Time Off Tracking

Accessto Time Entry & Time Off Tracking

All time off must be entered into the PeopleSoft HR system. For hourly employees (paid weekly),
thisis done through Time Entry. For exempt employees (paid semi-monthly) this is done through
the Time Off Tracking System.

To access Time Entry and the Time Off Tracking systems, you must have security accessto the
timekeep location for your department. Generally, an employee who uses Time Entry will also
need access to the Time Off Tracking application. An employee who needs, but does not have,
access will need to fill out an application which is available on the HR website:
http://www.tufts.edu/hr/webcm/docs/sc/psoneappl.pdf. Fill this out and fax it to 617.627.3536 or
mail it to the HR Service Center at 200 Boston Ave. on the Medford campus.

When your security has been created, you will receive a call with instructions for logging into
Time Entry/Time Off Tracking. Use Internet Explorer or Mozilla Firefox for this application. To
begin, go to: http://eserve.hr.tufts.edu/ and select PeopleSoft HRMS Login

If you do not know your
User ID Or Password
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Onceyou have logged into PS and selected Time Entry, your menu choices will be:

TEST B
. . (Menu B
Time Off Tracking  [searcn: E
TimeEntry @
[+ hy Favorites
I Self Service I

[ ePAF
~ Tufts Time Entry

[ Time Off Tracking
[+ Time Entry

[> Reporting Toals

[» PeopleTools

— Chanoe by Password

Click on Time Off Tracking, then select Use and Select Employees

From here you have the ability to see al of the employeesin your Timekeep location. Notice the
three tabs “ All Employees — Salaried Employees — Hourly Employees’. The system defaultsto a
list of Salaried Employees but you can select All Employees or Hourly Employees.

{ Select Employee

Department Administrator; Edna C Gilreath Selection

This page can only be used to record Time Off for salaried Salaried Empls | Hourly Empls |
employees. For hourly employees use the Time Entry system.

Find | View Al First (1] 19078 [¥] Last

0000006 Dwarf,Bashful Active Hourly Review Time | ReviewElalance|
00000041 DwarfDoc Active Salaried Record Time | Review Time | ReviewElaIance|
0000005 Dwarf Dopey Active Haurly Review Time | Review Elalance|
0000004 Dwarf, Grumpy Active Salaried Record Time | Review Time | ReviewElaIance|
0000007 Dwarf Happy Active Haurly Review Time | Review Elalance|
0000003 Dwarf,Sleepy Active Hourly Review Time | Review Elalance|
0000002 DwarfSneezy Active Salaried Record Time | Review Time | ReviewElaIance|
0000010 Queen,Evil Active Hourly Review Time | Review Elalance|
0000008 White,Snow Active Salaried Record Time | Review Time | ReviewElaIance|

Salaried employee’ s time will be recorded here. For Hourly employees, you will be able to review
time off (e.g. vacation, sick, etc) information entered through time entry. It is critical that non-
exempt timeis entered in Time Entry with the correct earnings code since thisis the time off
record.

The Review Baances button allows you to see the current balance for the employee. Please
remember the accrual process and award process will update the employees’ balances around the
15" of the month.

Click Record Timeto enter employees’ time off.
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{ SelectEmplovee

Department Administrator: Edna C Gilreath

Selection

This page can only be used to record Time Off for salaried All Empls |
employees. For hourly employees use the Time Entry system.

| Hourly Empls |

[{] 140ra [P L

0000001 Dwarf Doc Active Salaried RecordTlme| Review Time | ReV|ewEla|ance|
0000004 Dwarf,Grumpy Active Salaried RecordTime| Review Time | ReviewElaIance|
0000002 Dwarf Sneezy Active Salaried RecordTime| Review Time | ReviewElaIance|
0000008 White.Snow Active Salaried Record Time | ReviewTime | Review Balance |
EmpliD: 0000012 Charming,Cinderella A

e et | Sanvae et oo (7| _Resae T |

Employee Vacation & | (00112008 Ed |ot/04r2008 .E.QE [[] 7 Day Workweek

cation Sick Pers Vacation Sick

Current Balance (hours) -7.00 | Maximum Accrual (hours) 280.06 910.00

Return to Employee List ‘

N

Click on Record Timeto enter time off. Select the type of Time Off, then enter the date or dates
the employee either took time or is planning to take time off.

EmpliD: 0000012 Charming,Cinderella A
Record Time Off

Time-Off Type (select from list) Start Date: End Date: .
Int FMLA = Intermittent FMLA Default Hours:

[] 7 Day Workweek  Clear Record

Vacation Sick Pers

Vacation Sick
Current Balance (hours) 14.00 -7.00 | Maximum Accrual (hours) 280.06 910.00
Requested Dates Wiew All First (4] 14 ora [P] Last
*Time Off Type Day of Week Date Hours
Employee Vacation [ Tuesday 01/01/2008 7.00
Emplayee Vacation (2] wednesday 01/02/2008 700
Employee Vacation [ Thursday 01/03/2008 7.00
Employee Vacation [ Friday 01/04/2008 7.00
Combined Total Hours for Request: 28.00
Submit Time Return to Employee List ‘
Dione & Internet

