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Employee Quick Reference Guide

The eTime Screen - Employee Home View

#Home  Request-  TimeRepot  SearchHistoy  Team Calendar Help~  LogOff

Benefit Time

Last timekeeping close date is 12/15/2015

NOTE: 1 Day=7 hours 30 minutes

Current Balance: 22days 6 Current Balance: 05 days 1 hour 30 minutes
Sick Bank Member: No

Sick Time Payable: 6 days 5 hours 0 min

Maximum Carryover:

Days Earned Per Year. 0
Earning Date: 15101720

Current Balance: 2 days 0 nours 0 minutes

Compensatory Balance:
Holiday Balance: 7 days 0 hours 30 minute
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Navigation Fundamentals - Top Menu Bar

Home — Summary and projection of an employee’s earned benefit time. Reflects current
balance of available benefit time, maximum vacation carryover, payable sick time (if applica-
ble), FMLA balances (if applicable), and sick bank membership. Benefit Time can be dis-
played in days or hours.

*Request->Leave Request — Request authorization for absence. Also displays 3 months of
request history. Requests older than 3 months can be accessed through the Search History
menu item.

*Request->Overtime Pre-Approval Request — Request authorization for Overtime Pre-
Approval. Also displays Overtime Pre- Approval Request History. Requests older than 3
months can be accessed the Search History Screen.

*Request->Overtime Worked — Enter actual hours of overtime worked. Also displays over-
time request history. Requests older than 3 months can be accessed through the Search
History Screen.

*Time Report — A reflection of your daily/weekly time spent on official business.

Search History — Historical eTime records for Leave, Overtime, Overtime Pre-Approval and
Time Reports. eTime maintains historical information up to seven years.

*Team Calendar — A view of scheduled time off in a team calendar. (A team consists of em-
ployees within your work unit).

Username->My Profile — Contains your personal settings such as name, title, supervisor,
team, work schedule, lunch hour, and email address.

Log Off — Log off to prevent others from accessing your eTime session from your computer.
Help — Timekeeper contact information and Quick Reference / What’s New guides.

* Optional functions (availability based on agency business and operational requirements)

DEIT

Warcis Department of
Innovation & Technolog

eTime
eTime is a Graphical User Interface (GUI)
component that works in conjunction
with the Central Time and Attendance
System (CTAS) application.

eTime empowers employees to manage
and account for their time and attend-
ance records. The interface enables
timekeepers, managers, and employees
to better collect, submit for approval, and
track time and attendance information in
a consistent and automated format.

eTime provides a secure and centralized
storage of time and attendance records.
eTime eases the complexity of entering
and maintaining time and attendance
information for employees. Embedded
formulas and calculations eliminate the
necessity for employees, managers and
timekeepers to spend an excessive
amount of time each pay period reconcil-
ing attendance records.

Sorting Lists/Grids

Users may sort leave requests, overtime
pre-approval requests, overtime reports,
and time reports in any order. Click on
the column to sort. Click on the same
column again and it will reverse the or-
der.

Sort multiple columns by holding down
the shift key while clicking on the next
column(s).

Action column in grids

The Action column contains the com-
mand links used to view, edit or cancel
any request.

eTime Assistance

All timekeeping related questions should
be directed to the designated timekeep-
er or supervisor for your work unit (see
Help link in menu).

eTime LOGIN ISSUES should be directed
to the Customer Service Center (CSC) by
calling (217) 524-3648.




Create a Leave Request

1. Select Request, then Leave Request from the top navigation menu. EeaveiRsquestRorty
2. Click the Create Leave Request button. Tpe iffoquest [Pooso sddfiqpes e bl
Leave Date: 01/27/2016 L
3. Select the Type of Request and Leave Date. Enter Hours From and Hours To, W B E B
noting AM and PM. P 1 R VO 0 A S B e A
Family and Medical Leave Act of 1993 (FMLA)?
4. Mark Yes only if the leave request is used in conjunction with approved FMLA oty
ti me. Reason (optional):

5. Enter an optional Reason for your request.

6. Click Submit Request to submit your request to your supervisor for approval.

Go Back

Create an Overtime Pre-Approval Request Create an Overtime Worked Request

1. Select Request, then Overtime Pre-Approval Request from the | 1. Select Request, then Overtime Worked from the top naviga-
top navigation menu. tion menu.

2. Click the Create Overtime Pre-Approval button. 2. Click the Create Overtime Worked button.

3. Select Pay Period Month, Pay Period, Location, Type, and Pay | 3. Select Date Worked, Start Time, End Time, Location, Type and
Method. Enter Estimated Hours and the required Reason. Pay Method. Enter optional EPMO Pin and Remedy ID if sup-

4. Click Submit Request to submit your request to your supervi- plied by your supervisor.

sor for approval. 4. Enter arequired Reason. Be as specific as possible.

NOTE: If Pre-Approval is still pending, you may modify the existing | 5. Click Submit Request to submit your request to your supervi-
request and resubmit. If already approved, create a new request sor for approval.

for the total (original plus additional hours); this will automatically
replace the previous request.

Time Report Entries

1. Select Time Report from the top navigation menu.

Central Management Services

. . . . Time Report for week of 01/25/2016 to 01/31/2016
2. From the list, locate the week to edit and click View.

Employee Name:  ETIME EMPLOYEE 1

3. The Time Report Form for the selected week will appear on the

screen [ Moncay Wednesdiay

on 01/29 07:30 AM on 01/26 08:30 AM on 01/27 08:30 AM
4. The Time Report Form contains populated default entries for work and | fumomny | | BTNk | | SO Ao
lours on State Business 230 On from Lunch 01/26 12:45 PM On from Lunch 01/27 12:45 PM
lunch Start/End Times. If necessary, modifications to these default Hours oft oo 01728 0S00PM || O D1/27 05,00 PM
Daily Total 8:30 Hours on State Business 7:30 Hours on State Business T7:30
entries can be made on a daily basis by selecting the appropriate entry A Entry A Hours off 9% | | Hours o 000
comments Daily Total 730 Daily Tetal T30
and adjusting the time. NOTE: do not adjust On and Off entries to ac- 206 Erry Ado o iy e

Comments Comments

commodate for submitted leave and/or overtime requests. The system

will automatically adjust On and Off entries on the Time Report Form [ Fricay MM saurdey |

once approved Ieave and OVerﬁme reqUeStS hCIVe been pOSted. on 01/28 08:30 AM on 01/29 08:30 AM Hours on State Business  0:00
Off for Lunch 01728 11:45 AM Off for Lunch 01/29 11:45 AM Hours Off 0:00
. . . On from Lunch 01/28 12:45 PM On from Lunch 01/29 12:45 PM Daily Total 0:00
5. Enter optional Daily or Employee Comments. Daily comments are on oizBosmOPM  On ousosooPy [ at
. . Hours on State Business T30 Hours on State Business 730 comments
saved immediately. Employee Comments are only saved when sub- Hours Off 000 Hoursofr o0
Daily Tetal T30 Daily Total 730

mitting the Time Report.

Add Entry Add Add Entry Add
Comments Comments

6. Click Submit Time Report to submit your report to your supervisor for
approval.




