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Welcome to UDTime

a new online system

You will enter your time at
work in UDTime

It will accurately capture
and calculate earned
time off




Wﬁlﬁvs\/m -:le Human Resources

Contents

WY UDTIM ...ttt ste ettt ste s e ea e sae e erae s )

USiNg UDTIME SYSTEM....ciiiiiiiie ettt s s 7
LoggINg iN 1O UDTIME ceveeiiieiee et 8
UDTime Dashboard........ccocceviiiiiee e 10
Entering WOrk Time€....c.uco et 11
Deleting Incorrect Time Entries......ccoeeveeeiniee e 18
Saving Your Time ENtriesS.....c it 20
Overtime and Comp TiMe....ccueiieiecee e e 22
Employee Comments boX.......ccecvvevieeneicee e, 25
Leave Time on Timesheets........cccvveeveevieece e 27
EXCEPLIONS 1ab .. e e 29
R U1 I - | o JO TR 31
Time-Off BalanCes....ccovevveeeie ettt e 33

Other Features of a Timesheet......cccoeeevvvveeeiiceeccveecceveevceeeeee. 35
Logging-Off of UDTime
Accessing wWebforms.........ccccvveeeveeccneecsvneecnne
Request for Leave webform
Time-off Balance webview.......cccceecuvveecnenne.




SITYor
AFSCME 3472 Employees WWARE

Human Resources

UDTime by Employee Group:

UDTime
Employee Groups Web Forms & UDTime system
Web Views

No
Academic Faculty Limited Yes, only if supervisor of misc. wage or

undergraduate student employees
T R
Non-exempt and Exempt Staff No
Yes, only if supervisor of misc. wage or
Senior Leadership _ undergraduate student employees
I [
AFSCME 3472 Employees _ Time Entry including Work Orders
AFSCME 439 Employees Clock in/out
Undergraduate Student Employees Clock infout
SPPEWISMS' B AT Yes Approve or Sign-off on Timesheets
Timekeepers for above 4 groups
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Why UDTime?

— Replacing 20+ year old system (Scheer Time & Attendance)

— Tracking paid leave balances online
* Vacation
* Sick Pay
* Dependent Sick Leave
 Comp Time (not working as of 12/20/2013)
* Long-Term lliness
* FMLA (if approved)
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Training Agenda

* UDTime system
— Logging into UDTime
— Enter work time on your timesheet with Work Orders
— Viewing your timesheet

* Leaves
— Accessing webforms
— Request for Leave webform
— Time-off Balance webvie
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Using the UDTime system

Logging-in to UDTime
Entering work time on timesheets
Features of a timesheet
Logging-out

© 2013 University of Delaware y Summer 2013
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LOGGING IN TO UDTIME
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Entering Hours in UDTime

TS Make this a Favori
.udel.edu/udtime ake this a Favorite

dit View Favorites Tools Help

udtlme

Log in ‘

UNIVE R S ITY qf' D ELAWA R E Protect your personal information, click Logout

and close your web browser when done.

Central Authentication Service (CAS)

Loglnmthyturusernam Use elther Slde to Iog In th your UD ID
Username is either your UL

s your University identifier. All employees, students, and alumni
Maore help. 7= I'amall[l ID. More help.

Username:

Password:
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Click to go to

the Leave Leave Balances

Balances View
>} Enter My Hours

H Reports

led View General Reports

Human Resources

UDTime Dashboard

@ My andar e

This is called the
Dashboard, it’s your

Dashboard

UDTime home page

of UDTime

Ignore this, schedules
are maintained outside

Welcome to the Customizable Dashboard!

1

*

You can customize the links on this page using the icons described below. These icons will appear

when you hover over a link.

Click on the % to move a link to your favorites. These will appear on the top of the dashboard

for easy access.

If you no longer need a link in your favorites you can click on the 7, This will move the link back

to its original category.

You can reorder links by dragging and dropping them to a new location.

You will ONLY see this
message the first time
logging-in, click OK
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ENTERING WORK TIME
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Leave Balances

H Reports

g View General Reports

W}%IEAR\/SV% -:le Human Resources

Entering Work Time

Dashboard

[ My Calendar

Click to Enter My Hours
to go to your timesheet
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Entering Work Time

This is a blank two-week
timesheet.

My Time Entry: BUNEL, DAVID (61649} —- Utility Oy Best practice is to enter

(bl save | | More. v | ListView = work orders and hours
daily.

