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Setting Up Your Timesheet
To fill in your timesheet for the first time:

1. To prepare your first timesheet using the
new form, begin by selecting a time period
in the “Select a pay period” field in the
upper right hand corner.

December, 2003
Select a pay period: Undefined pay period
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The "Select a pay period" field

When you move to the next field, the
beginning and ending dates for the time
period you selected will appear in the form
fields below "Pay Period" and dates will
appear in the upper left hand corner of each
day of the month under "Hours Worked".

The dates entered are the pay periods
defined by Human Resources. Times should
be filled in for the dates listed on the page
rather than for a regular calendar month (i.e.
for Nov. 29-Jan. 2 rather than Jan. 1-Jan.
31).

2. Fill in:
* Your name
* Your department
* Whether you are paid monthly or biweekly

* Whether you have exempt or nonexempt
status (your supervisor will be able to tell
you if you don't know)

* Either your social security number or your
Peoplesoft ID number (your Peoplesoft ID

number can be found on your pay stub
and is preferred)

* Your leave balances

* The amount of leave you earn
* The amount of leave you used
* The hours you worked

* The amount of leave you took

Note: You can’t fill in fields that have a grey
background (these will be filled in
automatically when you click the Compute
All Totals button).

Using Your Timesheet
To fill in your times for the month:

1. Fill in your hours worked and leave taken.

Grey squares are filled in automatically, and
can’t be typed in.

Hours worked can be entered in one of two
areas: (1) The Daily Hourly Record and (2)
the Hours Worked Section.

* The Daily Hourly Record is used to record
the exact hours worked during the day. It
has three sets of Time In and Time Out
fields (areas that can be filled in).

DAILY HOURLY RE
WEEK SAT SUN

N : T | N our

Areas —JP» :
that can
be filled
in.
1

Positioning of Daily Hourly Record fields

A typical day would require two sets of
fields: one for hours worked before lunch
and one for hours worked after. If you
enter a single set of times (8:00 AM and
4:30 PM, for example), the timesheet will
assume that you skipped lunch.

* The Hours Worked sections is used for
recording the total number of hours
worked during the day. If both the Daily
Hourly Record and the Hours Worked
section are filled out, the automated
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* To save an fdf in lower versions of
Cor;1pute All Totals HOURS WORKED Acrobat, go to the File menu and drag the
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Data. Give the fdf a name, chose a
location for it and click Save.
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To complete the present month’s timesheet: gating p
versions of Acrobat

1. If you’ve filled out your form for the entire
month, then you should save your data as a

Form Data File (fdf).

2. Print a paper copy of the pdf file, sign it,
and submit it to your supervisor.

- . . T in the next month’s timesheet:
A Form Data File is a file that contains the o begin the next month’s timesheet

data you add to your Acrobat form (which is 1. After verifying that you have saved an fdf

a pdf file), but which doesn’t contain any of containing the previous month’s

the images, fields, code or other content in information, click the Clear All Fields button
the pdf. at the bottom of the page. This will result in

a blank form, which you will use as the
starting point for your new timesheet.

One advantage to saving an fdf is that an
fdf has a much smaller file size than a pdf.
Another advantage is that you can use the
same pdf form again and again.

* To save an fdf in Acrobat version 6 or 4/01— Retain for five years.
greater, go to the Advanced menu and

| Clear All Fields |
drag the mouse down to Forms and over

to Export Forms Data. Give the fdf a Clear All Fields button






2. Click the Initialize Timesheet button at the
top left corner of the page. You will then be
asked to choose the fdf file you created
from the previous month's timesheet.

START HERE --> *

J

Initialize Timesheet

automated timesheet assumes that the time
is based on a 24 hour clock. "5:00,” for
example, will be interpreted as 5:00 am, not
5:00 pm, even if it is entered in the "Out"
column.

Examples of correct formats for the Daily
Hourly Record section

EMPLOYEE NAME

Initialize Timesheet button

The automated timesheet will use the
information in the fdf to figure out what pay
period it is, your starting leave balances, and
how much leave you earn each month and
will fill in this information and with your
personal information (your name, your
department, etc.).

What Time Formats Can | Use?

The timesheet will accept the following
formats:

1. For the "Hours Worked" section:

The number of hours worked in a day can be
entered in standard format or decimal
format. Hours worked are recorded in fifteen
minute intervals.

Examples of correct formats for the Hours
Worked Section

For five thirty in the afternoon:

5:30 pm
5.5 PM
17.5
17:30

For four hours and forty-five minutes:

4:45
4.75

. For the "Leave Used,

If the value entered for a particular day is
not in one of these formats, or is more than
24 hours, then the automated timesheet will
return an error message when Compute All
Totals is clicked and add the error code “ER”
to the value in the field.

Error messages will only show once, but the
error code will remain until the problem is
fixed and the Compute All Totals button is
clicked.

2. For the "Daily Hourly Record" section:

The number of hours worked in a day can be
entered in standard am/pm format, decimal
format, or military time. Hours worked are
recorded in fifteen minute increments. If no
am or pm is added after a time, the

If a value entered is not in one of these
formats, or is more than 24 hours, then
when Compute All Totals is clicked, the
automated timesheet will return an error
message and add the error code “ER” to the
value in the field.

If the values entered for a day are, as a
group, physically impossible (you have
overlapping times, you claimed more than
24 hours of time worked in a day, you said
you worked from 8 to 5 instead of 8 to 17,
etc.) you will see an error message and the
automated timesheet will insert the error
code “DH ER” (Daily Hours Error).

Error messages will only show once, but the
error code will remain until the problem is
fixed and the Compute All Totals button is
clicked.

»on

Comp Time Earned,”
and "Additional Hours" sections:

Hours are entered in 15 min increments.
Hours can be entered in standard hour
format or in decimal format.

Examples of correct formats for the "Leave
Used,” "Comp Time Earned,” and "Additional
Hours" sections

For four hours and forty-five minutes:

4:45
4.75

If a value entered is not in one of these
formats, or you entered more than 40 hours
of leave for one week, then when Compute
All Totals is clicked, the automated
timesheet will return an error message and
add the error code “ER” to the value in the





field. If the total amount of leave taken in a
week is greater than 40 hours, the
automated timesheet will return an error
message and enter the error code “LV ER”
for that week’s total under “Total Hours”.

Error messages will only show once, but the
error code will remain until the problem is
fixed and the Compute All Totals button is
clicked.

” o

4. For “Accumulative Leave Totals,” “Comp
Time Balance,” and “Adverse Weather”:

Unlike the other sections, these times are
not measured in the 15 min increments.
This is because the amount of vacation
earned monthly is not rounded to the
nearest 15 min increment (newly hired
employees, for example, earn 7:50 of
vacation leave for each month worked).

Examples of correct formats for
“Accumulative Leave Totals,” “Comp Time
Balance,” and “Adverse Weather”

For seven hours and fifty minutes:

7:50
7.83

The automation of the SPA Timesheet and the
accompanying help file were done by Rebecca
O’Connell of the Materials Science and
Engineering Department.






Rebecca O'Connell
File Attachment
timesheet_help.pdf
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