SAN BERNARDINO

COUNTY

Employment Management
and Compensation System
EMACS)

New Managers/Approvers



This Job Aid covers how to:

. Employee User Preferences

. Alternate Manager Assignments
Approving Time by Employee
Approving Request by Employee
. eTime Mass Review
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#1 Employee User Prerences

User
Preferences

As a Manager/Approver, you will have access to two separate navigation links: Employee and
Manager.

The Employee navigation link provides access to pages that let you set up eTime information
that relates to you. Please refer to the eTime tutorial handout for information on how to
navigate employee eTime.

The Manager navigation link provides access to pages that let you set up and view information
that relates to your employees.

At the top of the EMACS homepage you will see Employee Self Service, click here and a drop-
down menu will appear with the Manager Self Services tab. After you select, you will be
redirected to the Manager Self Service screen where you will be able to navigate to the Team
eTime tile.

< Manager Self Service Team eTime

S A New Window | Personalize Page |
eTime Mass Review
Employee ID: Rcd: 0 Name:

Job Code:

f eTime Entry

Department:

Standard Hours/Week: 40.00
f— eTime Absence Request

[Z!Perfonn edits when saving
Receive email from Direct Reports for:
eTime Overtime Request

ED €q Timesheet: V] Absence: ] Overtime: V]
] eTime User Preferences DisplayiDopartaent

O Department ¥4 Activity [CJcost center
Wl Program [ Location Ml Giobal View 9/80 Guidelines

Work Schedule

O Non 9/80 Schedule
(® 9/80 - First Friday Off O 9/80 - First Monday Off
O ar80 - second Friday Off O 9/80 - Second Monday Off

f Payable Time Summary
f— Payable Time Detail

f] Manage Exceptions O 9180 - 24 Hour Facility

Status: Accepted View 9/80 Agreement
f Accumulators

Populate my timesheet with this time each pay period: Personalize | Find | #1 | B

-~ Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu
f] eTime Manager Assignment 1 1 1 1 1 1 | FLEX 2 2 2 2 2 2

4.00 | Il I i I ] : | : I I : I| || 4.00{aws |Q [9999  |[9999 [[1010 ||| Delete Line |

Total

Time | TRC Program Activity Global Delete Line

-
L

i eTime Alternate Manager ] || 9.00][ s.00][ 9.00/[ 9.00 ‘ ‘ | 9.00/[ 9.00] 9.00/( 9.00|| 4.00/[76.00|REG | [9999  |[9e9s  |[1010 ||| Detete Line |

4.00 9.00( 9.00( 9.00] 9.00 9.00| 9.00| 9.00| 9.00( 4.00|80.00|TOTAL

f eTime Audit History

| AddLine || Save |

f— eTime Department Summary (" Return to Search | | =] Notify |

f eTime Manager Summary

On the left side of the Team eTime page, you will see a list of tabs available for you to navigate to.
Select the eTime User Preferences tab. From here, you will be able to navigate to your employee’s
user preferences.

You can find your employee by ID number, Last Name, or Department. Once you have selected your
employee, you will be taken to the user preferences page for the individual you have selected.

As a Manager/Approver, you have all of the same options employees have on their User
Preferences page. In addition, you can define your email notification options under the Receive
Email from Direct Reports section. You can choose to be notified when an employee submits
their timesheets, absence requests, and overtime requests for your review and approval.

As a reminder, you can preform any of the same edits as your employee.



#9 eTime Manager and eTime Alternate
: Manager Assighments

Alternative
Manager
Assignments

The eTime Alternate Manager page is where you assign other managers as your alternate to act
on your behalf when needed. This assignment gives the alternate manager the ability to
approve your employees’ timesheets, absence requests, and overtime requests. You can grant
approval access for a specific period of time or for an indefinite period of time. You can also see
which manager have assigned you as their alternate.

The eTime Manager Assignment page allows you to view a list of your own employees and any
employee assigned to you as an alternate manager.

eTime Alternate Manager

Team eTime

| New Window | Personalize Page | T
' ‘ Alternate Manager |

] eTime Mass Review

Employee ID: Name:

i} eTime Entry Alternate managers you have [Personalize]| Find | & ] b First ‘4 1o0f1

assigned. » Last
f eTime Absence Request *Alternate ID  Alternate Name Expiration Date

_Q [ i1 No (¥ [£]

] eTime Overtime Request

Managers that have assigned you as  Personalize | Find | E First ‘4 1.2
i an alternate. of 2 ) Last
i eTime User Preferences

Supervisor ID Supervisor Name Expiration Date

i} Payable Time Summary

D
OO8s

i1 Payable Time Detail

lsave || b Retumnto Search | Nofify |

] Manage Exceptions

The first section you will see is Alternate managers you have assigned. This section allows you
to assign alternate manager’s by typing the manager’'s employee ID in the Alternate ID field.
You can also click on the magnifying glass to pull up a list of employees you can assign as an
alternate.

e Any employee within your department (limited to your department’s organizational
structure) can be assigned as an Alternate Manager.

