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Timekeeper Facts

You will not be able to enter your own time on the timesheet. Either arrange for a backup
timekeeper in your department to submit your time or deliver a paper timesheet to HR.

You need to submit in the timesheet only for those employees who are reporting Sick,
Vacation, Personal, Comp time used or earned, Overtime, etc... during the pay period.

Second week Friday is the deadline for submitting time is 5:00 p.m. and the following Monday
is to make correction.

You cannot make any changes to the schedule for the current week in the timesheet. For
permanent or long-term schedule changes, please submit Work Schedule Form to HR.

The Time and Labor Detail Report is divided into separate reports for each supervisor. The
department head will appear on the report of his/her supervisor. The report cannot be sign
by the timekeeper unless you are the supervisor on the report. Once signed by the
Department Head or Supervisor, return to HR as soon as possible but no later than pay week
Friday at Noon. All timesheets and TL Detail report need to keep for 3 years.

Although you may view a timesheet for a prior period, you may enter time only for the
current pay period and 180 days forward. Follow the current procedure to submit prior-
period adjustments on paper to HR. Fill out timesheet with employee’s official name.



Things to Remember #1

Hourly Employees

Hourly employees should have no scheduled hours in the system. If you notice that
scheduled hours appear when you click Apply Schedule on the Timesheet of an
hourly employee, please contact Human Resources.

Exception holiday Reporting

If the employee does not work on the holiday, you do not need to enter any time on
the day.

If the employee works on the holiday, you would add a row on the timesheet and
enter the number of hours worked, with the Time Reporting Code of HCTES or
HPS(with non-state account#).

Entering Overtime with a different Combo Code (account)

All overtime, shift differentials or meal money cannot be paid from a state fund
account. If the employee’s regular salary is paid from a state fund account, you must
enter a Trust or Grant account in the Shift Combo Code and Combination Code field.
The field labeled “Shift Combo Code” should be filled in only when shift differential
earn applies to the employee.




Things to Remember #2

For Exception Employees, Report Only Exception Time
There is no need to bring up a timesheet for an exception time reporter who is not taking
any vacation, sick, personal, or comp time or is not earning overtime.

Remember to Click Apply Schedules

When you bring up an employee’s timesheet, the first thing you need to do is click the
Apply Schedules button. The employee’s scheduled hours will be displayed for each day of
the week, with the Time Reporting Code of REG. Click the + to add a new row for each
different Time Reporting Code.

Employees on Leave with Pay

If you have an employee on Leave with Pay (Maternity, Medical, FMLA Leave or sabbatical)
and you do not see that employee listed as one of your active employees, change the
Payroll Status field from A to P.

Time Reporting Codes

Don’t Use the Codes with a + or —

The Time Reporting Codes that are followed by a + or — cause problems and should not be
used on the Timesheet. Please choose the appropriate TRC as indicated below:

Instead of: Use:

CTA+ CES
CTA- CTU
HCTA+ HCTES

HCTA- HCTU



Navigate to Main Menu
Go: 1.Navbar 2. Navigator




How to Navigate to Timesheet
Go to 1. Manager Self Service 2. Time Management
3. Report Time 4. Timesheet

Report Time
Timesheet Summary

Employee Selection
Employee Selection Criteria

Get Employees
Selection Criterion Selection Criterion Value
Clear Criteria
Time Reporter Group Q
Save Criteri
You can search by - — o Gt
EmplID, First & Last Emp Record .
N ame or De pt | D Last Name smith .
First Name lichn !

Employee type of (H)
Hourly or (E) Exception

Select a Payroll

Warkgroup .
Status: (A) Active or i = |
(P) Leave with Pay Payrol Siaius IT;| .
Date: always default on SR
iew By| Week Y ¥/ Show Schedule Information

Today’s date, also default

to current week

Bugingss Lnit
Job Code
Department
Supervisor [D

Reports To Position Number

Date[1D23207 [,

2 e 0 R L L Lo Lo L R R R

Previous Week

Next Week

Employees For Gina Chan, Totals From 10/22/2017 - 10/28/2017 Personalize | Find | (2] 1-30f3
Time Summary || Demographics | (B0
1 Hours
CI I C k G et E m p | Oye es Last Name First Name Employee D RPECT:: Job Title RET_:}OT;[: HI:J;;F?V:; Scheﬂ;:;: Exception Rpproved or Denied Hours
Submitted
Smith John 10033260 [ Professional - Hourly