5 S5 M TWTF

S al
24|25 26|27 28|29 30 Mar 17, 2013 [Wlshow Al weeks

Date Adj son
Sun 0317

*

Mon 0318

Tue 03/19 ' 347 You will enter Work
wed 03/20 ' teg _347 Orders and Hours

Thu 03/21
Fri 03/22 | Regular Hoyrs_2472

Sat 03/23 Pay Code:
This defaults to Regular Hours_3472

pate | forall dates.

Eun 0324 | The other choice are:
Mon 03/25 | - Overtime Premium
Tu=03/26 | - Comp Time Earned

wed 03/27 @ [l Regular Hours_3472

Thu 03/28 @ - Regular Hours_32472

Fri 03/29 | Regular Hours_32472

Sat 03730 | Regular Hours_2472
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Entering Work Orders

Work Orders
All numbers are available,
Timesheet you do not need to have

SIITWTEFES SMTWTES them assigned to you.

17 |18 19 20|21 22 23| 24 25 26 27 28 29 3p Hari8, 2013 [Mlshow ail wesks

Date Pay Code Adj Reason

Sun 03/17 (e D Regular Hours_3472

urs_3472 \

Find the date:

1. Click on the Work Order box fum=_3472
(the row turns green):

2. Enter the numberif you

oR know it 22500 |[RM 118 - OUTLETS HAVE NO POWER. ON LEFT SIDE OF ROOM

W
* Use the Search feature >

22502 ROOM 121 - LOUD HAMMERING IN WALL AND SMELL OF QIL
\
22504 GENERETOR- TS RHhNEHE
22505 TOILET SEAT IS VERY LOOSE
Date Search feature: 22506 CLOGGED TOILET
Sun 03/24 1. Start typing the number and a 22507 15T FLOOR...BLACK BOX IS ALARMING
Mon 03/25 list appears of 22508 MAIN ENTRAMCE DOOR ...HANDLE IS LODSE
. 2250% THREE TOILET SEATS ARE LOOSE, THIRD
Tue 03/26 . Select a Work Order by clicking _
: 22510 CHECK HVAC EQUIFMENT ...DUE TO CONDENSATION

onit
wed 03/27 22511 THREE TOILET SEATS ARE LOOSE,

Thu 0z/ze | Oryoucan also sgarch for work ek fur 275 =
orders that contain the number

you typed, click here.
Sat 03/30 Loy

W

Fri 0329
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Entering Additional Work Orders and Hours

| 4 0271772013 - 03/30 /2012 7] B ||}-) Save | | More = | | List View + |

Timesheet

s/ TWTTFS 5SMTWTF S

17 18 15 20 21 22 23| 24 35 26 27 28 29 30 ar 18,2013 [¥lshow al wesks

Date Pay Code Work Order Adj Reason
Sun 03/17 | Regular Hours_2472

Regular Hours_3472 22503 2.50
ROOM 121 - LOUD
Mon 0318 HAMMERING IN
WALL AND SMELL
OF OIL

Tue 03/19 @ | Regular Hours_3472 I

. _ | Regular Hours_3472 .

wed 03/20 || ) | Click on the Hours box and
Thu03/21  |[{@m]| \ Regular Hours_3472 enter the number of hours
F (two decimal points.)

= To add more Work Orders /Hours for
the same date, Click the Plus button.

i Work Order
Be careful to click on the correct date!

Man 0325 - SQUIar Aours !

Tue 03/26 Regular Hours_3472

Wed 03/27 Regular Hours_3472
Thu 03/28 | Regular Hours_3472
Fri 03/29 | Regular Hours_3472

Sat 0320 | Regular Hours_3472
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Entering Additional Work Orders and Hours
This is List View

4 02/17/2013 - 03/30/2013 7 B ||} Save | | More @

Timesheet

s[ITWTTFS 5 MTWTF 5

17 18 19 20 21 22 23 |24 25 26 27 28 29 30 2r 18,2013 Mo all wesks

Date Pay Code Work Order Adj Reason
Sun 03/17 @ | Regular Hours_3472

@ | Regular Hours_3472 22502
ROOM 121 - LOUD
HAMMERING IN
WALL AND SMELL
OF OIL

@ Regular Hours_3472 22504
GEMERATOR IS
RUNMING

Mon 03/18
@ | Regular Hours_3472 10995

PIPE BROKE AND
FLOODING
STAIRWELL
ENTRAMCE

Reqular Hours 3472 10857
ROOM 140 IS TOOD
COLD
Tue 03/19 @ - gular Hours_3472

Wed 03/20 You can add as many
Thu 03/21 “time slices” on one date
Fri 03/22 as you need.

