_ Jelegate Conference Call

VTHR Operations Division



Review & Reminders

m Time Reporter Data
O Time Reporter Group
1 Taskgroup/Profile 1D

Favc‘r'[ites MainvMenu > Time and Labor > Wermont Taskgroup Maintenance > Maintain Time Reporter Data

Maintain Time Reporter Data

Melissa Butryman

_________________ ID: 16938 Empl Record: 0
Organizational Relationship: Employee Badge Detail Group Membership

Time Reporter Data Find | View All First Ky, 0.
*Effective Date: 02/09/2014 e Status:  Active [*][=]
Elapsed Time Template: VT_TASKPRF Q, Task Profile Time Reporing
*Taskgroup: DHRHRIS @, DHR HRIS Division

Task Profile ID: DHRHRIS @ DHR HRIS

Time Reporter Group: 01ACADS

Workgroup: P38EXE405




'__
7+ VERMONT
Review & Reminders

Deadlines:
m Employee Entry
m Supervisor Approval

m \Workers Compensation Time &
Supplement Entry



7~ VERMONT

Review & Reminders

Deadlines:

VTHR Deadlines — 0420014 — 011002015

Pricr Pay Period & Supervisors/ Delegatel Time
eaveeron | e | TR | s, | cidiyido | beedes | Bunesofie | Admnston | Vidwon | T | eavOAY
TEL for sniry Into 12:00pm 12-00pm 12:00pm -U a.m.
WTHR

04/20/14-05/03,/14 04/24/14 04524714 05,/03/14 05/05/14 05/06,/14 05/06,/14 05/08,/14 05/09/14 05/15/14
05/04/14-05f17/14 05/08/14 05/08/14 a5/17/14 05/19/14 05/20/14 05/20/14 05/22/14 05/23/14 05/29/14
05/18/14-05/31/14 05/22/14 05/22/14 05/31/14 06/02/14 06/03/14 06/03/14 0a/05,/14 L - 061214
06/01/14-06/14/14 06,/05/14 06/05,/14 061414 D6/16/14 0817714 06/17/14 0a/19/14 0a/20014 06,/26,14
06/15/14-06/28/14 Fourth of July 06/19/14 06/19,/14 06,/28,/14 06/30/14 o07/01/14 07/01/14 070214 0703 14 07/10/14
06/20/14-07f12/14 Fuiirth af hily 07/02/14 07 /02,14 a07/12/14 07/14/14 07/15/15 07/15/14 oFf17/14 07/18/14 07724714
07/13/14-07/26/14 07/17/14 o7f17/14 a7/26/14 07/28/14 o7/29/14 07/28/14 o07/31/14 08/01,/14 0E/07/14
0727 /14080014 07/31/14 073114 0E/09/14 08/11/14 08/12/14 08/1z2/14 08/14/14 08/15/14 0E/21/14
08/10/14-08/23/14 08/14/14 0Ef14,/14 0E/23/14 08/25/14 08/26/14 08/26/14 08/28/14 08/29/14 09,/04,/14
08/24/14-09/D6/14 08/28/14 OEf2E 14 09,/06,/14 09/08/14 0909714 09/09,/14 09y11/14 09/12/14 09/18/14
0907 /14-09/20/14 09/11/14 09/11,/14 08/20/14 0o9/22/14 0923714 09/23/14 092514 09/26,/14 10/02/14
0921 /14-10/04/14 a/25/14 9/x5714 10/04/14 10/06/14 10/07714 104507 /14 10/09/14 10010414 10/16/14
10/05/14-10/18/14 10/09/14 10,0514 10/18/14 10/20/14 10W21/149 1021714 1023/14 102414 1030414
10/19/14-11/01/14 10/23/14 1023714 11701714 11/03/14 11/04/14 11/04/14 11/06/14 11/07/14 11713/14
11/02/14-11f15/14 11/06/14 11/06/14 11/15/14 11/17/14 11/18/14 11/18/14 11/19/14 11/20414 11/26/14
11/16/14-11/29/14 11/20/14 11/20/14 11/29/14 12/01/14 12/02/14 12/02/14 12;’[}4_;"14 12/05/14 1271114
11/30/14-12f13/14 12/04/14 12704714 12713714 12/15/14 12/16/14 12/16/14 12718714 12/19/14 12724714
12/14/14-12/27/14 12/18/14 12718714 12/27/14 12/29/14 12/30v14 12/30/14 01/02/15 01/05/15 o1/08/14
12/28/14-01/10/15 Kew Wears 12731714 1273114 01710415 01/12/15 01/13/14 01/13/14 011515 01/15/15 o1/22/14

NOTE: *DATES IN BOLD PEINT ARE A VARTATION FROM THE NOEMAL SCHEDULE
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7~ VERMONT

Time Validation Queries

m VT_TL_NO_HOURS_RPTD - Employees that have no time

entered for pay period.

m VT_TL_RPT_SUM_HRS - Shows total standard hours
reported by employee for the pay period.

m VT_TL_NEEDS_ APPROVAL - Lists all hours that still need

approval for specified date range.



Questions ?



7~ VERMONT
Updates and Enhancements

m Back Office Approval
0 HAP, Lump Sums, Leave Payout

m VT Time Status Report

0 Employee Standard Hours
00 Time Needing Approval

04/17/2014 11:18 AM State of Vermont VTTLR151.80R
Time Status Report Dage: 1
Dates: 11/03,/2013-11/17/2013
Reporting Entity: 0l-Administration, Agency of
Department: 1100020100-80A Operating

Emplid Name Time Workgroup Reg/Temp Status £td Rptd Payable UnApp
Eptr Grp Hrs Hours Hours Hours

[T —— 02FIN0Z DOOEXSXS8N Exempt Active B0  BOD.O 80.0 0.0
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7~ VERMONT
Updates and Enhancements

m Default Dates on Approval Page

0 Default based on last payroll confirm

Approve Payable Time

Approve Time for Time Reporters

 Employee Selection Criteria
Employee Selection Criteria @
Description

Time Reporter Group

Empl ID

Last Mame

|

|

Empl Record |
|

Department |

£ R R RS

~ Clear Selection Criteria  Save Selection Criteria ~ GetEmployees

Mo employees were returned for the time period specified.

Start Date: 04062013 IEJ End Date: 04192014 IEJ r:-‘



7~ VERMONT

Updates and Enhancements

m Timesheet Chanae Notification ‘button’

Instructions

“\iew By: Calendar Period -

Reported Hours: 32.00 Previous Period Mext Period
*Date: 172013 B

< Scheduled Hours: 0.00
Sun Meon Tue Wed Thu Fri Sat Sun Mon Tue
1117 1118 1119 11120 11124 11122 11123 11124 11i25 11i26
| | | | | | | | | | |
| | | 8.00/ | | | | | | | |
| | 8.00 | | | | | | | | |
| Submit | . TimesheetChange Notification
Time Notify

Timesheet Email Notification
Employee: 16938

Approver: |

Melissa Butryman doug.pine@state.vtus

@,
@,

Others: |

Human Resources: sovtimeandlabor@statevtus

Comments

. SendEmail Notfication

| OK | Cancel




Questions ?