Employees shown ——



A Job Information
Pop-up Job Info; curse/'_ e vesarement [
" Location Code QUINM

H Quinn Administration Building
over Name and Title Department [N S ——— Uhisss Boston

Manager _ HR Status Active

N Employee T E ion Hourl

Pay Status  Active [L35EE WS Semim A
Standard Hours 40.00

Business  Univ of Mass Boston Union Code MTA/NEA Classified
Unit

Workgroup B_SEIUCL40 CSU 40 hr

Locafion Quinn Administration Building Time Period ID BIWEEKLY 10ASI2017 102812017

To enter time
use Next, Previous Week or
the Date optiontogoto  [iRlkal Timesheet A Q=@

the desired week. ] | New Wincow | Help

Empioree 1> N

Clerk\1 Empl Record D

Sagiest Change Date 10/20/2017

Previous Week  Mext Week
Qrevicus Employee  Mext Employes

other Timesheet
“iew By Week

Click Apply Schedule to
display REG scheduled hrd\

Scheduled Hours 37.500 Reported Hours 0.000

From Sundax10/22/2017 to Saturday 10/28/2017 (2

1:,"'22" 1'6":’23" - ‘f."’;‘; 1& mg WS;‘; Total Time Reporiing Code Taskgroup  OvemrideRate  Business Unit  Shift g':ic“'““ g;lbi”“i"" ChartFislds
Emponee's current v UMEXP Q UMBOS  |Q Q Q 0 ChartFields =
vacation, sick, personal, T EF Q UMECS |Q a Q Q ChartFieids =
and comp time accruals v [UMEXP Q UMBOS | Q Q 0 ChartFields =l
Tab E— i
Reported Time Status || Summary || Leaw Payable Time

Leave and Compensatory Time Ba) Personalize | Find | £ | B 1-50f5

Plan Type Recorded Balance  Minimum Allowed Maximum Allowed Wiew Detail
If searched by Dept ID, click | _ - o , w B
Next Employee to bringup | ... \acstion 0 a7s B
next employee in your list | L.z Personsl 0 s B
or click Return to Select HI2DAYEXP 15,000 0
Employee to go back to th< Comp Time OTNOEXP 67.000 0
||St Of employees Retumn to Select Employee

Manage Schedules
Manager Self Service

Time Management



Click “Apply
Schedule” button
before entering
time

The Reported
Hours & Schedule
Hours
NEED to match.
Unless earn Comp
or Over time.

To report time

click[#] sign to
add a row

Select the day,
report the
number of hours
and select the
appropriate TRC
(Time Reporting
Code)

REG hrs are
required to be
filled in when take
a partial day

Repeat these
steps if more than
one TRCis need

done, click
“Submit”

NOTE: Each row is
associated with
only one TRC

Timeshest
Employze 1D
1
- Empl Record: 0
i Asssn |

Earliest Change Date; 081012014

Select Anather Timesheet
View Byl Week M
*Date 100572014 | f:,

Scheduled Hourg 37501

q Hours 37.500

From Sunday 10/05/2014 to Saturday 10/11/2014 (%
Sun. Mon  Tue Wed Thu Fri Sat

05 105 107 108 108 foqn gy "o TimeReporing Code

Previous Week  Mext Week

Previous Employee  Next Employee

Shift Combo

Combination

“Taskgroup  Overide Rate Business Unit  Shift

7500 | 7500 15.000] PER - Personal Time v UMEXP @ UMBOS (@, @, @
7.500| 7.500 | 6.000 21.EIUEI'.REG-ReguIarPa‘,-SERSEIigibIe vUMER @ UMBOS @ @, @
1,300 ‘SDU:S\G-SickTime v UMER @ UMBOS @, Y a
Submit
Replrted Time Status || Summary || Leave / Compensatory Time || Exceptions || Payable Time
3ve and Compensatory Time Balances (7 Personaize | Fnd |0 15015
Plan Type Plan Recorded Balance  Minimum Allowed  Maximum Allowed  View Detail
Leave Sick 43792 0 500 @
Leave Viacation 141.286 0 500 E}
Leave Personal 7500 0 we B
Comp Time OTHOEXP £0.000 0
Comp Time HI20DAYEXP 0.000 0
Retum to Select Employes
Manage Schedules
Manager 3elf Service
Time Management