Sat 03/23 &Y= Regular Hours_3472
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Entering Additional Work Orders and Hours
This is Day View

Day View may be easier
because it allows you to

4 10/27/2013 - 11/00/2013 7] B 5 enter. TS 2P O3 CEYf
at a time.

|. Timesheet |

Worked Time
Pay Code Work Order

Regular Hours_3472 111703
SINE LEAKING
FROM PIPES

Regular Hours_3472 105996
CHILLER 1 IN
ALARM

Regular Hours_3472 187613
MONTHLY DIESEL

Regular Hours_3472

You can add as many
“time slices” on one date
as you need.
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DELETING INCORRECT ENTRIES
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Deleting Work Orders/Hours

You may accidentally add
q 021772013 - 02/30/2013 |1?| b | Save | | More = | | List View = | hours on the Wrong date.

Timesheet This is easily fixed.

S M| WTFS S MTWTEF S
17|18 19 30|21 32 23| |24 25|26 27 |28 29 30

Date Pay Code Work Order agir This last entry should have
Sun 03/17 ' Regular Hours_3472 been entered on 3/18, not
Regular Hours_3472 223032 on 3/19.

Mar 19, 2012 [¥lshow 2l wesl For example:

ROOM 121 - LOUD
HAMMERING IMN
WALL AND SMELL
OF OIL
| Regular Hours_3472 22504
Men 03/18 ERATOR IS
. ING
1. Click the down |
rrow reveal BROKE AND
arrow to reveal a g

list of actions. RWELL
LAMNCE

Reqular HEOTE 3972 * 110997 T3
ROOM 140 IS TOO .
coLp 3. This message

. . 4 Cut ) .
wed 03/20 | (D)= 2. Click on Delete appears, click Yes.
Thuo3/2t ([ ER Copy Row /

Fri 03/22 0= I v,

sat03/22 [ D= l Duplicate Row
( © Deeter , Are you sure you want to delete this row?
ele o

Date v Create Mew Favol Work Order

Sun 03/24 |
No
Men 03/25 | E?I Change Work Bat

S e | Remilar Hors 3472

Regular H
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Saving Your Time Entries

Message from webpage -

:I You have unsaved changes, Click OK to discard thermn.

4 o03/17/2013 - 02/30/2012 [ Save | | More ~ | | List\iew - |

Timesheet

Egﬂw T FS § TWTEFS If you forget to save,

Save your time entries! one of these messages
o will pop-up. Click:
sun 03/3 The orange color indicates « Cancel button — | ( . "‘:, Are you sure you want to leave this page?

you have Changes that need g%:ls{;]f\? * Stay on this Page \ - N Message from webpage:

to be saved. A ;
:::,TEIE Then g0 baCk and CIICk You have unsaved changes. Click OK to discard them.

oroiL| the Save button

@ | Regular Hours_3472 22504 T < Leave this page
GEMERATOR IS

Mon 03718 RUNNING \ :
J ) Regular Hours_3472 10595 Notice on 3/19, the Work | z.50 3 Stay on this page
PIPE BROKE AMD)

FLOODING Order and Hours are gone,

STAIRWELL R .
ENTRANCE just a blank row remains

Reqular Hours 2472 10997
ROOM 140 IS TOOD
COLD

Date

Tue 0319 | Regular Hours_3472

wed 02/20 | Regular Hours_3472
Thu 03/21 | Regular Hours_3472

Fri 03/22 | Regular Hours_3472
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4 o0z/17/2013 - 02/30/2013 7] B

Timesheet

s i
19

17 18

Date
Sun 03/17

Mon 0318

Tue 03/19
Wed 03/20
Thu 03/21
Fri 03/22

Sat 03723

T
21

o
o

© ©

23

COogeo ©

5 8§ M T WTF &
24 |25 26 27 2B(29 30

Pay Code
Regular Hours_3472

Regular Hours_3472

Regular Hours_2472

Regular Hours_3472

Reqular Hours 3472

Regular Hours_3472
Regular Hours_3472
Regular Hours_3472
Regular Hours_3472

Regular Hours_3472

Saved Timesheet

Once, you save the
timesheet, the hours

display in the Total
|H Save | | More = | | List View - | column

/ =

You will see this message

wao aftersaving. Hours Start Ti... Units Rate O...

