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Overview

Basics
Timesheet Accessl OneStart, TIME Portal
Policies T general guidelines

User Role
Synchronous/Asynchronous

Time Lite | Basic Clock Interface

Detailed View | Editing

Approver/Processor Roles
Find Timesheet(s) i View, Clock-in/out, Editing

Approvals I How to approve
Processori Reports, Maintenance, Edocs
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ACCESS- OneStart

https://onestart.iu.edu

action list | s

Campus | Services®l ‘“'otifications (86) ~ My Groups | My Zone

Services > AdministratiWSyste set default home

HRMS TIME v

* [Services
e S A\dministrative

515
Go to HRMS Portal

EpIC Systems

MORE INFO: HRMS Suppart Center
TIME
A IME -
EPIC - Departmental Tasks v SES Training Team

Self-Service - » Incident Lookup Website
- -. : .
Library £ E P I ( o SIS Online Help o Job Aids

« Access Request

Workflow Management System
« Shop Contracts (preferred vendor) Launch + Data Managers
« Create a Requisition + Troubleshooting

Group Quick Links o Search for Documents

« Search for Vendors

" HRMS (Training) MORE INFO: sishelp@indiana.edu | SIS Problem Repaort

¥ OneStart Support

» x

5 mi {E 3;63 Go to EPIC Portal -
L Select above link to view the full list of tasks available in EPIC and all support

documentation.
My Preferred Content » Access the IUIE

» Online Tutorial
¥ EPIC - Departmental Financial Information v © Temininm bkl



https://onestart.iu.edu/
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AccessO Time Portal

w INDIANA UNIVERSITY

OxeStart

Services Home
1U Foundation 1Q

Email

HRMS

Campus

Services > Administrative Systems > TIME

Services

Notifications (115) My Zone

My Groups

515

EPIC

TIME

Data Access

FI5

UIE
Student Self-Service

Library

Workflow

Group Quick Links

FEPIC Training
Environment

' OneStart Support

P TIME (TK-5TG)

P TIME (TK-UNT)

Most Popular

F Student Center
} Classifieds

F Crnnil

TIME: Porual

TIME: Portal

ser Preferences | Support Links | Motify Approver | Administration
, Timesheet(| User Preferences | Support Links

Change User Preferences

M E Open Current Timesheet

Current Preference Settings:

Doc Id Pay End Date Status

4452913 05/16/2009  Current Descri Eﬁﬂl‘l
4403601 0570272009 Approved
4351260 04/18/2009  Approved Location: Indianapolis Campus

Find all Timesheets for Cindy Arend

MORE INFO: TIME Support Form

MORE INFO: TIME Support Form

TIME: Portal
Timesheet User Preferences | Support Linkg = Motify Approver

TINE: Porta

Timesheet User Preferendes SupportLinks  Nogify Approver Adminstration

THE Suppert & Trining TIHE Documentation

Assignment Action

v Implementation (new departments|
IN-PAY: Training/Computer Support (2696) Notify Approver

o TIME Suppart Form (FAS

» TINE Trainin  Documentation (supervisors and administratars)
» THEFAS o Employee Guides

MORE INFO: TIME Support Form

HORE INFO: TIE Support Form
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|U Policies

AReCOI’dIng HOUI’S Worked (Handbook/p22,sec6; 4.1:A2,4.2:B2)

[ User is responsible for recording all hours worked
[ Supervisor must approve O0ti mesheetd

Alllegal Services/Ghost Employment gandsookpzz.sect)

[ No non-university related work assignments; assigned or conducted
during U O0Ti meo

ARest Periods [6Breakso] .

(Handbook/p22,sec8; 4.1:C1/D1)

[ 15 Minutes per half work day; not used to make-up time missed (i.e. late
arrival), extend lunch, or accumulate

[ Work 6 consecutive hours - strongly encouraged - 30 minute lunch break

A Ove I”[I me (Handbook/p22,sec9; 4.2:A4/A3)

[ Supervisor MUST authorize all overtime (OT) before user actually works
time; user may NOT authorize own OT.

[ Hours worked over 40 in a week are paid at one and one half times
reqularpay.( Appl i es t o O p-ameckrdplogeesat us f or



TIMELite O Basic Interface

(TIMEJ Document 1d: 14580878 | Pay End Date : |08/13/2009
: University 1d : 000 Name: Cindy L Arend (carend)
Timesheet Document .7 feadback

Each employee is responsible for accurately recording their time and attendance hours using the TIME system,
Use of this timeshaet is governad by tha Timekeeping Policy available for review hare,

Work Status : |Clocked in since 06/01/2009 07:30 AM
Clock Assignment ; ‘Training/Computer Support: § i Red#0 IN<PAY

Distribute Hours?: [
clock out take lunch

Monday June 01, 2009 8:25 AM

ng.‘lilgd View



Synchronouso petailed (Top)

Document Id : 3480362 Pay End Date : |09/06/2008 4

University Id : |00C Name : Cindy L Arend (carend)

feedback

Each employee is responsible for accurately recording their time and attendance hours using the TIME system.
Use of this timesheet is governed by the Timekeeping Policy available for review here.

