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Welcome to UDTime 
a new online system  

 

 
 

It will accurately capture 
and calculate earned 
time off   

 

You will enter your time at 
work in UDTime 
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UDTime by Employee Group: 
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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 Illness 

• 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 webview 
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Using the UDTime system 
 

Logging-in to UDTime 
Entering work time on timesheets 

Features of a timesheet 
Logging-out 
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LOGGING IN TO UDTIME  
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Entering Hours in UDTime 
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1 

3 

2 

Make this a Favorite 
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Use either side to log-in 



UDTime Dashboard 
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 You will ONLY see this 

message the first time 

logging-in, click OK 

X 
Click to go to 
the Leave 
Balances View 

Ignore this, schedules 
are maintained outside 
of UDTime 

This is called the 
Dashboard, it’s your 
UDTime home page 



ENTERING WORK TIME 
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Entering Work Time 
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Click to Enter My Hours 
to go to your timesheet 



Entering Work Time 
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Pay Code: 
This defaults to Regular Hours_3472 
for all dates. 
 

The other choice are:  
- Overtime Premium 
- Comp Time Earned 

You will enter Work 
Orders and Hours 

HOUDINI, HARRY (77777) ---- Utility Operator/Mechanic*(7BB555) – Facilities-Maint& 

This is a blank two-week 
timesheet. 

 

Best practice is to enter 
work orders and hours 

daily. 



Entering Work Orders 
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Find the date: 
1. Click on the Work Order box 

(the row turns green): 
2. Enter the number if you 

know it 
OR 
• Use the Search feature 

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

them assigned to you. 

Search feature: 
1. Start typing the number and a 

list appears of  
2. Select a Work Order by clicking 

on it 
 

Or you can also search for work 
orders that contain the number 
you typed, click here. 



Entering Additional Work Orders and Hours 
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Click on the Hours box and 
enter the number of hours 
(two decimal points.)  

To add more Work Orders /Hours for 
the same date, Click the Plus button. 
 
Be careful to click on the correct date!  



Entering Additional Work Orders and Hours 
This is List View 
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You can add as many 
“time slices” on one date 
as you need. 



Entering Additional Work Orders and Hours 
This is Day View 
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You can add as many 
“time slices” on one date 
as you need. 

Day View may be easier 
because it allows you to 
enter hours for one day 
at a time. 



DELETING INCORRECT ENTRIES 
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Deleting Work Orders/Hours 
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You may accidentally add 
hours on the wrong date.  

 

 This is easily fixed. 
 

For example: 
This last entry should have 
been entered on 3/18, not 

on 3/19. 

1. Click the down 
arrow to reveal a 
list of actions. 

2. Click on Delete 
Row 

3. This message 
appears, click Yes. 



Saving Your Time Entries 
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Save your time entries!   
 

The orange color indicates 
you have changes that need 
to be saved. 

Notice on 3/19, the Work 
Order and Hours are gone, 
just a blank row remains  

If you forget to save, 
one of these messages 
will pop-up.   Click:  
• Cancel button 
• Stay on this Page 
Then go back and click 
the Save button 



Saved Timesheet 
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Once, you save the 
timesheet, the hours 
display in the Total 
column. 

You will see this message 
after saving.  
 

And the Save button is 
blue, indicating you may 
safely logout of UDTime. 



OVERTIME AND COMP TIME 
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Overtime 
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For example, the hours on 3/18 
total 10.25 hours should be paid 
as overtime. 
 

To be paid overtime, change the 
Pay Code to Overtime Premium 
and enter hours as usual. 

A message in the Exceptions tab 
and a push pin on the date indicate 
when the hours exceed 8 hours. 
 

This is just a warning about the 
extra hours, leave as is to be PAID 
overtime.  

Overtime is paid for any hours 
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. 



Comp Time Earned 
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In this example, the 2.25 extra 
hours on 3/18 will be changed 
to Comp Time Earned. 

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

• You will enter Comp Time Earned on your timesheet. 
 

• Currently (as of Dec. 2013), this is a manual process that 
tracks your comp time (by your timekeeper) 
 

• To use Comp Time, alert your manager, who will notify 
your timekeeper to make the change on your timesheet. 

 

• Comp Time is earned at the same rate overtime would 
have been paid. 

1. Click on the Regular 
Hours_3472 

2. Comp Time Earned is the 
other choice, move your 
mouse down until it 
becomes blue, click to 
select it. 

3. Click the Save button 
 



EMPLOYEE COMMENTS BOX 
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Employee Comments Box 
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1. Open the Comment box: 
• Click on the date row   

(it turns green) 
• Click the Comments tab. 

I’m changing this .75 hr on 3/19 to comp time instead of getting paid OT. 

This text box opens: 
2. Type your message to your supervisor 
with the relevant details.  
3. Click the Comments tab to close it. 

4. Click the Save 
button (it will turn 
from orange to blue) 

 

Employee Comments box: 
 

• Document changing Pay Code to Comp 
Time Earned (from Regular Hours) 

• Alert your supervisor about a problem 
on your timesheet. 

• Use for miscellaneous comments. 
 

Comp time Earned 



LEAVE TIME  Vacation, Sick Pay, etc.  
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Leave Time is NOT Entered on Your Timesheet 
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Leave time will display on your 
timesheet, but cannot be updated on 
the timesheet. 
 
Modifications are done on the Leave 
Balances webview (covered later in 
this training.) 

Leave time is not entered directly on 
your timesheet! 
 