ChartFiglds

@, ChartFields
(), ChartFields
@, ChartFilds

EaES
[l



Confirmation that time was entered successfully.

New Window | Help =
Timesheet

Submit Confirmation

V. The Submit was successful.
Time for the Week of 2014-10-05 to 2014-10-11 is submitted

OK




Reported Time Status

SUmimany

Tabs

Leave / Compensatory Time

Reported Time Status-Show all the time & attendance that submit

Reported Time Status

Reported Time Status

Date Reported Status
10/0E2014 Submitted
10062014 Submitted
10072014 Submitted
10082014 Submitted
10082014 Submitted
10102014 Submitted
10102014 Submmitted

Summary

Leave / Compensatory Time

Total TRC

1.000 CES

7.500 REG

7500 REG

7500 REG

7500 REG

2.000 QWS

7.500 REG

Exceptions

Payable Time

Personalize | Find | &2/ | [

Comments

Description
Compensatory Ot Straight
Regular Pay SERS Eligible
Regular Pay SERS Eligible
Regular Pay SERS Eligible
Regular Pay SERS Eligible
Owvertime Pay Straight Time

Regular Pay SERS Eligible

Summary-shows the differences between the submitted and scheduled hours

Reported Time Status

Reported Time Summary

Category

Total Reported Hours

Mo category Displayed

Total Scheduled Hours

Schedule Deviation

Summary

Total

Leave / Compensatory Time

40.500

40.500

37.500

3.000

Exceptions
Sun Mon
105 106

Payable Time
Tue Wed Thu
1067 108 109
8.500 7.500 7500
8.500 7.500 7500
7.500 7.500 7500
1.000

Personalize | Find I@ | 8

7.500

7.500

7.500

Exceptions

Fri
10110

Payable Time

1-Fof 7

2

00000 U

9.500

9.500

7500

2000

1-4of 4

Sat
1011



Ta b continue.......

Leave/Compensatory Time-balances of all the leave accrual and comp time earned

Reported Time Status Surmimarny Leave  Compensatory Time Exceplions Payable Time

Leave and Compensatory Time Balances (¢ Personalize | Find | &2 | [ 1-50f5
Plan Type Plan Recorded Balance Mimimum Allowed Maximum Allowed View Detail
Leave Sick 423792 U] 500 @-—
Leave “Vacation 141.286 0 500 @r
Leave Personal 7.500 0 9994 E
Comp Time OTHOEXP 60.000 0

Comp Time H120DAYEXP 0.000 U]

Click the icon on View Detail a pop up window of accrual history will appear

Leave and Compensatory Time x
Help
Sick Detail
Employes 1D -
Administrative Assistant Il Employment Record 0

Displays the balance of Leave/Compenzatory time for an employee az of the specified date. Thiz balance may be positive
or negative, depending on how the plan is st up and what has been reported

Leave and Compensatory Time Personalize | Find | View Al | 2 First ‘&' 1-130f 27 '+ Last
Plan Plan Description Unit Type Carry Owver Starting Balance Units Earned Units Taken End Balance Accrual Date

50 Sick Hours 435368650 421.831000 3.481550 0.000 426,292 07/26/2014 -
50 Sick Hours 418.365000 3.481550 0.000 421.831 07122014

50 Sick Hours 429 508000 3.461550 15.000 418.369 05/268/2014

50 Sick Hours 444 545000 3.481550 18.500 429.908 06/14/2014

50 Sick Hours 441.484000 3.481550 0.000 444,946 05/31/2014

50 Sick Hours 442 523000 3.481550 4.500 441.484 05/17/2014

50 Sick Hours 435.061000 3.481550 0.000 442,623 05/02/2014

50 Sick Hours 445.100000 3.481550 5.500 439.061 04/15/2014



Ta b continue.......