And the Save button is
22503 . . . 2.50 0.00
room | blue, indicating you may
3 safely logout of UDTime.
OF OIL

22504 1.23 0.00
GEMERATOR IS
RUNMNIMNG

10953 3.30 0.0
PIPE BROKE AND

FLOODING

STAIRWELL

ENTRAMCE

10557 0.73 0.00

ROCOM 140 IS TOOD
CoLD
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OVERTIME AND COMP TIME

" \M
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Overtime

Overtime is paid for any hours

‘ 4 o03/17/2013 - 03/30/2013 [ [P ‘H Save | | More ~ | | List View - |

Timesheet

S M TWTFS 5 MTWT F|[ -
1718 15 2021 22 23| 24 25 26 27|28 25 50 "Mar 39,2013 Mishow Al Wesks

Date Pay Code
Sun 03/17 @ = Regular Hours_3472

@ I Regular Hours_3472

Work Order Adj Reason

22502
ROOM 121 - LOUD

worked over 8 hours in a day.

The system has been
programmed to follow the union
contract and will calculate
overtime automatically when
the timesheet is processed.

HAMMERING IN
WALL AND SMELL
OF OIL

R larH 3472 22504

seuRreES SENERATOR 15 For example, the hours on 3/18

RUNMNING .
10595 total 10.25 hours should be paid
oo e as overtime.
STAIRWELL
ENTRANCE
10997

Romn 1s01sTOC Pay Code to Overtime Premium
10993 and enter hours as usual.
HOT WATER TANK

LEAKING RM 206

To be paid overtime, change the

Tue 03/19 Hours_3472

Wad 03/20 r Hours_3472 . .
A message in the Exceptions tab

and a push pin on the date indicate
when the hours exceed 8 hours.

cat 03/23 r Hours_3472
This is just a warning about the

Pay Code extra hours, leave as is to be PAID
overtime.

Thu 03/21 r Hours_3472

Fri 03/22 | T Hours_3472

/L

Exceptions ;)” Results H Time-Off Balances | Schedule | /

Filter exceptions by day [ |

Exception Message Severity =~
10,25 hours exceed 8.0 Standard Daily Hours for the day. Warning
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Comp Time Earned

Other times you may want to choose Comp Time instead of
paid overtime.

4 03/17/2013 - 02/30/2012 [T B (-] 5ave |) | More ~ | | List View ~ |

* You will enter Comp Time Earned on your timesheet.

Timesheet Currently (as of Dec. 2013), this is a manual process that

SEIT WT F s [STMT WTFES . 32013 Wshowd tracks your comp time (by your timekeeper)

171819 (20 |21 |22 |23 |[24 |25 26 (27| 28|29 | 30

Date Pay Code Work Order To use Comp Time, alert your manager, who will notify

Sun 03/17 |[(@) g | Regular Hours 3472 your timekeeper to make the change on your timesheet.

1. Click on the Regular 02

M 121 - LOUD i i i
Hours_3472 Va0 Comp Time is earned at the same rate overtime would

2. Comp Time Earned is the [;""" """ have been paid.

other choice, move your |o4 125 0.00

mouse down until it ORI
) NING In this example, the 2.25 extra
becomes blue, click to 55

Mon 03/18 I ) E BROKE AND hours on 3/18 will be changed
select it. ODING ;

. TRWELL to Comp Time Earned.
Click the Save button RANCE . :

57
RDDM 140 I3 TOO
COoLD

10993
HOT 'WATER TANEK
AKING RM 206

Tue 0319

Wed 03/20 | Regular Hours_2472
Thiu 03721 | Regular Hours_2472
Fri 03,/22 | Regular Hours_3472

Sat 03/23 | Regular Hours_3472
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EMPLOYEE COMMENTS BOX
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Employee Comments Box

Employee Comments box:

* Document changing Pay Code to Comp
Timesheet 4. Click the Save Time Earned (from Regular Hours)
SMIIWTFS sMTWTF | bytton (it will turn Alert your supervisor about a problem
17 18 19 20|21 22 23 24 25|26 27 28 25 .
from orange to blue) on your timesheet.
Date Pay Code .
Sun03/17 |[\@)m| | RegularHours 3472 Use for miscellaneous comments.

22503 T - =L

ROOM 121 - LOUD

1. Open the Comment box: HAMMERING IN

. WALL AND SMELL

* Click on the date row OF OIL This text box opens:
22504

. (it.turns EC), S 2. Type your message to your supervisor
SIS E: with the relevant details.

4 o032/17/2013 - 03/30/2012 |7 D-(- | More = | | List View = |

3. Click the Comments tab to close it.

ENTRAMCE

@ - Comp time Earned 10997
ROOM 140 IS TOO
COLD @

wed 03/20 @ = teqular Hours_3472

Thu 03/21 @ - tegular Hours_3472

Fri03/22 | teqular Hours_3472 '

, COMMENTS
I’'m changing this .75 hr on 3/19 to comp time instead of gettir(g paid OT.

Sat 0323 | tegular Hours_3472 !