Weork Status : |Back from lunch since 09/05/2008 12:30 PM

Clock Assignment : Training/Computer Support: §: i/hr Rcd#0 IN-PAY

| clock out | | take lunch |

Friday September 05, 2008 3:12 PM

J

| expand all || collapse all |

————

d Hours Details \L

Hours Details Actual Time Inquiry

Sun, August 24, 2008

Hour Details
* Assignment
Mon, August 25, 2008

Hour Details

* Earn Code * Begin Time * End Time OT Earn Code OT Hours

* Assignment * Earn Code Hours * Begin Time * End Time OT Earn Code OT Hours
Training/Computer Support: § W/hr Red#0 IN-PAY RGN: Regular Pay Nonexempt Staff 3.7 07:30 AM 11:12 AM 0
Training/Computer Support: § W/hr Red#0 IN-PAY RGN: Regular Pay Nonexempt Staff 4.4 12:06 PM 04:30 PM 0

+ hide Tue, August 26, 2008

Hour Details

* Assignment * Earn Code Hours * Begin Time * End Time OT Earn Code OT Hours
Training/Computer Support: & ifhr Red#0 IN-PAY RGN: Regular Pay Monexempt Staff 4.1 07:30 AM 11:36 AM 0
Training/Computer Support: § Whr Red#0 IN-PAY RGN: Regular Pay Monexempt Staff 4 12:36 PM 04:36 PM 0

Wed, August 27, 2008

Hour Details




Synchronous- Actual Time

feedback | close window

Actual Time Inquir\,f@

18 results found, displaying all results.1

Date Assignment Beqin Time Actual Begin Time End Time Actual End Time
08/25/2008 07:30 AM 07:29 AM 11:12 AN 11:10 AM
08/25/2008 ainina/Co 12:06 PM 12:06 PM 04:30 PH 04:29 PM
08/26/2008 ACTUAL CLOCK IN TIVE | ROUNDED TIVE: | = TENTHS 07:30 AN 07:30 AM 11:36 A 11:36 Al
08/26/2008 12:36 M 12:34 PM 04:36 PH 04:38 PM
08/27/2008 :57, :58, :59, :00, :01, :02 :00 .0 HOUR 07:30 AW 07:29 AM 11:30 AM 11:32 AN
08/27/2008 03, :04, :03, :06, :07, :08 o L HOUR 12:30PM 12:27 M 04:36 PN 04:35 M
08/28/2008 - ' 07:30 AM 07:29 AM 11:00 AM
08/28/2008 109, :10, :11, :12, :13, :14 12 2HOUR 12:00 PM 04:36 BN 04:37 BM
08/29/2008 07:36 AN 07:34 AM 12:24 PH 12:24 pM

115,116, 117, :18, 119, :20 118 3 HOUR
08/29/2008 04PN 01:20 PM 04:30PM &3P
03/02/2008 21,22, 23, 124,25, 26 24 AHOUR 07:36 AN 07:37 A Q2 121174 )
09/02/2008 7 28 20, 30,41 42 - CHOUR 01280 DLOYPM 36PN (0433 M
09/03/2008 o ' ' 07:42 AN 07:43 AN 11:54 A 11:53 Al
09/03/2008 33, 134, 135, 136, 37, 38 36 6 HOUR 12:42 PM 12:41 PM 04:36 PH 04:36 PM
09/04/2008 07:30 AN 07:29 AM 12:18 PH 12:17 BM
09/04/2008 39, 40, :41, 142, 43, 44 42 T HOUR 01:18 PN 01:20 M 04:30 PN 04:28 M
09/05/2008 43, :46, 47, 148, 149, :30 48 SHOUR 07:30 AM 07:29 AM 11:30 AM 11:31 AM
09/05/2008 12:30 PH 12:30 PM 04:36 PH 04:36 PM
18 results found. dis 51, :52,:53, 154, 155, .56 54 .9 HOUR

i




User Role - Editing

Document Id : 3430362 Pay End Date : |09/06/2008 |

University Id : |00( Name : |Cindy Arend (carend)

feedback

Each employee is responsible for accurately recording their time and attendance hours using the TIME system.
Use of this timesheet is governed by the Timekeeping Policy available for review here.

Work Status : |Back from lunch since 09/05/2008 12:30 FM Clock Assignment : | Training/Computer Support: § hr Red#0 IN-PAY

| clock out | | take lunch |

Friday September 05, 2008 3:12 PM

J

/2
Hours Details \

Hours Details

Actual Time Inguiry

Sun, August 24, 2008

Hour Details
* Assignment
Mon, August 25, 2008

Hour Details

* Earn Code

* Begin Time * End Time OT Earn Code OT Hours

* Assignment * Earn Code Hours * Begin Time * End Time OT Earn Code OT Hours

Tue, August 26, 2008

Hour Details

* Assignment * Earn Code Hours * Begin Time * End Time OT Earn Code OT Hours

Wed, August 27, 2008

Hour Details




User Role - Editing

Note: Timesheet is
locked when editing