The alternate manager will be able to approve time and requests on your behalf until the
expiration date.

e You have the option of entering a date or you can leave this field blank if you wish to have
the alternate manager be your delegate for an indefinite period of time.

To add a new alternate manager to the list, click the plus (+) button to insert a new row. To
delete and alternate manager, click the minus (-) button and that person will be deleted. Once
you have made your updates, click the save button.

The next section is the Managers that have assigned you as an alternate. This section allows
you to view the managers that have assigned you as their alternate.

For the managers listed in this section, you have the ability to approve their employees’
timesheets, absence, and overtime requests. An expiration date will appear if a manger has
given you temporary approval responsibility for their employees.



eTime Manager Assignment

< Manager Self Service Team eTime
7 ; New Window | Personaliz E
E eTime Mass Review n | Manager Assignment | ~
| Search Criteria
ﬁ Slkne Emry Department ID: [ E Children's&Families Commission
eTime Absence Request Supervisor: @ All O unassigned O Assigned 'D=|: ]Q

Employee ID: I Employee Last Name: |

& eTime User Preferences Employees Personalize | Find | @] B 1-20 0f 20

S rvisor " Em
UP':D' Supervisor Name Empl ID Rec:r'd

] eTime Overtime Request

Employee Name Job Title DeptID Department Name

f Payable Time Summary

] Payable Time Detail

Manage Exceptions

f— Accumulators m

E eTime Manager Assignment

] eTime Alternate Manager

f] eTime Audit History

] eTime Department Summary

The eTime Manager Assignment Page allows you to view the employees who are assigned as
your direct reports in EMACS.

e The Department Security Administrator within your department can also assign employees
on your behalf.

You can search for employee by Department ID, Supervisor, Employee ID, and Employee Last
Name. You can look for all employees, those who have not been assigned to a supervisor, or
only those that have been assigned.

On this page you can add a supervisor to those employees who have not been assigned or
reassign employees to another manager.

e Under Assign Supervisor to Selected Employee, either type your employee ID or the
supervisor you wish to assign.
e |[f you are not sure of the ID number, select the magnifying glass and a list of supervisors
for your department will appear.

e Select the checkbox next to the employee you wish to assign/reassign and click Assign
Selected.
e Once you have made your changes, click the save button.




#3.

elTime
Approval

Approving Time by Employee

After your employees submit their time for approval, you need to review each timesheet and
either approve their time or return for corrections. Alternatively, you can make any necessary
corrections yourself.

Each level of review has its own deadline. Your employees can change their time up until the
cutoff time. After the manager deadline, your department time administrator can make changes
to timesheets up until their cutoff time.

Two pages are available for reviewing timesheets. The eTime Mass Approval page will allow you
to pull up all of your employees to review if time has been approved. You will also be able to pull
up each employee’s timesheet form this page. The eTime Entry page is used to approve multiple
timesheets individually, by employee.

Team eTime

< Manager Self Service

- New Window ] Personalize Page | =
] eTime Mass Review A

Employee ID: Empl Red: Job Title:
:] Show Labor Distribution Reload Defaults

Pay Period End: 10/09/20

Deadline Time: |

7] eTime Entry

+ Job Information

Job Code: Stnd Hrs: 40.00 Reg/Temp:Regular Workgroup: SUP1XX

eTime Absence Request

Department: Pay Group: NCV Union Cd: SUP

TRC Program ID: SUP03

Supervisor:

fL] eTime Overtime Request Time Worked from 09/26/20 through 10/09/20

Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri . 2
] o6 | 927 | 928 | 9r29 | a:30 | 1011 | FLEX 103 | 104 | 1055 | 10 | 107 | 10 | 10 | TOB! |TRC Program B (Activity Global = |Delate Line
i eTime User Preferences
11 4.00 4.00|AWS 9999 9999 1010 Delete Line
2 9.00| 9.00] 9.00] 9.00 9.00| 9.00] 9.00] 9.00] 4.00 76.00|REG 9999 9999 1010 Delete Line
i Payable Time Summary
3| 4.00 9.00| 9.00| 9.00| 9.00 9.00( 9.00| 9.00] 9.00| 4.00 80.00|TOTAL