Leave time such as Vacation, Sick Pay, or 
Dependent Sick Leave ( not currently 
working) comes from submitting a 
Request for Leave webform. 
 

Complete Request for Leave forms 
promptly to get paid your full 80 hours. 



EXCEPTIONS TAB 
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Exceptions tab 

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! 
 

Yellow messages concerning Comp time 
can also effect the your pay. 

Dates with problems are 
marked with a pin.     

white 
 

 
yellow 
 
 

red 
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RESULTS TAB 
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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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Results tab displays a 
summary of your 
timesheet for this 

pay period. 

160.00 

80.00 

0.00 

160.00 

2,260.00  Total hours 

20.00 

0.00 

20.00 

30.00 

20.00 

AFSCME 3472 Employees 

Scroll down to see:  
• Rest of your timesheet  
• Rest of your hours in 

the Results tab 

22511 

Comp Time Earned 
hours display in the 

Unpaid Hours 
column  

Comp time Earned 

Hourly rate 
This is your 

hourly pay rate 

120.00 

Overtime hours 
display in the 

Paid Hours 
column  



TIME-OFF BALANCES TAB 
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Time-Off 
Balances 
tab 
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Time-Off Balances tab 
displays a summary of your 
current balances for Sick, 
Vacation, Comp Time and 

Long-Term Illness. 
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FEATURES OF YOUR TIMESHEET 
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Other features of your timesheet 
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Show all weeks 
checkbox allows you 
to view one or both 

weeks of the pay 
period. 

Click Log Off to 
leave UDTime 

Home button takes 
you to the UDTime 

Dashboard and a link 
to Leave Balances 

View prior 
period timesheet 

by clicking the 
arrow. 

AFSCME 3472 Employees 

HOUDINI, HARRY (77777) ---- Utility Operator/Mechanic*(7BB555) – Facilities-Mt& 



ACCESSING WEBFORMS 
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Accessing Webforms  

38 

1 

3 

2 

4 

88888 

 

 
●●●● 
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Accessing Webforms  

5 

7 

6 

Scroll 
down 
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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 Illness (LTI) 
 

• Updates your leave balances automatically after approval 
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Request for Leave webform 
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Choose Type from list 

Start and End Dates 
• Consecutive (work) dates – submit one form 
• Non-consecutive dates – submit additional 

forms 

Click Next Step 

8.0            

07/09/2012            

07/02/2012          

AFSCME 3472 Employees 



Request for Leave webform – full day 
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Requesting entire day? 
 

Leave Hours requested 
as your standard hours 

Click Next Step 

Type:  
defaults to 
Vacation from 
previous page; 
change if needed 

Note: 
Your Work Schedule 
populates this form 0.0 hours 
for non-work days such as 
holidays and weekends. 

8.0            

8.0            

8.0            

8.0            

5:00am            9:00am            8.0            
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Request for Leave webform – partial day 
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Click Next Step 

Requesting partial day? 
 

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

be away 

For a split day with two 
or more leave types, click 
the Add button  

8.0            

8.0            

8.0            

8.0            

5:00am            9:00am            

AFSCME 3472 Employees 



Request for Leave webform 
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Notice that the dates 
in gray are  non-work 
days. 

 Click Previous step  
(bottom of page) to 
make corrections 

Emergency contact 
information is optional 

8.0            

8.0            

8.0            

8.0                            All day 
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Request for Leave webform 
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Bank balances reflect your 
current leave balances before 
and after this request. 
 

Future requests include the 
future accrual amounts in the 
calculations. 

Balances  
before this request 

Balances including  
this request. 

Click Details 
to see the 

Transaction 
Details that 

shows the math 
behind the totals. 

Notes: 
 

Balances only appear for leave type(s) you requested on this form. 
 

The Bank balances take into consideration your maximum vacation 
and sick leave accrual amounts. 
 

AFSCME 3472 Employees 
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Request for Leave webform 

Click the X to 
close the 
window. 

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             

06/16/2012  ACCRUE_HOURS            14.64 Hours            117.28 Hours             

Adjust Amount (hours) shows:  
• Additions (monthly accrual on the 16th) 
• Subtractions (vacation used) 

06/16/2012  BALANCE_FORWARD      0.00 Hours            102.64 Hours             

AFSCME 3472 Employees 



Request for Leave webform 
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Click Request time off 
to send the request to 
your supervisor. 

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

Select your Supervisor 

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

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

AFSCME 3472 Employees 



TIME-OFF BALANCE VIEW 
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Time-off Balance webview 

• 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 Illness 

– FMLA (if approved) 

• Modify or cancel a Leave Request on this webview 
 

50 AFSCME 3472 Employees 



Leave Balances webview 
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960.00 hours                            120.00 days 

12.0 hours                                1.50 days 

Leave Balances View 

Bank Balances  
The balances are 
calculated  with your 
current balances less any 
future approved time off. 

Recent requests  
This displays any leave 
requests for the next 
month, including: 

•Approved 
• Pending 
• Canceled 

To see leave requests for a 
different time period than 
the next month, enter dates 
here and click GO.  

Use the Modify and Cancel 
buttons change/cancel an 

approved Leave Request form. 
 

This will create a copy of the 
original form for you to change, 
which will then go through the 

normal approval process.  

7/3/2012       7/3/2012 

7/1/2012       7/1/2012 

81.28 hours                              10.16 days 
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Questions? 
 

Email: time-attend-users@udel.edu 
 

Website: www.udel.edu/udtime 

52 AFSCME 3472 Employees 