Exceptions- error message for the time & attendance submitted for the employee

Reported Time Status || Summary || Leave/Compensatory Time Exceptions Payable Time

Exceptions (2 Personalize | Find | (E II:I 1-50f 5
Date Exception ID Exception Source Status Exception Severity  Explanation Comment

Error: Base hours are

not equal to the =

scheduled hours for
the day

10/06/2014  UCO005A0 Time Administration Unresolved High

Error: Base hours are
072 5A ime Administratic e . not equal to the
100072014  UC0005A0 Time Administration Unresolved High notequalio e cor E]
the day

Error: Base hours are

not equal to the e}
scheduled hours for

the day

10/08/2014  UCO005A0 Time Administration Unresolved High

Error: Base hours are
10/09/2014  UCO005AD Time Administration Unresolved High tghggggﬂfe'é”htgfrs - [E1
e day

Error: Base hours are

not equal to the [ED]
scheduled hours for

the day

1010/2014  UCO005A0 Time Administration Unresolved High

Update Exception

All High Exception Severity error message need to be corrected, if
not employee will not get pay for the date(s)



Reported Time Status

Ta b continue.......

Payable Time-show exactly what the employee will get paid

Summany Leave / Compensatory Time

Fayable Time Viewing Option

) By TRC and Status

' By TRC, Status and Day

® Show In Detail

Payable Time (%

Date

067302014

07012014

07022014

07032014

07i04/2014

TRC

REG

REG

REG

REG

HOL

Description

Regular Pay SERS Eligible

Regular Pay SERS Eligible

Regular Pay SERS Eligible

Regular Pay SER.S Eligible

Holiday

Exceptions

View Full Detail

TRC Type

Hours

Hours

Hours

Hours

Hours

Payable Status

Distributed

Distributed

Distributed

Distributed

Distributed

Payable Time

Quantity

Total Estimated Gross 51,120.474

Personalize | Find | & | [

7500

7500

7500

7500

7500

Estimated

Gross Currency Code

3224 094998 UsSD

5224094998 USD

5224 094995 UsD

$224 094998 UsSD

5224 094995 UsD

1-5af 5



Enter Overtime and/or Comp Time

Follow the same steps to access the timesheet, once on the timesheet:

1) Click7 to add a new row
+
2) Click on the day then add the hours
3) Select TRC (Time Reporter Code) OVS
~ When Time Administration batch process runs, it will calculate any premium

All the overtime cannot paid from state fund account. If the employee’s base salary pay account is a state or
have a different account to charge; enter the account # in the Combination Code field for the overtime in the

Overtime row

Select Another Timesheet

“View By| Wesk ¥ Previous Week  Mext Week

*Date1005/2014 | Previous Employee  Next Employee
Scheduled Hours 37.500 Reported Hours 40.500

From Sunday 10/05/2014 to Saturday 10/11/2014 (2
ShitNGombo Combination ChartFislds

Sun  Mon Tue  Wed Thu Fri Sat . r : : - p
105 1058 07 108 08 10M0 104 Total Time Reporting Code Taskgroup Override Rate  Business Unit  Shift Cods Code
1.000 1.000| CES - Compensatory Ovt Straight ¥ | UM_EXP &, UMBOS . LS { ‘&, ChartFields |+
2000 2000 OVS - Overime Pay Straight Time ¥ | [UM_EXP & UMBOS [\, s , ChartFields ~ +|
7.500 | 7.500 | 7.500| 7.500 | 7.300 37.500| REG - Regular Pay SERS Eligible ¥ |UM_EXP |@, UMBOS ! a, , &, ChartFields |+
Submit

1) If the employee is earning Comp Time, click the ™| to add a new row.
2) Enter the hours on the appropriate day in the new row and select the Time Reporting Code of CES.

-No need to enter an account for comp time.

~Again, the system will calculate any premium time owed and you will be able to view it in Payable Time.
~When you have finished entering time, click Submit.