Date Pay Code
Sun 0324 | tegular Hours_3472

Mon 03/25 | tegular Hours_3472

anlar Honrs 2472
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LEAVE TI M E Vacation, Sick Pay, etc.
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Leave Time is NOT Entered on Your Timesheet

Leave time is not entered directly on
Timesheet your timesheet!

[lMm TWTFS S MTWTF

17 18 19|20/21 22|23 | 24 35| 26|27 28| 79 3u Mar 17, 2013 [Vishow all Wesks

Leave time such as Vacation, Sick Pay, or

Date Pay Code Work Order Adj Reason Hou Dependent Sick Leave ( not Currently
sun03/17 |[(@y] [Reevlar Hours 3472 working) comes from submitting a
O] |RegulerHours 3472 22303 Louo Request for Leave webform.

HAMMERING IN
WALL AND SMELL

oF oIl Complete Request for Leave forms
| Regular Hours_32472 22504 i
O r A R promptly to get paid your full 80 hours.
RUNNING ' ' ' '
@ = Regular Hours_3472 10955 F.30 0.00 3.50
Men 03/18 PIPE BROKE AND
FLOODING
STAIRWELL
@Y |x| ReaularHours 3472 Leave time will display on your 0.73 Ll 0.75
timesheet, but cannot be updated on
@ e Regular Hours_3472 the timesheet. 2.25 0.00 2.75
| Regular Hours_3472 o .
Tue 03/19 [~ : - Modifications are done on the Leave
wed 03/20 [ (@}|x| RegularHours 3472 Balances webview (covered later in
Thu 03/21 O~ Regular Hours_3472 this training.)
Fri 03/22 @ = Regular Hours_3472 !
Cat 03723 @ | Regular Hours_3472
10.25
Date Pay Code Work Order Adj Reason Hours Start Ti... Units Rate O... Total

0.00
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EXCEPTIONS TAB
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‘ 4 03/17/2013 - 03/30/2013 77 [ Save

Timesheet

S M TW | FS SMTWTF S
17 18(10 20 21 22|23 | 24|25 26|27 28 25|30

Date Pay Code
Sun 03/17 @ | e Regular Hours_3472

@ = Regular Hours_3472

@ = Regular Hours_3472

Regular Hours_3472

Men 03/18 3 Q-

SITYor | -

EIAWARE. | - Tl

Human Resources

Exceptions tab

More ~ | | List View -

|'r‘uur data cannot be saved because one or more exceptions must be carrected first. |

Mar 21, 2013 [Wlshow All Wesks

Work Order

22302

ROOM 121 - LOUD
HAMMERING IN
WALL AND SMELL
OF OIL

22504
GENERATOR IS
RUNNING

10955

PIPE BROKE AND
FLOODING
STAIRWELL
ENTRANCE

Adj Reason

@ = Reqular Hours 34

Qlr

Dates with problems are
marked with a pin.

SEVERITY LEVEL | MESSAGE

Least Severe MNo Exceptions

Informational message— no action required

Informational message— action may be required

Warning

Warning— paid differently than entered

Error (not paid)

Most Severe

Error — entire time sheet not paid/ held

2.25 0.00

Lol

wed 03/20 @ = tegular Hours_3472

Thu 03/21
Fri 03/22 @ = tegular Hours_3472

@" teqular Hours 3472

@" tegular Hours_3472

Sat 03/23

[CHECK HVAC
EQUIPMENT ...DUE

CONDENSATION

| esults I Time-Off Balances H Schedule ]

Date Exception Message

Tue 03/19
Mon 0318

Mare than 24 hours reported in a day.
10.25 hours exceed £.0 Standard Daily Hours for the day.

Exceptions tab

Red ones show hours that have errors—
either you or your supervisor must fix the
problem.

Red errors will stop your entire timesheet
from being paid!

messages concerning Comp time
can also effect the your pay.

Filter exceptions by day [
Severity

Error (not paid)

Warning
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RESULTS TAB
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4 03/17/2013 - 03/30/2013 [ b‘ H save | | More - | | List View -