Add Line Save for Later Approve Deny

*Reason:
254 characters remaining

] Payable Time Detail

Exceptions
Manage Exceptions Date TRC  |Quantity | Exception ID |Exception Description Severity
| 110109720 | | 0.00[zEROHRS  [zero Reported Hours Low
Accumulators Leave Balance Amount | Hour Summary Week 1 Week 2 Time Exceptions
Sick 89.641 Payable Time
) Vacati 212.195 Payable Time Summary
f_| eTime Manager Assignment acation :
Admin Lv 40.000
) Annual Lv 40.000
] eTime Alternate Manager
Holiday 8.000
Comp Time 22.500

eTime Audit Histo
ﬁ ¥ Request Status

) ) Request No: Work 9/380 -
eTime Department Summary Schedule: First

Friday

off | Lock Timesheet
i Saved on: by:
eTime Manager Summary aved on ,
by:
Reason:
f | Leave Accrual Details
Manager Search Options ‘ [ Return to Search | || Previous in List |4 NextinList || =] Notify |

From the Manager Self Service page find the eTime Entry tab. You will be redirected to the Find
an Existing Value page. The pay period end date field defaults to the current pay period. If
necessary, you can change this date to a different pay period.

You can search for employee timesheet by ID number or last name. entering your department ID
will return a list of your employees. Select the employee and you will be taken to their
timesheet.

As the manager/approver, you can adjust the employee’s timesheet as necessary. After
reviewing the timesheet, you can Approve or Deny. If you deny the timesheet, you must first
enter a reason for the denial. After you type your reason and click the deny button, the
employee will receive email notification of the denial. The employee will need to amend the
timesheet and submit for approval. If there are no corrections to be made, click the Approve
button.



4 Approving Request by Employee

Approving
Request

There are two types of requests your employees will submit for approval: Absence Request
and Overtime Requests.

Your employees are required to submit absence requests for your approval. You can approve
requests for current and future pay periods. After an employee’s absence request has been

approved, the hours will automatically populate the timesheet for the appropriate pay
period.

e |f the absence request is submitted after the employee had saved their timesheet for that

pay period, the hours will not populate the timesheet and the hours will need to be
manually entered on the timesheet.

Overtime request are for informational purposes and do not automatically populate the
timesheet. Overtime hours have to be manually entered on the timesheet.

The steps for approving and denying are the same for both the absence and overtime
request.

eTime Absence Request

< Employee Self Service

: - New Window | Personalize Page |
eTime Entry
Employee ID: Empl Record: Job Title: Pay Period End: 02/26/21

] eTime Absence Request Personalize | Find | ¥ | B8

un n ue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri * :
213 | 214 | 2115 | 2116 | 2117 | 218 | 219 220 | 221 | 222 | 223 | 224 | 225 | 2:26 |Tot![TRC Comments Deleln L

] eTime Overtime Request o e e e e e e e oo ||

—J

| Delete Line

2 0.00|TOTAL

f"] eTime User Preferences | AddLine | | Save for Later | | Submit for Approval | = Withdraw Request

Leave Balance Amount
Sick 106.826
Vacation 290.153

Holiday 224.000

Request Status

f1 eTime Audit History

Request No: Work Schedule: Non 9/80 Schedule
. by
by

From the Manager Self Service page find the eTime Absence Request tab. You will be redirected

to the Find an Existing Value page. The pay period end date field defaults to the current pay
period. If necessary, you can change this date to a different pay period.

e You can also enter a new request on behalf of your employee by clicking the Add a New
Value link.

The Request Status field defaults to Unapproved. If you need to search for an absence request
that has already been approved, click the drop-down arrow and select Approved. If you select
the empty field and click search, you will pull up both approved and unapproved absence

request for the pay period. Select the employee and you will be taken to their absence request.

As the manager/approver, you can adjust the employee’s absence request as necessary. After

reviewing the request, you can approve or deny. If you deny the request you must first enter a
reason for the denial. If there are no corrections to be made, click the Approve button.



eTime Overtime Request

< Manager Self Service Team eTime

: New Window | Personalize Page |
] eTime Mass Review A
Employee ID: Empl Record: 0 Job Title: Pay Period End: 08/14/20