Please DON’T use Time Reporting Code(TRC) CTA+ /CTA-  USE CES /cTU



Holiday Time Reporting

-When there is a holiday in the week, the holiday hrs are not added to the Scheduled Hours,
but employees will get Holiday(HOL) pay.

-If the employee does not work on the holiday, you do not need to enter any

time on that day.

-If the employee works on the holiday, you would add a row in the timesheet and enter the
number of hours worked, with the Time Reporting Code HCTES or HPS

--When input HPS, non-state acct # need to enter in the Combination Code field

Select Another Timesheet
View By| Wesk \ Pravious Week  Next Week
*Date 1011202014 |[H &, Previous Employee  Next Employes
Scheduled Hours 30.000 Reported Hours 37.500

From Sunday 10/12/2014 to Saturday 10/18/2014 12

13%2 1';.?3 1;"1]; 1‘;‘:: 1;:: 105? 10-'51381 Total Time Reporting Code ‘Taskgroup ~ Override Rate Business Unit  Shift g:idfgtomb Sl ChartFields
5.000 5.000| HCTES - Hol Comp Time Eamed Straig ¥ ||[UM_EXP UMBOS ‘&, ChartFields |+ =
2.500 2.500| HP3 - Holiday Paid Straight ¥ (UM _EXP [& UMBOS , ChartFields  +| =
7.500| 7.500| 7.500 | 7.500 30.000{ REG - Reqular Pay SERS Eligible ¥ | [UM_EXP UMBOS L a, W&, ChartFields 4| =|
Submit
Message

When you submit any time in | waming - 2014-10-13 s scheduled as & holiday (13504.3003)
a holiday day, warning

message will pop up. Click
no K” OK Cancel

Reported Date is scheduled as a Holiday. Press OK fo Save the Reported Time and return to Timesheet page. Press cancel to return to Timesheet page to save or change your Reported Time

Please DON’T use Time Reporting Code(TRC) HCTA+ / HCTA- USE HCTES / HCTU



Report Time
Timesheet Summary

Employee Selection
Employee Selection Criteria
Description

Time Reporter Group
Employee ID

Emgl Record

Last Name

First Name

Business Unit

Job Code
Department
Supervisor ID
Reports To Position Number
‘Workgroup

Employee Type
Payroll Status
Change View

*View By' Wesk
Date|10/10/2014

5

Time Reporter Group

Employees For Gina Chan, Totals From 10/05/2014 - 10/11/2014

Time Summary

Demographics

Last Name First Name
Batherwich Heather
Burke Kimberly
Chin Amy
Conneely Barbara Jean
Corner-Dolloff Carol
Fetfatsidis Kyriaki
Glazomitskaya Rumiya

=»

Employee ID

10003395

10016788

100061786

10059103

10174279

10016619

10027736

Empl
Record

Error Messages

Mew Window | Help =

Get Employees.

Clear Criteria

Save Criteria

¢l Show Schedule Information

Previous Week

Job Title

0 Business & Operations Mgr

O Administrative Assistant II

0 Payroll Manager
0 Benefits Manager

1 Director of Employee
“ Relations

0 Administrative Assistant Il

0 Clerk V1

If you see this icon &inext to
to check and correct the error(s)

Mext Week
Personalize | Find | {2 1-19 of 19
Hours
Reporied | Hoursfobe | Scheduled Exception Approved or Denied Hours
ours Approved Hours e i
-
0.000 0.000 37.500 0.000 0.000
0.000 0.000 40.000 0.000 0.000
37.500 0.000 37.500 & 37.500 0.000
0.000 0.000 37.500 0.000 0.000

any employee, click on the employee’s name



Positive(Hourly) Employee

Timesheet
- Empicyes - I Combo Cods Pl
James Byrown Sl Renord 0
- B10ma0 Q200
Earliest Crange D
— B sourty =z
Predous Wesk NedWesk
-
W Previous Emoloyes et Emolayes
Raportsd Hours 2,000
day 112014
Thiu Firi Bl . . e e | - y  ‘Combinsiion e
e 1M 1814 Toisl Tens Reporting Code “Taskgroup Overrids Rads  Eusiness UnH Cods ChariFiaids
REE - Rag Pay Mon Teachg ARRe] Ellg Uk POS (@ UMECS i ChanFlelds
iEE - Reg Pay M JARRRIEN | POS (@, =] , CranFlelds