Timesheet

s TWTFS S MT T F s . !
17 13 10 20 21 22|23 24 25 26 27 28 20 30 M=r 27,2013 Mshou all weeks Eﬂgj
Date Pay Code Work Order Adj Reason Hours Start Ti... Units Rate O... Total
@ I Regular Hours_3472 22504 12.00 0.00 12.00
Sun 03/17 @ GENERATOR IS
RUNNING
@ I Regular Hours_3472 105596 2.00 0.00 3.00
Mon 03/18 CHILLER 1 IN
ALARM
Q| Regular Hours_3472 10398 2.00
ISTFLR MENS RY Scroll down to see:
Tue 03/19 CLOGGED .
B |Com ene oo * Rest of your timesheet w
@) || |ResulerHours 3472 10898 * Rest of your hours in 8.00
wed 03/20 FAN FAILURE
ALARN the Results tab
@ I Reqular Hours 3472 22500 .00
Comp time Earned RM 118 - QUTLETS
Thu 03/21 HAVE NO POWER
ON LEFT SIDE OF
ROOM
= Bomiloe 1 470 22502 £.00 8.00
CHANGE FILTERS
Results tab displays a . .
fp y Overtime hours Comp Time Earned
summary or your . . . . =L
I y - Y h' display in the hours display in the |
timesheet for this . ason . Tota
ot Paid Hours Unpaid Hours
a eriod.
pay p column column 10.00
Tue 03f26 @ O] LEvr TamEEm L T 10.00
50.00
A -
Exceptio i)” Results H Tim}e-Off Balances H Schedule l Hourly rate
Work Date »  Assignment... Pay Code Work Order Pajd Hours Unpaid Hours Est Gross Pay Rate Th IS 1S you r
03/15/2013 Certified HVA..  Regular Hours_.. 10938 8.00 0.00 160.00 20.00 hourly pay rate
T
03/13/2013 | Certified HV-‘-\...[ Comp Time Ear.. 22511 0.00 1.50 0.00 0.00
03/20/2013  Certified HVA... | Regular Hours_... | 10999 \ g.00 0.00 160.00 20.00
03/21/2013  Certified HVA_| Overtime Premi.. 22500 4,00 0.00 120.00 30.00
03/21/2013  Certified HVA.. | Regular Hours_ | 22500 .00 0.00 80.00 20.00
Total Total hOUFS 1.50 2,260.00

>

£

Results tab

This is a timesheet
for someone who
has worked:

80.00 Regular Hrs
22.00 Overtime Hrs

102.00 Total Hrs

1.50 Comp Time
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TIME-OFF BALANCES TAB
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Date
Sun 03/24

AFSCME 3472 Employees

S M TWT 5
24 25 26 27 28 20 30

Pay Code

Comp Time Earmmed

Comp Time Eamed

Mon 03/23

Tue 03/26

wed 03/27

Thu 03/28

Fri 03/29

o
o
Q

o
o
o
o
o
Q

Sat 03/30

Regular Time

Comp Time Eamed

Regular Time

Comp Time Eamed

Regular Time

Comp Time Earmmed

Regular Time

Comp Time Eamed

Regular Time

Comp Time Earmmed

Exceptions ' || Resul ‘ Time-Off Balances

Work...

NIV
EIAWARE

- Tl Human Resources

Mar 29, 20132 I:‘Sho'.u All weeks

Adj Reas... Hours Start...

04:53 am
01:00 pm

04:58 am
01:00 pm

04:5% am
01:00 pm

03:00 am
01:00 pm

05:00 am
01:00 pm

Time-Off
Balances
tab

Sick

Comp Time

Initial Balance Sun 0317
Credits
Debits

Ending Balance Sat 03/20

Initial Balance Sun 0317
Credits
Debits

Ending Balance Sat 03/20

Vacation

Long Term Illness

Initizl Balance Sun 03/17
Credits
Debits

Ending Balance Sat 03,30

Initizl Balance Sun 03/17
Credits
Debitz

Ending Balance Sat 03/30

Time-Off Balances tab
displays a summary of your
current balances for Sick,
Vacation, Comp Time and
Long-Term lliness.
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FEATURES OF YOUR TIMESHEET
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Other features of your timesheet

f UDTIME @ rome @ v
— : My Time Entry: HOUDINI, HARRY (77777) ---- Utility Operator/Mechanic*(7BB555) —

| 4 o03/17/2013 - 033072013 1) B || Esave | | More - | | List view - |

Man20, 2042 Izsho-.-a Al wesks g
- Click Log Off to

leave UDTime

Date

Sun 03/1

View prior
period timesheet Home button takes
by clicking the | you to the UDTime
arrow. Dashboard and a link
o 03}.13?" [ to Leave Balances

Show all weeks
checkbox allows you
to view one or both

weeks of the pay
period.

