
Employment Management
and Compensation System

(EMACS) 

New Employees



This Job Aid covers how to:
1. Log in to EMACs
2. Set User Preferences
3. Submit e-Time
4. Submit e-Time Absence Request
5. Submit Overtime Request

#1. 
Log in

How to Log in to EMACS

EMACS (Employee Management and Compensation System) eTime was developed to al low
employees to enter their  own t ime each pay period.  Some of the benefits of  this system
include:

Once your work schedule is  set up (User Preferences) your t imesheet wi l l  automatical ly
populate for  you each pay period.
You can electronical ly submit  requests for  absences (vacation,  s ick leave,  etc . )  and
over t ime.  Your manager wi l l  e lectronical ly approve or deny them.
Absence requests and hol idays wi l l  automatical ly populate your t imesheet for  the
appropriate pay period.
You wil l  e lectronical ly Submit  your t ime to be approved by your manager.
The system wil l  per form edits when you Submit  your t ime.

The EMACS sign in page can be accessed from the internet and intranet .
Go to https: //emacsapp.sbcounty.gov/psp/h92prd/ ?cmd=login

To log in for  the f i rst  t ime you wil l  need to know your employee ID number.  The password for
new hires is  their  social  security number.

Please note:  The password wil l  expire immediately requir ing the employee to create a new
one.  For password assistance,  please cal l  the IT Help Desk at (909) 884-4884.

https://emacsapp.sbcounty.gov/psp/h92prd/?cmd=login


After you have set up your password you wil l  be taken to the home screen.  Look for the t i le
that says eTime.

From here you wil l  be able to:
Set up your User Preferences
Submit your t imesheet for  approval
Submit an absence request for  approval
Submit an over t ime request for  approval

Home Screen

eTime User Preferences and
Alternate Work Schedule

Set User
Preferences

#2. 



To enter your eTime User Preferences,  select the eTime User Preference  tab.

Your user preferences identify your normal work schedule in eTime.  You must enter your normal
work schedule in to the User Preferences page before complet ing your t imesheet for  the f i rst
t ime.  After you enter your preferences,  this information wi l l  automatical ly populate your
t imesheet each pay period.

I f  your work schedule should change,  you can revis it  the user preferences page to enter your
changes.

Enter your t ime for each day in .25,  .50,  .75 or 1.00 increments.  The t ime you enter for  each day
is the t ime that wi l l  automatical ly populate in your t imesheet each pay period.

You can view a l ist  of  TRC codes by select ing the magnifying glass and f inding the
appropriate code.
I f  your depar tment requires you to include a labor distr ibut ion code with your t ime,  select  the
appropriate check box under Depar tment Display ,  this wi l l  open the appropriate f ie ld.
I f  you need to add t ime to more than one TRC or Labor Distr ibut ion code ,  select  the Add Line
button.

Once you have set up your preferences select  the Save  button.

Alternate Work Schedule

The County offers the 9/80 Work Schedule in order to provide a valuable employee benefit ,
suppor t  the County’s Commute Tr ip Reduction Program, and improve County operations by
providing work schedule f lexibi l i ty and enhancing employee morale.

Each depar tment’s appoint ing authority has the r ight to establ ish rules for  administer ing the
9/80 work schedule and the r ight to return any employee to the regular 8 hour per day
schedule.

Par t ic ipation in a 9/80 Work Schedule is  a pr iv i lege,  not a r ight and is  voluntar y for  employees
whose depar tments have decided to offer  the 9/80 work schedule.  Employees must meet their
depar tments’  condit ions for  being granted a 9/80 work schedule.

Par t ic ipation in the 9/80 work schedule is  optional .  No employee is  required nor wi l l  they be
compel led to par t ic ipate.

There are four 9/80 work schedules avai lable for  non 24 hour faci l i t ies.  They include:
•1st Fr iday of  the Pay Period Off
•2nd Fr iday of  the Pay Period Off
•1st Monday of the Pay Period Off
•2nd Monday of the Pay Period Off

A sample of  9/80 schedules can be found here :  
http: //www.sbcounty.gov/Uploads/EMACS/forms/9-80%20Schedule%20eTime%20Sample.pdf

Only alternating Fr idays or Mondays may be designated as a Flex Day.  Al l  Tuesdays,
Wednesdays and Thursdays are 9- hour work days.

I f  you have been approved to work a 9/80 schedule,  select  the View 9/80 Guidel ines hyperl ink in
blue,  after  reviewing the guidel ines,  complete your user preferences according to your approved
work schedule.

http://www.sbcounty.gov/Uploads/EMACS/forms/9-80%20Schedule%20eTime%20Sample.pdf


#2. Submit eTime 

#3.  eTime Entry

Each pay period you wil l  access your t imesheet ,  make the necessar y adjustments,  and submit for
approval .  Your manager wi l l  review your t imesheet and approve or return to you for correct ions,
i f  t ime al lows.  There are  “cut-off ”  dates and t imes  for  each level  of  review to ensure t imesheets
are sent to payrol l  in a t imely manner.  Refer to the appropriate EMACS Payrol l  Calendar for
processing information found here:
http: //cms.sbcounty.gov/emacs/Addit ionalResources/EMACSPayrol lCalendars.aspx

To enter your eTime,  select  the eTime Entr y  tab.

This page automatical ly displays the current pay period.  Notice that your t ime is  populated by
your user preferences.

Hol idays are automatical ly populated on the appropriate date with the TRC- HOL.
If  you need to add addit ional  labor distr ibut ion codes select  the Show Labor Distr ibut ion  box
and the appropriate f ie lds wi l l  be expanded.
I f  you need to add addit ional  TRC’s,  select  Add Line ,  and make the necessar y changes.

I f  you make changes to your t imesheet but you are not ready to submit  for  approval ,  select  the
Save for Later  button.

I f  you do not have any changes to make to your t imesheet ,  a l l  you have to do is  select  the Submit
for Approval  button.

http://cms.sbcounty.gov/emacs/AdditionalResources/EMACSPayrollCalendars.aspx


#4. 
 Absence
Request

Submit eTime Absence Request 

Absence request are submitted according to pay period.  Requests can be submitted for
mult iple days in a pay period and for mult iple pay periods.

To enter your eTime Absence Request ,  select  the eTime Absence Request  tab.

You can f ind exist ing absence requests or add a new request .  To submit  a new request
select  Add a New Value.

Enter the pay period end date for  the pay period you would l ike to submit  an absence,
select  the add button.

You wil l  be taken to the absence request page where you wil l  be able to submit  a request by
typing in the number of  hours in the appropriate date f ie ld and adding the appropriate TRC
for your absence.

For s ick leave requests you must enter a br ief  descr ipt ion in the comment f ie ld before you
can submit for  approval .

Approved requests wi l l  automatical ly populate to your eTime entr y page for the appropriate
dates.



Submit eTime Overtime Request
#5. 

 Overtime
Request

Over t ime request are submitted according to pay period.  Requests can be submitted for
mult iple days in a pay period and for mult iple pay periods.

To enter your eTime Over t ime Request ,  select  the eTime Over t ime Request  tab.

You can f ind exist ing over t ime requests or add a new request .  To submit  a new request select
Add a New Value.

Enter the pay period end date for  the pay period you would l ike to submit  an over t ime request ,
select  the add button.

You wil l  be taken to the over t ime request page where you wil l  be able to submit  a request by
typing in the number of  hours in the appropriate date f ie ld and adding the appropriate TRC for
over t ime.


