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Entering Casual Employee Hours

Overview: When a casual/hourly employee requires work hours entered or adjusted, these are entered
into their timesheet in UltiPro Time and Attendance. This task is done by a Manager or a designated
Timekeeper.

1. Click the Time and Attendance link in your UltiPro Myself menu.

MENU MYSELF
Personal Benefits
Employee Summary Current Benefits
Name, Address, and Beneficiaries/Dependants
Telephane PTO Plans
Inbox Status/Key Dates Links
Private Info
Documents
My Company Employee Documents

Company Info
Electronic Forms

Jobs
Job Summary
Compensation

Pay
Current Pay Statement
Pay History
YTD Summary
Direct Deposit
Income Tax

Time & Attendance

2. The Time and Attendance Launch Pad Homepage displays. Note: The options shown in the image
below are what a Manager sees. A Timekeeper, working on behalf of a Manager, will not see the
Supervisor Approval and Employee options.

Click Daily TS to access employee timesheets.

1 |nd UltiPro Time & Attendance Mary Manager [3

Maint Launch Pad Homepage  Messages(7)  Supenvisor Approval Employee  Daily TS  Proxy PP Summary My Reports

3. The Timesheet Selection screen displays. Click the magnify icon to see a list of employees.

Timesheet Selection

Employee D

Team
Include Sub Teams [
Pay Group

Calculation Group

HEE

Shift
Date Selection Start Date End Date
Dates " ryis week 0111012017 011012017
Authorization
Order By
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4. To select an employee, click the checkbox beside the employee name. Click Save.

Timesheet Selection

Employee m_
Team ; Employee Name
Include Sub Teams
Pay Group O TEST806-TEST Administrator, Paula
Calculation Group o TESTS04-TEST Erown, Ethan
shit | @ © oorsa Demo, Joe
pates || O TESTE10-TEST  Edwards, Jonathan ;2
Authorization o 9639638-TEST Employee, Joa |
Order By . 2234567-TEST Ferg, Dale
O 1234567-TEST Ferguson, Chantelle
m O TESTE0M-TEST Johnson, Tina
o 0007993-TEST Jones, Monica
o TESTB03-TSA Lyle, James
q o b s )
0222222-TSA

5. The name will display in the Employee field. The default Date Selection is This Week. Change the
Date selection if needed. Start and End Date show the timesheet dates that will be displayed.

6. Click Go to load this timesheet.

Timesheet Selection

Employee | 0222222-TSA

Team [| ]
Include Sub Teams ()

Pay Group

Calculation Group

RAQ B8

Shift
Date Selection Start Date End Date
Dates | "rpis week 011122017 011212017
Authorization
Order By
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7. Click the Clock + icon beside the day the working hours occurred.

S e , Scheduled Auth By Shift Start End Clocks Time Code y Hour Type y C ion Group
» O X BB # 040112017 Sat AUTO  OFF + G ON HOURLY NON-EXEMPT
» O X BB # 04022017 Sun AUTO  OFF == ON HOURLY NON-EXEMPT

8. The Add New Clock box displays. Type in start time - ON. Click Add. The start time appears in green
pill on the timesheet. Note: ON time is the time the employee began their work shift.

= Add New Clock == Add New Clock [ 0500

Time | 08:00] | Time | 22-00|
Type|ON  |v] Type| OFF |1r|

Date | 0112412017 [~ Date | 01/24/2017 |

Drata
Diata

9. Type inthe end time - OFF . Click Add. Note: System uses a 24 hour clock. Enter time with a ‘p’ for
p.m., e.g. 10p = 22:00.

10. Note the “time pill” showing the start and end time of the shift.

» O ¢ P # 040012017 Sat AUTO  OFF =+ ON HOURLY NON-EXEMPT
» O . B # 0410212017 Sun AUTO  OFF = ON HOURLY NON-EXEMPT
4 0O - , 04/03/2017 Mon AUTO OFF + 08:00 ' 16:00 WRK 8:00 REG 8:00 ‘ON HOURLY NON-EXEMPT

11. To account for an unpaid lunch break in the work time entry, select the checkbox on the right under
the Auto Deduct 30 Min Lunch heading.

Time Code Summary Hour Type Summary Calculation Group Summary Error Bank OT? Bank Holiday? lAuto Deduct Lunch 30 Min
ON HOURLY NON-EXEMPT 0O -} (@)
ON HOURLY NON-EXEMPT O O O
WRK 8:00 REG 8:00 ON HOURLY NON-EXEMPT 0O O ™ %
How to Delete Time Entry o o ((0E00 12:00 )
(o0 )

12. Click the green ON side of the pill.
Click the trash can icon. Click Saveto ' Tye= |[ON v/
save the edits to the timesheet. | Date | 02/06/2017 |

Diata
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13. Click the red OFF side of the pill. Click  3.q0 + 19:00 “‘|
e, B

the trash can icon.

3 Type | OFF v

3 Date |02/062017

Diata

14. Click Save to save the edits to the timesheet. The time entry is now deleted.

How to Edit Time Entry
15. Delete existing entry as shown above. Create a new entry.
16. Click Save to save the edits to the timesheet.

17. The edits to the employee timesheet are now saved. You can make further edits to the same
employee or:
1. Click the magnify icon to select a new employee.
2. Click the left-right arrows to view timesheets for other weeks.
3. Click Load to load newly selected timesheet. Begin entering edits to displayed timesheet.
4. When you are finished editing, click the icon beside your name to log out of Time and

Attendance.
i UltiPro Time & Atfendance Mary Manager 3
Maint.  Launch Pad Homepage  Messages(7)  Supervisor Approval — Employee  Daily TS~ Proxy PP Summary My Reports
Timesheet 0 4 01407 - u1--1-'2c-70)
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