of this Job Aid as

applicable.
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Assign a Work Schedule to an Employee

Each employee must have a Work Schedule that is effective dated in Cardinal. Assigning an employee

to a Work Schedule(s) is done manually.

Supervisors and Administrators can assigh new Work Schedules to employees. Only Payroll

Administrators can correct the Work Schedule.

Note: After enrolling the employee as a Time Reporter, the Refresh Dynamic Group process must be
run prior to assigning a Work Schedule to the employee. This is a scheduled batch job that runs every

hour on the hour.

Favorites v | Main Menu «
00 mycardinal HCM ’ = -
Menu ] - 8 Cardinal Messages
> My Favorites O  cardinal Conversion » S
» myCardinatHCY () Self Service C g
» Cardinal Convery (O Manager Self Service r myCardinal HCM
» Self Service (3 workforce Administration y "3-’;;,-‘ HCM Report Execution
» Manager Self 5g ) 01 view Time y |7 [ TAReporis
» Workforce Admi 51 Time and Labor B9 Process Time , =] HCM Query-based Reparts
i |
, Time and Labor 03 Payroll for North Amerig
» Payroll for North| (. Global Payroll & Absen G Approve Time 5 _ 4
» Global Payroll & 3 Organizational Develop{ —  Enroll Time Reporters | & Create Time Reporter Data
» Organizational O Set Up HCM /M Reporis J Maintain Time Reporter Data
» SetUp HCM = ] i
P! (1  Enterprise Components b I f Assign Work Schedule |
» Enterprise Compg \Workest , L] Assign Schedule to Group
> Workiist e B Comp Plan Enroliment
» Reporting Tools 8] Reporting Tools r
» PeopleTools 80  PeopleTools ’
» Cardinal Interfad [ cardinal Interfaces J
Iy Personalizati B .
My Personalizations

1. To assign a Work Schedule to an employee, navigate to the Assign Work Schedule page using this

path:

Cardinal FIN > Cardinal HCM > Main Menu > Time & Labor > Enroll Time Reporters > Assign

Work Schedule
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The Assign Work Schedule Search page displays.

Favorites « ‘ Main Menu v > Time and Labor+ > Enroll Time Reporters » >  Assign Work Schedule

Assign Work Schedule

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

v Search Criteria

Empl 1D |begins with »||

Empl Record |= v |

Name | begins with ||

Business Unit | begins with v||

|
|
|
Last Name |begins with V|| |
|
|

Department | begins with ||

Organizational Relationship |= v| | v

M Include History [ ICorrect Histery [ Case Sensitive

@
| searcn || cClear |BasicSearch 27 save Search Criteria

2. Search for the applicable employee. Enter the Employee ID or known portion of the Employee ID in
the Empl ID field.

Note: You can also search for the employee using the other fields provided. However, it is
recommended to use the Employee ID as it is a unique identifier for each employee.

3. Click the Search button.
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The Assign Work Schedule page for the applicable employee displays.

Favorites - Main Menu ~ > Time and Labor » > Enroll Time Reporters ~ > Assign Work Schedule

Assign Work Schedule

JOHN DOE Employee ID 00014486100

Transportation Operator I Employment Record 0

Adions ¥}

Assign Schedules (7 Personalize | Find | View Al | (2] £ First ‘1 1of1 ‘" Last

Primary Schedule || Alternate Schedule |

*Effective Date  *Assignment Method Schedule Group Schedule ID Description

v] =

|5 [Use Default Schedule

I View history of Schedule Assignments, including default changes

|[Flsave ||[oh Retumto Search || Refresh | | 71 Update/Display | J2 Include History | |27 Correct History |

4. Enter or select the Effective Date. The effective date should be equal to the employee’s hire date.

5. The Assignment Method field defaults to “Use Default Schedule”. Click the Assignment Method
dropdown button.
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The available Assignment Method selections display.