STARIEWELL
ENTRANCE
@ = Reqular Hours 3472 10997

ROOM 140 IS TOO
COLD

@ = Regular Hours_3472 10997
ROOM 140 15 TOO
COoLD

Tue 03/19 Regular Hours_3472

Wed 02/20 @ - Regular Hours_3472

Thu 03/21 Regular Hours_3472

Fri 03/22 @ - Regular Hours_3472

Sat 03/23 Regular Hours_3472

Pay Code

Exceptions .r‘” Results ” Time-Off Balances ” Schedule l

Filter exceptions by day |
Date Exception Message Severity -
Men 03/18 10,25 hours exceed 8.0 Standard Daily Heurs for the day. Warning
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ACCESSING WEBFORMS
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Accessing Webforms

NIVERSITY of DELAWARE

Protect your personal information, click Logout
and close your web browser when done.

Help
Central Authentication Service (CAS)

Login with your username ...or with your UD ID
Username is either your UDelNet 1D or your email address. UD 1D is your University identifier. All employees, students, and alumni
More helg (= have a UD ID. More help. 7=

Username:
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Accessing Webforms

( BLANKS ) IN BASKET OUT BASKET ARCHIVE FOLDERS DRAFTS LOG OUT

Wy Accounting Shortcuts | Feedback | Help

Blank Forms

Form Name
5 Reqguest: CashlMet
s Request: Graduate Prospect and Applicant Records scroll
down
QA Change Request Form
gotral Authentication Service (CAS)

( Request for Leave

Reqguest for Senice - Academic Technology Services

Request for Senice - Bus Senice
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REQUEST FOR LEAVE
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Request for Leave webform
Usage required for all employees

 Updates vacation and sick pay on your timesheet!
— Fill out form PROMPTLY to get paid your full 80 hours!

— Your supervisor must approve the form promptly also

 Sample of requests types:
— Vacation
— Sick Leave

— Dependent Sick Leave (not working as of Dec. 2013)
— Long-Term llIness (LTI)

e Updates your leave balances automatically after approval
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Request for Leave webform

Leave Request

If you have any guestions about this form, contact Records Management at (302) 831-8677 or hrsystemsadmin@udel.edu.

Symbol key: * Required information, ! Error

Originator

- . Vacation
Originated by: Cynthia Doucette (700039999)

Sick Leave
IT - Web Development .
cindi@udel edu Leave Without Pay

Bereavement
Jury Duty

Military I
Dependent Sick

Start a new request

Submit one request for each contiguous block of days. For example, sub

request covering June 1 through June &; submit fwo reguests for June 1 and
June 8.

Choose Type from list

Type: * | Vacation E‘
Start and End Dates
Startdate: ™ |67,02/2012 | » Consecutive (work) dates — submit one form
End date: * — | * Non-consecutive dates — submit additional
107/09/2012 | forms

| Previous step || Nextstep | —— Click Next Step
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Request for Leave webform — full day

Type: Requesting entire day?

defau!ts to Leave Hours requested
Vacation from as your standard hours
Request details previous page;
change if needed
Date \ Type Hours requested All day Hours
Mﬂn ?EED“E Va{:atiun \ E 8.0 J]
Tue 71312012 [\acation [~ 8.0
[ Wed 7/4/2012 Holiday IE' 0.0 ]
Thur 7/5/2012  [\/acation [=] 8.0
_ Note:
Fri 7/6/2012 Vacation B2 8.0 Your Work Schedule
Sat 7/7/2012 Vacation =] 0.0 populates this form 0.0 hours
for non-work days such as
Sun 7/8/2012  [\izcation =] 0.0 holidays and weekends.
Mon 7/9/2012  [\acation [+] 8.0

Add day after

Previous step ][ Exit without Saving ][ MNextstep | — Click Next Step
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Request for Leave webform — partial day

Requesting partial day?

Change to Hours requested
* Click off the All day box
* Enter to/from Hours you will

Request details be away
Date Type Hours requ d All day Hours
Mon 7722012 [\/acation =] 4 R 7 500am to 9:00am
Tue 7/372012  [acation [~] 8.0
Wed 71412012 [Hgjiday =] 0.0
Thur 7/5/2012  [\acation [+] 8.0
Fri 7/6/2012 Vacation [=] 8.0
Sat 7/7/2012 Vacation [~ 0.0
Sun 71872012 [\/acation =] 0.0
Mon 7/9/2012  [\acation [+] 8.0
- For a split day with two (LAdd dayater

or more leave types, click 1
the Add button l Previous step ][ Exit without Saving ][ Mext step

_—| Click Next Step
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Request for Leave webform

Request details

Click Previous step
(bottom of page) to
make corrections

Date

Type

Hours requested

Time range

Mon 7/2/2012
Tue 7/3/2012
Wed 7/4/2012
Thur 7/5/2012
Fri 7/6/2012

Sat 7/7/2012

Sun 7/8/2012
Mon 7/9/2012

Vacation
Vacation
Holiday
Vacation
Vacation
NIA

NIA

Vacation

4
8.0
0.0
8.0
8.0
0.0
0.0
8.0

1:00 PM-5:30 PM
All day

All day

All day
Notice that the dates
in gray are non-work
days.