Apoly Schadule

hama amas S
rerson 1o (N
pspartent [
uanzper [

Pry Fatus Acte

T o DA Eoxat

15t move the mouse curser over the employee’s name to make sure
the employee is active
Click “Apply Schedule” the Time Reporting Code

will default for the employee
Then enter the number of hours on the

day(s) the employee worked



Reports

1. Main Menu 2. Reporting Tools 3. Report Manager
TL Detail Report(UMTL706)

New Window | Help | Personalize Page
List Explorer Administration Archives
View Reports For

Folder: | Time and Labor ¥ Instance: o Refresh

Created On: 3 | Last

Mame: UMTLTDE

eports Personalize | Find | Wiew All | 7

Report port Description Folder Name ‘:':';El_lﬁ:_::” E‘EPD” I':;‘;:ﬁz:
MG T Do UM TE0S ML e anatapors 92504 coriae \1os00os hoose
Ch IIDayS”
Choose Type UMTL706 005€ - th
. ” . : “l ast” Type in the
Time and Labor all in capital
number of
days you
- need
wl Save

List | Explorer | Adminigtration | Archives

After these steps, click | reesn | to access the report(s).
Click 552« | to save all the entered criteria permanently

Click on the report link



TL Detail Report(UMTL706) continue......

Mew Window | Help | Personalize Page

Report
ReportID: 1083825 Process Instance: 19578224 Message Log
Name: AMLP Process Type: XML Publisher

Run Status: Success
UMTLTDE [8185] - UMTLYTDS TL Detail Report. pdf
Distribution Details

Distribution Mode: DEFAULT Expiration Date: |0S/04/2016

File List

Mame File Size (bytes) Diatetime Created

UMTLYDS TL Detail Report. pdf 2,268 072 DS/0S/2015 10:20:34.671812PM EDT
Distribute To

Distribution
1D Type

User 10003323

*Distribution 1D

Click on UMTL706 TL Detail Report.pdf to view the report

Once signed by the Department Head or Supervisor, return to HR as soon
as possible but no later than pay week Friday at Noon.



Re pO rtS Continue.....

Work Study and Hourly Employees Commitment Reports (UMCA801A) and (UMCA801B)

Mew Window | Help | Personalize Pags
List Explorer Administration Archives

View Reporis For

Folder: | Commitment Acctg ¥ Instance: o Refresh

Nanmye: |UpCASD Created On: 31 | Last

Rep Personalize | Find | View Al | B2 [\[# First'4' 1-30f 3 '*' Last
= = Campletion Report Process
ort port Description Folder Mame aiTime |0 e —
OMCASD S Pl U At o EATROLL 14
UrCASO1 Payro N FAY R itmant A b ! SE1 1837955
1 Corpmitment Report COMMITMENT REPORT | wommitment Acctg-B | §25610 837955 h
706 rlsx TOE N S¥ C oose
UMQAS01 [2412] - UMCAR0T [2412] - o ”
~ UMCWE01E Payroll UMCABNIB PAYROLL S /14 - crEEE Da S
2 Commitment Report ~ COMMITMENT REPORT ~ Commitment Accig-B fpn 829436 AIEZE Y
T06.pyf 706.P
o UMCASD1 [\303] -
UMCAB0T [1503] - UMCAS01A BOSTOM 08/18\4

3 UMCARD1A 3:'{]::-r' .
Work 2 udy F{EE::-rt.pdf WORK STUDY
REPORT.PDF

Commitment Acclg-B 17-09EW 825309 133y 9324

Type UMCA801 Choose  Type in the
all in capital “Last”  number of days

Choose you need
“Commitment Acctg”

List | Explorer | Administration | Archives

After these steps, click = reresn | to access the report(s).

Click on the “Report” link and then click on the “File List, Name” to view the report
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Time Reporting Codes

TRC Name Description

BEV Bereavement Used when release time is granted due to death in immediate family. Check with contracts to see if eligible.