Favorites + Main Menu ~ > Time and Labor~ > Enroll Time Reporters » >  Assign Work Schedule

Assign Work Schedule

JOHN DOE Employee ID 00014486100
Transportation Operator Ii Employment Recerd 0
Actions ~

Assign Schedules (7 Personalize | Find | ViewAl| &) B Fist (0 10f1 0 Last

Primary Schedule | Aflemate Schedule | |

*Effective Date  |*Assionment Mathod Schedule Group

Schedule ID Description Show Schedule ‘
Create Personal Schedule
o | Select Predefined Schedule — —
0511412020 |39 || [Use Deault Schedule vDOT 5-DAY Standard 40 hr Work Wk~ Show Schedule  [+] [=]

J» View history of Schedule Assignments, including default changes |

|[f]save ||[ah RetumtoSearch || Refresh |

7] Updatemisplay || & Include History | [[% Correct History

6. Choose the “Select Predefined Schedule® assignment method by clicking on the corresponding list

item. All VDOT employees have a predefined schedule.

Favofites » hain Mend - > Timeand Labof ~ >  Enroll Time Reporers - > AsSign Work Schedule

Assign Work Schedule

JOHN DOE Employes ID 00014456100
Transportation Qperatar [ Employment Record 0
Actions =

Asszign Schedules (7

Personalize | Find | Wiew all | Qﬂl Q First ‘4 1ef1 ' Last
Primary Schedule | Aftemnate Schedule
*Effective Dale *Assignment Method Schedule Group Schedule ID Description Show Schedule
051412020 ﬁ | Select Predefined Schedule v | [voaT :CL 1 Show Schedule ==
¥ Wiew history of Schedule Assignments, including default changes
|__;{|53u\e [[¢h Retum 1o Search || &% Refresh | | #] UpdateDisplay || E1 Include Hislory || (52 Correct History

7. The Schedule Group defaults to “VDOT". This is the only available selection.
8. Click the Schedule ID field Look up icon.
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The Look Up Schedule ID page displays in a pop-up window.

Look Up Schedule 1D

M-TH OFF OFF M-Th, F12, Sati14, Sun14

M-W24H Waork 8 hrs Maon, Tue, Wed

MTT24 Work 24hrs MonTuesThurs

MOMNE Hourly Schedule no hours

TUNMZ2E-10R HR Femy 56-Day 8R

TUNNZE8-5R Salem Tunnels 28-Day-5R

TUNMN42-8R. HRoads Tunnels 42-Day 8R v
BEE

9. Use the scrollbar as needed and select the applicable Schedule ID by clicking the corresponding link
in the Schedule ID column.

Note: Hourly employees are assigned a Work Schedule with zero hours. Assign Schedule ID
“NONE?” for hourly employees. Salaried employees are assigned a pre-defined Work Schedule that
matches the days of the week and number of hours they are scheduled to work. Schedules can be
weekly, bi-weekly, rotating, and flexible.

The Assigned Work Schedule page returns with the selected Schedule ID (Work Schedule).

Favontes | hain Menu = > Time and Labor = » Enroll Time Reporters » > Assign Work Schedule

Assign Work Schedule

JOHN DOE Employee ID 00014486100

Transportation Operator I Employment Record 0

Actions =

Assign Schedules (7 Personalize | Find | View All | G | B Fist ' 10f1 '} Last

| Primary schedute | Attemate Scheaule | [F50)

*Effective Date “Assipnment Method Schedule Group Schedule ID Description Show Schedule

05M4/2020 |3 [Select Predefined Schedule v| [vDoT < B-DAY x |G| Standard 40 hr Wark Wi Show Schedule | [+ [=]

I View history of Schedule Assignments, including default changes

||"_.'ﬂ$ave |E Retum 1o Search | [ Refresh [ 7] UpaaterDisplay || %) Include History |57 Correct History |

10. The Description field defaults based on the Schedule ID selected and cannot be changed.

11. The Show Schedule link can optionally be used as an alternate way to view and verify the assigned
Work Schedule on the Schedule Calendar page.

12. Click the Save button.

This completes the process to assign a Work Schedule to the employee.
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