All day

Emergency contact

information:

Emergency contact
information is optional

Provide a phone number or email addrass where you can be
reached in case of an emergency. Or provide confact
information for your backup.

-
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Request for Leave webform

Bank balances reflect your
current leave balances before
and after this request.

Future requests include the
future accrual amounts in the
Bank balances calculations.

Your initial balance reflects the amount of leave time you will have accrued by the start date of this request. Your ending balance
includes your time off from this request.

Bank Initial balance (hours) Initial balance (days) Ending balance (hours) Ending balance (days)

Vacation( 92 .42 Hours , 13.69 Days 58.42 Hours , 8.65 Days ﬁetails

[ e 7.

/ /

Click Details
to see the
Transaction
Details that

:;loltes: | o ; e shows the math
alances only appear tor leave tVPE(S) you requeste on this torm. behlnd the totaIS.

Balances Balances including
before this request this request.

The Bank balances take into consideration your maximum vacation
and sick leave accrual amounts.
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Request for Leave webform

(=) UD HR Leave Request - Windows Internet Explorer ' EE

/webga.mis.udel.edu/webforms_ta/regleavel/banktransactic seqid=20 ankld=1 @ &

Click the X to

Vacation Transaction Details

close the
window.

Date Adjustment Type Adjust Amount (hours) New Amount (hours)
06/16/2012 BALANCE_FORWARD  0.00 Hours 102.64 Hours
06/16/2012 ACCRUE_HOURS 14.64 Hours 117.28 Hours
07/02/2012 USE_HOURS -4.00 Hours 113.28 Hours
07/03/2012 USE_HOURS -8.00 Hours 105.28 Hours
07/05/2012 USE_HOURS -8.00 Hours 97.28 Hours
07/06/2012 USE_HOURS -8.00 Hours 89.28 Hours

07/09/2012 USE_HOURS -8.00 Hours 81.28 Hours

Adjust Amount (hours) shows:
* Additions (monthly accrual on the 16th)
Subtractions (vacation used)
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Request for Leave webform

NOTE:

Routing and authorization

Role

1 Later, if you need to modify or
cancel a Leave Request, you’ll go to
the Time-off Balance webview.

Holder

Completed on

Originator

Supervisor
Choose one |~ |
Choose 0neE|

Choose one |~ |

Timekeeper

Copy

i

Cynthia Doucette

Choosze ane...E ———

Select your Supervisor

(lookup)
(lookup)
(lookup)

Cynthia Doucette
Maria Mullin

Christopher Petrilla

Add up to three people as
Approver or Copy; type
full email or use lookup

Click Request time off
to send the request to

NOTE:

Your balances get adjusted once
your supervisor approves the
Request for Leave form.

your supervisor.

|

Previous step ” Exit without Saving ” Request time off ]
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TIME-OFF BALANCE VIEW
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Time-off Balance webview

e Current balances - anywhere/anytime with internet access

* Includes these balances:
— Vacation
— Sick leave
— Dependent sick leave (not working as of Dec. 2013
— Comp Time (if any)
— Long-Term lliness
— FMLA (if approved)

 Modify or cancel a Leave Request on this webview
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Leave Balances webview

Leave Balances View To see leave requests for a
different time period than

This page displays your pending, approved, and canceled leave requests and current bank balances. the next month, enter dates
here and click GO.

Recent requests

Recent requests Date range:  giay date- | End date: | (6o ]
This displays any leave
requests for the next
month, including:

. Approved 1005485 Vacation  7/3/2012  7/3/2012 MNew @d

° Pending 2201585 Vacation 7/1/2012  7/1/2012 Change Pending
* Canceled 2241025 Vacation 2012 72012 Canceled

ReqlD L Start date End date R t Stat Acti
\ eq eave type ate End date equest type us 100

Use the Modify and Cancel
buttons change/cancel an

Bank Bal
ank Balances approved Leave Request form.

' current balances and approved time off. Note: some of these balances may not g This will create a copy of the
Bank Balances original form for you to change,

/ . .
The balances are Bank Current balance (hours) Current balance which will then g0 through the

i normal roval pr .
calculated with your Vacation 5128 houre 1016 days ormal approval process
current balances less any :

future approved time off.

Sick leave 960.00 hours 120.00 days

Dependent sick 12.0 hours 1.50 days
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Questions?

Email: time-attend-users@udel.edu

Website: www.udel.edu/udtime