When you review the time you have entered, you can:
e Change the Time Off type
e Deeteaday

e Submit the information to update the employee' s balances
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EmplID: 0000004 Dwarf,Grumpy Return to Employee List
Employee Balance
*Select Year Select One or More
All [v] Vacation Personal Days Sick Accruall/Award
View All First (4] 1011 [F] Last
Type Date Hours Taken Hours Added Entered by
Employee Vacation Accrual Process 041/M15/2008 11.67
Balance (in hours) Time Taken {in hours) current calendar year
Vacation Balance: 3667 Vacation Taken: 0.00
Personal Time Balance: 0.00 Personal Time Taken: 0.00
Sick Time Balance: 241.00 Sick Time Taken: 0.00
Done
EmpliD: 0000012 Charming Cinderella A

Record Time Off

Time-Off Type (select from list) Start Date: End Date: .
Int FMLA = Intermittent FMLA ) : Default Hours:

[ 7 Day workweek ~ Clear Record

Vacation Sick Pers Vacation Sick
Current Balance (hours) 14.00 -7.00 | Maximum Accrual (hours) 28006 910.00
Requested Dates View Al First [ 15016 [P Last
*Time Off Type Day of Week Date Hours -
Employee Vacation [ Tuesday 01/01/2008 2.00
Emplayee Sick [ Tuesday 01/01/2008 300
Employee Personal [ Tuesday 01/01/2008 2.00
Emplayee Vacation [ wednesday 01/02/2008 7.00
Employee Vacation [ Thursday 01/03/2008 7.00
Emplayee Vacation [ Fricay 01/04/2008 7.00

Combined Total Hours for Request: 28.00
Submit Time

Return to Employee List |

<1

Y ou can also use different types of time off for the same day. Click on the day you want to have
an additional type of time off. Click add, pick the type of time off and then enter the hours. If you
do not want to record a day, you can delete the day by just clicking on delete for that day.

After you have completed entering the Time Off for the employee, you must “ Submit Time” at the
bottom of the page. The employee’ stime off will be recorded and the balances will be updated.
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EmpliD: 0000012 Charming,Cinderella A

Return to Employee List
Employee Balance
*Select Year Select One or More
All

I:I Vacation Personal Days Sick Accrual/Award

View Al First (4] 12072 [} Last
Type Date Hours Taken Hours Add Entered by
Employee Personal Tuesday 01/01/2008 7.00 HRSC
Employee Vacation Update 121512007 14.00

Balance (in hours) Time Taken {in hours) current calendar year

Vacation Balance: 14.00 Vacation Taken:

0.00
Personal Time Balance: -7.00 Personal Time Taken: 7.00
Sick Time Balance: 0.00 Sick Time Taken: 0.00

To review the employee’ s Balance Record. click on Review Balances.

The employee will see the same information through Employee Self Service. The employee will
be able to see their balances, time used and who updated the information.

An additional way to review an employee’s balancesisto use the Inquire Panel

Goto
e TimeEntry
e Inquire
e Time Off Balance

Time Off Tracking

Edt "Time Off Tracking" Folder
Tufts Time Cff Tracking
Use Setup Process
Tufts Time Off Tracking - Use

Tufts Titme Office Tracking - Setup
=] Select Emploves B

EIHRSC Time Off Mairtenance
EIHRSC Accrual Maintenance

Tuftz Time Entry - Time Off Tracking - Process
Accrual Groups

=] Accrual Caloulation
El Acorual ActionReasons =] Madimum Caloulation

=] Calc Hours for RuniD
2hdare... 4 hlare...
Report Inquire
Tufts Time Entry - Time Off Tracking Tufts Time Entry - Time Off Inguire
=l Leave Audit Report =] Time Off Balance
=] Time Taken

=] Time Off Balance Summary
3 hdare...

Enter the Employee ID number
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{ Time Off Balance

0000012 Charming,Cinderella

EmpliD: Accrual Group: STDE Exermpt Employees
Current Status:  02/01/2009  Active Maximum Vacation Accrual:  230.00
‘Select Year Select One or More
All *|  [Flvacation Personal Days Sick Bonus Days AccrualiAward
e | Find
Type Date Hours Taken Hours Added Enteredby
Employee Yacation Tuesday 0&¢08/2009 7.00 Edna C Gilreath
Emplayee Vacation Monday 081242009 7.00 Edna C Gilreath
Emplayee Yacation Thursday 08r20/2009 7.00 Edna C Gilreath
Emplayee Vacation Accrual Process 08Ma/2009 11.67
Emplayee Sick Monday 08M 02009 7.00 Edna C Gilreath
Employee Yacation Monday 0832009 T.00 Edna C Gilreath
Emplayee Yacation Friday 071242009 7.00 Edna C Gilreath
Employee Yacation Accrual Process Q752009 11.67
Emplayee Yacation Thursday 07/02/2009 7.00 Edna C Gilreath
Emplayee Vacation Wednesday 07/01/2009 7.00 Edna C Gilreath

Balances below reflect all time - including future dated

Balance {in hours) Time Taken {in hours) current calendar year
Vacation Balance: 126.37 Vacation Taken: 133.00
Personal Time Balance: 14.00 Personal Time Taken: 7.00
Sick Time Balance: 889.00 Sick Time Taken: 21.00
Bonus Time: 0.00 Bonus Time: 0.00

Y ou can review time taken and accrued for the employee.

Correcting an Entry.

Asthe Time Off Tracking user, you will be able to make a correction to al time entered, the
current month and all past months. If you have questions regarding Time Off Tracking please
contact the following staff at the HR Service Center:

edna.gilreath@tufts.edu - 7.5507
kim.hall @tufts.edu - 7.5508
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