D Show Labor Distribution

f eTime Entry

Sat Sun Mon Tue Wed Thu Fri Sat
an 17 t:1x3 8/4 8I5 8/6 FLEX a8

8§

Mon | Tue | Wed | Thu Fri s ‘

2/10 211 2112 213 2114 Total |TRC Category |Comments Program Activity Global Delete Line

eTime Absence Request

1 1.00( 1.00 2.00|Overtime 1010 Delete Line | |

[ ] eTime Overtime Request - 1.00] 1.00 200 |

Add Line Save for Later Approve Deny "Reason'l

254 characters remaining

clncLeeqbieleteices RequestStatus

Work Schedule: 930 - First Friday Off
Submitted: 08/17/20 8:03:11AM by
Approved: 08/17/20 9:36:48AM by

] Payable Time Summary

] Payable Time Detail

] Manage Exceptions

[Gh Return to Search | 1] Previous in List | |4[] NextinList ||[<] Notify |

f Accumulators n

f | eTime Manager Assignment

f eTime Alternate Manager

From the Manager Self Service page find the eTime Overtime Request tab. You will be
redirected to the Find an Existing Value page. The pay period end date field defaults to the
current pay period. If necessary, you can change this date to a different pay period.

e You can also enter a new request on behalf of your employee by clicking the Add a New
Value link.

The Request Status field defaults to Unapproved. If you need to search for an overtime
request that has already been approved, click the drop-down arrow and select Approved. If
you select the empty field and click search, you will pull up both approved and unapproved
overtime request for the pay period. Select the employee and you will be taken to their
overtime request.

As the manager/approver, you can adjust the employee’s overtime request as necessary.
After reviewing the request, you can approve or deny. If you deny the request you must first
enter a reason for the denial. If there are no corrections to be made, click the Approve
button.
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eTime Mass

Review

< Manager Self Service

7 eTime Mass Review

] eTime Entry

eTime Absence Request

eTime Overtime Request

eTime User Preferences

Payable Time Summary

f Payable Time Detalil

Manage Exceptions

Accumulators

f_] eTime Manager Assignment

] eTime Alternate Manager

5] eTime Audit History

] eTime Department Summary

eTime Manager Summary

Leave Accrual Details

| Mass Request ]

_ Search Criteria

Supervisor/Alt Mgr: |1Q

| Seach | | Reset |

Employees

Emplid: [ | Employee Last Name: |

Department ID: {

Team eTime

Request Type: Status: Pay Period End:|10/09/20 |} Manager Deadline:10/13/20 11:00PM

—_—

! ] show Lv/Sck Request to Time Mismatch

Personalize | & | E¥  1-300 of 300

eTime Mass Review

| Hours Summary || Job Info | D)
Dl Employee Name Type Status ::: R|:td Le:ve ick Di:tl R;td Le;ve Sizck Di‘zﬂl uli.:'.:‘ Sact:h
23 Time | Missing | 40.00 O
&) Abs | Approved 27.00
B Time | Missing | 40.00 O
) Time | Missing | 40.00 0
@ Time | Missing 40.00 O
I ‘ IEE, Time | Missing | 40.00 O
23 Time | Missing | 40.00 0
2 Time Missing 40.00 O
@ Time | Missing | 40.00 O
B Time | Missing | 40.00 ]
(23 Time | Missing | 40.00 0
) Time | Missing | 40.00 O
B Time | Missing | 40.00 0
3 Time Missing 40.00 O
&) Time | Missing | 40.00 )
@ Time | Missing 40.00 ]
) Time | Missing | 40.00 0
) Time | Missing | 40.00 O
(&) Time | Missing | 40.00 O

New Window | Personalize Page | [ A

From the Manager Self Service page find the eTime Mass Review tab. The eTime Mass Review
page allows you to view all of your employee timesheets, absence, and overtime request in
submitted, unapproved, and approved status.

This page is only for review purposes, in order to view the entry, click the details icon (Dtl) next
to the employee’'s name and a new window will pop up with the entry you have selected.

When you first open the mass approval page the default criteria is:

e Request Type: Blank.
e Status: Unapproved (unapproved status includes missing, saved, submitted, withdrawn, and

denied requests).
e Pay Period End: Current pay period.

Update these fields as necessary for your review.

There are many visual aids to help you review an employee’s timesheet, absence request, and
overtime request. These visual aids include:

e All timesheets are shown in bold.

e Colors for hours not equal to standard hours.
e |f hours coded on the employee’s timesheet are greater than their standard hours, the
color of the time display is green.

e [f hours coded on the employee’s timesheet are lower than their standard hours, the color
of the time display is red.

e Check marks for reconciliation of absence requests and timesheet.

e A check box appears in the Lv/Sck Mismatch column for any timesheets where there is @
discrepancy between the absence hours on the timesheet and the hours on the absence
request.