CES Compensatory Ovt Straight When employee earns compensatory time at the straight rate in lieu of payment for overtime worked.

CRT * Court Time Used when in attendance at a court proceeding for which the employee may receive paid release time.

CTU Comp Overtime Used When employee utilizes earned compensatory overtime.

FSK Family Sick Time Reflecting the use of sick time due to family illness.

HCTES Hol Comp Time Earned Straight Used when employee works on a holiday and does not receive HPS, but instead earns compensatory holiday time.

HCTU Holiday Comp Time Used Used when employee uses earned holiday compensatory time.

HOL Holiday This is a system-generated code indicating an employee's regular work day is a holiday. It does not need to be entered.

HPS Holiday Paid Straight Used to pay employee for holiday hours worked, or when an employee's regular day off is on a holiday and the
employee will receive an extra day's pay for that week.

JDY * Jury Duty Used when a benefited employee is out due to jury duty.

JDYNB  * Jury Duty Non Benefited Used when a non-benefited employee is out due to jury duty.

MATNP Maternity Leave NOP Used when employee is out on maternity leave but will not be paid for hours absent.

MATP Maternity Leave Personal Used when employee is out on maternity leave and uses accrued personal time.

MATPD Maternity Leave Paid Used when employee is out on maternity leave and a portion of the leave is paid. Check with contracts to see if eligible.

MATS Maternity Leave Sick Used when employee is out on maternity leave and uses accrued sick time.

MATV Maternity Leave Vacation Used when employee is out on maternity leave and uses accrued vacation time.

MLA * Med Leave of Absence No Pay  Used to indicate unpaid absence due to illness; no sick time to cover absence; or does not wish to use any accrued time.

NBONP Non Benefited Ovt Premium Pay Used when a non-benefited employee is to be paid overtime at time-and-a-half rate.

NBONS Non Benefited Ovt Straight Pay  Used when a non-benefited employee is to be paid overtime at his/her straight rate.

NOP ** No Pay Used when employee is authorized to be out but will not be paid for hours absent.

(OAVAS) Overtime Straight Pay Used when a benefited employee is to be paid overtime at his/her straight rate.

PER Personal Time Used when employee uses accrued personal time.

PUT * Paid Union Time Used when employee is out due to an authorized union activity.

REE Regular Time Used when non-benefited employee is working.

REG Regular Time Used when benefited employee is working.

SIB * Sick Leave Bank Used when a sick leave bank member is approved to draw on the sick leave bank for a specific amount of time.

SIC Sick Time Used when an employee is out due to illness or for doctor's appointment.

UNP ** Unauthorized No Pay Used when employee takes an unauthorized leave and will not be paid.

VAC Vacation Time Used when employee uses accrued vacation time.

* Documentation required. Please contact Human Resources to find out what documentation is needed.
** |f an employee is off the payroll for any part of the day before or after a holiday, he/she will not be compensated for the holiday.

May 2013 Time Reporting Codes
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Non-Student Hourly

UNIVERSITY OF MASSACHUSETTS BOSTON DEPARTMENT OF HUMAN RESOURCES
(WTS) WEEKLY TIME SHEET -

Student Hourly

UMASS CHECK APPROPRIATE ACTION:
BOSTON ) _
[THours Used [ |Additional Hours Worked [JTime Never Submitted [C]cCorrect Previous Time Recorded
Department Name Department ID Week Ending (Saturday)
B

Enter the Employee(s) information below:

Empl.
Name Hourly
(First,Ml,Last) Empl. 1D R;*S Rate**

Sun.* Mon.* Tue.*

Wed.*

Thur.*

Fri.*

Sat.*

Total
Reported
Hours*

Time
Reporting
Code

HR
Combo
Code**

*Report hours in decimals.

**The correct Employment Record Number, Hourly Rate, Time Reporting Code (TRC) and HR Combo Code must be entered otherwise it could delay payment.

Timekeeper:

Date: /

Department Head/Supervisor:

/

Date: /

Phone:
/

HR Form Revised 06-22-2016-R3

WTS Positive Employees
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